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Gido trinh Quan trj hanh chénh van phong d4 duoc xudt ban
l4n d4u tién vio nam 2005, t4i ban Ian th nhit nam 2007. Dén
nay d4 c6 mot s vin ban méi ban hanh, d4c biét 1a cic vin ban
quy pham phép ludt v& cong tic vin thu, luu tri va soan thao
van ban, cin dugc bd sung va sira dbi dé cép nhép héa.

Quan trj hanh chénh vin phong I viéc hoach dinh, té chirc,
phéi hop, tiéu chudn hoa va kiém soat cac hoat dong xr 1y théng
tin trong céc co quan, doanh nghiép.

Gido trinh Quan trj hanh chénh van phong gdm c6 9 chuong:

Chuong 1 va 2: Giéi thiéu téng quét vé& vin phong. Giap
chung ta hiéu tai sao phai quan trj vin phong? Ai 14 ngudi quan
tri van phong hién dai; Vai tro cua thu ky trong céc co quan,
doanh nghiép.

Tur chuong 3 dén chuong 6: Nghiép vu hanh chinh vin
phong. Cung cdp cac ky nang van phong (office skills) tir cong
tac théng tin, hoach dinh, t5 chirc va kiém tra cong viéc hanh
chinh vén phong dén céng tac 12 tan; céc cude hop, héi nghi, hoi
thao; chuyén di cong téc cia l4nh dao.

Céc chuong 7, 8, 9: T6 chirc, quan ly va giai quyét van ban.
Cung clp co s& phép Iy va ky ning can thiét cia cong tac van
thur, cdng tac luu trit va soan thio mdt sé van ban hanh chinh.

Gido trinh Quan tri hanh chanh van phong dugc viét cho
sinh vién dang theo hoc nganh Quan trj kinh doanh, c4c nganh
Kinh t¢, K¢ toan, Du lich... va cic khéa béi dung kién thic,





[image: image5.jpg]nghiép vu clia cac chuyén vién van phong dang lam viéc tai cac
co quan, doanh nghiép thudc cac thanh phén kinh té khac nhau.
Gido trinh nady ciing dugc sir dung cho sinh vién theo hoc
chuong trinh Dao tao tir xa, nganh Quan tri kinh doanh, trudng
Dai hoc Binh Duong, dang phat song trén Dai Truyén hinh Binh
Duong, cac Dai Truyén thanh va trén mang internet.
Gido trinh bién soan theo phong cach méi, hién dai nhu:
- Ly nguoi hoc 1am trung tam.
- Cim tay chi viéc.
- Nghe - nhin - thao ludn - thuc tap déng vai.
Cung véi su hd trg cia phuong phdp giang day méi, sir dung
may chiéu Projectoc, theo chuong trinh Powerpoint dang duoc
4p dung phd bién tai cac trudng dai hoc.

Trong qua trinh bién soan chung t6i khong tranh khoi nhimg
khiém khuyét. Rat mong va xin cam on cac dong nghiép, cic
ban sinh vién va céc hoc vién ¢6 nhimg déng gép dé gio trinh
ngay cang hoan thién.

Trong gi4o trinh nay ching t6i ¢6 sir dung mot b tai lidu cia
PGS.TSKH Nguyén Van Tham, TS Nghiém Ky Héng, Hoc
vién Hanh chinh Quéc gia; TS Lé Vin In, trudng Cén bd
TP.H) Chi Minh; GS.TS Nguyén Thanh D9, Truong Pai hoc
Kinh té Quéc dén; TS.Nguyén Hiru Thén, gidng vién trudng Pai
hoc M& TP.HCM va céc tac gia khac.

Xin chén thanh cam on.

- Cac tac gia
“GS.TS.Péng Thi Thanh Phuong
R ThS.Nguyén Thi Ngoc An
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2.2.2.Tiéu chudn cla nha quan tri hanh chanh

v&n phong..
2.2.3.Céc chiic vy clia c&p quan tri hanh chédnh.
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4.2.3.Céc cong cu kiém soa céwan tri
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7.4.2.Céng tac 1ap hé so hién hanh & cac co quan.....

CHUONG 8. KY THUAT SOAN THAO VAN BAN
HANH CHINH

8.1.KHAI QUAT VE VAN BAN
8.1.1.Kh&i niém vain ban.
8.2. HINH THUC VAN BA
8.2.1. Van ban quy pham
8.2.2. V&n ban hanh chinh.
8.2.3. Vén ban chuyén ngan|

chinh trj - xa hoi..
8.3. YEU CAU VE THE THUC CUA VAN BA
8.3.1.Khdi niém thé thic van ban
8.3.2. Cac y&u t6 thé thic van ban .
8.3.3. Ky thuat trinh bay van b3
8.3.4.N6i dung va ky thuat trinh bay cac thanh
phan thé thic clia vin ban
78.3.5.50 d6 bS tri mau chit trinh bay cac thanh
phén thé thic clia van ban...................
8.3.6.Y&u vé thé thic clia ban sao van bén..
8.4.VAN PHONG NGON NGU HANH CHINH CONG Vy..211
8.4.1.Khai niem
8.4.2.Chtic ning
8.4.3.Tinh chat.
8.4.4.Piac diém.

8.5.KY THUAT SOAN THAO VAN BAN HANH CHIiNH
8.5.1.Nguyén tic soan thao van ban...





*
[image: image11.jpg]8.6. SOAN THAO MOT SG LOAI VAN BAN HANH
CHIiNH THONG DUNG...
8.6.1.S0an thdo quyét dinh.
8.6.2.Soan thao cong van
8.6.3.Soan thao béo céo
8.6.4.Soan thao bién ban
8.6.5.S0an thao hgp déng

CHUONG 9. CONG TAC LUU TRU...

1.NHUNG VAN BE CHUNG VE CONG TAC LUU TRU "
1.1.Kh&i niém vé cong tac luu trld
1.2.Chtic nédng
1.3.Néi dung ...
1.4.Tinh chét...
1 5, Nguyen tic quan ly i

2.1 cHUC TAI LIEU LUU TRU VA CONG TAC LUU

3.CAC KHAU NGHIEP VU LUU TRU
3.1.Phan loai tai liéu luu trix ......
3.2.Xac dinh gia tri tai liéu luu tri
3.3.B8 sung tai liéu luu tri
3.4.Thdng ké tai liéu luu trl
3.5.Chinh Iy tai liéu luu tri.
3.6.Bao quan tai liéu luu trd......
3.7.78 chiic sl dung tai liéu luu trit
Thay 18i két.......
Tai lieu tham khao

10




*
[image: image12.jpg]Chuong 1

GIGI THIEU TONG QUAT Vi
QUAN TRI VAN PHONG

1.1. VAN PHONG
1.1.1. Khdi niém vin phong

Vin phong 1a mot phong 1am viéc cu thé ciia linh dao.
Nguti ta c6 thé goi la: Vin phong Gidm ddc, van phong Nghi
5§

Vin phong duge hiéu 13 try s§ lam viéc cta cd quan, don
vi, 1a dia diém ma moi cdn b6, cong chife hang ngay dén d6 dé
1am viéc.Vi du: Vin phong B6, Vin phong U ban nhan dan...

Vin phong dudc hi€u 1a mot loai hoat dong trong cac co
quan, doanh nghiép. Vin phong thién vé viéc thu nhan, bio
quan, lutu tri¥ cdc loai cong vin gidy trong ¢d quan, doanh
nghiép. N6i dén van phong ngudi ta thudng nghi dén mot b
phén chi 1am nhitng cong viéc lién quan dén c6ng tdc van thu.
> Nhu vdy: Viin phong I3 by m4y diéu hanh téng hgp ciia
0 quan, doanh nghiép; 1a ndi thu thap, x Iy théng tin hd
tr¢ cho hoat dgng quin 1y; la noi chim lo moi linh vic
dich vu hiu cdn ddm bdo cdc didu kién vat cht cho hoat
dong clia mi co' quan, doanh nghip,té chifc.
1.1.2. Chic ning ciia viin phong
Vin phong c6 hai nhém chiic ning:

- Nhém chifc ning tham muu va 3ng hop ;
"
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[image: image13.jpg]- Nhém chifc nang dich vu hiu can.
(1).Nhém chifc niing tham muu va téng hop
Néi dung clia cong téc tham muru 1a céc hoat dong tham vén cia
cong tac van phong.
Néi dung cita cong téc tdng hop 14 céc hoat dong thong ké, xir 1y
thong tin dit liéu phuc vu thiét thuc cho hoat dong quan ly.
(2).Nhém chifc niing dich vu hiu cin
Hoat ddng cta co quan, doanh nghiép khong thé thiéu céc diéu
kién vét chét nhu nha clra, phuong tién, thiét bi, dung cu. Van
phong 1a bd phén cung cap, bd tri, quan 1y cac phuong tién,
dung cu d6 d€ dam bao sir dung c6 hiéu qua
1.1.3.Nhié¢m vu ciia viin phong
Viin phong c6 nhiing nhiém vu chii yéu sau day:
- Xdy dung chicong trinh, ké hoach cong tdc cia co quan, doanh
nghiép.
- Thu thdp, xit Iy, qudn Iy va sit dung thong tin.
- Tu vén vdn ban cho thii trrudng.
- Xay dung, ciing c6't8 chite b mdy vin phong.
- T8 chiic giao tiép, déi ndi, di ngoai.
- Duy tri hoat dong thudng xuyén, lién tuc ciia vin phong.
- Bdo ddm nhu cdu hdu cdn, kinh phi chi tiéu, quan Iy vat tu tai
sdn ciia co quan, doanh nghiép.

(1).Xay dung chuong trinh, ké hogch céng tic ciia co quan,
doanh nghiép

Méi co quan, doanh nghiép c6 nhiéu ké hoach, do cdc b9 phdn
khdc nhau xay dyng. Vin phong la don vi téng hop ké hoach
t6ng thé cua cdc don vi va dén déc cdc b phdn khdc thuc hién.
12
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[image: image14.jpg]Mt khdc, vin phong phdi truc tiép xdy dung chuwong trinh, ké
hoach céng tdc hang quy, hang thdng, hang tudn cia lanh dao.
Gidp lanh dao trién khai thuc hién cdc ké hoach ds.

(2).Thu thép, xit Iy, qudn Iy va sit dung thong tin.

Théng tin la nguon, la can cit dé lanh dao dua ra nhing quyet
dinh kip thoi, chinh xdc. Théng tin bao gom nhleu logi, tir nhiéu
nguon khdc nhau. Ngudi lanh dao khéng thé tr thu thép, xir Iy
tat ca moi thong tin ma cdn phai ca bé phdn tro giip-dé chinh
la van phong. Van phong la cira 56, Ia bj loc thong tin vi tdf ca
cdc théng tin dén hay di déu dugc thu thap, xit Iy, chuyén phdt
tai van phong.

(3).Thigc hién nhigm vy tu van vn ban cho thii trriéng.

Van ban 1a phuong tién ghi tin, chuyén tin hitu hiéu va chinh
xdc.Thong tin trong van ban & nhitng théng tin chinh tri, kinh
16, xa hoi, phdp Iy, quan Iy....Cdc co quan, doanh nghiép si
dyng van ban nhi mot phwong tién hitu hiéu dé thuc hién va
truyén dat cdc quyét dinh quan Iy. Tuy vdy viéc soan thao, ban
hanh, xit Iy va heu trit van ban trong nhiéu co quan, doanh
nghiép con bc 15 nhiéu sai sot ca vé ngi dung va hinh thirc.
Hién nay da c6 Ludt Ban hanh van ban quy pham phdp lugt nim
1996, da dwoc sira déi, bo  sung nam 2002 va cdc van ban dudi
lugt, huéng ddn thong nhdt viéc soan thao va ban hanh vén ban.
Van phong phdi la bé phan chiu trach nhiém chinh trong viéc
tro gitip lanh dao vé céng tdc t6 chitc gidi quyét va quan Iy van
ban ; soan thao va ban hanh vin ban diing tham quyén, diing
trinh ti thii tuc, dat duogc cdc yéu cdu vé ngi dung va thé thirc
van ban.

(4).Xady dung, ciing cd't6 chiic by mdy van phong.

Van phong phdi xdy dung duoc mét co cdu 16 chike thich hop,
ndng ding va hi¢u qud, hudng t6i muc tiéu hién dai héa cong
tdc vin phong. Viéc cham lo béi dwdng cho cdn b6 van phong

13
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[image: image15.jpg]€6 nang luc, trinh do, am hiéu ky thudt va nghiép vu hanh chinh
1é nhiém vu cdp bdch ddi véi cdc co quan, doanh nghiép.

(5). Té chitc giao tiép, doi ni, doi ngoai

Van phong la bo mdt cua co quan, doanh nghiép. Vi vdy viéc 1
chikc cde phong lam viéc, tiép khdch va sap xép timg nguoi phi
hop véi timg loai cong viéc la rét quan trong.

(6).Duy tri hogt djng thuiong xuyén, lién tuc ciia van phong
Khdc véi hoat dong chuyén mon trong doanh nghie‘p, van phong
phai hoat dgng thuwong xuyén, lién tuc trong cdc linh viec dsi
i, ddi ngoai, an ninh trdt t va bao qudn tai san ciia co quan,
doanh nghiép. Van phang phai cé mét bg phan lam viéc lién tuc
(24/24 gio) ngay ca khi doanh nghiép ngimg hoat dong hodc
trong nhitng ngay nghi cuoz tudn, 1€, tét d@é dam bao trat tu, an
ninh va théng tin thong sudt.

(7). Bdo dam nhu cdu hiu cén, kinh phi chi tiéu, qudn Iy
vdt ti tai san ciia co quan, doanh nghi¢p

Ddy 1a nhiém vu mang tinh ddc thit cua van phong. Van phong
ldp ké hoach nhu cau, di trit kinh phi, 16 chirc mua sim cdc

trang thiét bi hién dai, phu hop, cdp phdt, theo doi sic dung
nhdm quan b chdt ché cdc chi phi vin phong.

1.1.4. Hién dai héa cong tdc vin phong

Hoat djng ciia van phong rdt da dang, phong phi va
phitc tap. T8 chitc khoa hoc cong tdc van phong cd ¥ nghia thiét
thitc tao diéu kién cho co quan, doanh nghiép hoan thanh t61
muc tiéu dé ton tai va phdt trién. Hi¢n dai hod cong tdc van
phong 1a mét doi héi b xiic ciia thoi dai.

THEO HUGNG:
-“Vin phong dién ti” ;
-“Vin phong khong gidy” ;

14
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[image: image16.jpg]-“Vin phong tr dong hod” ;
-“Vin phong ctia the ky 217,
PHUGNG PHAP :
1. T8 chiic b mdy vin phong khoa hoc, tinh gon, hi¢u Ire,
diing chirc nang.
2. Titng buge tin hoc ho4 cong tdc vin phong
- Mdy tinh va vin phong “khéng gidy ”

Ngay nay nh& ¢6 mdy vi tinh va néi mang vi tinh d& xu
ly thong tin ndi by va bén ngoai, ngudi ta khong cAn phai sao
chép, nhén, in cong vin va phan phét cho cdc bd phan. Céc
vin bdn s& duge xif Iy va truyén trén mang. P& luu trir vin
bén, ngoai viéc Iuu trit theo cdch truyén théng nhut céc cip hé
s0, phim, microphim, bang ti, dia tif, ngudi ta da tao ra cdc dia
mém d€ sao chép cac dif liéu cin thiét. Dac biét sy xuat hién
cdc dia ciing, cong nghé x 1y ghi nhan va doc cdc thong tin
Iuu trit biing bd phan quang hoc da 1am cho cdc dia ciing CD
ROM luu tri¥ duge mét lugng thong tin ting hang triéu 1an.

- Mang vi tinh véi hé théng théng tin

D& nhanh chéng xit 1y cac thong tin diu vao, diu ra,
ngudi ta thudng ndi cdc mdy vi tinh thinh mang. C6 ba loai
mang phé bién:

@.Mang don gidn: Gom cdc mdy vi tinh cla nhiing ngudi
cung lam viéc véi nhau trong ciing mdt don vi.

@.Mang ndi bd: Gém mot mdy chii va cdc mdy khdch. May
chi tiép nh4n, xf If va cung c4p thong tin theo yéu ciu clia
cdc mdy khich. Loai mang nay dugc sit dung trong cd
quan, doanh nghiép c6 nhiéu c4p quan 1y, cin c6 sy phan
c&p quan 1y thong tin.

15
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[image: image17.jpg]@.Mang md rong: Néu cd quan, doanh nghi€p mudn xi 1y
thong tin ddu ra v6i mot s& ¢ quan, doanh nghiép khic &
bén ngoai thi van phong phdi ding ky néi mang noi by véi
mang rong & bén ngoai.Mdi mang rong twong tng c6 cic
ngdn ngit, ky hiéu thich hap.

- Hé thong thong tin toan cdu véi chudng trinh World

Wide Web (goi la cong nghé Web)

Nhiim khai thic toan ciu mang internet. Thong tin trén
mang Web dua trén mo6 hinh khdch—chi. Web chi 1a mot
chuong trinh dugc cai dit trén mot may chd dé cung c&p thong
tin, tai liéu cho cdc mdy khach khi cic mdy tinh gdi yéu cdu
t6i mdy chi.Web khdch 1a mdt chuong trinh mdy tinh cho
phép ngudi dung c6 thé yéu cdu cung cap thong tin tit phia
méy chd. Ngay nay cong nghé Web dang dugc phat trién rong
rdi trén pham vi toan cdu.

-Vin thy dién ti

La phuong tién truyén théng bing dién tit cdc loai van ban,
dit kién, hinh 4nh, tiéng néi qua m4y dién bdo, mdy fax, tram
truyén tdi vin ban, mdy vi tinh hoic cd man hinh phuc vu hoi
nghi tit xa. Cdc thi&t bi néi trén ¢6 thé ding dudng day dién
thoai, qua céc vé tinh, qua hé thong viba hodc cdp quang.

¢ Thu dién tif (E.mail)

E.mail 12 mot hé thdng gdi thong tin qua dudng diy dién

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

tinh khdc.Trong pham vi mdt cd quan, doanh nghiép (mang

ndi bo-mang LAN) hodc ¢ thé qua mang rong, mang intenet,
truyén khip thé gidi qua vé tinh (mang WAN). Ngay nay thu
dién tit c6 thé giii kém theo hinh dnh, 4m thanh. Ngudi ta ¢6
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[image: image18.jpg]thé nghe dugc ti€ng ndi, nhin thay hinh dnh, ddng diéu, thdi d6
clia ngudi néi.
3. Trang b cdc thiét bi viin phong phit hgp
Vi su phat trién ctia cong nghé thong tin, van phong
s& dugc phat trién theo hudng “Vin phong dién ti héa”. Do
d6, khi mua sdm céc trang thiét bi, bs trf noi lam viéc, ciing
thiét bi cho m&i nhan vién phdi dugc tién hanh cho phit hop
v6i xu huéng hién dai héa cong tic van phong.
4. Khéng ngirng phit trién ky thut va nghiép vu hanh chinh
Nhiing ngui lam cong tdc van phong ngoai ky nang va
nghiép vu chuyén mén, phii lién tuc duge dao tao va dio tao
lai cdc k¥ nang, k§ xao ctia cong nghé thong tin. Sit dung thanh
thao c4c trang thiét bi hién dai aé phan tich, xit 1y théng tin
mét cach khoa hoc. Pay 1a vén dé birc xtic trong cong tac tuyén
chon, dao tao, bdi dudng ddi ngii quan tri vién van phong & cac
co quan, doanh nghiép hién nay.

1.2. QUAN TRI

1.2.1.Khéi niém quan tri

Quén tri 1a sy phi hgp tat cd cdc tai nguyén thong qua
ti€n trinh hoach dinh , t8 chiic, lanh dao, va kiém tra nhiim dat
dudc cdc muc tiéu di déra .

1.2.2.Chiic niing ciia quan tri
Quan tr ¢6 4 chiic nang:

- Chifc nang hoat dinh;

- Chifc ning t8 chiic;

- Chifc ning lanh dao;
17
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[image: image19.jpg]- Chiic nang ki€m tra.

a. Chiic néing hoach dinh (Planning)

Hoach dinh 12 dé ra cdc myc tiéu cho tuong lai va sy
Iwa chon céc gidi phdp thich hop dé hoan thanh cdc muyc tiéu
do.

b. Chiic niing t6 chifc (Organizing)

T4 chitc bao gdm viéc thanh l8p nén cdc bd phan trong
doanh nghiép dé ddm nhiém nhiing hoat dong cén thiét va xdc
dinh cdc méi quan hé vé nhiém vu, quyén hanh va trich
nhiém giita cdc bd phan dé.

c. Chic ning lanh dao (Leading)

Lanh dao nhan vién béng cdch phén cong nhiém vu cu
thé dé dat dugc muyc tiéu cta td chic.
d. Chifc niing ki€m sodt(Controlling)

Phai thudng xuyén kiém tra dé kip thoi dé udn nan cdc
sai trdi di léch v6i muc tiéu .

1.3. QUAN TRI HANH CHANH VAN PHONG
1.3.1. Kh4i niém quan trj hanh chianh vin phong
Quan tri hanh chanh vin phong la viéc hoach dinh, t§
chiic, phéi hop, tiéu chudn héa va kiém sodt cic hoat dong
XU Iy théng tin.
1.3.2. Chic ning cta quin tri hanh chdnh vin
phong
Quén trj hanh chdnh vin phong ¢6 5 chirc nang:

- Hoach dinh cong viéc hanh chdnh van phong;
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[image: image20.jpg]- T8 chifc cong viéc hanh chanh vin phong;

- Lanh dao cong viéc hanh chdnh vin phong;
- Kiém sot cong viéc hanh chanh van phong;
- Dich vu hanh chdnh vin phong .

Hinh 1.1: Hoat dfng ctia doanh nghiép vi nhu mét chiéc
xe Otd, cdc chife ning dich vu HCVP 1a 4 banh xe

OFFiCE seRvices
services

Ngudn: tai liéu (7), trang 55

1.4. TO CHUC VAN PHONG

1.4.1. Co cAu 6 chire vin phbng

Co céu t chic van phong la tong hop céc bd phan khac nhau
clia van phong dugc b tri ¢ dam nhan nhing nhiém vu cua
cong tac van phong.

Céc bo phén chi yéu trong co cdu t§ chirc van phong thung co:
(1). B§ phén hanh chinh vin thu

CG nhiém vu qudn Iy, diéu hanh cong tdc tiép nhgn, xit 1y, bdo
qudn, chuyén giao van ban trong va ngoai co quan, doanh
nghigp; T6 chiitc cong tdc 1€ tan, khdnh 1iét, béo mat; Qudn 1y,
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[image: image21.jpg]si dung c6 hiéu qud cdc trang thiét bi ky thudt phuc vu cho
hoat dong ciia van thu.
(2). B phén tong hop
GOm mét s6 chuyén vién c6 trinh dj, ¢6 nhiém vu nghién ciu
chii truong, dudng 16i, chinh sdch ciia cdp trén, cdc linh vic
chuyén mon c6 lién quan; Tu vdn cho thii trudng trong cong tac
lanh dao, diéu hanh hoat dong; Theo ddi, tong hop tinh hinh
hoat dong ciia co quan, doanh nghiép d€ bdo cdo kip thoi cho
thil trudng va dé xudt phuong dn gidi quyét.
(3). Bé phdn qudn tri
Cung cdp kip thoi, ddy dii cdc phuong tign, diéu kién vat chdt
cho hoat déng ciia co quan, doanh nghiép; Quan ly, sia chita,
theo déi, sit dung cdc phitong tién vt chat do, nhim sit dung
tiét kiém, c6 hi¢u qud.
(4). B§ phén luu trit
Suu tdm nhitng tai liéu c6 lién quan dén hoat déng ciia co quan,
doanh nghigp; Phan logi, ddnh gid, chinh Iy tai ligu va thuc
hién luu trit cdc tai liéu theo quy dinh cia nganh va yéu cdu
cita co quan; 18 chitc hudng dén cong tdc luu trid, khai thdc, sit
dyng tai ligu luu tri cho cdc by phdn cia co quan, doanh
nghiép.
(5). B phdn bdo vé
Té chitc cong tdc bdo vé, trdt tu tri an cho hoat déng cia co
quan, doanh nghiép; Bdo vé mji trudong, cdnh quan cia don vi;
Kiém tra, don doc cdc b phan chdp hanh quy dinh vé bdo vé,
an ninh, trdt ty trong pham vi co quan, doanh nghiép.

e Phy trdch van phong la chdnh vdn phong. Chdnh van

phong chiu trdch nhiém trudc thi trudng co quan vé
diéu hanh va két qud hoat dgng ciia vin phong.
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[image: image22.jpg]®  MJdi bj phdn ciia van phong c6 mét nguoi phu trdch,
chiu trdch nhi¢m truéc chdnh van phong vé diéu hanh
va két qud thuc hign hoat dong cita by phan dé.
1.4.2. B&'tri viin phong
1.4.2.1. Yéu ciu:
- Tén dung 101 uu mdt bing, tiét kigm va sit dung co dgng dién
tich van phong.
- Gidm thiéu thoi gian va chi phi cho viée di chuyén giia cdc
bé phén ciia van phong.
- Tao méi truong thich hgp cho cong viéc ciia nhan vién, giup
ho hoan thanh cong viéc vdi ning sudt cao nhét.
- Tao diéu kién thudn lgi nhét cho céng tdc thu thap, xit Iy
thong tin.
- Tiét kigm chi phi ldp dar.
- Tudn thii cdc quy tdc vé an toan k§ thugt va an toan lao ddng.
1.4.2.2. Cdc phuong phdp b§'tri vin phong
a. Cdin cit vao sy lién két vé khong gian gita cdc bp phin
B&'tri viin phong theo hudng:
-Viin phong b6 tri theo khong gian dong;
-Vén phong b6 tri theo khéng gian mé.
@.Van phong bé’ tri theo khong gian déng (van phong chia
nhd)
Day la cdch bd' tri truyén thong, theo kiéu tdch bach timg
phong, ting b phan vdi tuomg xdy ngan cdch, ¢é cita ra vao cé
thé dong kin.
Uu diém:
- Ddm bdo y&u & an toan, bi mat clia cong viéc.
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[image: image23.jpg]- Pdm bdo tinh riéng tr cia m3i nhan vién trong vin phong.
- Phi hop véi cong viéc tap trung cao.

Nhuoc diém:

- Phong riéng chi€m tir 2-10 1dn dién tich danh cho mot nhan
vién 1am viéc

- Lam cho cong ty ting chi phi nhiéu hon d€ tra tién dién,
trang thiét bj van 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 khong gian mé

Hién nay cdc cd quan, doanh nghiép thudng c6 xu hudng sip
x€p hé thdng van phong “md”. Céc phong ban dugc ngin cdch
bdi cdc vdch ngan kinh, mica lrong sudt, khung nhoém, hoic
vit liéu nhe cich am, c¢6 mdi lip ghep cdc 6 vudng cao
khodng 2 m.

Uu diém:

- Tiét kiém chi phi, dién tich.

- D& gidm sit quén ly.

- Thuan tién trong viéc giao ti€p giita cdc nhan vién va cong
viéc.

- DE tap trung cdc hoat dong trong vin phong.

- D& thay ddi khi cén thiét.

DE tan dung wu diém va han ché nhudc diém cda hai cich bs
trf trén, chiing ta ¢6 thé dp dung cach bS tri hdn hop c4 hai loai
hinh trén.
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[image: image24.jpg]Hinh 1.2. Phong lam viéc 6 vdch ngin thap

Ngudn: Tai liéu (7), trang 176

b. Can cit vao trinh dj tép trung héa cong tic vin phong
B& tri van phong theo hudng:

- Véin phong bé tri theo héng phan tdn

- Van phong b tri theo huéng tdp trung.
@.Vin phong bé'tri theo huéng phén tin

Phén tdn nghia 1a cong viéc hanh chanh vin phong clia
mbi bd phin phdng ban déu do bd phin d6 quan 1§ mot cach
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[image: image25.jpg]doc 14p va vi the thi€u hin sy phéi hop. Hau qud 1a cong viéc
hanh chdnh vin phong s& tring 13p nhau, hao t6n van phong
phdm va sic Iyc.Vi vdy, cin phai ap trung cdng viéc hanh
chénh vin phong sao cho théng nhat.
@.Viin phong bé tri theo huéng tap trung
C6 hai hinh thifc t4p trung:
- B tri vin phong theo huéng tap trung theo dia ban;
- Bé trf van phong theo huéng t4p trung theo chic ning.
® Viin phong tap trung theo dia ban:
(Physicalcentralization)
Cic hoat dong hé s0, vin thu déu phai tap trung vio mét
dia diém duy nha't d6 1a phong hanh chinh, dusi quyén
quin Iy ctia nha quan tri hanh chinh.

Hinh 1.3.Hanh chénh vin phong tip trung theo dia ban
Nha qudn tri hanh chanh

Moi cong viéc hanh chdnh cho cdc bd
phin A B ,C..

Uu diém :
- D& b3 tri va sdp x€p nhén su;
- D& kiém tra;
- Tép trung trang thi€t bi;
- Pon gidn thi tuc...
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[image: image26.jpg]Nhugc diém:

- Khé chuyén mén héa;

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

quan trong ctia timg loai cong viéc;

- Tri tré do chuyén giao cdng viéc...
Vi vy chi nén 4p dung loai hinh nay d6i v6i cdc doanh nghiép
nhé hoic cé thé.

® Vin phong tip trung theo chic niing:(fuctional

decentranlization)
Cdc hoat dong hanh chinh vin diit tai dia diém cia cdc bd
phéin chuyén mén ciia né nhung phai dwge dit dudi quyén
phdi hgp , tidu chuin hod va gidm sit cia nha quin tri
hanh chénh.

Hinh1.4.Hanh chanh viin phong tap trung theo chifc ning

B6 phan A
Cdng viéc hanh chdnh

Nha quan tri

B6 phan B

hanh chinh Cong viéc hanh chanh

B0 phén C
Cbéng viéc hanh chdnh

Il

Uu diém:
Thu hit duge nhiéu chuyén vién vao cbng tdc quin ly.Cdc
chuyén vién nay s& tham muu (c8 vén) cho nha ‘quan tri hanh
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[image: image27.jpg]chinh v& cdc hoat dong hanh chinh vin phong cho tiing bd
phén chuyén mén.

Nhugc di€m:

D& vi pham ché& d6 mot thil trudng nghila 1a 14n quyén cic cip
quan tri chuyén mon.

Loai hinh nay dp dung cho hiu hét céc doanh nghiép.

1.4.3. Trang thi€t bi vin phong

1.4.3.1. Cdc thiét bj vin phong

Cdc thiét bi vin phong ngay cang phong phii va hign dai:

(). Mdy tinh dign tit

Ngay cang cd nhiéu logi mdy vi tinh véi tinh ndng tdc dung
khdc nhau giip cho thu ky va nhéan vién vin phong tinh todn sé
liéu d& lap cdc biéu bang bdo cdo.

(2). Mdy photocopy

La logi mdy duoc sit dung d& sao chup tai ligu, vin bdn.

(3). Mdy in h

Thutc hién cong doan in vdi cong nghé laze dang dugc phé bién
réng rai.

(4). Mdy di¢n thogi

La phuong tién théng tin phd bién nhdt hién nay.

(5)- Mdy fax

La logi thiét bj ding d€ chuyén bdn géc tai ligu dén nhiéu noi
m@t cdch nhanh chéng, chinh xdc.

(6). Mdy ghi ém

Ding dé ghi lai dién bién cila cdc hoi nghi, cdc cudc hdi dam,
cdc 1oi nkidn khi ra khéi phong.

(7). Thiét bi hgi nghi
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[image: image28.jpg]Tay diéu kign va yéu cdu ciia céng viéc hoi nghi ma ngudi ta
b6 tri, trang bi phuc vu cho hi nghi nhu: Mdy diéu hoa, quat
8id, quat mdy, mdy gidm

0On, dén chiéu sdng, thong gié.

1.4.3.2.Cdc do ditng van phong
(1). Ban gh&
C6 nhiéu logi nhu ban ghé ding cho gidm déc, thut ky va rihdn

vién van phong. Tiy theo cong ciia m6i ngudi chiing ta bé’
tri cdc logi ban ghé thich hgp vé kiéu ddng va chat liéu.

(2).Ti dung hé so

La cdc logi tii dé chita hé so tai lidu. Tity theo 56 lugng va dac
tinh ciia timg logi hé so ching ta sit dung cdc logi tii khdc
nhau.

(3). Gid dung tai li¢u

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

(4). Tii hodc mdc do

Ding dé dung, treo do, mi ciia nhan vién van phong va khdch
dén lam viéc

(5).Cdic @b vt khdc

Cdc do vat dimg cho cong viéc hang ngay ciia nhan vién van
Pphong rdt da dang va ngay cang dugc cdi tién theo hudng bén,
dep, da ndng, thudn tién nhu: cdp, kep, gim, bit...

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

M3i co quan, doanh nghiép déu phai xdy dung cho minh quy
ché t chirc hoat ddng. Noi dung thudng c6 cac phin :

27





*
[image: image29.jpg]Phién I: Nhitng quy dinh chung

Thudng néu cac vén dé:

- Vi tri, vai trd ciia van phong trong co quan, doanh nghigp.

- Quan hé cta van phong véi lanh dao cao nhit va cac b phan
khdc trong co quan, doanh nghiép. Van phong chiu su lanh dao
fruc tiép cta thu truéng co quan, doanh nghiép va nhiing quy
dinh chung cua phap lut. Vin phong phoi hop Vi tat ca cac bo
phén khic trong doanh nghiégp dé thuc hién tét chirc nang ,
nhiém vu cia minh. Van phong c6 quan hé chit ché véi cac co
quan ybén‘ngoéi trong cong téc thu thap théng tin va giai quyét
c4c van de lién quan dén hoat dong ctia co quan, doanh nghiép.

Phén IL:Chirc ning, nhi¢m vu ciia vin phong
- Chic nang ctia vin phong;
- Céc nhi¢m vu ctia van phong.

Phén III: Quyén han va trach nhiém ciia vin phong
1.Quyén han ciia viin phong:

Thudng ¢6 nhiing quyén han chi yéu sau day:

- Pugc thu truéng €0 quan, doanh nghiép uy quyén trong timg
truomg hop cu thé dé don tiép dai dién cua co quan trong va
ngoai nudc dén lién hé cong téc.

- Pugc quyén dén déc céc b phén khéc trong o quan thuc hién
cdc quyét dinh cia lanh dao theo ding yéu cdn va thoi gian.
Kién nghi véi Thu truéng vé viée khen thuong, ky luat céc ca
nhén , don vi trong viéc thuc hién céc quyét dinh cia lanh dao.

- Duge quyén yéu 5:§n dc don vi cung chp kip thoi, ddy du cac
thong tin, tai liéu can thiét lién quan dén viéc thuc hién cac chirc
nang, nhiém vu clia vin phong.

- Buge quyén tham du céc cude hop cua thu truéng véi céc don
Vi , 10 chirc trong va ngoai co quan, doanh nghiép dé ghi bién
ban va theo déi cong viéc.
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[image: image30.jpg]- :I’heo uy quyén cua thi treéng van phong duge quyén trao ddi
bang van ban véi cc co quan bén ngoai va céc don vi, bo phan
trong doanh nghiép

- Pugc quyén tham gia vao cong tac Luyen chon can bd, nhan
vién van phong; kién nghi véi lanh dao vi cong tac dao tao, box
dudng, ky luat nhan vién, déng gép ¥ kién véi lanh dao trong t&
chitc céc vin d& c6 lien quan chirc nang, nhiém vu cia vin
phong.

2.Tréch nhi¢m ciia vin phong:

- Chiu tréch nhiém truéc thii truéng vé két qua hoat déng ciia
van phong

- Khéng ngimg 4p dung céc bién phap nhin cai tién, hoan thién
14 chirc hoat ddng clia van phong va nang cao hiéu qua céng tac
ctia timg c4 nhan.

- bén bu vat chét d6i v6i nhimg thiét hai vat chét do van phong
gdy ra néu khong xac dinh duoc 1y do khach quan.

Phin IV: T4 chirc by may va cdng tac t§ chirc quén Iy
- Co chu t chirc van phong gdm cé bao nhidu b6 phén phai
dugc x4c dinh cu thé, pha hop vé6i hoan canh cia timg co quan,
doanh nghiép.
- Cong tac t§ chirc quan Iy vin phong do chéanh van phong dam
nhén theo ché d6 mot tha truéng. Chanh vin phong c6 céc
quyén han sau day:
+ Kién nghi v6i lanh dao v& quy ché 6 chirc cita timg bd
phén;
+ Phé duyét chuong trinh, ké hoach cong tac cua timg b
phan;
+Phan cong | b tri cong viée cho timg bd phén, ca nhan;
tién hanh kiém tra don déc chép hanh cac quy dinh.
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[image: image31.jpg]- Gitip viéc cho chénh van phong cé thé ¢6 mét hogc nhiéu phé
van phong. Phé van phong 13 nguoi duoc chanh van phong lyc
chon va de nghi thi truéng bd nhiém.

- Ngoai chanh van phong va cic phé van phong, méi bd phan s&
¢6 mot ngudi phu trach (truong pgong, hofic t trwemg hodc
truéng ban) chiu trdch nhiém truéc chanh van phong vé t5 chuc,
hoat d@ong phan viéc ma minh phu trach.

- Céc can bg, nhén vién & cac bd phan ciia viin phong ciing phai
dugc quy dinh rd nhiém vy, trach nhiém, quyén loi cia mdi
chirc danh.

Phén V: L& 16i 1am viéc va méi quan h¢ cong tic

Hoat dong ciia vén phong can phai c6 né nép, c6 quy ché lam
viéc va quan h¢ cbrig tac véi céc ndi dung nhur:

- Ché d6 hoi hop, giao ban.

- Tham mu, téng hop cac loai béo cdo.
- Quy dinh viéc gidm sat, dén dbc va kiém tra thuc hién chuong
trinh c6ng tac & cic b phén.

- Quy dinh 1€ 16i lam viéc va quy trinh phéi hop cong tic véi cic
bd phan trong co quan, doanh nghiép.

Phén VI: Quy dinh vé t chirc va hoat dng cho timg bd
phén trong vin phong

Thudng bao gdm:

- 86 luong, chirc danh cta timg bd phan.

- Nhiém vy cu thé va trach nhiém cia timg céan b, nhén vién.

- Quyén han, quyén loi cua timg bd phén va timg c4 nhan.

- Méi quan hé cong tc gifta cée bd phan.

Phin VII: Diéu khoan cudi cing
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[image: image32.jpg]Gom c6:

- Hiéu Iyc thi hanh: K& tir khi tha truéng ra quyét dinh ban hanh.
- Xir Iy cdc quy dinh cii: Cac quy dinh truée ddy trai véi quy ché
nay déu bai bo.

- Quy dinh v& viéc sira ddi, bd  sung khi can thiét: Ty theo tinh
hinhcu thé quy ché nay c6 thé duoc sira déi, bd sung khi cin
thiét bing quyét dinh cua thi truong co quan, doanh nghiép.

CAUHOION TAP

1. Khdi niém van phong, chiic ning, nhiém vu clia vin phong?
Hién dai hoa cong tac vin phong & thé ky 212 Cac khuynh
hudng va giai phap?

2. Khdi niém qudn tri, quén tri hanh chdnh van phong, chic
néng, nhiém vu cda quén trj hanh chdnh van phong.

3. Hay phén tich v6i loai hinh doanh nghiép nao van phong nén
b tri theo hudng khong gian dong, khong gian mé, van phong
tap trung theo dia ban, theo chirc ning ?

4. Tai sao cdc co quan, doanh nghiép déu phai xdy dung quy ché

va t6 chirc hoat dong ciia minh? Néi dung, ¥ nghia cia quy ché
d6?
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[image: image33.jpg]Chuong 2

TO CHUC LAO PONG VAN PHONG

2.1. THU KYVAN PHONG
2.1.1. Khai niém thu ky

Thu ky (secretary) 1a mot tr rat thong dung trén thé
gi6i, chi mét loai cong viéc, mot loai nghé nghiép phd bién va
quan trong trong xa hoi, dac biét 1a trong m&i quan hé véi hoat
dong quan ly.

Theo IPS (International Professional Secretaries) Hiép h6i thu
ky chuyén nghiép qudc t&:

“Thu k¥ 12 ngudi trg 1y clia cdp quén tri, 1a ngudi
ndm vitng cdc nghiép vu hanh chinh vin phong (office
skills), c6 kha niing chiu trdch nhiém ma khéng cin kiém
tra truc ti€p, c6 6¢ phan dodn, ¢ sing kién va dua ra cdc
quyé&t dinh trong pham vi quyén han cia minh”.

2.1.2. Phan loai thu ky

a. Thu ky héi nghi

Bao gdm viéc ghi chép, soan thdo cdc van ban, gidy 13 trong
mdt cude hop, cude hdi nghi.

b. Thu ky viin phong

Bao gbm cdc cong viéc lién quan dén :

- Nghiép vu van thu nhy: soan thdo vin ban, dang ky, quén Iy,
Iuu e, va 8 chic phuc vu viée sit dung, khai thac vin ban.
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[image: image34.jpg]- Cong téc thong tin nhu: thu thép, x{ 1y, luu trit, t8 chitc phuc
vu viéc khai thdc thong tin.
- Cong tdc giao ti€p ciing nhu mét s3 thi tuc hanh chanh kh4c.
Ngudi ta goi nhiing ngudi thyc hién cdc loai nhiém vu nay Ia
thu ky van phong.
c. Thu ky lanh dao

La hoat dong trg ly, gitip viéc tryc ti€p cho mot cip
quédn 1y nao do, thudng 1a thi trudng cdp cao nhat trong co
quan, doanh nghiép. Cong viéc thu ky trong trudng hop nay
lién quan dén toan bo nhing cong viéc k& tit nhan, chuyén
cbng vin, gidy 3 lién quan tryc ti€p dén thi trudng ; dén thue
hién viéc giao ti€p, lién lac, b tri, sdp x&p chuong trinh lam
viéc hang ngay cho thii trung. Thu ky con dv thio, soan thio
cdc vin ban cho thi trudng dé gitip ho quan Iy co quan, doanh
nghiép. Nhiing ngudi ddm nhiém cong viéc nay chinh 1 thu
ky gidm déc, thu ky lanh dao.
d. Thu ky 1a nha quén ly

Ho la nhiing ngudi diéu hanh cong viéc ciia mot t§
chife, xa hi nhu : Téng thu ky Lién hiép quéc, Téng thu ky
Hgi nha van ... Trong mrdng hdp nay , hoat dong cla thu ky
mang ddy dd tinh chat lao dong ciia thd trudng.

2.1.3. Chiic niing ciia thu ky
C6 hai nhém chiic ning:

- Nhém chifc ning lién quan dén cong tic van ban nhu: soan

thao van ban, quan ly, giai quyét céc van ban di, dén, 14p hd so,
Iuru tri hd so, tra ciru tai liéu; don dbc kiém tra viéc thi hanh cac

quyét dinh, chi thi ciia lanh dao...
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[image: image35.jpg]- Nhém chifc nang thugc quan 1y cong viéc nhw: ti€p khach,
dién thoai; hoach dinh va t§ chifc cdc cuge hop, hdi nghi, cdc
chuyén di cong tic cho nha lanh dao ,...

2.1.4. Nhiém vy ciia thu ky

a. Nhiém vu clia thu ky viin phong

C6 bdn nhém nhiém vu:

- Thu thap, xi Iy va cung cdp thong tin vé& cic linh vyc ma
minh dugc giao phu trich dé phuc vu cho hoat déng quén ly
ctia doanh nghiép.

- Bién tap vin ban va td chic sip xép quén Iy van ban, hd so
tai liéu.

- T8 chic sip xép cdc hoat dong hanh chinh cda doanh
nghiép.

- Gidi quyét céc thd tuc hanh chinh d€ ddm bao kinh phi va cd
3 vat chat cho hoat dong clia doanh nghiép.

b. Nhiém vu ciia thu ky Gidm déc

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

- Ti€p khach dén lién hé cong tdc v6i thi trudng.

- Chuin bj cdc chuyén di cong tdc cho thi trudng va giit lién
lac véi thd trudng trong thdi gian di cong téc.

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

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

- Thyc hién viéc giao va ludn chuyén cdc vin bin dén, di cho
cdc bo phan thude quyén thd trudng va giifa cdc bd phan véi
nhau.

34




*
[image: image36.jpg]- Vio s8 cdc vin ban dén, di.

- Soan thdo cdc vin ban.

- Kiém tra hinh thifc va nhiing sy viéc gidi quyét d6i véi nhitng
van bén trinh thii trudng ky, gidp viéc gifi vin ban di.

(3). Nhiing nhién vu t8 chic cong viéc:

- Lén k€ hoach cong tic hang ngiy, tudn, thing.cda thi
trudng.

- Thong k& va kiém tra viéc thuc hién cdc nhiém vu, chi thi
clia thd trudng.

- Chim lo sdp x&p phong lam viéc ctia thi trudng.

(4). Nhitng nhiém vu khdc:

- Sdp x€p bdo quan nhiing hd sd nguyén tic.

- Bdo cdo mot cach tSng quét nhitng cudc hdi ¥, nhiing 14n di
lién hé cong tdc, nhiing sy kién quan trong trong doanh
nghiép.

- T chic mt s6 cong viéc thude hanh chinh, su vu ¢6 tinh
chit c4 nhan (clia nhitng bo phén cdia thd trudng) nhu:

+ Céc van dé thudc vé giao thong (néu thi trudng duge
cung cip phuong tién ).

+ Céc van d& sy vu thudc linh vyc kinh t& (theo ddi céc
thiét bi van phong va d6 ding can thiét trong bd phan
cong tdc cla thi trudng ).

+ Gitip d8 trong céc nhiém vu c6 tinh chat dai dién ciia
thi trudng.

- Chim lo mét s& cong viéc cdn thi€t khic do yéu cdu cdn
thiét thd trudng giao cho.

35




*
[image: image37.jpg]2.1.5. Diic diém lao dong ciia ngudi thu ky

C6 bon dac diém:

- Bén chift lao dong clia thu ky 12 hd trg, gitp viéc.

- Két qud lao dong ciia thw ky duge do thong qua sy déng goép
clia thr ky vao vao két qué lao dong ciia Thi truéng.

- Hoat dong ciia thu ky dugc xdc dinh trong pham vi méi quan
hé tryc tiép va thudng xuyén véi nha quédn tri va cdc ddng
nghiép.

- Théch thitc dat ra doi véi thu ky 1a nhiing p luc vé cong
viéc, thdi gian, vadéi khi 1a van dé finh cam.

2.1.6. Tiéu chudin ciia thu ky

A.TIEU CHUAN VE KY NANG

- K§ niing t5 chifc cong viéc mot cach khoa hoc;

- K¥ nang sit dung thanh thao, sdng tao céc thi&t bi vin phong
nhu: cdc mdy dién thoai, dién tin, photocopy, computer...

- K3 ndng giao tiép t6: doc, nghe, ndi, viét.

- Ky ndng ghi chép nhanh va chinh xdc.

- Ky ndng soan thdo va bién tap vin ban.

- Ky nang luu tri van bdn.

- K§ nang diéu hanh cong viéc...

b.Tiéu chudn vé kién thitc co ban

- C6 kién thifc v& quan tri.

- C6 kién thitc vé luat kinh doanh va cdc vin bin quy pham
phép luat ciia nha nudc.

- C6 kién thic vé kinh t& hoc.

- Kién thic vé todn hoc va k& toan.

- Kién thitc quén tri hanh chdnh vin phong.

- Kién thic t5ng quét.
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[image: image38.jpg]- Biét ngoai ngi...

Tiéu chudn dao difc nghé nghiép

- Tinh thing thin: c4i md trong cong tac;

- Chan thanh: chu ddo véi moi ngudi;

- Trung thyc: vitng vang;

- Nhanh nhen: kién quyét, cong bing;

- Kip thdi: ky luat;

- Bén bi: chinh x4c, nhanh chéng;

>Tém lai:Thu ky phdi dugc thd trudng tin cdy va xing ding
Vv6i suf tin cay do.

2.2.CAC QUAN TRI VIEN VAN PHONG
2.2.1. Khai niém
Ngoai thu ky van phong/thu ky giam dbe, cac quan tri vién van
phong gém c6: chanh, ph6 van phong, nhén vién van phong
2.2.2. Tiéu chuéin ciia nhi quén tri hanh chanh vin phong
Nha qudn tri hanh chdnh can cé dii 12 tiéu chudn sau:
-Lamot nha tri thic dugc dao tao c6 trinh d6 tong quat va dude
da0 tao chuyén vé hoat dong quan tri hanh chdnh vin phong.
- C6 khd ning gdnh vic cong viéc hanh chdnh vin phong...
- C6 khé niing gidng day cho cdc nhan vién hanh chdnh vin
phong va toan thé can bo cong nhan vién trong toan cong ty.
- C6 quan di€m khoa hoc dé ti€p nhan nhiing y&u 5 va nhiing
phuong phdp lam viéc méi.
- C6 tinh gan gdii, biét hoa minh, hoa ddng vdi nhing y tdng
va nhitng van dé cia nhan vién.
- C6 ¢ khoi hai, gitip 1am viéc va 1am diu di nhiéu tinh huéng
khé khan.
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[image: image39.jpg]- Phong céch lich sy .

- Kiém soit cdm xic.

- C6 6c sdng kién.

- Tu tin.

- C6 6¢ phdn dodn.

- C6 khd nang n6i d€ thuyét phuc cap trén , déng nghiép va
cap dudi.

2.2.3.Céc chifc vu clia ¢Ap quin tri hanh chdnh

- Trg Iy hanh chénh.

- Ph6/Trudng phong hanh chdnh hodc Phé/Trudng phong xit ly
van ban hoic Ph6/Trudmg phong quan 1y hé sa.

- Pho gidm d6c/Gidm d6c hanh chanh.

- Ph6 Tng Gidm ddc hanh chanh.

CAUHOI ON TAP

1.Khdi nigm nguoi thu ky? Thu k§ van phong ? Thue ky gidm
doc ? Tai sao cdn phdi cd thu ky gidm déc ?

2.Hay trinh bay chﬂf ndng, nhi¢m vy cia nguoi thu ky vin
phong, thir ky gidm déc?

3.Tiéu chudn dé lua chon thu ky van phong, thu ky gidm déc ?
4.Khdi nigm nhaqudn tri? Nha quén tri hanh chanh van phong?
5.Hay trinh bay chifc nang, nhiém vu, tiéu chudn va chic vu
ctia nha quan tri hanh chdnh vin phong?
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THU THAP, XU LY VA CUNG CAP
THONG TIN TRONG NGHIEP VU
VAN PHONG

3.1.GIGI THIEU TONG QUAT
3.1.1.Khai niém thong tin

Théng tin 13 qud trinh trao ddi gifta ngudi gdi va
ngudi nhén, 13 sy truyén tin higu, truyén tin tic vé nhiing
sy kién, hoat dong da, dang va s& xay ra cho nhiéu nguoi
ciing hiét.

Trong hoat dong qudn 1y, thong tin 12 sy phdn dnh ndi
dung va hinh thiic van dong lién lac gitta cdc d6i trgng, y&u t6
ciia hé thong d6 va gitta hé thong d6 v6i moi truding.

3.1.2.Vai trd cia thong tin

- Thong tin la phuong tién d€ thong nhat moi hoat dong cia
cdc cd quan, doanh nghiép nhim dat muc tiéu chung.

- Thong tin 12 cd s& dé ra cdc quy&t dinh clia cdc nha qun ly.

- Thong tin la phuong tién dac trung ctia hoat dong qudn 1y.

- Théng tin vita 1a d3i tugng vira 12 cong cu dic luc cda nha
quan tri. Thé hién:

- Xay dyng va phd bi€n cdc muc tiéu.

- Lap k& hoach.

- T4 chife va quan Iy cdc ngudn luc.
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[image: image41.jpg]- Lua chon, ddnh gid bd nhiém cdn bo.

- Lanh dao, chi dao, diéu hanh, hudng din thuc hién k& hoach.

- Kiém tra hoat dong. ; .

- 'lihﬁlug tin-1a mot dang tiém niing ciing quan trong nhu cic
tiém ning khdc.

- Thong tin 1a nhu cdu thudng xuyén trong cud
cdc ¢d quan, doanh nghiép.

song va clia

- Théng tin 1a clia cai quy va dit trong quan 1y kinh t&-xa hoi.

- Thong tin lam phit trién dén ui.

3.1.3.Phén loai thong tin
3.1.3.1.Phédn logi theo cap qudn lj
- Thong tin tir trén xudng, day 13 dong thdng tin di tif nhiing
ngudi § ¢p cao hon xudng ¢ap thip hon trong 18 chife ¢6 phin
cdp.Vi du nhu: Cdc chi thi, cdc viin ban cia ¢dp trén, cdc bai
phit biéu...
- Théng tin tir dudi 1€n 12 thong tin di tif cdp dudi 1én cap trén.
- Thong tin chéo.
3.1.3.2.Phan logi theo linh viic hogt djng

- Thong tin chinh tri.

- Thong tin kinh t€.

- Thoéng tin vin héa, xa hoi.

- Thdng tin khoa hoc, ky thuat.

- Thong tin an ninh, qudc phong.
3.1.3.3.Phan logi theo tinh chdt, ddc diém sit dung

- Thong tin tra ctu.
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[image: image42.jpg]- Théng tin thong bdo.
3.1.3.4.Phén logi theo tinh chdt phdp Iy
- Théng tin chinh thic.
- Théng tin khdng chinh thifc.
3.1.3.5.Phén logi theo hinh thiic truyén tin
- Thong tin biing van bin.
- Thong tin sit dung bing 13i.
- Thong tin khong 13i.
3.1.3.6.Phén loai theo thoi gian
- Thoéng tin qud khit.
- Thong tin hién tai.
- Théng tin tuong lai.

32. TO CHUC CONG TAC THONG TIN TRONG
NGHIEP VU VAN PHONG
3.2.1. Yéu cdu
3.2.1.1.Théng tin phdi phi hop

Thong tin rdt phong phd, phic tap va duge tao ra tir
nhiéu ngudn, nhidu loai hinh thdc khdc nhau. Do d6 cin bio
dém sy phi hgp cda cdc thong tin véi yéu cdu thu thdp, phuc
vu cho cong tic quén ly cta timg t3 chitc.
3.2.1.2.Théng tin phdi chinh xdc

Thong tin la cht ligu d€ cdc nha quin ly phén tich,
dénh gid tinh hinh do d6 phai bdo dim tinh chinh xdc cia
thong tin. N&u thong tin sai léch s& lam cho két qua phan tich
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[image: image43.jpg]khong chinh xdc, t d6 quyét dinh c6 thé sai 1dm, gay hiu qud
xau.
3.2.1.3.Théng tin phdi ddy dii

Théng tin déy dii m6i mé ta tron ven dugc sy vat, hién
twgng, qud trinh.Néu thong tin khong ddy dii sé lam cho nha
quén 1y nhén biét sai hién tigng, sy vat.
3.2.1.4.Théng tin phdi kip thoi

Thong tin khong kip thdi thi s& khong ¢ gid tri trong
viéc ra quyét dinh, nhit 1a trong thdi dai ngay nay cc don vi
déu chay dua dé tim kiém théng tin thi tinh kip thdi lai cang
quan trong.
3.2.1.5.Théng tin phdi c6 tinh h¢ thong va téng hop

Thong tin khong chi doi héi ddy dii vé Iugng ma con
phdi dugc xdy dung theo hé théng c6 logic. Cung cap thong tin
c6 hé thong, mang tinh tdng hop, gitip cho nhin vién vin
phong tiét kiém thai gian, chi phi.
3.2.1.6.Thong tin don gidn, dé hi¢u

P& tranh hiéu sai, hiéu 1dm, din dén Iam sai, thong tin
phdi don gidn, d& hiu, o rang, mach lac, d& nhd.Trong
trudng hgp st dung cdc thong tin chuyén mén, k¥ thuit cin
phai gidi thich rd rang, ghi chd ddy di.
3.2.1.7.Théng tin phdi ddém bdo yéu cdu bi mat

DGi v6i nhitng tai li€u mdt, theo quy dinh ciia nha nude.
3.2.1.8.Thong tin ddm bdo tinh higu qud

Yéu cdu nay doi héi khong phai t8 chic cong tdc thong
tin v6i bat ky gid nao ma phii dya vao yéu cdu cin thiét dé
khai thic vé& s6 Iugng, cht ludng, chiing loai va thdi gian.
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[image: image44.jpg]Viéc trang bi mdy mdc, thiét bi hién dai cho cang tic thong tin
phii dugc can nhic gitta nhu cdu véi khd ning st dung , gitta
két qua mang lai va chi phi b3 ra dé tranh lang phi.

3.22. QUY TRINH TO CHUC CONG TAC
THONG TIN

Cong téc thong tin trong nghiép vu van phong duoc thuc hién
theo cac budc:

Bugcl:Xdc dinh nhu cdu théng tin trong co quan,
doanh nghi¢p

D& ti€n hanh thu thip thong tin, trude hét cin xdc dinh
nhu cu thong tin. S luigng cdc loai thong tin rit phong phu va
da dang, nhung khong phi tat ¢ cdc thong tin déu ¢6 gid tri
nhu nhau. Vi vy cdn xdc dinh 15 s8 lugng, cdc loai thong tin
ndo can thu thip. Pay 1a van dé cot 16i trong qudn 1y thong tin.
NG 12 ¢6 s§ cho viéc hinh thanh thong tin ndi b, né gitp gidm
nhe tinh trang thi€u thong tin hodc thong tin khong thich hgp
cho viéc ra quyét dinh trong 13 chic.

Budc 2: Xéy dung va 16 chitc nguon thong tin

Céc ngudn thong tin chi yéu la:

a. Théng tin so cdp

La cdc théng tin thu duge tir cdc nghién citu, khéo sdt ban ddu.
Thong tin so cap lai chia ra thanh:

- Théng tin so cdp ndi bj: la cdc thong tin thu thap dvge i cdc
cdn b nhan vién & ting bo phdn trong co quan, doanh nghiép.

- Théng tin so cap bén ngoai: La cdc théng tin thu thdp duge tiv
cdc nguon khdc nhau bén ngoai nhu khdch hang, nguoi cung

cdp, dot thit canh tranh.
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[image: image45.jpg]b.Thong tin thit cap
La cdc thong tin thu thdp duge theo mot muc dich nao dé.
Théng tin thit cdp lai chia thanh:

- Théng tin thit cdp ngi bj: La cdc thong tin rdt phong phii
dugc thu thdp qua cdc bdn bdo cdo, cdc bién lai, ching tir, két
qud khdo sdt trudc ddy.

- Thong tin thi cdp bén ngoai: C6 thé thu thdp dugc qua cdc tai
li¢u nghién citu trong sdch bdo, tap chi van ban hodc cdc cong
trinh-nghién citu ciia cdc nha khoa hoc.

Cdc ngudn thong tin thit cdp ni bg cén duge didu tra trude vi
khéng t6n kém qud nhiéu chi phi. Sau dé mdi khai thdc dén
thong tin thit cap bén ngodi. K tiép la cdc thong tin so cap néi
bo. Cuéi ciing la thong tin so cdp bén ngoai.

Buic 3: Thu thip thong tin

Cdc co quan, doanh nghiép phdi xay dung mé hinh thu thap
thong tin. C6 cac mo hinh :

- Mé hinh dinh ky: Pugc sit dung khi cin c6 nghién ctu dic
biét, su kién dic biét.

- M6 hinh lién tyc : D thu thap rong rdi cdc thong tin phuc vu
cho diéu hanh qué trinh sén xuat

Van dé chi yé&u ciia viéc xiy dyng m6 hinh thong tin la
x4c dinh 13 trdch nhi€m, nhiém vu ctia titng bd phin, cd nhan
trong d6 c6 trdch nhiém chd y&u 1a cdc bo phén chifc ning va
van phong.

Phong hanh chdnh dugc coi la ctfa s3 cla cdc ludng
thong tin, 1a b loc thong tin. Hiu hét cdc thong tin bén ngoai
va thong tin ndi by déu phdi qua phong hanh chdnh dé thu
thép, xit 1, phdi hop. DE tién hanh hoat dong nay phong hanh
chénh phdi phdi hop cdc loai hinh thong tin. Loai hinh thong
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[image: image46.jpg]tin 12 c4c hinh thic truyén dat théng tin. Vi du nhu: théng tin
dugc truyén dat bling cac hinh thic nhu vin ban, 15i néi,
thong tin dugc ghi nhan qua du lujn, thong tin dy dodn dugc
hinh thanh trén ¢ s6 tr duy ciia cdc nha khoa hoc, céc nha
quan 1y, chuyén gia.

Hinh 3.1. Sy vdn djng ciia cc logi hinh théng tin

B | ke
ciod} boach

Bén

b DV:ﬁ
!

Vin phéng tng cong ty

4 | ;.

E:nunn@mngxy ‘_ ey Céc o vi ndi b Lugu trir

Ghi ch: % Dong thong tin phan héi
~—— Dong thong tin

Buc 4: Phén tich , xit Ij thong tin
Day 1a cong viée doi hdi ngudi thu ky phdi sit dung sy
hiéu biét cda minh d& phén tich, d4nh gid ngudn tai liéu, s6
Iugng thong tin da thu nhdn d€ san xuit ra cic thong tin ddu
ra, cung c4p cho c4c cin b lanh dao. Yéu cdu cda bude nay la
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[image: image47.jpg]phéi tdng hop dugc tinh hinh . phan dnh diing bdn chat cda sy
VAt su viéc..Mudn viy phdi kiém tra tinh chinh x4 hop 1y
ctia tai liéu, hé thdng chinh 1y, 6ng hop, phan tich 5 lidu.
Diéu d6 doi héi ngudi thu ky phdi c¢6 ning luc. trinh do, tinh
than trich nhiém.

Bude 5: Cung cap, phé bién thong tin

Cdc thong tin ddu vao sau khi dugce phan tich, xi 1y,
cho cde thong tin ddu ra, can duge cung cap phd bicn nhanh
chéng, kip thdsi dén cdc ddi tigng can thiét thong qua cdc hinh
thdc thich hgp nhu: Vin ban, hoi nghi, phd bi€n trao ddi qua
dién thoal, truc tiép...

Budc 6: Luu trit, bdo qudn théng tin

Thong tin-duge sit dung khong phdi chi c6 mot 1in hodc
mot vai lan ma cdn duge luu ¥ bio quin d€ s dung lau dai.
Do vay thong phdi duge bdo qudn, Iuu tri¥ theo cdc phuong
phdp khoa hoc va theo cdc yéu cdu clia nghiép vu luu tri¥, bio
quan thong tin.

Hinh 3.2. Hoat djng ciia viin phong vé cong tdc thong tin

San xui

“Thu nhan

- Phan tich

- Xirly

- Dénh méy
Khai thc

Vin phong

- Tim kigm
~ Doc tai ligy

46




*
[image: image48.jpg]3.2.3. Hoan thién h¢ thong théng tin trong co
quan, doanh nghiép

Hé thdng thong tin trong nodi bd cd quan, doanh nghiép
1a tap hop cdc quy tdc, k§ ndng va phuong phép dugc quy dinh
rd rang ma nhd d6 con ngudi va thiét bi thuc hién viéc thu
thap va phan tich dif liéu nhiim tao ra cdc thong tin cin thiét
cho cdc nha quédn ly. Xa hoi cang phat trién, quan hé quoc t&
ngdy cang dudc md rong doi héi hé thong tin trong cic co
quan, doanh nghiép ngay cang dugc hoan thién dé nang cao
chat lugng ciia cong tac thong tin. Sau day lIa nhitng bién phdp
cd ban d€ hoan thién cdng tdc thong tin trong ndi b cd quan,
doanh nghiép.

3.2.3.1.Thiét lgp kénh thong tin ro rang

PE tranh sy qud tdi thong tin doi hdi cdc nha quén ly
phéi quy dinh, sdp dit dong thong tin bing viéc thiét 14p cdc
kénh thong tin 15 rang. Cdc kénh thong tin dudgc thiét 1ap theo
nguyén tdc:"Ciu thong tin"trong viéc truyén tin cho cdp dudi.
Céc nha quén tri phéi trd 1 cau hdi:"Cap dudi c6 cin thong
tin nay dé thyc hién nhiém vy ciia ho mdt cich ¢6 hiéu qui
khong?”.

3.2.3.2.84 dung nhiéu kénh thong tin

Cdc nha quén tri ciia cdc 5 chifc ¢6 thé sit dung nhidu
keénh thong tin béing viéc giao nhiém vu cho nhitng ngudi hodc
cdc bd phén khac nhau c6 trich nhiém thu thap va phén tich
cdc khia canh hodc bo phan thong tin nhat dinh. Pay 1a biéu
hién ciia phudng phdp phan cAp trong x{¥ Iy théng tin.
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[image: image49.jpg]3.2.3.3.Tdng cudng thong tin phin hoi

Thong tin phdn hoi phai dugc thiét 1ap dé cac nha quin
tri biét dugc nhitng thong diép ciia ho c6 dugc hiéu, chap nhéin
va thi hanh hay khong ? N&u ngudi dua tin hidu dugc ring
thong tin ma ho truyén di duge nhan thé nao thi ho ¢6 thé sta
chita nhifng sai s6t.

3.2.3.4. Bio dam thong tin phdi diing liic

Moi bién phédp c6 hiéu qua trong thong tin 12 ki€m soat
thdi diém thong tin sao cho thong diép nhan dugc ding lic.
Bdi vi, s& kém hiéu qua khi ngudi néi bit ddu néi trude, khi
ngudi nghe sdn sang dé nghe. D€ khdc phuc tinh trang nay
cdch don gidn 1a phdi sdp x€p thoi gian bi€u trong cdc cude
hop, sdp x€p cong vin gidy & mot cach khoa hoc.

3.2.3.5.80 dung ngén ngit don gidn

Str dung ngdn nif phic tap, thuit ngit chuyén mon va
ddy dn y s€ lam nguoi nghe kho hiéu va hiéu sai léch. Do vy
ngudi thong tin phai cin nhic si dung tir ngif 16 rang, dé hiéu.
Céch t5t nhat dé don gidn héa 1a dua ra vi du minh hoa.
Nhiing tu tudng phifc tap khong chi khé hi€u ma con khé nhd,

3.2.3.6.Ddu tu xdy dung co s vdt chit cho hoat dong
thong tin

M3i ¢ quan, doanh nghiép phii cin c vao tinh chat
hoat dong, diéu kién cu thé ciia minh dé xay dung va Iia chon
phudng 4n ddu t cho ph hgp. P& diam bdo nguyén tic: hé
thong, dong bo, hiéu qua.
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[image: image50.jpg]3.2.3.7.Pao tao, boi dutng cin by nhan vién aé ho ¢
khd nang qudn Iy, v@n hanh cdc phuong tién k¥ thugt.

Cin trang bi cho ho nhimg k§ niing vé:

- Nghiép vu thu nhén, xt Iy, lwu trit, chuyén phdt thong tin.

- Nghiép vu sif dung cdc phuong tién k¥ thuat va cong nghé
thong tin.

- Phuong phdp dénh gid hiéu qua cia hoat dong thong tin.

- Kiém tra, gidm sat, don ddc hoat déng thong tin.

CAUHOI ON TAP

1.Kh4i niém thong tin, vai trd thong tin trong qud trinh hoat
ddng clia doanh nghiép?

2.Phén loai thong tin? Yéu cdu thong tin ddi véi cong tac khai
thdc tin tfc? Theo ban yéu cdu nao la quan trong nhat? Tai
5a0.

3.Trinh bay cdc budc trong quy trinh xi ly théng tin?

4.Cdc cdng viéc cdn thyc hién dé hoan thanh hé théng thong
tin trong cdc cd quan, doanh nghiép la gi?
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[image: image51.jpg]Chuwong 4

HOACH 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 cia hoach dinh

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

Tuc ngit Viét Nam ¢6 cau:"Mot nguoi hay lo bang mét
kho ngudi hay lam”. Viéc hay lo & ddy mudn ndi su suy nghi, su
tinh todn trudc, sau mét cdch ddv di, lién tuc cho cong viéc.
Chinh nho su hay lo ma mdi cong viée duge xdc dinh ré muc
tiéu, nhiém vu, cdch thiic, thoi gian thuc hién
Hoach dinh quy&t dinh k& hoach t&i wu nht. Gitip cho:
- Gidm t5i thiéu lang phi lao ddng, thdi gian, tién bac.

- Trénh cho céng viéc khéi bi tring ldp va gidm chin lén
nhau.

- Gidp cho ngudi 1am viéc thdy rd muc tiéu, hudng di cu thé
Bét ky cép qudn tri nao cling phdi lam cong tdc hoach
dinh.Cap quén trj cang thap hoach dinh ¢6 tinh cdch tdc vu/tdc
nghiép, cdp quan tri cang cao hoach dinh c6 tinh cich chién
luge.
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[image: image52.jpg]4.1.2.Khii niém hoach dinh va hoach dinh hanh
chinh vin phong
4.1.2.1.Khdi ni¢m hoach dinh

Hogch dinh la mét chiic ning ciia quin tri bao gom
cdc hoat djng xdc dinh ra cic muc tiéu cho tong lai va su
lia chon cdc gidi phdp t6i wu dé hoan thanh cic muc tiéu
d6. Két qud ctia hogch dinh la mot bin ké hoach — nghia la
mot tai ligu duge viét ra xdc dinh ré rang cdc chubi hoat
dong ma cong ty hay 18 chitc sé thuc hi¢n .

NGi mét cdch khdc : Hoach dinh 1a mot loai chuong
trinh cong téc, la phuong 4n 6 chiic cdc cong viée trong qud
trinh hoat ddng ctia cd quan, doanh nghiép.
4.1.2.2. Khdi ni¢gm hoach dinh hanh chinh vin
phong

Hoach dinh hanh chinh vin phong bao gom viéc thu
thdp cdc théng tin, xit Iy thong tin, sit dung chiing va trién
khai cho cdc buge hanh dpng.

Mai quan hé ciia muc tiéu va k& hoach
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[image: image53.jpg]Hinh 4.1: Cdc mic d¢ muc tiéu & k& hoach

Muc tiéu [ K&hoach

chié'* Tuge chién Jugc
= =

Muc tiéu K& hoach
chién thuit [&—> chién thuit

] n

Muc tiéu K& hoach
tdc vu téc vu

4.1.3. Phan loai hoach dinh

4.1.3.1.Hoach dinh chién luioc (Strategic planning)
La xdc dinh nhitng muc tiéu cd ban cho toan cong ty va

c4ch thic t5i wu d€ dat duge muc tiéu d6. C6 tinh chat dai han,

thdi gian thuc hién tén 5 nim. Do cdc nha quén tri cao cdp

thuc hién.

4.1.3.2.Hoach dinh chién thugt (Tactical planning)
La dé ra k& hoach cho cdc bd phan chuyén mén (Vi du

nhu bd phan sén xudt, kinh doanh, tai chinh, nhén sy..) ¢6 tinh
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[image: image54.jpg]chat trung han. Thai gian thyc hién trén 1 nam, dudi 5 nam.
Do cdc ¢ap quan tri trung ¢4p thyc hién.

4.1.3.3.Hoach dinh tic vu/ tdc nghi¢p (Operational
planning)

La dé ra cdc ke hoach cu thé ctia moi hoat dong san
xudt kinh doanh, dich vu, trong d6 ¢6 hoach dinh hanh chinh
van phong. Do cdc ¢ap quan tri tuyén co s¢ thyc hién. Thai
gian thuc hién dudi 1 nim.

4.1.4. Cic cin cif @€ hoach dinh

- Chi trwong, dudng 16i, chinh sdch ctia Nha nude, cic quyét
dinh ciia cp trén tryc ti€p.

- Chifc ning, nhiém vu clia co quan, doanh nghiép.

- Chuong trinh, k& hoach dai han, trung han, ngdn han ciia co
quan, doanh nghiép. :

- Tinh hinh thitc (€ ciia timg giai doan va xu the phat wién ciia
thdi dai.

-Muc tiéu va quyét tam thyc hién muc tiéu di dé ra.

4.1.5. Quy trinh hoach dinh

C6 8 budc sau day:

Budc 1: Tim hi€u va nhan thit van dé;

Bu6c 2: Thiét Iap cdc muc tidu;

Budc 3: Xem xét nhiing tién dé va cd s& khach quan;
Budc 4: X4c dinh cdc phuong c6 kha nang thuc hién;
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[image: image55.jpg]Budc 5: Ddnh gid va so sanh cdc phuong dn;

Budc 6: Lira chon phuong dn t5i uu;

Budc 7: Lap ké hoach hd trg;

Budc 8: Lip ngan quy, cdc chi phi thuc hién.

Hogch dinh cong viéc hanh chinh vin phong bao gom cic
vin dé sau:
a.Hoach dinh 6 chii
b.Hoach dinh phdn céng;

c.Hoach dinh céng tdc: 1dp trung vao cdc vén dé nhu:
-Sdp xép, b6 tri noi lam viée cita nhan vién.

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

-Hoach dinh cdc cude hop, hoi nghi, héi théo.

-Hoach dinh chuyén di céng tdc cia lanh dgo...

4.1.6. Cac cong cu hoach dinh
Codng cu hoach dinh hanh chdnh vin phdng bao gdm cdc du dn
16n, dy dn nhd khdc nhau. Trong pham vi phin nay chiing t6i
trinh bay mot s6 ¢ong cu ai cling phdi thuc hién dé 1én k&
hoach va lich cong tic hang ngay. D6 la:

- Lich thdi gian biéu cong tdc.

- S& tay hay sé nhat ky.

- Bia hd so hay thé hd so nhat ky.

- Lich d€ ban.
ich treo tuting...

4.1.6.1. Lich thoi gian biéu hang ngay
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[image: image56.jpg]Bang 4.2 : Things to do today

TORAY

DATE: COMPLETED

R A S 2 R

—
e

Ngudn:tai liéu(7), trang72

4.1.5.2.Bdng danh sdch cong viéc phéi lom hom nay

Bang 4.3: Things I need to do today
DATE:
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[image: image57.jpg]Bing 4.3 : Things I need to do today

SCHEDULED
THINGS INEED APPOINTMENT
TO-DO :
TODAY
NOTES:

Nguﬁn: Tai liéu (7), trang 73,
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[image: image58.jpg]Bang 4.4: DAILY TIME LOG

Name Day. Date.
lmp"rta"fc Interruptions
Time | Aetivity | (= ':I‘;';;’ 3= (phone Personal | Other
[ i ‘2 3 calls,visits, etc.)
1
2
= —
s [
5
6
7
8
9
10
11
12
Today was: Comments:
Typical
Busier than usual
Slow
Ngubn: Tai lidu (7), trang 76
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[image: image59.jpg]4.1.6.2.Bdng danh sich cong viéc phdi lam trong
tudn

X&p theo thit iy tim quan trong vi cdc 6 cin phai lam ngay
(' must do) va nén lam (nice to do)

Bang 4.5: Béng danh sich cong viéc trong tuin

! JOB TASK LIST —-i

Priority Task Must do Nice to do
1

] o] o] & w

o |

10

Ngudn: Tai liéu(7), trang74
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[image: image60.jpg]Bang 4.6: THIS WEEKS ACTION PLAN

Uutién | K& hoach hoat ddng tudn nay | Ngay hét han

1

el ol o alw|e

—
)

Ngudn: Tai liéu (7), trang 75
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[image: image61.jpg]Béng 4.7: lich théi gian biu céng téc cho gidam déc va thu
ky (schedule shet for director and secretary)

: -
8:00 - 8:15 | Gidmdéc Thu ky
| Panh gid muyc tiéu va dé ra muc tiéu mdi, lam
k€ hoach trong ngay
8:15 - 8:45 | Cudc hop nhan vién budi sing

8:45 - 10:15

Lam cdc bdn tong uinh | Thu ky mé thu va

thdi gian khong bi 1am | soan thio thu héi
. |

gidn doan am

10:15- 11:15

Thong tin dién thoai

11:15- 12:00

- Cdc cudc gap khong | Cong viec HCVP |
chinh thifc ndi bo |
- bi tham quan nha mdy.

- O van phong. |
12:00- 13:00 Nghi trua |
13:00-14:00 | Thu tin

14:00- 15:00,

Théng tin dién thoai

15:00 - 16:30,

Cic cudc hen Cong viéc VP

16:30- 17:00

- Pédnh gid va xem xét k&t qua cong viéc trong
ngay
- Soan théo lich trinh cong téc cho ngay hom
sau.

Ngudn: Tai liéu (7), trang 76

60




*
[image: image62.jpg]4.1.7. Nghiép vu t§ chirc mjt ngay lam viéc
4.1.7.1. Lén lich lam viéc(cta c4 nhén, vin phong,
thi trudng)
a. Lich lam viéc ctia lanh dao: gbm lich cong tic hang tuin,
hang ngay cilia gidm ddc, phé giam ddc, do thu ky dam nhiém.
b.Lich lam viéc ciia vin phong: hing tuin, hang ngay do
chdnh vén phong thyc hién, cin cif vao k& hoach cila phong.
c.Lich lam vige ciia cd nhan: do méi nhan vién ty sdp xép,
b& trf cdng viéc clia minh sao cho lam viée nhidu nhat, ¢6 hiéu
qué cao nhat trong ngay.
4.1.7.2. Muti mot cong viéc clia mdt ngay lam viéc
cia thu ky
(1). Khéi ddu ngay lam viéc
- Cdc thu k¥, nhan vién vin phong déu phdi dén dung gid, t6t
nhat 1a dén sém vai phit dé:
+ Mg khéa cdc ban lam viée, cic ti hd s, kiém tra
dién thoai.
+ Kiém tra phong 1am viéc cda lanh dao: nhiét d, quat
mdy,mdy lanh, dén, déng hd, sdp x&p ban lam viéc, xé
tdm-lich ngay hém qua,mé tim lich ngay cho phl hgp.
Diing gid gidm doc 1én ,1am viéc dugc ngay.
- Thw ky vin thw khdn truong gidi quyét cdng viéc cong vin
dén, di.
- Khi lanh dao xem va cho y kién gidi quyét cdc cong vin, the
tit dén, thu ky chuyén giao cho cdc cd nhan, cdc don vi c6
trdch nhiém thi hanh, ddng thai phai ghi ludn vao s3 tay clia
minh nhiing cong vi¢c méi duge giao.
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[image: image63.jpg](2). Lén k€ hoach lich lam viéc trong ngay

a.Lén k& hoach céng tdc trong ngay

Thu ky thudng phdi iing phé v6i ba loai lich lam viée trong
ngay:

- Lich lam viéc hang ngay ctia ngudi thu ky.

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

- Lich bd tdi clia ngudi lanh dao.

Ngudi thu ky phdi khéo 1€o sip x&p sao cho 3 loai lich ngay
phai thong nhat v6i nhau.

Cong viéc dugc bt ddu ngay tir chiéu hém trude, thu ky xem
lai cdc lich tudn, lich théng, s6 tay d€ 1én k& hoach cong tic
cho ngay hom sau. Cong viéc trude tién cla budi sang 1a do lai
ba lich, kip thdi b3 sung nhing diéu chinh, 1am cho ba lich
ngay dudc thong nhat.

b.Lén lich ti€p khdch hang ngay

Theo biéu mau.

c.Céc cudc hop mang tinh chit hoat dong xd héi hoic
doanh thuong

Cin ghi chinh xdc ngdy, gits hop, cdc chi ti€t va trang phuc,
dinh kém gidy mdi hop, t& ghi chuong trinh cudc hop.

d.Khéo léo x&p lich trong mét ngay

Trénh t3 chiic vao ddu gid, d€ danh cho lanh dao doc vin ban
va ky cdc gidy t3.

e.Né&u dia di€ém hop ¢ mot nei khdc

Thu ky phéi tinh thdi gian tuong ddi rong dé lanh dao dén dia
diém cuge hop c6 thdi gian nghi ngoi.
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[image: image64.jpg]- Khi ¢6 cudc hen gip, bdo qua dién thoai, thu ky phdi ghi
ngay ngay hen vao tap lich lam viéc.
- Cudi cing vao liic thich hgp trong ngay, thu ky so sanh lich
lam viéc cla minh véi lich lam viéc cla thi trudng d€ cap
nhit héa c3 hai.
(3).Céc cuéce hoi hop trong ngay
- Gtii chuong trinh cudc hop cho nhitng ngudsi c6 lién quan.
+ Chugn bi sin mét s6 chuong trinh cho nhiing ngudi 13
quén.
+ Chudn bi mot s6 tai liéu can thiét kem theo chuong
trinh nhut cdc bdo cdo, dé 4n, cdc tai liéu tham khdo.
- M3 hd s0 (12 1 t3 bia, 1 bia kep) danh cho mi cudc hop. Tap
hop ddy dd cdc tai liéu ¢6 lién quan va bd sung nhitng tai liéu
méi phat sinh. T4p hé sd cdc cude hop nay phdi duge dit trén
ban gidm ddc vao diu gig lam viéc mdi ngay.
(4).Thuc hién vai trd tr¢ 1y tham gia qud trinh ra quyét
dinh cda linh dao
Thu ky phai khén truong thu thap, Iwta chon, xit ly thong tin kip
thdi, chinh xdc,cung cap nhiéu chon lya dé thi trudng ra quyét
dinh t5i vu.
Khi da ¢6 quyét dinh clia thil trudng, thu ky hd trg viéc truyén
dat, t3 chc thuc hién , 1ap hd so theo doi.
(5).T6 chitc soan thdo vin ban
Day 1a nhiém vy quan trong hang du, thudng ngay ciia thu ky
(c6 phin danh riéng).
(6).Céc tinh huéng dot xuit xay ra
Vi du: Sy 4u da di d6i ctia mOt d4m nhan vién &, cai chét do
tai nan lao dong clia mot dong nghiép, thong tin vé mot s ric
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[image: image65.jpg]161 sdp xdy ra...Ngudi th ky 6 vai trd quan trong xem xét cdc
van dé va c6 cdch ing x{f khéo Iéo bing sy t& nhi, sic truyén
cdm d€ bdo cdo véi gidm d6c ¢6 bién phdp xt 1y kip thdi, lam
xoay chuyén tinh hinh, hozc khic phuc hau qua.

(7). Sép x&p cong viéc uu tién

- Cong viéc don ddp dén, vugt khdi tim quan 1y lich lam viéc
hang ngly. Van dé sdp x&p uu tién dugc dit ra va hiu nhu
thudng xuyén ngay nio ciing phai diéu chinh lich lam viéc
ngay cho phii hgp vdi cdc viée uu tién.

- Viée xem x€t thf ty vu tién dudgc cin cif trude hét vao y kién
chi dao clia gidm doc.

(8).Bét tay vao cong viéc quan Iy hé so, xay dyng bd nhé
Cin ctf sy phan loai tai liéu thu ky ghi 1én phia tén tai liéu,
g6c phdi, nhing ky hiéu phan loai d€ 1ap hd so.

D3&i véi mot 58 tai liéu, cong viee doi hoi 1ap ngay thanh hd sd
“chd gidi quy&t” thi ghi s§ hd sd vao s ding k¥ hd sd ches gidi
quyét.

(9).Tranh thi ti€t kiém thdi gian

Thu ky phdi biét tranh thi ti€t kiém thdi gian sao cho danh
duge 5-3 phiit trong 1 gid, sao cho danh duge khodng 1-2 gids
trong mt ngay va sit dung quang thdi gian dé that ¢6 ich. Vi
du nhu:

- Tim hiéu k§ hon vé& chinh ¢ong ty céia minh.

- Lam ngay nhiing viéc thudng gay tn tdc vao gid cao diém.

- Tinh todn sao cho cong viéc minh lam dugc nhanh hon, chat
lugng hon.

- Thu don ban lam viéc, chi d€ lai nhitng thi that cAn thiét.
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[image: image66.jpg]- Giip d3 cdc ban déng nghiép dang un tic, di phai lam thém
ngoai gid mot chiit.

(10).Trich nhiém cda thu ky déi véi nhitng hoat dfng
mang tinh cha't xa hdi'cda ngudi lanh dao

Ngudi lanh dao déi khi con tham gia vao cdc hoat dong xa hoi.
Thu ky ¢ trach nhi€m gidp lanh dao nhiim bio ddm cho cong
viéc cia doanh nghiép va bén ngoai dugc tién trién t6t. Hoat
ddng bén ngoai c6 thé lam thay doi nhip d§ hoat dong hing
ngay nhung né gitip cho ngudi th ky c6 diéu kién mé rong
quan hé giao tiép, c6 dudge nhiing kinh nghiém b8 ich.
(11).K¢&*t thic ngay lam viéc

Khi mot ngay 1am viéc sdp két thiic, doi héi ngudi thu ky phai
tién hanh mdt s6 hoat dong tiép theo nhu:

- Hoan chinh cdc thw tit, dua cho lanh dao ky.

- Lép danh sdch khdch hen gép vao ngay hom sau.

+ Ddnh mdy danh muyc cdc cude hop va hen gap ngay
hom sau va dat 1én ban gidm ddc.
+ Khi lanh dao ¢6 cudc hop & ngoai doanh nghiép vao
ngdy hom sau, cin chuin bi nhitng tht cin’ thiét nhu:
tai liéu, cdc bdn bdo cdo, cdc ban chi din dudng di, dia
diém...
-Tinh todn s6m nhitng cong viéc clia ngay hom sau nhu: chugn
bi h6 s0 gidy 0, ghi ra gidy nhiing yéu cu clia lanh dao doi
vdi cdc by phén.
- Kiém tra lai cong van, gidy t chd gidi quyét ngdy hdm sau
dé trinh lanh dao ngay diu gie.
- Thu x&p ban lam viéc,sdp x&p ngan ndp hd so tai lidu va ra vé
v6iniém tin moi viéc da sin sang cho ngay 1am viéc hom sau.
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[image: image67.jpg]42. KIEM TRA CONG VIEC HANH CHINH
VAN PHONG
4.2.1.Nhiing vin @é chung
a.Khdi niém kiém tra

Kiém tra 1a mét tién trinh do ludng két qua thuc
hién, so sinh véi nhifng diéu di dugc hoach dinh , déng
thdi sita chita nhitng sai 14m d€ dim bio viéc dat duge muc
tiéu theo nhu k& hoach.
b.Muc tiéu kiém tra
-Ki€m tra @€ phat hién cdc sai s6t.
-Dé dénh gia két qua thuc t&: so sdnh, xem xét qué trinh thyc
hién cdc nhiém vu cu thé theo k& hoach, tién do gidi quyét dé
diéu chinh c4ch tién hanh cong viéc.
c.Céc nguyén tic kiém tra

Gido su Koontz va ODonnell cia dai hoc Califolia,
trong tic phim: "Nhitng van dé c6t y&u cla quan 1y~ da liét ké
7 nguyén tic gitip cdc nha quan tri xay dung cd ché ki€m tra.
-Nguyén tic 1: Kiém tra phai dugc thi€t k& cin cif trén k&
hoach hoat ddng ctia 18 chic va cin cif theo cip bic clia d6i
tugng dugc kiém tra.
-Nguyén tic 2: Cong viéc kién tra phai dudc thi€t ké theo dic
diém cd nhin cdc nha quin tri.
-Nguyén tic 3: Sy ki€m tra phdi dugc thyc hién tai nhiing
diém trong y&u.
-Nguyén tic 4: Kiém tra phai khach quan.
-Nguyén tdc 5:Hé thong ki€m tra phai phit hgp vdi biu khong
khi cdia doanh nghiép.
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[image: image68.jpg]-Nguyén téc 6: Viéc ki€m tra can phai tiét kiém vi bio dam
tinh hiéu qué kinh t€.

-Nguyéﬁ tdc 7:Viéc ki€m tra phai dua dén hanh-dong.

d.Phén loai kiém tra hanh chinh

-Kiém tra hanh chinh (administrative control):La
kiém tra-cdc cong vin, gidy t3 dugc hinh thanh trong qud trinh
hoat dong ctia doanh nghiép.

-Kiém tra céng viéc tdc vo / tdc nghiép (operative
control): La kiém tra cdc nghiép vu chuyén mén nhu : Sip
x€p hd s0, uu trfy, thong tin lén lac va céc hoat dong hanh
chinh trong ¢ quan ¢6 diing theo tiéu chuan va thii tuc khong.
e.Ndi dung ki€m tra cong viéc hanh chinh
Bao gém cdc van dé:

-Kiém tra cht Iugng xit 1y thong tin.

-Kiém tra tai chinh vin phong.

-Kiém tra cdc phuong tién lam viéc.

-Kiém tra qua trinh gidi quyét cong viéc hang ngay

theo muc tiéu, k€ hoach da théng qua.

-Kiém tra sy thii cia nhan vién trong viéc lam.

-Kiém tra vé kha nang chuyén mon hoic kién thic...

4.2.2.Ti¢n trinh ki€m tra

Tién trinh ki€m tra ¢d ban, di § ndi nao va di n6 ki€m sodt
cdi gi cling gém 3 budc: -

-Xay dung cdc tiéu chudn va chon phuong phap do ludng;

-Po ludng viéc thyc hién;

-Piéu chinh céc sai léch.
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[image: image69.jpg]Hinh 4.9: C4c budc trong ti€n trinh ki€m tra

Bude 1 Budc 2 Bude 3
Xay dung cic Do luong Piéu chinh
tiéu chuan va viéc thuc sai léch
chon phuong hién va (néu c6)
phép do ludng déi chibu véi

tiéu chun

Bugcl: Xay dyng cdc tiéu chuin va chon phuong
phép do ludng
@.X4y dung cac tiéu chuin
Tiéu chudn 1a nhing chi tiéu cda nhiém vu cin duge thuc
hién. Trong hoat dong ciia mot doanh nghiép, ¢6 thé ¢6 nhidu
loai tiéu chuén. C6 tiéu chudn dinh tinh nhu : khi ning giao
ti€p, ong hing hdi, sy trung thanh...C6 tiéu chuin dinh lugng
nhu:

- Chdt lugng (quality).

- S& lugng (quantity).

- Thoi gian hoan thanh ¢ong viéc (Time).
Dé ki€m tra cong viéc ¢6 hiéu qua thi cdc tiéu chuin dé ra
phéi hop 1y va ¢ tinh kh3 thi.
@.Chen phuong phép do ludng
Ciéc phuong phdp ki€m-tra hanh chinh thudng c¢6 11 phuong
phap:
(1). Thanh tra: 1a xem xét, nghién cttu, ddnh gid tinh hinh.
(2). Kiém tra ngan sach: 1a mot cong cu tt nhat cho viée kiém tra.
(3). Kiém tra tap trung.
(4). Kiém tra biéu miu.
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[image: image70.jpg](5). Kiém tra biing may mdc.

(6). Kiém tra chinh sdch.

(7). Kiém tra thil tyc.

(8). Kiém tra hd sd vin ban.

(9). Kiém tra cdc bin tudng trinh, béo cdo.

(10). Kiém tra bing tiéu chuin.

(11). Kiém tra biing lich cong tdc.

Chiing ta c6 thé linh hoat chon cdc phuong phap kiém tra,
nhung phudng phdp do ludng viée thue hién doi héi phai chinh
x4c.

Bu6c2: Po ludng viéc thuc hig¢n cong viec hanh
chinh vin phong

Néu ching ta dn dinh tiéu chudn mét cich thich hop va
c6 phucng tién d€ nhan dinh xem thyc sy cAp du6i dang lam gi
thi viéc ddnh gid thanh tich nhan vién twong d6i dé dang.
Nhung trén thyc t€ ¢6 nhiéu cong viée rat kho ¢ thé dp dung
cdc tiéu chudn cy thé va khé do ludng duge két qui. Vi du
mucn ki€m soat cong viée cia mot gidm doc trong linh vie
giao t€, ching ta chi c6 thé dinh gid gidn 1iép thong qua tiéu
chi hai long khdch hang...

BuGc3: Pidu chinh cic sai léch
Trudng hop, sau khi kiém tra cdc tiéu chudn dit ra
khdng dat yéu cdu ching ta tién hanh sita cha. Sy khic phuc
nhiing sai 1dm trong cong viéc 12 cdc nha quén tri ¢6 thé diéu
chinh sai 1éch bing cdch bing cdch 3 chic lai bo mdy trong
doanh nghiép, phan cong lai cdc bo phan, dao tao lai nhdn
vién, tuyén thém lao dong mdi, thay ddi tdc phong linh dao
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[image: image71.jpg]clia gidm d6c hodc ¢6 thé phai diéu chinh muc tiéu.
4.2.3.C4c cong cu ki€m soét clia cAp quan tri
aBang chia thdi gian biéu

Hinh 4.10: Lich céng tdc

KE HOACH
Hoat dong | Ky Phéin Ngay Ngay [ Thai
han |cong |khdi hoan | gian trdi
cong tat qua
A
B
C
D
E

Ngudn: Tai lidu (7), trang 116.

b. Bing treo tudng
Hinh 4.12 : S¢ d6 Gantt

HOAT | KE HOACH
PONG ;
T

12 (3(4[5/6/7 {89 [10 11 |12 |13
A |
B
i ?
D 1
E

Ngu(}n: Tai liéu (7), trang 118.
70




*
[image: image72.jpg]4.2.4.Céc phuong tién ki€m soat ctia cAp quan tri
a.Cac ban bio cdo tudng trinh

Cdc ban béo cdo tudng trinh trén gidy 1a cd s& d€ theo doi hodc
kiém tra dinh ky.

Cdc loai bdo cio tudng trinh:

- Loai béo cdo tudng trinh ki€m tra hé théng vin thy va litu try
hé so.

- Loai béo céo tudng trinh phan tich chi tiét nhifng cong viéc
hanh chinh nhy : Thut, fax...

- C4c béo céo hiing ngay, tudn, thing, quy , nam ciia cdc trudng
b6 phan.

- Céc ban béo cdo v& tinh trang céc chuong trinh huan luyén, cung
cdp vin phong phdm, danh gid cong tic quén tri ludng bong...
b.C&m nang

Cém nang 1a mot t4p hé so dudi dang 1o roi dudc dong lai
biing cdch duc 16.C&m nang rat pho bi€n tai cdc nudc cong
nghiép mdi va cong nghiép pht trién, nhat 1a tai My.
- Céc loai.c4m nang kinh doanh;
- Céc loai c4m nang hanh chénh.
@.C&m nang kinh doanh:
- C4m nang vé chinh sdch.
- Cdm nang o cu 18 chitc.
- C4m nang vé quan tri.
- Cdm nang lich sif cong ty va cdc sin phdm.
- C4m nang thuc hanh v& céc tiéu chufn hod hoac thi
tuc luu tr, Vi€t tho, phan tich céc phuong phép, cich
V& 50 d6 ludng hd so, cong van.
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[image: image73.jpg]- Cdm nang vé quy phic Igi.
- Cdm nang vé hoi

nhép vao méi trudng lam viéc.
- C4m nang vé chi din cdc cong viéc.
- C4m nang ctia ting b phan: hanh chdnh, k& todn,
kinh doanh, sdn xuat, marketing...
@.C4m nang hanh chanh:
- Gidi thiéu lich sk cia cong ty.
- S0 d6 toan b (3 chife cong ty.
- Liét ké muyc tiéu cda mdi don vi trong hanh chanh.
- Thong tin vé mdi don vi hanh chdnh c6 riéng so dd &
chiic (n€u mdi don vi rong 16n).
- Céc chinh sdch clia cong ty mt cdch t8ng quat va cdc
quy phic lgi.
-L& 18i 1am viéc va thdi d6 ma nhén vién c§11phéi c6.

CAUHOION TAP

1.Khai niém hoach dinh?Hoach dinh hanh chanh vin phong?
2.Phin biét hoach dinh chién luge, chién thuit va tdc nghiép/
tdc vu.

3.Céc cin cir dé xdy dung cac loai hoach dinh ?

4.Kh4i niém kiém tra, kiém tra hanh chdnh va kiém tra téc vy
/tdc nghiép ?

5.Cac budc cd ban trong ti€n trinh kiém tra tdng quat va kiém
tra hanh chinh ?

6.Céc cong cu va phudng tién kiém tra hanh chinh cla cdc cip
quén tri 7 ’
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[image: image74.jpg]Chuong 5
CONG TAC GIAO TIEP

5.1. GIOI THIEU TONG QUAT VE CONG TAC
GIAO TIEP

5.1.1.Khéi niém giao tiép

Giao tiép la :

-Stt trao déi thong tin ;

-Viée truyén ti ¥ twéng tir ngudi nay sung ngudi khdc ;

-Viéc chia sé thong tin va tao dung cdc m&i quan hé ;

-Gi6i thi¢u minh véi ngudi khdc ;

-Hudng din ngussi khic 1am mot viée gl dé...

@ Khéi ni¢m giao ti€p theo nghia hep:la truyén di mot
thong diép.

@ Khii niém giao ti€p theo nghia rong: la sy tic dong qua
lai gilta hai bén, din dén qu4 trinh hinh thanh hinh dnh vé dg;
wrgng giao tiép.

Trong cong s, trong doanh nghiép, giao tiép trong
hanh chinh 12 hoat dong thiét 1ap méi quan hé va sy tiép xiic
gilfa con ngudi v6i nhau nhim thda man nhing nhu ciu nhat
dinh clia qudn Iy hanh chinh.
5.1.2.Nguyén tic giao ti€p

Dé hai bén giao ti€p déu cim thiy t6t hon, déu cing
nhau hop tc gidi quyét moi vin dé quan tam, trong giao ti€p
phai ton trong cdc nguyén tic sau day:
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[image: image75.jpg]-Ton trong déi tdc giao tiép

Nguyén tic nay gitt vi tri quan trong, giip ching ta
“thém ban'bdt thi”. Mudn vy hdy ton trong cdc d6i téc giao
ti€p, khong xiic pham, khong néi x&u, khong phan biét giai
cdp dén tdc, gidu nghéo, khong to mo tim hiéu chuyén riéng tw
clia ngudi khéc. .
-Hiy ling nghe

Nghe dé ndm bt tim t, nguyén vong, quan diém ciia
doi tic. Tir d6 mdi c6 day di thong tin dé khuyén bao hoic
thuy&t phuc ho. Trong giao ti€p ngudi ta ding 42% quy thdi
gian cho nghe, cdn lai 58% thdi gian cho viée néi, doc va viét.
-Hiy théng cdm véi nhau

Cin dat minh vao vi tri cda doi tdc d€ 6 thé thong cdm
v6i hoan cénh, khé ning cia ho.
-Hay kién nhén, biét ch§ d¢i 13n nhau

Néu ¢6 méu thudn trong quan hé giao tiép, can cd thai
gian d€ hai bén suy nghi trude khi di dén ¥ kién thdng nhat.
Do viy, cin phdi bi€t thong cdm va chd doi lin nhau. Kién
nhin va chd dgi sé dem lai 1¢i ich hon 13 néng voi.
-Hay bi€t chap nhan

Khong phdi bao git ban cling gap su nhu ¥ trong quan
hé giao ti&p. Phao biét chdp nhan nhudc di€m cda ngudsi khéc,
biét hoan cinh giao tiép, tir d6 s& cd cdch doi xit tot hon véi
moi ngudi.
-K&t hgp hai hoa céc lgi ich

Trong giao ti€p cdn k&t hop hai hoa 1gi ich giifa hai bén
sa0 cho hai bén ciing ¢6 1gi, néu chi nghi dén 1gi ich cla mot
bén thi khé Idng dat dugc thod thudn.
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[image: image76.jpg]5.1.3.Céc phuong thiic giao tiép

-Giao ti€p biing ngon ngi;

-Giao ti€p phi ngdn ngy.
5.1.3.1.Giao tiép béing ngon ngit
a.Khai niém

Giao tiép bing ngon ngir la ding tiéng n6i va chit viét
dé€ trao ddi thong tin. Ngudi phit phdi dwa ra mot
diép chudn xdc dudi dang am thanh hodc ky . Cdc nhan vat
tham gia giao ti€p cdn wan thii nhimg quy luat chung vé ludt
phdt am va luit chir viét.

b.Chiic niing clia ngdn ngit
-Thong bdo: truyén dat thong tin.
-Tédc dong: khuyén khich, ngin cin, gidi thich, bay 6.
-Dién cdm: thé hién tinh cam, thai do, cdm xic.

¢.Cu tric ctia ngdn ngit
-Cdlu tric bé& mat (hinh thic) 14p ghép cic chit cdi.
-Cau triic ngi nghia(ndi dung) mang théng tin cia ngén
ngit.

d.Pic trung cd ban ciia ngon ngit
-Ngbn ngit mang dic trung van hod ciia mdi quéc gia,
mdi dan toc.
-Ngon ngit mang dac trung tim Iy ctia méi ¢4 nhan, thé
hién tinh khi va nhin cdch cia ngudi sit dung, tdc dong
truc ti€p dén tam 1y ngudi nghe.

75





*
[image: image77.jpg]5.1.3.2.Giao tiép phi ngon ngit 3

Cic nha nghién citu da chi ra riing: giao ti€p ngdn ngit
chi chi€m tir 30-40%, con lai 1a.do cich dién dat bing ngon
ngif khong 16i thong qua:

@.Trang phyc

"Ngudsi dep nhd lua, Ida t6t nhd phan”. Trang phuc thé
hién vin héa doanh nghiép. Theo ching loai va chic ning,
trang phuc gdm ¢6 quén do va cdc loai phuc trang nhu: mi,
khan, tdi xdch, gidy. dép va dd trang sic. Tty theo méi trudng
lam viéc ma ching ta nén lyra chon sit dung trang phuc sao cho
phit hgp.

Cin Iya chon quin 40, mau sic..phd hdp vdi ting mia,
phil hgp vdi gidi tinh, wéi tic va moi trudng.

@.Nu cudi

Mot trong sdu cdch gy thién cdm cda cudn sdch: "Pdc
nhin tim”1a gif ny cudi rén moi. Nu cutii-biéu thi tinh cim,
thdi do clia ngudi giao ti€p.
@Anh mit

“Poi mdt 1a cia s8 tim hon”. Anh mdt phan dnh trang
thdi cdm xuc, boc 16 tinh cam. tim trang, ¥dc mudn cda con
ngudi ra bén ngodi.
@Tu the

C6 lién quan mit thi€t véi vai trd vi trf cia cd nhan. Vi
du: w th€ ngdi thodi mdi, ddu hdi ngd ra phia sau la w the ctia
bé trén, cla lanh dao. Tu th€ ngdi hdi cii ddu vé phia trude
tya nhu ling nghe 12 tr thé cda cdp dudi.
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[image: image78.jpg]@Cq chi, hanh vi
Ci¥ chi gém cdc chuyén dong:
-Ctia ddu nhu gat ddu biéu hién sy ddng ¥ hoic lic ddu khong
ddng y
-Ciia tay: vdy, chao, khua tay..thé hién 16i mdi, sy tir chéi,
chéng ddi hay van xin...
@Khoang cdch:
Khodng cdch trong giao tiép thé hién méi quan hé. Thudng 6
4 loai viing giao ti€p cd ban:

-Viing than mat: tir 0-0.5m;

-Viing riéng tu: tr 0.5- 1.5m;

-Viing xa giao: tir 1.5-3.5m;

-Viing cong cong: trén 3.5m.

5.2. CONG TAC DON, TIEP KHACH TAI CO
QUAN, DOANH NGHIEP
5.2.1. Phén loai khach
5.2.1.1.Khdch ngoai doanh nghigp

Gém c6 khach hang, khich dén lién he cong tdc, khdch
quen, nhdn vién ngdn hang, ngudi dén xin viéc, ngudi than
phién..
5.2.1.2.Khdch nji bg doanh nghiép

Gém ¢6 can bd phy trdch cdc don vi, nhan vién cdc
phong ban khac dén lién hé cong tic, cong nhan xin gap Gidm
déc...
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[image: image79.jpg]Thu ky phai bi€t wng x vdi cac loai khdch
a. Péi véi khach hang mua hang hién ¢6 va khich mua hang
tuong lai bao gi3 cling dudc ti€p bat et hic nao.
- Khdch dén ban hang, khdch dén chao hang chi dudge tigp vio
gid nhit dinh.
b. Péi v6i khach d&n than phién
Thuong 1a than phién vé cung cach lam #n, vé cich
lam viéc cta nhan vién nao d6, vé chit lugng hang hod.... Thu
ky phdi bi€t ling nghe, thong cdm vdi khach, gilt thdi do binh
tinh, tranh tranh ludn va phédi khon ngoan ditng ty gin minh
hay doanh nghiép clia minh vao su than phién ctia khdch
c. Péi véi khdch noi
C6 nhiéu cdch gidi quyét, t6t nhat néu 1a
c4n thi 6 thé gip gidm ddc bét ky lic nao. Con cdn bd nhan
vién khdc mudn gip Gidm ddc phai duge su sip xép cia thu
ky.
Luta §: Trong cdc trudng hgp trén déu phdi chd § dén nhimg
ngoai 1& nhat dinh.

5.2.2. Té chirc dén khach tai co quan, doanh nghiép
- Chao héi khéch ;
- Bay t6 st quan tam ;
- Phdi bi€t tén,noi 1am viéc, muc dich dén thim ciia
khéch ;
- Khong nén ngdt quing hay keét thic sém cudc dim
thoai ctia cap trén ;

- Phong ddi ;
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[image: image80.jpg]- Thuding tryc tai ndi [am viéc ;
- Ghi bién ban cdc budi ban bac.

(1). Chao héi khdch

Khi khdch t6i, chiing ta phai  chao va dén khach véi
thdi d6 vui vé, niém nd, lich sy. N&u ¢6 thé biét tén, nén chio
d6n khéch bling tén clia ho.
Trudng hgp 1

Khdch dén 14n ddu, nguoi thu ky phdi gidi thiéu tén
minh trude, sau d6 khéo 1éo hdi tén khich hang. N&u khdch
dua danh thiép, th ky phai trinh cho gidm déc khi bdo cdo vé
ngudi dé.
Truong hgp 2

Khich cdp trén, hogc khich danh du quan trong cta
doanh nghiép, khi dén va lic ra vé, ngudi thy ky phai dimg
day, vui vé chao dén khach.
Trudng hgp 3

Khdch dén, thu ky dang ban dién thoai hoic 1am .viéc
khdc, khong thé ding lai duge, thu ky vin phdi chao hdi
khdch, d€ khdch bi¢t 1a thir ky s& ti€p minh ngay sau khi xong
viéc.
Trudng hgp 4

M&i budi sdng, va mdi budi chiéu, ddu gics 1am
khi Gidm ddc di ngang qua ban thu ky dé vao phong lam viée,
ngudi th ky phdi ding ddy, chao Thi trudng.

(2). Bay t6 sy quan tim }
Thu ky phéi bay 6 thi do quan tim dén khach hang,
hay trd 15i ddy dii cdc cau héi cia khach. Th ky nao ludn st
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[image: image81.jpg]sdng, tich cyc trong cdng viéce s& gay dudc an tugng t5t dep khi
khdch hang t6i doanh nghiép.
(3).Phai biét tén, noi lam viéc, myc dich dén thim clia
khich

Tai hiu hét cdc doanh nghiép, tit ci khich dén lién hé
déu phéi ghi tén khich vao s§ (bao gdém: tén khich, nghé
nghiép, dia chi, 1y do va quyét dinh sau cudc gip)
(4).Khong nén ngit quing hay két thic sém cugc dam
thoai cia cap trén
Trong liic cdp trén dang ti€p khdch, chiing ta nén cd tranh hét
sttc dirng phd ngang cudc dam thoai, néi chuyén cta cap trén,
ngoai trif trudng hop:
- Trudng hop gidm doc phai trd 18i cdc cude dién thoai quan
trong, thu ky phai xin 15i khdch va thong bao cho gidm ddc la
gidm ddc phai trd 13i dién thoai ngay.
- Trudng hop gidm ddc phdi di cdc cude hop quan trong hodc
phéi két thic ti€p khach d€ gidi quyét cdc cong viéc cdn thiét,
thu ky phdi xin 16 khach, hodc c6 thé ghi phi€u nhin tin,
thdng bdo cho gidm ddc biét va gidm doc tr két thiic cude néi
chuyén.
DGi véi nhilng vi khdch hay ngdi qud 1au hodc qud gid quy
dinh, th ky phai gitp gidm d6c mdi khéo khach ra vé.
Thu ky ¢6 thé thod thuén trude véi gidm ddc mot phuong phap
nao d6 dé khi hét gid quy dinh hodc ¢6 diéu gi quan trong thu
ky c6 thé théng bdo cho gidm déc bi€t ma khong giy ra sy
phat y cho khdch .
(5). Phong dgi

Trudng hop khach phdi ngdi doi, thu ky phai néu rd Iy
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[image: image82.jpg]do va lich syt mdi khdch vo phong dgi dé chiy dén Iugt vao gap
gidm ddc. Thu ky phai ¢6 lam thé nao dé khich khong cim
thdy kh6 chiu. Phong ddi phai sdng sda va thodng mat, phai
duge trang hoang dep. C6 nudc tra, nude sudi.. va ¢6 nhidu
sdch, bdo, tap chi, cataloge...cho khach xem.
Sau khi khdch da di ra, thu ky phéi sdp x&p lai tai liéu va ban
tra cho trt ty, ngan nip.
(6). Thudng tryc tai noi lam viéc

Khong bao gi¢ thu ky nén rdi noi lam viéc ma khong
nhd nguoi khdc thay th€. Pic biét khi gidm doc dang ti€p
khdch, thu ky khong nén rdi khdi phong. Cong viéc ti€p khdch
rét quan trong va chi c6 luong tim nghé nghiép mdi 6 thé
hoan thanh cong viéc clia minh mot cdch m§ man.
(7). Ghi bién ban c4c budi ban bac
Khi Gidm ddc yéu ciu.

5.2.3. T4 chirc tiép khach & co quan, doanh nghiép
- Bt chuong trinh cho cdc budi xin hen ;
- Thu x&p cdc budi xin hen ;
- Céch ghi cdc budi xin hen ;
- Huy bé cdc budi xin hen ;
- Phuong phdp tif chdi cic budi xin hen;
- Tiét kiém thsi gian cho doanh nghiép.
(1). it chuong trinh cho cic budi xin hen
Khi khdch hang xin tiép ki€n hogc xin cude hen, ching

ta phdi s&p x&p mét cdch khoa hoc. & mét vai doanh nghiép,

81




*
[image: image83.jpg]gidm ddc khong ti€p khdch néu khong xin hen trude. C6 ndi
khéc, gidm ddc chi tiép khach khi n2o tién va ¢6 noi gidm doc
chi gianh riéng it giy mdi ngay dé ti€p khich. Nhu vay, thu ky
va gidm ddc phdi thong nhit quy thdsi gian danh cho viée tiép
khdch.
(2). Thu x&p céc budi xin hen

Khéch ding nhiéu phuong tién khic nhau dé xin hen.
C6 ngudi dén tdn ndi dé xin hen, ¢ ngudi xin hen qua dién
thoai va ¢6 ngudi gdi thu xin hen...

Néu khdch dén tan vin phong xin hen, ban s& ghi vao
s ti€p khdch ngay va gids clia budi tiép kién dé khach an tam.
Né&u khéch xin hen biing dién thoai, e.mail,... khdch phai cho
ban biét ddy dd chi tiét vé budi hen. Nhiém vu ciia ban 13 thu
x&p cdc cude hen va trd 18i thu xin hen, ban phdi trinh bay
ddy dd cdc thong tin cda budi hen.
(3). Céch thic ghi cdc budi xin hen

Phai ghi chép ddy dit ho, tén, dia chi, s6 dién thoai,
chifc vu , ngay gid cho budi hen, tén ngudi ma khach cin gap.

Béng 5.1. Miu lich hen

STT| Tén |Chuc| Cong | Thai | Nguoi | Phong | Nei | Ghi

| khdch | vu |ty/Don |gian | ti€p ban |dung |chd

vi gap | khach |
T

1) 2 3 4 5 6 7 8 9

Ngu5n: Tai liéu (6), trang 31.

Céc budi xin hen ¢6 thé dugc ghi ngay vio lich dé ban
néu 6 it cudc ti€p xdc. Trudng hop vin phong ¢ nhiéu khdch
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[image: image84.jpg]thi ban ding loé_\i 8 ghi cdc budi xin hen. Ban phéi ghi vao
lich cong téc ciia minh tat cd nhiing budi xin hen va dat trén
ban lam viéc dé tién cho viéc theo dai.
(4). Huy bé cdc budi xin hen

Doi khi gidm ddc cdn phéi hily bd cdc cude hen vi phai
di xa dot xudt va khong vé kip ding gid hen. Ngay khi ban
biét duge budi ti€p kién phi hiy b3, ban phai bio ngay cho
khéch biét d€ trénh nhitng khé khén c6 thé gay nén cho khéch.

Trudng hdp khdch da dén van phong rdi mdi duge biet
cudc hen d bi huy b vi 1y do ddt xuat, ban phai xin 15i khach
mot cdch t€ nhi va khéo léo.
(5). Phuong cdch ti chdi cdc cude xin hen

Khi cdn phéi tir chdi, ban nén khéo Iéo, t& nhi va trinh
bay mot cach ngdn gon Iy do tif chdi cudc hen dé nhan dugc
sy thong cdm. Trudng hgp khach nhat dinh xin hen, ban dé
nghi khdch vi€t lai thu xin hen va néu Iy do cu thé.

Bang 5.2. Phi€u xin hen

PHIEU XIN HEN
Phiéu xin hen s6: ngay...thing...nim

Ho va tén

Nghé nghiép

Co quan/don vi

S6 dién thoai

Muc dich hen g3

Ngudi cin gip
Chir ky ciia ngwdi xin hen Chir ky ciia thu ky
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[image: image85.jpg]Viéc tif chdi khdch khong ¢6 khuon miu nhat dinh, thu ky phai
tuy tiing hoan canh ma ng xit khéo léo, tuyét dsi tranh gay
khong khi cang thing hay hiéu 1dm ctia khach.

(6). Ti€t ki¢m thdi gian ciia doanh nghiép

La thu ky, hay ti€p tan, hogc trg Iy, ban phdi tiét kiém thsi
gian cho cdp trén bing cich cung cdp thong tin cho khdch
trong pham vi quyén han cda minh, ditg dé cho cdp trén phai
ti€p khdch chi dé cung cap théng tin ma ban, hodc cdc bé phan

phdng ban khdc ¢6 thé gidi quyét dugc.

5.2.4. Nhiing tinh huéng thudng gip khi tiép xic
véi khich

- Khéch ti chdi khong chiu néi 16 ho, tén, noi 1am viéc va muc
dich cudc ti€p xic.

- Khdch hang phan nan vé chat lugng sin phim.

- Khéch ¢6 thdi d ngang ngugce hay héch dich.

- Thu ky dd ndi ro: gidm déc ban, hodc di cong tic nhung
khéch van khiing khang doi gap giam ddc va khong chiu ra di...
Trong c4c tinh hudng trén ngudi thu ky cin tuy cd dng bién,
khong c6 mot khudn miu cing nhic, song nén ghi nhé nhing
phuong chim chung dudi day:

PHUONG CHAM UNG XU KHI TIEP KHA CH
1. Binh tinh ;
2. Kién nhén;
3. Mém méng nhi nhin, lich su';
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[image: image86.jpg]4.An cén, chu ddo 5

5. Linh hoat ;

6. Khong tuy 4i ;

7. Khéng hich dich véi ngudi c6 dia vi thap;

8. Khdng qud ha minh véi ngudi cé dia vi cao ;

9. L&y viéc bdo vé Igi ich va uy tin cia doanh nghiép
lam muc tiéu xuyén sué't ;

10. Cdn chim dit cdc vu viée gy cdn cang sém
cang t6t ma khong nhat thiét phai phan rs diing
sai ngay tifc khic.

5.3.TIEP KHACH QUA PIEN THOAI

5.3.1. Dic di€m va muc dich ciia giao tiép qua dién
thoai

a. Pic diém

Dién thoai 1a mot phuong tién k§ thuat dung thudng
xuyén dé lién lac hiu ich gilta hai cd quan, don vi hodc gitta
hai ¢4 nhan.

Dién thoai dang duge xem Ia cong cu giao ti€p hang
diu vé mife d6 tién Igi (thong dung, nhanh chéng, dé sit dung,
dugc phdn hdi ngay).

Phong cdch giao ti€p qua dién thoai phdn dnh nhin
cdch cia ngudi giao tiép.

b. Muc dich
Trong c¢d quan, doanh nghiép dién thoai dugc ding dé thong
tin, lién lac trong céc truding hgp sau:
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[image: image87.jpg]- Théng bdo gép nhitng tin tic quan trong ;
- Xin ¥ ki€n cap trén ;

- Tra 16 yéu cdu ctia khich hang, ddi tic ;

- Ping ky hen ngay, gi¥ ti€p xuc, lam viéc ;

- M&i hop d6t xuat..

n giao ti€p dién thoai la mot lan tao co hdi quan hé lam

viéc tot hen cho doanh nghiép.

5.3.2. Gigng néi qua dién thoai phai thé nao ?

- N6i cho ré rang ;

- Néi giong binh thudng ;

- N6i véi toc do vira phdi ;

- Chon diing chit ;

- Néi thap giong xudng ;

- Nhin manh mét vai chit ;

- Giong néi can ¢6 am diéu ;

- Lich sy: mim cudi trong lic ndi chuyén.
(1). Né6i cho rd rang

Diéu nay rat quan trong vi ngudi nghe khong trong
thay ban va ciing khong thdy cdch dién td cia ban. Ban phai
néi thé nao d€ cho ngudi nghe chi qua giong néi cla ban ma
¢6 thé hiéu duge ¥ ban.
(2). Néi giong binh thutng

Giong néi binh thutng, khong to qud cling. khong nhé
qud 12 giong néi t8t nhat truyén qua day dién thoai.
86




*
[image: image88.jpg](3). Néi v6i toc do vira phai

Ban ni vdi toc do vita phdi s& lam cho ngudsi nghe d&
hiéu. Tuy nhién 3¢ do ndy con tity thude vio ¥ nghi ma ban
muéh trao d6i nita. Ban nén néi vdi mot tde do cham hon binh

thudng mot chiit trong truding hgp ngudi nghe
nhimg diéu ban n6i, nhit 1a vé nhimg con sG, vé tén, ti€hg
ngoai ngif, hodc nhitng chit déc biét, nén lip lai nhiing con sd.
(4). Chon ding chit

Ykién dién ti mot cich gidn di véi nhiing danh tir
tugng hinh d€ ngudi nghe dé hidu. Nhing danh tir qud chuyén
mon, nhing chr la, hodc nhiing cau qud dai chi 1am cho ngudsi
nghe thém kho hiéu va ban lai phii cdt nghia lai va ¢6 khi con

phdi ghi chi

duwa dén sy hiéu 1Am nita

(5). Néi thip giong xudng

Khi ban hoi thdp giong xudng, giong néi clia ban khién
dch

ngudi nghe dau ddy bén kia nghe d& chiu hon, d6 cing 13
t6 ra lich sy.
(6). Nhan manh mét vai chit

Nhan manh mot vai chi¥ s& lam thay d6i hin ¥ nghia
ma ban dinh néi, vi viy phdi suy nght xem nén nhin chi nao
thi s& gidp ich rat nhiéu.
(7). Gigng néi can ¢6 am diéu

Khi ban hdi 1én cao giong hay xudng giong con phin
dnh cd tinh cta ban, gy thich thi cho ngudi nghe.
(8). Lich sy’
Mim cudi trong liic néi chuyén.
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[image: image89.jpg]5.3.3. Nghé thuat dng xi khi nghe dién thoai

Khi nghe di¢n thoai ban phdi rén luyén k¥ nang nghe.
Ban hdy c& ging ditng cit ngang 15i n6i clia ngudi doi thoai
ma hdy cham chii nghe. Néu nghe khéng 15, ban ¢6 thé xin 15
réi yéu cdu ngudi néi chdm lai. Néu nghe khong hiéu, c6 thé
yéu cdu nhic lai. Néu gip tén ngudi nuéc ngodi, yéu ciu
ngudsi néi danh van chim lai d€ ghi cho diing.

Ban hdy danh thdi gian cho ngudi d6i thoai cdi md va
boc 16 hét y kién ciia minh, ditng v6i va, ding t6 § ring ban
khong mudn nghe. C& ging nghe ngudi néi néi hét y, bdi vi
khong phai tat ci moi ngudi déu ¢ kha nang trinh bay quan
diém ctia minh mot ch ngén gon, 1 rang, chinh xdc.

Hay dién dat lai nhitng diém chd y&u di nghe mot cdch
ngdn gon va héi ngudi ddi thoai c6 ding nhu vay khong, dé
trdnh su hidu 1am vé sau.

Khéng nén chi ¥ dén nhing dic diém hojc théi quen
clia ngudi d6i thoai lic néi. Can chit loc nhifing thong tin dé bd
sung kién thifc va kinh nghiém cho ban than minh.

Cén c6 sy phdn ng binh tinh d6i véi bat ky 15 phat
biéu nao clia ngudi doi thoai. Ngudi bi€t nghe luon 1a ngudi
biét kém ché& cim xic, khéng d€ cho nhitng chi tiét vun vat
1am dnh hudng d€ ludn tim ra gidi phdp.

Khéng d€ cho cdc y&u 5 bén ngoai thu hit sy chi y
clia ban nhu tiéng on 20 trén dudng phd, ti€ng chudng dién
thoai, tiéng ngudi qua lai. Chon tu thé' vi trf ngdi va tap trung
1ing nghe. Hay 1am cho su suy nghi thich @ng voi tc d6 ciia
cudc néi chuyén. Toc d6 suy nghi nhanh hon t&c d6 néi tir 3 -
4 1an. Néu khong tap trung ma 16 ding, thu dong thi hiéu qua
tiép thu thong tin s& gidm sut ddng ké.
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[image: image90.jpg]Sau day 1a mot s&' nguyén téc khi nghe dién thoai:

- Tra l&ingay ;
- Tu xung danh ;

- Ghis6

dién thoai va tén khdch hang ;

- Biét cdch trd 13 trong cdc trudng hop dac biét :

+
+
#
+

Trudng hgp Gidm ddc bas

Trudng hop cho ngudi goi biét tin tic ;
Trudng hgp € lai 16 nhin ;
Chuyén dudng day.

- Keét thic cudc dién dam.
- Nhing tinh hudng thudng gap khi dang dién dam.

(1). Tra 19i ngay
Khi nghe chudng dién thoai reo, ban hay nhic Sng
nghe 1én va trd 18i ngay, tSt nhat lasau hdi chudng s6 1.

(2). Ty xung danh 7

Khi nhén dién thoai cau dau tién ban phdi néi 1a thong
bdo cho ngudi goi bi€t noi dang nhan dién thoai.

Trudng hgp nhan dién thoai tir bén ngoai goi t6i ban
cén gidi thidu ddy di ghi thic .

Vi dy:

Cong ty ABC kinh chao quy khéch.

Da, Cong ty Song May xin nghe.

Good morning, May I help you ?

Good morning,Operater Z speaking,MayI help you ?

Trudng hdp nhdn dign thoai ndi b, ban khong phdi chd y
nhiéu dén ghi thitc, chi cin gi6i thidu ngdn, gon. Vi du:
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[image: image91.jpg]- Vin phong gidm ddc xin nghe.

- Phong tiép tan nghe diy a.
(3). Ghi s¢ dién thoai va tén khéch hang

Thudng thi khach hang goi dién thoai t6i doanh nghiép
vaty xung danh, nhung ciing ¢6 khach khong thich xung tén va
ciing khong cho biét 1y do tai sao ho goi dén. La thu ky cia
doanh nghiép, ban phi biét ai goi va Iy do ho goi tdi. Ban hay
¢ gdng khai thdc thong tin noi khdch hang. Sau day 1a mot
vai vi du:

- Ong gidm ddc dang c6 khach. Xin 6ng cho biét quy danh va
s6 dién thoai, i s& thua vdi 6ng gidm ddc goi lai dng ngay
sau khi khdch ra vé.
- Ong gidgm ddc khong ¢6 & van phong. Ong c6 diéu gi can dian
lai khong ?
-Ong gidm doc dang ban.Tdi ¢6 thé gitip dng dudc gi khong?
(4). Bié't cdch tra 10i trong cdc trudng hop dic bigt
a. Trudng hop gidm déc ban

Thy ky phdi ¢6 nhiém vu trd 18i it cd cdc cudc dién
thoai goi cho gidm déc. Trudng hop gidm ddc ban thu ky phdi
cdt nghia that khéo léo cho ngudi goi t6i 1a tai sao gidm doc
khong trd 161 dugc, va néu 6 thé dé nghi mot s§ gidi phdp
sau:

- Thua 6ng, gidm déc dang bén hop, tdi ¢6 thé gitip ong duge
gi khong ?

- Hogc thua ong, gidm doc dang bin hop. Ong c¢6 thé néi
chuyén vdi dng phé giam doc khong ?

90




*
[image: image92.jpg]Hinh 5.3: Nhiing diéu nén néi va khéng nén néi

Khéng nén néi

- Ong gidm déc mic ban
di Ha Noi ky hop déng.

- Ong gidgm d6c khong ¢6
& day. T6i c6 thé thua lai
véi 6ng gidm déc goi lai
dng dugce khong?

- Lic nay ong gidm déc
khoéng c¢6 mit & vian
phong. Ong ¢6 didu gi
cin din lai khéng?

- Ong gidm doc dang ¢6
cudc hop dé ban vé van
dé ting luong cho nhin
vién.

-.Ong gidgm doc khong c6
& diy. T6i c6 thé thua
v6i 6ng gidm doc goi lai
dng dugc khong?

- Ong gidm doc vira di ra
phé ¢6 viéc riéng.

Ngudn: Tai liéu (10), trang 13.

b. Trudng hgp cho ngui goi bigt mot sé thong tin cin thict
Khi gidm doc ving mat, the ky ¢6 thé cung ¢ip cho
ngudi goi bigt mot 3 tin tic cin thigt nhung phdi thn trong,
trong pham vi cho phép.
c. Trudng hgp d€ lai 13i nhin
Thu ky phdi luon d€ sin cc phi€u ghi 15i nhin canh
mdy dién thoai d€ ghi nhimg 15i din ciia ngudi goi. Thu ky
phii ghi ddy dd, chinh xdc, néu chd nao chua rd phai hdi lai d&
ghi cho diing. Céc ndi dung quan trong thu ky phdi doc lai cho
ngudi nghe dé€ xdc nhan.
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[image: image93.jpg]Hinh 5.4: Mau nhén tin tai mdt s6' c¢ quan & Sai Gon

PHONE CALL

Please call
Called to sce you Will call again
Wants to see you Returned your call

MESSAGE

Ngudn: Tai lidu (7), trang 474.

d. Trudng hgp chuyén dudng day
Khi phdi chuyén dudng day, ban phai giai thich 1y do dé ngudi
g0i biét r5. Chi chuyén dudng day trong cdc trudng hgp sau
day: .
- Ngusi goi nham s6 phy trong cd quan.
- Ngudti goi mudn hdi mot viée g1 ¢6 lién quan tdi mot
trong nhitng bd phan nao d6 trong co quan.
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[image: image94.jpg]e.Trudng h¢p moi dong nghiép dén nghe dién thoai

Thu ky phii lich sy yéu cdu khich ddi va dit dién
thoai xudng & trang thdi chdy d€ goi ngudi can gap.

Trénh biéu hién quan hé cd nhan lanh lang vdi ddng
nghiép cla minh bing giong néi kho khan, coi thudng ngusi
20i dén, thudng 1a ngudi khong quen bit.

Khong nén goi dong nghiép dén nghe dién thoai ma
n6i tryc ti€p bing Gng nghe.

(5). Két thic cugce dién dam

Két thic cudc dién dam phéi lich sy va than mat.Khi
ngudi goi mudn ket thic, thu ky phai cdm on ngudi goi trude
khi ¢6 13i chao.

Khéng bao gids két thic cude goi mét cdch dot ngot,
ctip mdy ma khong bdo trude.

Sau khi chao, thr ky dé Sng nghe xudng mot cich nhe
nhang. Néu thu ky 1a ngudi nhan dién thoai, thi phai chs ngudi
goi dat Ong nghe trude dé té ra minh quan tam dén cude néi
chuyén nay.

(6). Nhitng tinh huéng thudng gap khi dang dién dam
a. Nguoi goi khong cho biét tén va Iy do goi dén

Trong trudng hgp niy ban cin khéo I€o, lich sy, nhe
nhang y&u ciu ngudi goi néi tén.
Vi du:

- Xin ong/ba vui 1ong cho biét quy danh ?

- Xin 6ng/ba cho ba Ngoc Mai biét tén 2
Né&u thi trudng khong muén tra 15 dién thogi khi ngudi goi
khong xung tén, thi ban chi con cdch tir chéi khéo 160 va héi
xem ngudi goi ¢6 cdn nhin gi khong. Ban va thii trudng cia
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[image: image95.jpg]ban nén ban thdng nhat vdi nhau trde cach tri 10 the nao cho
Sn.
b. Gidm d6c khéng muén gip, nhung ngusi goi cif khiing
khing doi gip
c. Van dé niim trong quyén han cda thw ky da tra 15i
nhung ngudi goi khdng hai long va ci doi gap c4p trén.
d. Hai mdy trong vin phong ciing d8 chuéng hoiic dang
dam thoai ¢ mdy nay, may kia dé chudng

Néu cd hai mdy cing d3 chudng, ban ¢in néi véi ngudi
dau tién v6i ni dung sau: C6 mdy dién thoai nita d8 chuong,
xin 16i t6i ngung gidy 14t dé tra 16i bén d6. Réi quay sang may
tht hai: Toi dang néi véi mot mdy khdc, ong ¢6 thé chd may
hodc t6i s& goi lai. Ban phdi ghi rd s& dién thoai ctia khach va
udc chirng thdi gian goi lai.

Né&u mdy thit 2 tiY bén ngoai goi dén, ban phai danh sy
uu tién cho may thi 2 va xin 13i m4y thit nhat.
e. Ngui goi ¢6 théi do hich dich, bat nha.

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

Vi du:
Ngudi nhén dién thoai Ngudi goi dén

- S8 Xay dung xin nghe - C6 goi anh Ba Binh dén cho t6i
- Thuta 6ng, anh Ba Binh - bi dau, bao gid vé

vira di cong tac a!
- Thita dng,anh Ba vitadi - Ai ¢6 thé thay th€ anh Ba

cong tic a! néi chuyén véi toi
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[image: image96.jpg]- Xin 16i, 6ng vui long cho - (Khdch byc minh, chan chi,

biét quy danh va dng néi miéng 14m bim: quy qudi

vé viéc gi € 16i im ngudi  that nhung rdi khong con

trd 131 cdch nao khdc).Cit n6i 1aBdy
Ngoc,viéc budn 1au thudce 14.

- Cdm on, t6i s&€ mdi anh - Puge

Nam, trudng phong Kinh

doanbh, tré 13i 6ng.

5.3.4. Nghé thuat wWng xi khi goi di¢n thoai

Khi goi dién thoai ra ngoai ban hoan toan chd dong
dugc quy thdi gian va ndi dung cude goi.

Néu khong c6 viéc gap thi khong nén dién thoai vao
dau gi 1am viéc hodc sdp hét giv 1am viéc. Khong nén goi
dién thoai trong gid dn hodc gid nghi trwa. Khong dién thoai
qud mudn hodc qud sém dén nha riéng. Khi ¢6 viéc khan cap
budc phai goi vao nhitng gid trén thi phai néi 18i xin 16i trude
khi vao néi dung chinh.

Néu goi ra nudc ngoai ban phdi tinh k§ mi gi&s chénh
1éch @€ tranh 1am phién ngudi d6i thoai va tiét kiém thai gian
néi chuyén dé gidm cudc phi.

Sau day 1a mét s nguyén tic khi goi dién thoai:

- Chudn bi trude ndi dung;

- Tim s& dién thoai ghi nhanh ra gidy;

- B&dm s6 dién thoai cin thin;

- Tu xung danh;

- Trinh bay rd myc dich cudc goi;
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[image: image97.jpg]- Két thic cude goi.
(1). Chuén bj trude ndi dung
Trude khi goi dién thoai ra ngoi phai chudn bi trude
ndi dung cdn néi. Sdp dat nhimg diéu phai néi, ghi vin tit
nhitng ¥ chinh hodc nhiing 8 liéu can thong bdo ra gidy (néu
thay cin).
(2).Tim s& dién thoai ghi nhanh ra gidy
Trude khi goi cho ai hdy kiém tra cdn than s3 may.
(3). Bam s6 dién thoai cdn than
Sau khi quay G, hdy chd cho ngui dude goi kip tr 13i.
Néu goi nhim s6 phdi xin 18i rdi nhe nhang ciip mdy.
(4).Ty xung danh
Sau khi ddu day bén kia nhic mdy, ban nhé xung danh ngay
va dé nghi duge néi chuyén véi ngudi minh can gap.
(5) .Trinh bay ré muc dich cuje goi
Trinh bay ngdn, gon, xtc tich ni dung cudc goi. Khong néi
thita, khong n6i dai dong...
(6). K&t thic cudc goi
Khoéng dot ngdt cip mdy ma phdi ¢6 tin hiéu bdo trudc.
Vi du:
- Tdi xin phép ciip mdy.
- Xin chao ong.

- Sau d6 cdm on va vui vé cip mdy.

5.3.5. Nhiing diéu céin ghi nhd cda ngudi thu ky khi
st dung dién thoai

- Khong dung dién thoai vao viéc riéng.
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[image: image98.jpg]- Khong trao ddi nhitng thong tin cdn bdo mat qua dién thoai.
- Khi chua chon dugc s& va chua rd ¥ dinh néi gi thi khong
dugc nhic dng nghe.

- Khi cdm mdy nghe phdi ¢6 théi quen cam theo biit va phi€u
nhan tin.

- Phai biét tif chéi nhiing cudc dam thoai ma gidm ddc khong
mudn co.

- Ludn c6 thdi d§ hitu nghi, sdn sang mang lai 1¢i ich cho
ngudi néi chuyén.

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

Nguédn: Tai liéu (7), trang 479
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[image: image99.jpg]L PHAI TRAU DOI GIONG [IV.VIEC CAN LAM KHI NHAN
NOI THE NAO DIEN THOAI
1. Trinh bay nhanh nhen 1. Trd 13i ngay
2. N6i d& hiéu 2. Tu xung danh
3. N6i tu nhién 3. D3i dép lich syt
4. N6i 16 rang 4. Ghi nhimg diéu lién hé
'5. Phdn tng vui vé 5. Kiém diém nhiing chi tiét
quan trong
6. Gitr 131 hffa

DrEU DANG Kfi_ KHAC
1. Vui vé chao ngudi doi thoai | 1. Trd 16i le lang
2. Sén sang gitip d5 moi viéc | 2. Tu xung danh

3. Cham chu nghe . Cho bi€t nén lam gi néu
ngudi dudc goi vdng mat
4. Goi tén ngudi ddi thoai . Sdn sang giip d8 hay

chuyén dudng day
5. Xin 15i v& sy cham & va | 5. Ghi s§ dién thoai va tén
16i 1am ngudi dai thoai
. Ghi 16i dan cho diing
THOAI NHUNG SU PHAN NAN
1. Xép dat nhing diéu phdi | 1. Ling nghe — Hay dé ngudi
noéi £0i néi
2. Tim s8 dién thoai — Ghi |2. Té y quan tdm va thong
nhanh ra gidy cdm
3. Quay s3 can than 3. Tranh “d3 thira”
4. Ty xung danh 4. Ghi chii cin than
5. Trinh bay ro rang muc | 5. Gilf thdi d6 binh tinh
dich
6. Vui vé chim dut dién dam | 6. Thuc hién nhitng yéu cdu
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[image: image100.jpg]CAUHOI ON TAP

1.Khdi niém, vai tro, cdc nguyén tdc giao tiép?

2.Hay trinh by nhiing viéc cdn phii lam khi khdch dén van
phong.

3.Nguyén tic sip x&p cdc cude hen gip va cdc cude tiép kién.
4.Ban hay phan loai khich gap cap trén ctia ban, va cich xit 1y
d5i véi mdi loai khdch. )

5.Nghé thuat img xur khi goi va nhén dién thoai.

6.Trinh bay cdch chdm dift dién dam sao cho t€ nhj.
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[image: image101.jpg]Chuong 6

HOACH PINH T6 CHUC CAC
CUQC HOP, HOI NGHI, HOI THAO

6.1. NHUNG VAN PE CHUNGVE HOQI HOP
6.1.1. Muc dich, ¥ nghia ctia hoi hop, hoi nghi

Hoi hop, hoi nghi 1a mot y&u & quan trong trong cude
song clia doanh nghiép. Py la phuong phap 16t nhat dé 13y
dugec tr tudng cla nhiéu ngudsi cling mot lic. La cd hoi cho cdc
thanh vién thdo ludn cic van dé chung va cing tham gia tién
trinh ra quyét dinh.

6.1.2. Khai niém hoi hop, hoi nghi

a. Khdi niém hgi hop

Hop 12 su tap hop cla mot s6 ngudsi, d€ gidi quyét cdc van dé,
tlr d6 dua ra nhitng hanh dong cin phdi thyc hién.

b. Khdi
Hoi nghj 1a cude hop mat cla nhiéu ngudi d€ ban vé mot van
dé quan trong, dién ra theo quy trinh, thii tuc nhat dinh.

6.1.3. Cdc phuong phdp t5 chifc hoi nghi

- Phudng phip truyén thong : Mai dai bi€u hop tai cdc phong
hop hodc trén hoi trudng.

ém hoi nghi

- Cde cude hop trye tuyén trén online, thong qua vi tinh ndi
mang.
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[image: image102.jpg]- Phuong. phdp st dung cdp quang nhu cdu truyén hinh, hoi
nghi tlr xa.
6.1.4. Cédch sip x&€p chd ngdi trong hoi hop, hoi
nghi, hoi thao

Sdp x€p chd ngdi trong cude hop, hoi nghi, hoi
thdo rdt quan trong vi n6 thé hién trinh do cia nha
quén ly déng thdi gdy dn tugng t6t hodc x4u d6i véi
ngudi tham dy. Chon va bé tri chd ngdi xem hinh 6.1.
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[image: image103.jpg]Hinh 6.1: Sip x&p chd ngéi theo cdc loai hinh

CO CAULOAIBAN |

THUAN TIEN

KHONG THUAN
TIEN

{

BAN HINH TRON

BAN HINH CHU NHAT

BAN HINH CHU NHAT
HOITY

BAN GHEP KIEU HINH
CHU NHAT

-Thian mat, nhiét
tinh d&i vdi moi
ngudi

-Khuyén  khich
md cudc thdo
luan

-6t cho  budi
hop, héi thdo c6
tinh cdch ddi ngl
-Chd toa ¢6 thé tu
kiém tra phia
trude can phong

thdo ludn

-Tao vi tri ctia chii
toa

-Cho phép duge
nhiéu ngudi hon
ban chi¥ nhat

| -Can bing trang

thdi ciia cdc thanh
vién

-D thily moi ngutsi

- Khé chon vi tri
clia ngudi chd
toa

-Gidi han &

ngudi  d6i véi
kich thudc cia
loai ban nay

-Taokhodng
cich gita chd

| i .
toa va sO ngudi
-Khuyén  khich |

tham dy

-Gi6i han s6

lugng ngudi doi
vdi loai ban nay

-Str dung nhiéu
tai cac doanh
nghiép c6 cude
hop khoang 10-
20 nguoi

Ngudn: Tai liéu (6), trang 50.
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[image: image104.jpg]6.2HOACH PINH VA TG CHUC CAC CUOC
HOP, HOI NGHI, HOI THAO
6.2.1.Hoach dinh cdc cujc hop noi b

Cdc cudc hop ndi bo, binh thudng, khong nghi thite la
cudc hop giao ban, hop nhén vién, cdc cudc hop ty ban, cédc
cude hop thong bdo, va cdc cude hop gidi quyét vin dé...Hiu
hét cdc cude hop nay do cdc cap quan tri trong co quan, doanh
nghiép triéu tap.
Nha quén tri phdi huan luyén thu ky chiu trach nhiém cic viéc
sau day:

- Diang ky phong hop;

- Thong bdo cho ngudi tham dy;

- Chudn bi tai ligu;

- Chudn bi dung cu nghe nhin;

- Chudn bi nue gidi khat;

- Ghi bién bin;

- Theo dai.
(1). Pang ky phong hop

Thong thuting cdc cude hop dudc t6 chic tai vin phong
cilia cdp qudn tri hodc tai phong hop chung clia cd quan, doanh
nghiép. Thu ky phdi ding ky trtéc va chudn bi phong hop cho
sach sé&.
(2). Théng bio cho ngudi tham dy

Mui nhitng ngudsi tham du thong qua lich cong tdc, dién
thoai, thng bdo tryc tiép, Fax hogc E.mail.
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[image: image105.jpg]4 Thong bdo cho cdc thanh vién biét lich trinh cugc hop
va yéu ciu ho mdng theo bdn tudng trinh, hudng din &.UOL
thdo ludn, cung cap thong tin.. de cho ho chuin bj.

(3). Chudn bj tai liéu va phuong tién nghe nhin

-Tai liéu phat tai chd;

-Dung cy nghe nhin nhu mdy chi€u projector, video,

béang viét, sd dd...
(4). Chudn bj nudc giai khat

Phyc vu nudc tra, nuée sudi néu cude hop ngdn gon.
DGi vdi cde cude hop kéo dai, thu ky phai tuy nghi theo si chi
dao ciia cdp trén, hodc gid gidi lao mdi phuc vu nude gidi khit,
hodc dé trén ban sin cho ngudi tham du.
(5). Ghi bién bdn

Thudng trong cde cude hop khong cin nghi thic, bién
bén chi can ghi y chinh va ©6m tit.
(6).Theo ddi

Sau cudc hop, thuting cdc cap quin tri yéu cdu thu ky
soan thdo ban tdm tdt trich tir bién ban, d6i khi con giti cho cdc
thanh vién tham du. Thu ky luu y git lai ban-chinh dé luu.

6.2.2.Hoach dinh va té chic cdc hdi nghi trang
trong theo nghi thiic
Hoi nghi trang trong, theo nghi thifc Ja:

- Céc cudc hop 16n;

- Cédc cudc hop ¢6 tinh chat quan trong;
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[image: image106.jpg]- Tap thé cin dua ra cdc quyét dinh ¢6 tinh cdch phap
Iy ma tdt ¢ cdc thanh vién déu phdi bi ring budc tuan
theo.
Hoach dinh va t3 chic hoi nghi trang trong theo nghi thﬁc chia
lam ba giai doan:
- Giai doan chudn bi;
- Giai doan tién hanh;
- Giai doan két thic hoi nghi:
6.2.2.1. Giai doan chudn bi
a.Trach nhiém cia lanh dao:
Phai tra 101 5 cau hoi sau:
- Xdc dinh muc tiéu cta cudc hop (trd 16i ciu hdi
Why?)
- Xdc dinh nhitng ndi dung cin phai gidi quyét (What?)
- Xdc dinh thanh phan tham gia (Who?)
- Xdc dinh ngay, thing va thi gian tién hanh cude hop
(When?)
- Xdc dinh dia diém cude hop (Where 7).
(1).X4c dinh muyc tiéu ctia cudc hop:
Theo nguyén tic:
- Hoi nghi sé thao luan vé vén dé

- Nhiing yéu t6 ndo c6 thégitip hoi nghi thanh cong?
- Nhimg khé khan gi c6 thé xay ra?

- C thé ¢6 nhimg phuong an giai quyét nao?
~Néu gap khé khan cén giai quyét phan nao cua

(2).X4c dinh nhiing ndi dung cin phai giai quyét
Nhimng van dé chinh ¢6 thé bao ¢dm nhiing ndi dung gi?
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[image: image107.jpg](3).Xéc dinh thanh phin tham gia
Cac thanh phin tham gia ké ca chu tich doan va thu ky doan.
(4).Xdc dinh ngay, thing va thdi gian ti€n hanh cude hop

Thong thuding cdc cudc hop trang trong theo nghi thitc
dugc dn dinh trude vai thing hodc ¢4 nam nhim dim bio cdc
cude hop dudc 8 chic tai cdc trung tan thuong mat, giao dich
hodc cdc phong hop clia khdch san theo ding lich.
(5)X4c dinh dia di€m cugc hop
Ngoai ra cdn phdi xem xét cdc van dé cin phai gidi quyét
khdc nhu:

- Chuong trinh nghi su;

- Kiém tra phong hop v trang thiét bi;

- Xét duyét ngudi ghi bién ban...

b.Tréch nhi¢m cda thu ky va ban té chic
-Lap ké hoach chi tiét va ndi dung cudc hop:
-Chuan bi chuong trinh nghi su;
- Bé cir chu tich doan va thu ky doan;
- Chuén bi cdc van kién, tai liéu;
- Chuin bi dung cu nghe nhin;
- Chuén bi gidy moi va moi dai biéu.
-Chuan bj kinh phi,qua tang, tiéc chiéu dai...
- Pén va bb tri khach;
~Theo di hdi nghi.
(1.) Lap ké hoach chi tiét va ndi dung cudc hop (planning
schedule)
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[image: image108.jpg]Lich trinh- k& hoach 1a m6t cong cu gitip hoach dinh va
phdi hgp cude hop. N6 1a ban danh sdch kiém tra nhiing diéu
phéi lam bao gom

- Pia diém;

- Théng bao méi hop;

- S6 lugng thanh vién tham gia;

- Lich trinh nghi su:

- Tai ligu;

- Trang thiét bi;

- Chd an, ¢ cho khich;

- Phuong tién di chuyén;

- Trién lam;

- Giao té...

(2).Dé cir chii tich doan va thw ky doan
(3).Chuén bi chwong trinh nghi su (agenda)

Lich trinh nghi st 12 m¢t bang danh sdch cic dé muc
nghi sy theo th ty. Thu ky phai thio ludn véi cap quén tri
chap thuan bén thdo cudi cling trude khi in.

Thong thuding chudng trinh nghi sy ctia cdc cong ty kinh doanh
theo thif ur sau day: ’ :

-Thong bdo va gi6i' thiéu thanh vién mdi va quan

khdch;

- Poc va phé chudn bién ban cdc cudc hop trudc;

- Céc bédn bdo cdo wdng trinh;

- Théo ludin vé tinh hinh kinh doanh di qua;

- Thio ludn vé tinh hinh kinh doanh sip t6i.
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[image: image109.jpg]C6 thé gifi ban lich trinh nghi s chinh thic bing thu hodc
phan phéi lich trinh nghi sy cing céc tai liéu khdc ngay bit
dau cude hop.

(4).Chuin bj cic vin kién, tai ligu

Chun bj cac van kién, tai liéu ¢6 lién quan t6i hoi nghi, hoi
thao.

Chudn bi bia hd so d€ dung thu tir giao dich, cdc ban tdng
trinh, cdc hgp déng, danh sdch va céc tai liéu khdc lién quan
dén cudc hop.

S#p x€p cdc tai liéu can thi€t bing cdch déng hay ghim cdc &
13 theo thit tr chuong trinh. T4t ¢4 tai liéu duge dyng trong
mdt bia hd so hodc cp hd so bao gom:

- Phi€u dé tén ngudi tham dy hoi nghi;

- Gidy viét;

- Chuong trinh nghi su;

- Cdc ban tudng trinh, bdo cdo déc 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 chi€u prozector;

- Mdy video;

- Bang viét;

- Céc sd db...
Khong chuén b cdc dung cu nghe nhin chu ddo s& lam xdo
trn mat tinh trang trong clia cudc hop.

(6).Chuin bi gidy méi va moi dai biéu
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[image: image110.jpg]Thong bdo trude cho cdc thanh vién tat cd thong tin cin thiét

vé cude hop.

D6i khi phai gii kém theo chuong trinh nghi sy va cdc tai liéu

khdc dé ho tham khio trudc.

Trong trudng hop cdn thiét phdi gli ban dd ciia noi s& didn ra

cudc hop déi vdi nhing vi khich & xa.

(7).Chuin bj kinh phi, cic didu kién vit chit khic nhu: qua

tang, tiéc chiéu dii...

- Phai dat phong chiéu dai trudc:

Tuy thude vao tinh chit clia cude hop va s§ ngudi hop dé

quy€t dinh nén chon phong § dau.

Sau khi chon phong phdi gii thu xdc nhin d€ trdnh ¢6 sy thay

d6i vao gids phit chot.

Khi cudc hop ké cin gifi thu hodc 2oi dién thoai dé xdc nhin

va ki€m tra lai.

-Sdp xép dich vu dn udng:

Né&u cude hop dude 13 chic tai nha hang, khich san hoic trung

tdm thuong mai, phdi sdp dat va chudn bi trude nhiing cong

viée sau da
- Cho an;

- Loai dich vu;

- Thai gian phuc vu;
- Thuc don;
- Sdp x&p ban ghé;
- Mau sdc va trang tri(néu cin).
(8).Pén va bé tri khich
(9)-Theo doi hdi nghi
Vi du:
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[image: image111.jpg]MS:U CHUONG TRINH MOT CUQC HOI THAO UNG DUNG
MAY VI TINH VAO VIEC QUAN TRI DOANH NGHIEP
Thit nim, 03/8/200...

Thoi gian Noi dung Ngudi thuc hién
8:00-8:30  Ghi danh ngudi tham dy Ban t5 chiic
8:30-9:00  Gidi thiéu khdch tham dy MC

Dién van khai mac Gidm doc c.ty

9:00-10:00  Ung dung TT trong quan Iy - O.Hoang Phi
10:00-11.00  Gidi thiéu 1 s6 phdn mém  O.Thanh Son
11:00-12:00 Phit bi€u clia khich hang
12:00-12:30 Dién vin t3ng két Gidm doc
12:30-13:30 Dung com trua
c.Trach nhiém cda ngudi tham dy
- Phén hdi vé& kha ning tham gia;
- Nghién cifu chuong trinh nghi su;
- Nghién cttu cdc tai liéu;
- Chudn bj thdng tin dé thuyét trinh, cdc ¥ kién ,cdc cau
héi...
6.2.2.2.Giai doan tién hanh
(1). Pén ti€p dai bi€u: Dam bao cac nguyén téc xa giao.
(2). Phan phét vin kién, tai li¢u,van phong phim.
3). Quyé't dinh chi tich doan va thu ky doan.
(4). Khai mac cudc hop:
- Ti€n hanh cdc nghi thifc nha nudc (néu can);

- Gidi thiéu chd d& cude hop;
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[image: image112.jpg]- Gi6i thi€u thanh phan tham dy va cic dai biéu;
- Dién vin khai mac ctia chi toa.
(5).Ti€n hanh hdi nghi: .
Chi toa: nhiém vu cilia chil toa 1a diéu khién cudc hop.
(6).Nhitng thd phdp ti€n hanh cudc hop

6.2.2.3. Giai dogn két thiic hji nghi
(1). Két luan
- Théng qua cdc nghi quyét hoi nghi;
- Dién vin t3ng két ctia chd tga:
+ Kétluan van d&;
+Kéu goi moi ngudi ciing thyc hién nghi quyél.
- B€ mac. Thyc hién cac nghi thirc nha nuéc( néu can).
(2). Sau cugc hop
- Hoan thién cdc vin bén;
- Tang qua, chiéu dai va tién khdch;
- Thanh quyét todn céc chi phi;
- T8 chiic thyc hién cdc nghj quyét.
- Riit kinh nghiém héi nghi:
+ Thanh tuu dat dugc;
+ Tén dong va nguyén nhan;
+ Nhimg bai hoc cho tuong lai.

6.2.3.Hoi nghi ti¥ xa (Teleconpherence)

La cdc cujc hop ma cdc thanh vién vin & tai dia di€m cta
minh, khong phai di xa. Theo déi cdc bai thuyét trinh qua
phuong ti¢n nghe nhin tai phong hop.
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[image: image113.jpg]- Uu di€m : Gidm bat chi phi di chuyén, thoi gian di chuyén,
i€t kiém cong sitc.

- Nhugc di€m: Ngudi trinh bay chi thiy nhing ngudi dang hop
& trong phong ciia minh. Ciing nhu ngudi tham dyf chi thay
ngudi trinh bay trén man hinh va nhiing ngudi chung quanh.
Hinh 6.3.Hdi nghi tif xa biing cAu truyén hinh
: o s P

Nguo : Tai liéu (7), trang 353.
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[image: image114.jpg]6.3.T0 CHUC CAC CHUYEN PI €EONG TAC
CUA LANH PAO

6.3.1.Muc dich, phan loai chuyén di cong tic

a.Muc dich:

- Muc dich cdc chuyén di mng tdc phdi rd rang, cdc chuyén di
khéng chdng chéo nhau vé muc dich.

- Thuc hién nhiing nhiém vu dat ra nhu:
+ Né&m bit tinh hinh thic & & ¢o sd.
+ Hoc tdp kinh nghiém cilia cdc déi tdc trong nude va
nudc ngoai.
+ Tim ki€m cdc co hoi hop tic va thyc hién cdc thod
thuan hoic ky két duge cdc hgp ddng trong linh vire sdn
xudt, kinh doanh, quan ly...
- P4dm bio tiét kiém.
b:Phén loai :
- Céc chuyén di cong tdc thuding ky & trong tinh, thinh
phé hodc ngodi tinh, thanh phé.
- Cdc chuyén di cong tdc nude ngoai.
- Céc chuy€n di cong tdc dot xuat.
6.3.2:Hoach dinh va t§ chic chuyé&n di cong téc
6.3.2.1.Lip ké hoach chuyén di cong tdc
Cac chuyén di cong téc cua lanh dao cin phai dwoc dua vao ké
hoach (trir truong hopp dot xudt).
Ké hoach chuyén di cong téc gdm cic hoat dong sau:
- Muc tiéu chuyén di cong tac;
- Noi dung cong tac;
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[image: image115.jpg]- Thoi gian cong tac:

- Cén bo di cung;

- Phuong tién giao thong;

- Tai liéu can thiet;

- Kinh phi. ‘
6.3.2.2.Chuén bj cu thé cho chuyén di cdng tac
- Lién hé vdi ndi cong tac; ,

- Chuén bi ndi dung cong tac. tai liéu nghién ciru va phucng
tién nghe nhin;

- Chuén bj gidy t& va cae phuong tién vat chit;

- Chuan bi phuong tién giao thong;

- Chuan bi kinh phi;

~Lén ké& hoach ddm nhan trich nhiém & nha;

- Kiém tra chuyéh di phuit chét.

(1).Lién hé véi noi doan dén cong tac

Thu ky phai dién thoai dén cdc ndi doan déncong tic'dé
théng bdo ndi dung; hen ngay, gid 1am viéc va ding ky ndi 4n,
ndi 8.

B3i véi cdc chuyén di cong tic nudc ngoai:

-Can bdo cdo biing van ban cho ¢d quan cé thim quyén
trong nutée xét duyét va dam phan véi nuée s& dén hodc giti
cdng ham cho nudc dé.

-D6i véi cdc nude chua ¢6 quan hé ngoai giao, chua ¢6
Pai sit qudn tai Viét Nam vi€c cap thi thuc nhap canh ac

Sau khi d thod thudn vé cdc chuyén di cong tac, tritde
thdi gian di can phdi thong bdo cu thé cho cd quan tiép nhin
vé thi di€m dén, danh sdch ngudsi dén va ding ky chd & biing
Fax hoic E.mail, ¢6 xin xdc nhan.
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[image: image116.jpg](2).Chudn bi ni dung cdng tic, tai liéu nghién ciu va
phuong tién nghe nhin

Tuy theo muyc dich ciia tiing chuyén di, ndi dung cong
tdc can chudn bi s& khdc nhau. Cic tai liéu lﬁu@ng Ia:

-Tai liéu quy pham phdp ludt hién hanh thudc linh vy
chuyén mon. )

-Tai li€u hudng dan nghiép vu, cdc sdch tham khdo cé
lién quan.

-Cdc di liéu lién quan nén dugc sao chép trong dia
CD-ROM va mang theo mdy vi tinh xdch tay.

-Né&u ¢6 thé dugc nén mang theo dién thoai di dong c6
khd ning két ndi mang v6i mdy tinh xdch tay dé ¢6 thé gii
Fax, E.mail, truy cp internet, chat, hoi thoai véi cdc b6 phin
can lién hé hodc nhin .va xi ly thong tin. tit doanh nghiép
chuyén dén.

(3).Chuin bj gidy to
Céc gidy t& cdn thi€t cho chuyén di cong tac bao gdm:

- Gidy.gidi thigu di cong tic;

- Gidy di dudng ;

- Gidy phép xuat cdnh, ho chi€u(néu di cong tc nudc

ngoai); -

- Chitng minh nhan dan;

- Céc gidy td khdc vé chic danh khoa hoc, thl’lh tri.
(4).Chuéin bi phuong ién giao thong
Tuy theo dia diém va thdi gian cong téc lya chon cdc phudng
tién giao thong cho phu hop va tiét kiém.
Thu ky phdi ndm duge ddy dii va chinh xdc cdc thong tin, cde
phuong tién giao thong ndi doan dén cong tac nhu:
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[image: image117.jpg]- Bing gid di, dén cla timg loai phuong tién:

- Gid vé;

- B¢ dai quing dudng;

- Ch& o, tiéu chudn thi trudng duge sit dung.
(5).Chuén bi kinh phi
Dya vao k€& hoach cong tdc ctia doan thu ky lap dy trit kinh
phi. Trong bdn dy trd cin ¢6 cdc khodn chi phi co bén sau day:

- Tién vé mdy bay, tau hoa, 610...

- Tién i, nghi tai khdch san trong sudt chuyén di;
- Tién 1€ phi khi
- Tién déng g6p cho hdi thio hodc hoi nghi(néu 8 chic
yéu ciu);

idi quy&t cdc thil tuc-hanh chinh;

s0 chi phi khdc nhu: thude men, md tiéc chiéu
dai, kinh phi dy phong...
(6).Lén k& hoach ddm nhin trich nhiém ¢ nha

- Thong bdo vé thi gian thil trudng ving mat;

- Thi trudng phai uy thic quyén han vi trdch nhiém cho ngudi
& nha;

- Nhitng viéc khdc can phai thuc hién nhu: huy bé vi 1én lich
lai cdc cudc hop da an dinh trong sudt thdi gian thi trudng

ving mit...
(7). Kiém tra chuyén di phiit chét

Hinh 6.4: Bing danh sich kiém tra_chuyén di vao phit
chét
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[image: image118.jpg]| Have You Packed These Items
| { 1Vé mdy bay, tau thuy, xe bus (Arline rail, steamship, or |
bus tickets) |
| Xdc nhan vé ding ky khach san va cdc bién nhan dit chd
(Hotel or motel reservation confirmations and/or deposit
receipts)
] Passport ( if traveling abroad)
[ ] Visas (if traveling abroad)
[ ] Ngan quy du lich (Travel funds: expense account, cash,
checkbook, travelers checks, letters of credit)
] Xdc nhin phong ngira y t& (Certificate vaccinations and
inoculations (if traveling abroad)
] Thé tin dung (Credit cards plus separate list of credit
card numbers)
| Thu gidi thiéu (Letters of introduction)
Tinh cdch nhitng ngudi quan trong cin gip (Bios of key ‘
people to meet )
Cic loai bdo hiém (Insurace:personal and luggage)
S tay dia chi (Address book)
Gidy phép ldi xe qudc t&(Intrnational driver’s license ( if
traveling abroad)
Thong tin chuyén bay thay thé hodc cdc chuyén chd khdc
(Information on alternative flights or other transportation)
Toa thudc (Medical prescriptions)
| [Mét . mit kinh so cua va toa trong kinh (Eyeglashess plus
spare glashess and lens prescription)
Phong bi ¢6 dia chi d€ gifi the ky clia minh (Envelopes
addressed to your secreatary)
Dunh sdch cdc nha cung cap (Supplies)
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[image: image119.jpg][ ] Bdn sao bai dién vin, bdo cdo, cdc.taj liéu cin. thiét
(Copies of speeches, reports, and other required
documents) }

[} Bén dé di dudng (Road maps)

[ 1 Huéng din chiia khach san (Hotel/ motel guides)

[ ] Céc tai liéu d€ doc ( Reading materials)

[ ] Lo trinh chuyén di (Itinerary)

Bang 6.5. Bi€u miu lich trinh cong téc

Théi | Gig Noidén | Noidung | Ghichi
diém )
[ Thit hai | 6:00 Xe cd quan dua
10/02 di i
12:00 | Nha Trang | Nghi ngoi | Pa dang
Khdch san Héi ki gitt
Yén phong -

S§ ... Pudng ...

14:00 | Céng ty Hoa Ha | Liénhé
S&...Dudng ... cong tdc

Thitba |8:00 | Vin phong dai
11/02 | dién cong ty
TAMEXCO
S6... Pudng .

14:00 | bi P Lat

19:00 | PaLat Nghi ngoi | D3 ding
Khich san Tung | ki phong
Lim

S§...Pudng ...
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[image: image120.jpg]Thitw |8:00 |Téngeongty | Liénhe

12/02 thuong mai Pa | cong tdc
Lat
SG. Pudng .. |
14:00 | S& thuong mai | Liénhé
ba Lat cbng tic

S§ ... Pudng ...
Thit nam| 6:00 | V& thanh pho
13/02 HG Chi Minh
11:00 | Pén thanh phé’
Hb Chi Minh
Ngudn: Tai liéu (6), trang 49.
6.3.3.Trach nhiém cda thu ky trong thdi gian thi
trudng ving mit

Trong trudng hgp thu ky khong di cong tdc véi thi trudng cin
gidi quyét cdc cong viée nhu sau:

a.Tréch nhi¢m cila thu ky trude khi Thi truéng di cong tic
- Thu ky thyc hién lam cong viéc hoach dinh va sip xé&p
chuyén di.

- Dy budi hop ban giao ctia thii trudng cho ngudi duge uy
nhiém(thudng 1a cap phd). Nim viing ndi dung cong viée ciia
thii trudng giao lai cho cap pho.

- Ghi li nhiing cong viéc thi trudng uy quyén cho thu ky gidi
quyét va mifc do thim quyén gidi quyét.

b.Tréch nhiém cia thu ky trong khi Thi truéng di cong tac
- Lam viéc viéc voi ngudi dugc uy nhiém xem cong viéc da
dugc thuc hién chua.
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[image: image121.jpg]- BGi véi cong tdc thu tin, hay phan loai thy tin theo tim quan
trong nhu:

+ H6 sd khdn;

+ Hé s0 nhitng viée cin lam;

+ Ho s0 d€ thong bdo..
Sau d6 chuyén cdc vin tht trén cho cdc cd nhan da duge uy
quyén xit 1y hodc chinh ban gidi quyét.
Cong cu dé theo ddi nhitng cong viéc phai lam d6i véi thy tin
1a 6 tém tit th tin va s nhat ky cdc hoat dong cin huu y.

Hinh 6.6: S§ tém tit thy tin, vin thy, dién thoai

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

Hoatdong | Hoat dong cdn

Ngay Ngudn/Mo ta | da thue thuc hién/ Ngay
thing hién/ Ngudi | hét han
gidi quyét
Ghi chi : Mo

t4 cu thé thy
tin, dién thoai,
bén tudng trinh
hoidc cude
tham vi€ng

Nguén: Tai liéu (6), trang 50.
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[image: image122.jpg]Hinh 6.7: Miu nhét ky céc hoat déng hanh chénh cdn luu y

CAC HOAT PONG HANH CHANH CAN LUU Y

Ngay thdng Mo td

Ngudn: Ti liéu (6), trang 51.

c.Tréch nhiém cda thu kykhi thi truéng trd vé

- Bdo cdo tém tit nhiing dién bién trong doanh nghiép

- Trinh bay nhifng cong vin, sich bdo, thu tif cho thi trudng.
Bdo cdo s tém tit thu tin,s6 nhat ky cdc hoat dong hanh
chinh.

- Nhan gidy 3, chifng tif chi phi c6ng tic d€ 1am thii tuc thanh
todn.

- Soan thdo cdc thu cdm on nhiing ngudsi da ti€p xdc va gip g3
trong chuyén di.

- Luu trif cdc tai liéu hd so trong chuy€11 di.
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[image: image123.jpg]CAUHOION TAP

1.Phan biét hoi hop, héi nghi, hoi thio?

2.Hay trinh bay trach nhiém cta thi ky trong viéc hoach dinh,
t3 chifc cude hop ndi bg, hoi nghi, hdi thio.

3.Lich trinh k& hoach 1a gi? Lich trinh nghi su la gi?

4.Phén tich viéc lua chon cach sip x&p chd ngdi trong cac hoi
nghi, héi thdo.

5.Nhitng thuin Igi va khé khin ciia cuge hop, hoi nghj truc
tuyén trén mang (online) va trén ciu truyén hinh?

6.T4m quan trong ctia chuyé&n di cong tic clia lanh dao? Muc
dich, nhiém vu chuyéh di cong tic?

7.Khi thi trudng di cong tdc, thu ky c6 trdch nhiém lap k&
hoach chuyén di cong tdc va cdc chudn bi cy thé. Cho vi du vé
chuyén di cong tic nude ngodi ctia thi trudng noi ¢ quan ban
dang lam viéc.

8.Trdch nhi€m cda thw ky khi thii trudng di cong tac?
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[image: image124.jpg]Chuong 7
CONG TAC VAN THU VA
LAP HO SO

CAC VAN BAN CUA NHA NUGC V& CONG TAC VAN

THU

1. Luit ban hanh vin bdn quy pham phdp ludt ngay
12/11/1996. Stta ddi b3 sung nam 2002.

2. Nghi dinh s6:110/2004/NP-CP ngay 08/4/2004 ciia Chinh
pht vé cong tdc vin thu.

3. Thong tw lién tich s6: 55/2005/TTLT-BNV-VPCP ngay
06/5/2005 clia B ndi vu va Vin phong Chinh pht

7.1. NHONG VAN PE CHUNG VE CONG TAC
VAN THU
7.1.1. Khdi niém céng tdc vin thu
Cong téc van thy 1a toan bo cdc cong viée vé xdy dung,
ban hanh vin béan, t§ chitc gidi quyé&t va quan Iy van ban
trong cdc cd quan, doanh nghiép.
7.1.2. Noi dung cdng tdc vin thu
- Xay dung, ban hanh vin ban;
- T6 chifc gidi quyét, quén 1y vin bin;
- Quén ly va st dung con dau;

- Lap va quan Iy hd so.
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[image: image125.jpg]7.1.3. Yéu ciu clia cdng tdc viin thu
- Nhanh chéng;
- Chinh xdc;
- Bdo mat;
- Puing phdp luat.
7.1.4. Ynghia cia cong tdc viin thu
- Gidi quy&t cong viéc clia cd quan diing ch€ do, nguyén tic.
- G6p phan ti€t kiém cong stic, tién ciia.
- G6p phan gii¥ gin bi mat.
- Gitt gin dugc nhiing tai ligu, thong tin phuc vu lanh dao, quin
1y, Iuu trit vn bén.

7.2.TO CHUC QUAN LY, GIAI QUYET VAN BAN
7.2.1. Quan 1y viin ban dén
7.2.1.1. Khdi niém vin ban dén .

T4t ¢d cdc van bin, k€ cd don, thi do ¢4 nhan giti dén
¢d quan, doanh nghiép dudc goi chung 13 vin ban dén.
7.2.1.2. Nguyén tic quan Iy viin bin dén

- Cdc vin ban dén phai qua vin thu ding ky;

- Trude khi vin bdn dugc giao gidi quy€t phii qua Thu

trudng cd quan hodc Chdnh van phong xem xét;

- Ngudi nhan vin ban dén phéi ky vao sd;

- Vin ban dén phai dugc t6 chic gidi quyét kip thoi.

7.2.1.3. Quy trinh vin ban dén
Thyc hién theo 8 budc sau day:
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[image: image126.jpg]- Kiém tra, phén loai, m& phong bi vin bén;

- Pong dau dén;

- Dang ky vin bén dén;

- Trinh vén ban dén;

- Giao trich nhiém gidi quyét;

- Chuyén dén don vi gidi quyét;

- Tim phuong 4n gii quyét;

- Theo d6i vi€c gidi quyét cong vin dén
Butdc 1: Ki€m tra, phin loai, m& phong bi viin bin
Ki€m tra vin bin dén, néu khong thudc doanh nghiép minh
thi phai gifi trd lai noi gifi. Néu phong bi bi rdch, bi béc hoic
bi mdt bi thi phi 1dp bién ban véi sy ching kién ciia ngudi
dua cong van.
Phén loai so bd vin ban:
- Viin bén thudc loai phai vao s3 ding ky: La nhitng cdng vin,
gidy 1 gdi co quan, thil trudng hoic nhiing ngudi ¢6 chic vu
lanh dao trong cd quan.
- Vin bén thugc loai khong phdi vao s3 dang ky: Thy riéng,
sdch, bdo, bén tin...
- Vin bdn thudc loai bée bi: Céc vin bin ngoai bi dé tén co
quan, chifc danh thi trudng cd quan, khong c6 ddu mAt.
- Van ban thudc loai khong dugc béc bi: Chi vao s§ nhung
khong duge béc bi va chuyén cd bi gdm nhimg cong van gifi
Déng uy, cdc doan thé va cong vin ngoai bi ghi 13 tén ngudi
nhén.
Mg phong bi cdc viin ban (dugc phép)
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[image: image127.jpg]Cong doan nay dugc ti€n hanh tiy thuéc quy dinh clia
m&i ¢ quan, song vén phai ddm béo mot s& noi dung sau day:

- Vin bdn c6 diu “hod tdc”, “thugng khdn”, “khdn”
cén dugc béc bi trude.

- P& véi vin ban dén tif cdc cd quan Péng, Poan cin
Iutu ¥: phong hanh chinh khong md nhiing tai liéu ghi ré tén
ngudi nhan va c6 dau “Riéng ngudi c6 tén md bi” , ma chi vao
s8 theo bl va chuyén ngay vin bdn d6 dén ngudi c6 tén.
Nhimng bi tai liéu c6 dau “Tuyét mat” do Chénh vin phong
hoic ngudi duge uy quyén tryc G€p md bi.

- Khi béc bi khong dude 1am rach vin ban, khong 1am
mat dia chi noi giti va ddu buu dién. Cin so4t lai bi xem di 14y
hét vin ban ra chua d€ tranh trudng hgp bi s6t .

- Pai chiéu s6, ky hiéu, s6 lugng vin ban ghi ngoai bi
V6i cdc thanh phin tuong ng clia vin ban cit trong bi ra, néu
diém nao sai thi phai ghi lai d€ hdi co quan g .

- Néu c6 phi€u giti kém theo cong vin, sau khi nhén di
tai liéu, phdi ky xdc nhan, déng ddu vao phi&u gifi rdi trd lai
phiéu d6 cho co quan giti vin ban.

- PGi vdi nhitng thu tir khigu nai, t& cdo, thw nic danh
hoic vin ban cin ki€m tra ,x4c minh diém gi d6 thi cin giit lai
ca phong bi, dinh kém véi vin ban d€ luu hd s gidi quyét sau
nay.

P& véi cong vin c6 ddu “MAT”

- Khéng dude béc bi va chuyén ngay cho ngudi cé
trdch nhiém gidi quyét.

- Tat ca tai liéu mat, bat cif tif ngudn nao giii dén déu

phéi qua van thu vao s6 “Tai liéu mat dén” dé theo dai.
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[image: image128.jpg]- Trudng hdp tai liéu mat dén ma bi trong ¢6 ddu “Chi
ngudi cé tén méi duge béc bi”, chi vao sd ghi ngoai bi va
chuyén ngay dén ngudi ¢6 tén nhan.

- Tai liéu mat giti dén khong ding thd tuc theo quy
dinh, chuyén ngay d&n ngudi nhan, déng thdi nhanh chéng tim
cdch héi lai noi gii.

- Thu héi tai liéu mat:

Theo ddi thu héi hodc trd Iai noi giti ding ky han
nhiing tai liéu mit c6 déng du thu héi. Khi nhan ciing nhu khi
trd phai kiém tra, ddi chidu va x6a s8.

Buéc 2: Péng “ddu d€n”
- D4u dé€n c6 muc dich x4c nhan vin ban di qua vin
thu, ghi nhan ngay, théng, s& vin ban dén.

Hinh 7.1: Miu déng diu ngay gid va s6 cong vin
dén (kich thuéce 30 . 50 mm)

TEN CO QUAN CHU QUAN
TEN CO QUAN

D]A‘:’N S6 dén : ..
Ngay dén: .........

-Déu dén duge déng rd rang va thong nhét vao khodng tréng
dudi s6 va ky hiéu, trich y&u (cla cong van) hodc khodng
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[image: image129.jpg]trong gita tdc gid va quéc hiéu. Néu 1a cong vin mat, déng
dau dén 1én b thu.

- 86 dén ghi vao d&u dén phii khdp véi s& thit ry trong s3 ghi
van bdn dén. Ngay dén 1a ngdy vin thu nhan vin bin. S& dén
ghi lién tuc tir s 01-bdt ddu ngay 01thdng01 dén hét ngay
31thdng12 m&i nam. C6 thé ghi s§ dén theo timg loai van ban.

BuGe 3: Pang ky viin ban d&€n

Vin bén dén tir bat ky ngudn géc nao déu phai duge
tap trung tai vin tht ¢d quan, doanh nghiép dé€ dugc lam thi
tuc ti€p nhdn, ding ky. Nhiing vin ban dén khong dugc dang
ky tai van thu, cdc don vi, cd nhan khong ¢6 trdch nhiém gidi
quyét.

-Tuy theo chic ning, nhiém vu, quy mé hoat dong cia co
quan, ¢ thé 14p nhiéu s& theo cdc loai vin ban khac nhau.

+ Néu s6 lugng cong vin gidy 3 dén hang ngay, hang
nim nhiéu thi 14p cdc s§ dang ky : cong vin c4p trén, cong
vin cip duéi va cdc don vi tre thude, cbng vin “mit”, cdc
don, tht,... | )

+ Néu s6 lugng cong vin gidy td it chi cin 1ap cdc s§
déng ky: cong vian chung, céng van mat,cdc don, thu,.

- Viéc vao s3 phi ddm bao:

Ghi 15 rang, chinh xdc, ddy du, khong viét bt chi, dap
x04, hodc viét tdt nhing chi¥ chua théng dung. Tranh tring s&°
hosic bd s6t s3. Cdc y&u t6 ndi dung cin phéi ghi nhy sau:
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[image: image130.jpg]Hinh 7.2. Bia s dingky “cong vin dén”

TEN CO QUAN CHU QUAN
TEN PON VI

SO PANG KY ” CONG VAN PEN”
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[image: image131.jpg]Hinh 7.3: Mau néi dung diing ky “cong vin d&€n”(dsi véi

_cong vin thudng)
S§ ‘Ng:‘ay Noi | S | Ngay | Trich | Ngusi Ky
TT | dén | gii | va |thing | yéu nhan | nhian
dén cong | ky clia | noi
van | hiéu | CV | dung |
cong Ccv
van
1 2 3 4 5

Ngudn: Tai liéu (6), trang 8.
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[image: image132.jpg]Hinh 7.4. MAu néi dung ding ky “céng vin dén”(dsi véi

don, thu)
S& | Ngay [Ho tén| Ngay | Trich | Luu |Noinhdn | Noi | Ghi
dén| dén |vadia(thing| y&u |hdsd| (ngudi | dung | chd
chi | don | noi nhén) gidi
ngudi| thv | dung gidi.  [quyét
gui quyét
1213 ]als5]e 7 8 |9

Ngudn: Tai liéu (6), wang 9.
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[image: image133.jpg]Buc 4: Trinh viin ban dén

- Sau khi thyc hién cdc budc trén, trinh vin bin cho Thi
trudng cd quan hodc Chanh van phong(Trudng phong Hanh
chdnh) xem xét, cho ¥ kién. .

BuGe 5: Giao trach nhiém gidi quyét

- Ngudi ding du cd quan, 16 chic ¢6 trach nhiém chi dao gidi
quyé&t kip thdi vin ban dén.

- Can cit vin bin dén, ngudi ding diu o quan, t§ chifc giao
cho don vi hodic cd nhan gidi quyét. Pon vi hodc cd nhin 6
trdch nhiém nghién cttu, gidi quy&t van ban dén theo thdi han
dugc phap ludt quy dinh hodc theo quy dinh cla ¢ quan, &
chifc.

- Ngudi ditng du co quan, t§ chifc ¢6 thé giao cho Chanh vin
phong hodc Trudng phong Hanh chinh. Ngudi duge giao trich
nhiém thuc hién nhitng cong vi au:

+ Xem xét toan bd vin bdn dén va bdo cdo vé nhilmg

viin ban quan trong, khin cap.

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

+ Theo déi, don doc gidi quyét vin ban dén.
Budc 6: Chuyén dén don vi gidi quyét

- Vin bdn dén phdi duge giao trong ngay, dén ding va
trye ti€p cho doi twong chiu trdch nhiém quy&t va doi
tuong d6 phdi ky vao phin “ky nhan™ trong s3
“Ping ky cong vin dén” hodc vao “sd chuyén giao vin bin™
ctia van thu.

- Néu cong vin ¢ dau “khin" phii duge wvu tién
chuyén ngay, tot nhat la trong vong 30 phut trong gids hanh
chinh va 1 gi% ngoai gi hanh chinh.
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[image: image134.jpg]- Khong dé ngudi khong c6 trach nhiém xem cong vin,
tai liéu clia ngudi khéc.

Hinh 7.5. MAu s chuyén giao van ban dén cho cdc don vi
trong doanh nghiép

S| Ngay | SSvaky | S3lugng | Ponvi.| Ky | Ghi
| T | thing hiéu vin vin ban hodc | nhan | chd
| T | chuyén | ban (hodc | hodcsd | ngudi

vinbin | sdphidu | Iugngbi | nhan
| giii) vin bin VB

1 2 3 L 4 [ s 6|7

Ngudn: Tai liéu (6), trang 9.

Nhing vin ban phdi chuyén qua nhiéu don vi hodc nhidu
ngudi cing tham gia gidi quyét phai dinh kém “Phi€u luan
chuyén tai liéu” d€ quin 1y dugc chat ché.
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[image: image135.jpg]Hinh.7.6. Phi€u chuyén tai licu

Xin vui long doc tai ligu dinh kem nay va chuyén né cho

nguoi ké'tiep

Chuyén cho

Ngay nhan

Ngiay chuyén tiép theo

- Ong Thiét
-Ba Yén

- Ong Thién

- C6 Duyén Lan

b

Budc 7: Tim phuong 4n gidi quyét

Buc 8: Theo dbi viéc gidi quyét cong vin dén

- Cén bd vin thu cin theo doi va bdo cdo thudng xuyén viée
gidi quyét cong vin cta cdc bd phan cho ngudi phu trich vin
phong d€ trinh lanh dao cd quan biét va don doc gidi quyét

khdn truong cong viéc.

- Nhitng cong vén c6 thoi han hodn thanh cdn ghi 1o § ¢ot ghi

chu.
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[image: image136.jpg]Hinh 7.7. S8 theo doi giai quyét cong vin dén

S| Téc

Ngay

S0, Trich | Ngudi| Thai | Noi | So/ | Ghi

T| gid i | ki | y&u | nhan | han |dung| ki |chd
T|cong | hiéu | cong | ndi | gidi | gidi | gidi |hiéu
vin |cong | van |dung | quyét |quyét |quyét | VB
van cv trd
| 10
(néu
| c6)

1{ 2 3 4 5 6 7 8 9 10

Ngudn: Tai ligu (6), trang 10.

Sau khi vin bdn dudc gidi quyét xong cdn dugc chuyén lai
vin thu dé 1ap hd sova dua vao Iwu trif.
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[image: image137.jpg]7.2.2. Quan Iy vin ban di-
7.2.2.1. Khdi ni¢m vdn ban di

T4t ¢4 cdc loai van ban do co quan, t3 chic phat hanh
aé quén Iy, diéu hanh cong viéc theo chic ning, nhiém vu,
quyén han ctia doanh nghiép dugc gifi dén cdc doi tgng ¢é
lién quan goi 1a vin ban di.

- Thit nhat 1a nhém vin ban quy pham du6i ludt nh:
Nghi dinh, Nghi quyét ctia Chinh phi; Chi thi, Quyét dinh clia
Thi tu6ng; Chi thi, quyét dinh, Thong tw vaThong tw lién b
clia B trudng, Thi trudng co quan ngang bg, cd quan truc
thude Chinh pht; Chi thi, Quyét dinh cda Uy ban nhén dan,...

- Thi hai la nhém van bin hanh chinh thong thudng
nhu: dé 4n, k& hoach, thong bdo, bdo cdo, cOng van,...
7.2.2.2. Nguyén tdc quén Iy van ban di

- Tét ca vin bin di phii duge dang ky vao s8 quan ly
vin ban di ¢ vin thu

- Tét ¢4 viin ban di phai dugc ki€m tra vé& ndi dung va
thé thic trude khi gii di
7.2.2.3. Quy trinh quédn 1y van bén di
Diéu 17. Nghi dinh 110/2004/ND-CP vé cong téc vin thu
quy dinh trinh ty quin Iy vin bdn di c6 5 buée:

- Kiém tra hinh thifc, thé thitc va ky thuat trinh bay; ghi

s0, ky hi€u va ngdy, thang, nim ctia vin ban;

- Déng dau cd quan va dau mic do khin, mat(néu ¢o):

- Dang ky vin ban di;

- Lam thit tuc chuyén phdt va theo doi viéc chuyén

phat vin bén di;

- Luu vin bén di.
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[image: image138.jpg]Bu@c 1: Ki€m tra hinh thiic, thé thic va ky thuat trinh
bay; ghi s&, ky hi¢u va ngay, thing, nam cda vin ban: Néu
phdt hién sai sét thi bdo véi ngudi c6 trach nhiém sita chira,
b3 sung.

Budc 2: Péng diu cd quan va didu mitc d9 khin, mat(ndu
c6);

Budc 3: Ping ky vin ban di

- Cén ghi dy dd, chinh xdc, gon, 16 vao tifng cft, muc trong s6
nhitng di€m cén thi€t vé mot vin bin nhu: 56, ky hiéu, ngay
thdng, trich y&u ndi dung, ndi g, noi nhan,...

- Khéng viét biing biit chi, khong dap x6a, hodc viét tit nhitng
chif chua thong dung.

- Khong nén lam phiéu &, ma chi lam mt's3 vin bén di. Tuy
nhién, n€u khdi lugng vin ban nhiu c6 thé 1ap s6 riéng cho
tifng loai van ban.

Hinh 7.8. Méu vao s6 cong vin di

S6 va Ngay Trich Noi Banvi Ghi

ky hiéu | thdng | yéunoi | nhin “hodc chi
CvV cv dung Ccv ngudi
[ nhin
1 2 3 4 5% 6

Ngudn: Tai liéu (6), trang 11.
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[image: image139.jpg]Tuy theo yéu cdu cda tiing co quan c6 thé thém cot;
ngudi ky vin bdn, don vi ky vin ban, don vi soan than S0
lugng soan théo,...

Pé€ tranh nhim lin trong viéc gt vin bdn, vin thu cin af vao
nhing noi ma ¢d.quan thudng xuyén c6 quan hé glti vdn ban
di, 14y bia d6ng thanh mot hodc hai cdp ¢6 nhiéu ngan dung dé
chia viin ban. Khi phan chia hét van ban vao titng 6 & cip bia,
mbi 6 kém mot phong bi, vin thu cho van ban vao'bi va viét
bi.
BuGc 4:Lam thi tuc chuyén phat va theo doi viée
chuyén phét vin ban di
Chudn bj bi thu .
- Bl dung vin bdn ¢6 thé ding nhiéu loai khdc nhau song
khéng vugt qud cdc kich thude do buu dién quy dinh. Gidy. lam
bia la loai bén, dai, nhin ngoai khong ro chit trong van ban
néu bi udt khong miin.
- Ngoai bao thu nén ghi 15 rang, khong Viét tdt,va phai klem
tra ky cdc chi tiét sau:

+ Bi: bén goc bi ghi ddy di tén cd quan (thuong duge
in sdn), ghi cu thé titng s6 va ky hiéu cda timg cong viin dudi
tén cd quan.

+ Chir “Kinh gdi” va tén noi nhdn cong van phii ghi 16
rang, chinh xdc, gidng nhu tén va dia chi ngudi nhan dugc ghi
trong cong van.

+ Tem: thudng dugc ddn & géc trén, bén. phdi cia bao bi.
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[image: image140.jpg]Hinh 7.9. Miu ghi bi viin ban

(TEN CO QUAN GUT) Tem
(86, ky hiéu va s lugng van bin)

Kinh gifi:(tén cd quan, cd nhan nhdn vin ban )
Dia chi:

Sau khi viét bi xong, gip vin bin cho vao bi, kiém tra
s ghi v6i s viin ban, noi nhan ghi trong van ban va ndi nhan
ngodi bi vin ban d€ tranh nhim Iin. Khong dé vin ban vao bi
qud ddy, chat qud, khong sit mép b dé noi nhan khi béc bi
khéi 1am rdch vin ban. Khi ddn bi hodc ddn tem tranh lam day
hé vao vin bin. ;

Cong van c6 dau “khdn™, “thuong khin”, “hoa toc™ ,
ngoai viéc déng vao cong van , con phai déng du lén bi cong
vén (chd y mic d6 ngoai bi phéi phi hop véi mifc duge dong
ddu trong van ban).

Nhiing-vin bidn-quan treng cling nhu vin bdn mat (dd
chuyén ra ngoai hay trong ni by cd quan) cin kém theo
phi€u giti d€ tién kiém tra, theo dbi. Trén phiéu giii ¢in dé s
tén ngudi hodic don vi nhan, trich y&u ndi dung, sd lugng ban,

139




*
[image: image141.jpg]muyc dich gifi vin ban, 15i ghi chi (nhu: “Xem. xong cn tra

lai”, “Xem xong tiéu hdy ngay"”...). Phiu gii ciing ddnh s§

thit tyf va ngoai bi ghi $6 phi€u gifi chit khong ghi s6 vin ban.
Khi chuyén céng vin di, phdi gitt lai bdn chinh dé dua

vao luu trir.

Hinh 7.10. Méu phiéu giti cong vin

COQUAN  CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap ~Ty do — Hanh phiic

PHIEU GUI

Ngay....thdng...nam.... Ngay...thing..nam....
Tén cd quan
Ngudi nhan ky Chitc vu
Ho vatén

Dé nghi tra lai phi€u nay sau khi nhén ti liéu.

Ngudn: Tai liéu (6), trang 12.
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[image: image142.jpg]Khi chuyén phit viin ban di:

-Vin ban phdi dudc chuyén ngay trong ngdy, hoic
cham nht la sdng ngay hém sau ngay vao s3 va ding ky phdt
hanh.

-Vin ban c6 thé gii qua-buu dién hoac van thy dwa dén
ndi nhan, nhung déu phdi vao s3 chuyén van ban,va ngudsi
nhén vin ban phai ky nhan vao s3.

Hinh 7.11. Miu s6 chuyén vin ban qua buu dién hojc dén
cdccd quan

Ngdy | Sovaki| So Noi | Kinhan | Ghi chd
- thiang hiéu - | lugng nhan va déng
gli VB | vinbdn | bivan | vinbin dau
bén
1 2 3 4 5 - 6

|

Ngudn: Tai liéu (6), trang 13.
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[image: image143.jpg]Budc 5 : Luu vin ban di

Mbi van ban di déu phdi luu it nhat 2 ban. Mot bin dé
1ap hd so va theo ddi cong viée & don vi thita hanh, mdt ban
luu & vin the dé tra tim, phuc vy khi cin thiét. Nhitng ban luu
& van thu phii sdp x€p theo timg loai, vin ban clia ngan nao
dé riéng ngan dy. Ban huu phii 12 ban chinh.

TRUONG HQP GUI VAN BAN BI QUA BUU PIEN
Giti viin bdn qua buu dién, trich nhiém cla ban phai
kiém tra k¥ cong vin, theo tién trinh 4 budc:
Budc 1: Kiém tra
Trude khi bé vin thi vao phong bi phdi kiém tra ky nhimg
diém: .
- Vin thu da dé ngay thang chwa?
- Pia chi ¢6 chinh xdc khong?
-bia chi bén trong c¢6 phit hgp véi dia chi bén ngoai
khong ?
- Vin thr da ky tén chua?
- Phin dinh kém ¢6 bd vao bao thw chua?
Budc 2 : Gap va bd vao bao thu;
Budc 3 : Can va ddn tem;

Buéc 4 : Vao sd cong van di;
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[image: image144.jpg]Hinh 7.12. Cich gp thu diing tiéu chudn quéc t&

NEETT

Ngudn: Tai ligu (7), trang 274.

143




*
[image: image145.jpg]7.2.3. QUANLY VANBANNQIBO

7.2.3.1. Khdi ni¢m viin ban ni by

Vin bén néi b la nhiing vin ban, gidy t3, sd sich sit dung
trong ndi by cd quan, doanh nghiép,-do chinh co quan, doanh
nghiép ban hanh.

Vin bén ndi bo dudc 16 chite, gidi quy&t nhu d6i véi vin bin di
va vin ban dén. .

Vin bin ndi bd bao gdm: cdc quyét dinh nhan su, chi thi,
thong bdo, gidy cong tdc, gidy gidi thiéu, s3 sao van bin,...

M&i. loai vin bdn ndi bd phdi ¢6 ding ky riéng,
trong d6 néu rd: s8, ky hiéu, ngay thang ky, ngudi ky, trich
yé&u ndi dung, ngudi nhén, ndi nhan, ky. nhin,.twong w nhu

d6i v6i quin 1y cdc vin bdn dén va

“ Vin bin ndi bo trong qud trinh chuyén giao cling phai
vao'sG chuyén van bin. Cdn bd cdc don vi trong cd quan khi
nhan vin ban ndi bd déu phdi ky nhan vao s3.chuyén giao vin
ban.

Vin bdn ndi bd ciing dudce luu nhut cde vin ban khdc.
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[image: image146.jpg]Hinh 7.13. MAu s8 chuyén cong vin cho céc cd nhan va b
phéan phong ban

Ngay | S§vakihiéu | S6lugng Pon vi Ky
thdng | congvin hodc | c¢ong vdn, | hodc ngudi | nhan
chuyén | phi€u chuyén | s6 hugng bi nhén |
cdng vin
1 2 3 4 5

Ngubn: Tai liéu (6), trang 14.
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[image: image147.jpg]7.2.4.QUANLY VAN BANMAT

Céc vin mét duge quén 1y theo quy dinh ciia Nha nudc. Cku
thé:

- Xde dinh ding ddn mgc 9 : MAT, TOI MAT, TUYET
MAT trong cdc vin ban;

- Thyc hién ding cdc quy dinh phd bién, Iuu hanh, tim hiéu, si
dung, vin chuyén, giao nhén, tiéu huy tai liéu mat;

- Thuc hién ding cdc quy dinh vé béo cdo, thong k&, kiém tra
viéc qudn Iy tai liéu mat;

- Chon nhén vién, cdn b qudn 1y tai liéu mat theo quy dinh
ciia Nha nudc. Thitc hién khen thudng, ky ludt kip thdi.

Hinh 7.14: MAu s6 cong viin dén - loai mat

S8 | Ngay | Noi | Ngay | Trich | Mic | Ngudi | Ky | Ghi
TT | dén | gbi |thdng| yéu | do | nhan |nhén | chd
cong | cong | ndi | mat
van | vin | dung
cong |
vin |

102 {3 |4 |5 |6 |7 |8 |o |

Ngudn: Tai liéu (6), trang 15.
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[image: image148.jpg]GUITAILIEU MAT BI

- Vao s6: vao s6 “Tai liéu mat di” riéng d€ theo ddi,
N nay phai ghi ddy dd cdc cot, muc nhu sau: s§ tha tr (cling
1a 56 tai lidu gii di), ngay gifi, noi nhan, trich y&u néi dung, do
m4t, d6 khdn, ngudsi ky, ghi chi (van bin kém theo néu c6).

- Tru'f!ng hop tai liéu “tuyét mat” , ngudi chudn bi van
ban phm 18y s& cong vin di va diing ky theo diing cdc cot myc
trong s6, riéng cot trich y&u ndi dung bd tr6ng (ghi sau néu
ngudi ¢6 thim quyén ddng ¥) cho vao bi dén kin va lam céc
yéu cdu bdo mat true khi duta dén vin thu dé lam bi gli di.

Hinh 7.15. Miu s§ céng viin di - loai mat

Ngay| S6 | Tén | Muc | Ngudi | Noi | Pon | S§ | Ghi
thing | va | loai | do k¢ |nhan Vi [luong| chi

ky va | mat hodc

‘| hiéu | trich ngudi
yéu nhin

ban

Tuu

Ngudn: Tai liéu (6), trang 15.
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[image: image149.jpg]- Lap phi€u gl va kém theo véi tai lidu. Phi€u giti phai c6
dau dong d6 ma4t, do khdn theo nhy trong ti liéu vao gbc phai,
phia trén cta 3 phiéu.

- Tai liéu “Mat” ngoai bi déng dau ky hiéu chi¥ “C” in hoa nét
dam (khong déng ddu mat).

- Lam bi: tai liéu mat gii riéng vdi tai lidu thudng. Gidy lam
bi phdi daikh6 béc, khong thim nudc, khong nhin thiu qua
dugc.

Tai liéu “Tuyét mat”, “T&i mat” glti bing hai bi.

+ Trong bi: ghi 1o 6, ky hiéu cda tai liéu, tén ngudi
nhdn, déng ddu d6 mat. Néu 1a tai liéu “Tuyét mat” gt dich
danh cho ngudi ¢6 trdch nhiém gidi quyét, thi déng dau “chi
ngudi ¢6 tén mdi dugc béc bi”.

+ Bl ngoai: ghi nhv gii tai liéu thudng, déng dau ky
hiéu d6 mitr, chit “A” in hoa nét ddm la “Tuyét mat” ,chi
“B” in hoa nét ddm 1a “T6i mat” .

+.Niém phong: bi trong ciia tai liéu “Tuyét mat ” va

“T&i mat” sau khi dén bing hd, phi ddn bang keo dé 1én cdc
mép ddn hd va niém phong bing chi hoic si, hoac bling gidy
méng khé béc, niém 1én giao di€m cdc ndi chéo phia sau
phong bi, déng dau niém phong & céc géc gidy niém, mét nia
trén bi gidy. Muc ddu niém phong ding loai myc dd quéc ky.
- Giao nhén tai liéu mit: moi trudng hgp giao, nhan tai lidu
mat giita cdc khau (ngudi dv thdo, ddnh mdy, in, vin thu, giao
lién, ngudi cé trdch nhién gidi quyét, ngudi cdt gi¥ bio
quén,..) déu phai vao s6 , c6 ky nhan giffa 2 bén giao nhan
tryc ti€p, tai phong lam:viéc theo quy dinh cda thd trudng co
quan, doanh nghiép.
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[image: image150.jpg]- Van chuyén tai liéu mat: Phai cin c6 phuong tién mang giit
16t (hom sit, cdp c6 khod chdc chdn) . Khéng dude giao cho
ngudi ¢6 trdch nhiém gilt hd va khong duge dé & bat et noi
nao khong c6 ngudi ¢ trach nhiém coi giif can than.

7.2.5.VAN THU PIEN TU

Vin thy dién it 1a phuong tién truyén thong bing dién
tlf cdc loai vin ban, su kién, hinh 4nh, ti€ng néi,...Viéc truyén
thdng dugc thuc hién truyén ti¥ mdy niy qua may khic. Cic
mdy d6 c6 thé 1a mdy dién béo(teleprinter), mdy fax
(facsimile), tram truyén dat vin bdn (communicating word
propeessor), mdy vi tinh (microcomputer), hodc mdy computer
chinh (mainframecomputer) va k& c4 man hinh phuc vu trong
cdc hoi nghi tir xa (teleconference).

Ciéc thiét bi néu trén c6 thé truyén qua dudng day dién
thoai, qua cdc vé tinh, qua hé thdng -vi ba(microwave
systems:séng ngdn), hodc soi ddy quang hoc (optical fiber/
fiber optics).
7.2.5.1.Thu dién t§ (E.mail)

Ngay nay ngudi ta dong hod thu dién tif truyén qua
computer 12 E.mail. Th dién tif (E.mail) 12 mot hé théng gii
thong tin trc tiép t¥ mdy computer nay sang mdy computer
khdc thong qua hé thong dudng truyén ADSL (hodc hé thong
Wifi). Cdc mdy computer c6 thé nim trong pham vi mot cd
quan, doanh nghiép, dugc goi 12 hé thdng mang ndi b, mang
LAN(local area network hodc inside network), hodc c¢6 thé
truyén di khdp thé gidi qua mang internet, goi 1a h¢ thong
mang qudc & (international network). Hé théng mang quéc t&
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[image: image151.jpg]cdn duge goi hé théng mamg rong, mang WAN (wide area
netword).

V6i h¢ thong thu dién tt, mdy computer nhén (receiving
computer) s& nhén va luu trif thong tin ty dong. M3i nhan vién
©6 mdt hop thu dién t (electronic mail box). Ngudi gti truyén
tritc ti€p thong tin cho hdp thu cia 1igudi nhin va thong tin
dugc Iuu trit tai day.

Thu dién ti da gitip cho cdc co quan trao ddi thu ti véi
nhau chi trong gidy l4t, ngdy cling nhv dém. Viéc truyén va
nhdn thu dién t¥ gidp cho cd quan, doanh nghiép tiét kiém
dugc hang tan gidy, chi phi rat thdp va nhanh gap boi lan.
7.2.5.2.X1¢ Iy viin thu dién ti

Khic v6i vin thu thudng, bing gidy t3, mdi ngay phat
1-2 Idn. Vin thy dién t phéi luu chuyén theo tirng gid. Cu thé,
trong qud trinh lam viéc, ngudi nhin phdi thudng xuyén kiém
tra h¢ thong thu dién ti d€ 14y thong tin. Thong tin nay c6 thé
doc dugc trén man hinh, hoic duge in ra, hodc gifi chuyén tiép
cho mgt hop thu dién tir khéc.

Lgi diém ctia E mail 1a ngudi nhan thong tin nhanh
chéng va hdi am vao hop thu dién tf ctia ngudi gii. Didu nay
gitip cdc nha quén trj ddy nhanh tién trinh ra quyét dinh.

7.3. QUANLY VA SUDUNG CON DAU
Piéu 25 Nghi dinh 110/2004/NP-CP vé cdng tdc van thu
quy dinh quin 1y va sif dung con d&u nhu sau:

7.3.1. Quan Iy con ddu
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[image: image152.jpg]Con déu cia cd quan, t6 chifc phai dugc giao cho nhan vién
van thy giff va déng dau. Nhan vién van thu €6 trdch nhiém
thyc hién nhitng quy dinh sau:

- Khong giao con diu cho ngudi khdc khi chua dugc phép
bing vin bin cla ngudsi ¢6 thdm quyén;

- Phdi ty tay dong ddu cdc van bén, gidy 3 ciia cd quan, t6
chiic;

- Chi duge déng dau vao cdc van ban, gidy t3 sau khi ¢6 chit
ky clia ngui c6 thdm quyén;

- Khong duge déng dau khong chi.

7.3.2. Sit dung con dau

Viée sit dung con dau cita co quan, t6 chic va con diu ctia vin
phong hay cda don vi co quan, t6 chitc dugc quy dinh nhu sau:
- Nhitng vin bén do cg quan, 6 chitc ban hanh phéi déng diu
clia co quan, t8 chitc;

- Nhiing vidn ban do vin phong hay don vi ban hanh trong
pham vi quyén han dugc giao phdi déng dau cda vin phong
hay dau ctia don vi d6.

7.3.3.P6ng diu

- Péng ddu phii 15 rang, ngay ngin, diing chiéu va ding ddng
muyc ddu quy dinh;

- Khi déng dau lén chit k¥, ddu dong phai chim Ién 1/3 chit
ky, 1éch vé phia bén tréi;

- Vigc déng dau Ién cic phu luc kém theo vén ban chinh(dau
treo) do ngudi ky van ban quyét dinh va dau duge dong 1én
trang ddu, trim 16n mét phin tén oo quan, t§ chifc hodc tén
cda phuy luc.
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[image: image153.jpg]- Viéc déng ddu gidp lai, dong ddu ndi 1én van ban, tai liéu
chuyén nganh dugc thyc hién theo quy dinh ciia Bo trudng,
Thi trudng cd quan quan 1y nganh.

€0 3 PIEU KHONG:
- Khéng déng diu khéng chi;
- Khéng déng nhim I4n con diu;
- Khong déng trim lén con diu déng trudce bi md.

74.CONG TAC LAP HO SO HIEN HANH CUA
CO QUAN, T0 CHUC

7.4.1. Ho s¢

7.4.1.1.Khdi ni¢m hé so:

Hb sd 1a mét tdp cong vin, gidy 3 c6 lién quan véi
nhau vé mét viéc, mot vin dé (hodc mdt ngudi) hinh thanh
trong qud trinh gidi quyét cong viéc d6
7.4.1.2.Céc logi hé so

- Hd s0 cong vu (cOng viéc)

- H6 s0 nguyén tic;

- H s0 trinh duyét;

- H4 so nhan sy.

7.4.2. Cong tic 1ap hé s¢ hién hanh § cic cd quan
7.4.2.1. Khdi ni¢m 1gp hé so

L4p hé so hién hanh 1a 18p cdc hd so phan dnh qui
trinh nghién citu theo doi va gidi quyét cong viéc hang ngay
ciia m&i c4n b vin phong.
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[image: image154.jpg]7.4.2.2. Vai tro cila cong tic lgp hé so
- Lap hé 50 Ia khau cusi cing, quan trong ciia ¢dng tic vin
thu.
- G6p phén gt gin b mat thong tin.
- Han ché Iuu céng vin gidy 13 vo dung, bé sét vin ban c6 gid
tri.
7.4.2.3.Yéu cdu ciia cong tic Igp hé so

- Ho 50 phén 4nh diing chuc ning, nhiém vu ¢o quan.

- Gid trj vin ban tuong ddi déng déu.

- H0 50 phén dnh hoat ddng chinh y&u.

- Vén bin ¢6 quan hé 16gic.

- H sd phdi dugc bién muc.

- Thuan I¢i cho bao quén, sit dung.
7.4.2.4. Nji dung cong tic Igp hé so hién hanh & co
quan
Cuc Luu tri¥ quc gia ban hanh: "Ban hung din cong téc lap
hé so hién hanh tai cdc co quan” vé noi dung gém c4c bude
sau day:

-L4p ban danh muyc hd sg;

-M& hd so;

-Thu thap cong van, gidy & dua vao hé s0;

-Sdp x&p cong vin, gidy g trong hd so;

-Két thiic hd so;

-Viét bia hé s.
Bugcl: Lap ban danh muc hé s¢
a.Khdi niém danh muc hé s¢
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[image: image155.jpg]Danh muc hd so 12 ban liét k& c6 hé thng tén goi cdc
hé so ma cd quan, doanh nghiép cin phai 14p trong nam, duge
duyét theo mot ch& do nhit dinh.
b.Céc loai danh muc hé s¢

- Danh myc hé s6 téng hop;

- Danh muc hd sd theo don vi & chifc.
¢.Céc buéc 1ap danh muc hé s¢

-Xdc dinh loai danh muc hd so;

-Xdy dung dé cuong phan loai;

-Dur kién tiéu dé hd so;

-Patky hiéu hd so;

-Ngusi lap hé sa;

-Thdi han bdo quan.

Cu6i nam, mdi can bo, nhan vién(lam coéng tdc cong
vin, gidy t3) du kién nhitng hd sd minh phdi lap trong nam
mdi, dua phu trdch bo phan tham gia ¥ kién, rdi dua cho phu
trdch don vi tdp hgp cdc ban dy kién cda cdc phong, ban va
14p thanh bén danh muc hd so clia cd quan, doanh nghiép.

Theo quy dinh clia Cuc luu tri nha nudc mau bén danh
muc hd so dugc trinh bay nhu sau:
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[image: image156.jpg]Hinh 7.16.MAu ban danh muc hé s¢

CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN DPoclap - Ty do - Hanh phic
DANHMUC HO SO CUA.....
Nam.......... -

56 VAKY N e n

arooa | TIRUDPE | THOIGIAN | NGUGILAP i
mES%HO HOSG |BAOQUAN| mosg | SHICHU

@ ()] (€] (O] ®)

Ban danh myc hd s0 niy c6.... -hé 50, bao gdm:

- 'hé 56 c6 thdi han bdo quan vinh vién.

6 50 ¢6 thdi han bdo quan lau dai.

sd ¢6 thai han bdo quén tam thai.

DUYET
DBia danh,ngay..thing...ndm...
THU TRUGNG CG QUAN (HOAC CHANH VAN PHONG)
(Ky tén, déng diu)

Ngudn:Tai liéu (8), trang 49.
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[image: image157.jpg]Ghi chu:
Cot (1) : Ghi s8 va ky hiéu hd so:

S8 cilia hd so dugc ghi lién tuc cho toan ban danh muc.
Bt ddu tir s6 01. Cudi mdi muc( twong duong véi méi don vi
t3 chifc phong ban hodc mot mit hoat dong ciia doanh nghiép)
cin diing vai ba s& thit ty du phong dé ghi s6 cho nhitng héd so
s& dugc b3 sung thém vao ban danh muyc trong nam dé.

Ky hiéu hd so 1a chii viét tit tén don vi t§ chifc phong
ban c¢6 hd so hoic tén goi mét mit hoat dong, mot linh vic
cong tic.Vi du: HC (phong hanh chinh), KT (phong k¥
thuat),...

Cot (2): Ghi tén don vi c6 hé so

Pon vi ¢6 hdé so dugc ghi s§ thd tr bing chi¥
s6LaMa(LILIIL...),t8n don vi viét chif in hoa.Céc tiéu don vi
duge ghi 6 thtt tf bing chit s& Arap (1,2,3,,,) va dudc viét
biing chi¥ thudng.

Tiéu dé 12 tén goi clia hd s0, 1a mét cau ngdn gon, khai
quét dugc ndi dung, thanh phan vin ban trong hd sd.

Thuat ngt “Hd s¢” dugc ding trong tiéu dé cia nhitng
hd s phan dnh mot sy viéc, mot sy kién cu thé c6 trinh ty gidi
quyét lién tuc.

Vi du: H6 so hoi nghi tdng két cude van dong xod déi
gidn ngheo ndm 2004 cda Tp.HCM. i

Thudt ngit “Tép tai liéu” dugc ding trong tiéu dé ciia
nhitng hd sd tap hop cdc loai van ban ciing thudc mét van dé
nhung khéng c6 trinh tu gidi quyét lién tuc.

Vi du: T4p 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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[image: image158.jpg]Cot (3) :Ghi thdi han bdo quén ciia h so

Thdi han bdo quin cda hd so dugc xdc dinh theo 3
mufc: vinh vién, 1du dai, tam thdi hoic x4c dinh 15 s6 nim cin
bdo quén cia ting hd so.
Cin ctt d€ xdc dinh thdi han bdo quén 1a:
-Bén thdi han bdo quin miu do Cyc hn trit Nha nuéc ban
hanh.
-Cédc ban thdi han bdo quéan tai liéu cda cdc nganh hoidc cd
quan chi quan.
-Gid tri nghién cttu clia hd sg
Cot (4): Ghi ho, tén ngudi l4p hd sg
Cot (5) :Ghi chi nhiing diéu can thiét nhu hd so chuyén tiép
sang nim sau, hd sg mat,...

Buéc 2: M6 hd s¢

M3 hd s0 1a cong viéc md ddu cho viéc hinh thanh mot
hé s0. M3 hd sd dugc thyc hién & hai trudng hgp sau day:

- B3i v6i co quan, doanh nghi€p da c6 danh muyc hé sd,
viéc md hé sd duge ti€n hanh thudn Igi va don gidn hon. Pau
nim, dya vao ban danh muc hd so di dugc thi trudng cd quan
duyét va dua vé cdc phong, ban, t3 hay cdc b phan...M3i c4n
b0, nhén vién cin cif vao s6 hd so dudc giao trach nhiém lap
18y mot s& bia, mdi bia ding cho 1 h so. Can ct vao 8, ky
hiéu va tiéu dé ghi trong bang danh muyc, cdn bo ghi nhiing
diém d6 vao bia h sc.

- D6i véi cd quan, doanh nghiép chua c6é danh muc hd
§0, viéc md hé so ¢6 khé khin hon. Ngudi 14p hé so phai dua
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[image: image159.jpg]chic nang, nhiém vu cda doanh nghiép va mét s6 dic
trung 14p hé sd d€ md hé sa.

Dic trung 14p hd so Ia nhiing ddu higu phd bién gidng
nhau ciia van bdn ma ngudi 14p hé so dwa vao d6 dé tap hop
van ban thanh hd sd.

Cé 6 dic trung l4p hd so:
(1). Pic trung “tén goi “

Tén goi 1a tén loai cdc van ban nhu: quyét dinh, chi thi,
théng tu, bdo cdo,...

Lép hd sd theo dic trung ndy la tip hgp cdc vin bin c6
cling tén goi vao mot hd sd

Vi du: T4p bdo cdo clia Uy ban nhan dan thanh phd HCM
nim 2004( do b phan vin thu cia Vin phong Uy ban 14p)
(2). Pic trung “vin dé”
Vin dé & day chi ndi dung vin ban néi vé vin dé gi, s viéc
gl
Lap hd sd theo dic trung nay la tip hgp c4c vin ban cing dé
cép d&n mot van dé, mot sy viéc nao d6 vao mot hd sd.

Vi du: Tép tai liéu clia Thi twéng Chinh phii vé cong tic
chdng budn 1au ndm 2000.
(3).Pdc trung “tdc gid”
Téc gid & ddy1a co quan, doanh nghiép hay c4 nhin soan thio
véan ban.
Lap hd so theo dic trung nay 1a tdp hop cc vin ban clia cing
mt tic giad vao mot ho sd.

Vi du: T4p Quyét dinh ciia UBND quén 1,TP.HCM, nim
2004.
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[image: image160.jpg](4). Pic trung cd quan giao dich

Cd quan giao dich & ddy chi 2 c¢d quan ¢6 trao ddi van ban qua
lai v6i nhau.

Lép hd sd theo dic trung nay 1a tdp hop cdc vin ban trao ddi
qua lai giita hai cd quan vé mot van dé nao d6 vao mét hd sa,
thudng k&t hop vi ddc trung vin dé.

Vi du: Tdp vin ban giao dich gita UBND tinh Pdng Nai
v6i UBND TP.HCM v/v phGi hop khai théc cét trén song Sai
Gon, nim 2004.

(5). Pac trung “dia du”

Pia du & day chi mot dia phuong, mét khu vic hanh chinh.
Lap hé so theo dac trung nay la tap hop cdc van ban clia cdc
cd quan c6 tru sd trong cing mdt dia phuong, mot khu virc
hanh chinh vao mot hé so hodc céc vin ban phan 4nh vé mot
su viéc, mot van dé dién ra trén ciing mot khu vuc hanh chinh
vao mot hd so.

Vi du: Tap Bdo cdo clia UBND cdc tinh ddng bing song
Citu Long vé tinh hinh thiét hai sau con béo s6 5, nim 2003.
(6). Pic trung thoi gian
Thdi gian & déy 1a chi thdi gian ban hanh van ban hodc thdi
gian ma noi dung vin ban dé cip dén. 3
Lap hé s theo dic trung nay 1a tip hop céc vin ban dude ban
hanh trong mot khodng thdi gian nhat dinh hodc tp hgp nhitng
van bén ¢6 ndi dung cang dé cip dén mot khodng thdi gian
vao trong mdt hé so.

Vi du: T4p Quyét dinh clia Bo trudng Bo Tai chinh 6 thdng
déu nam 2005.
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[image: image161.jpg]Khi 14p hé so phai lya chon diing va két hop cdc dic trung (it
nhit 3 dac trung) d€ gidi han pham vi cdc vin ban dua vao hd
s va viéc dua vin bdn vao hé so duge hdp 1y, r5 rang, phit
hgp v6i ddc diém hoat dong cia co quan, doanh nghiép.

Céc dac trung “tén goi”, “vin dé”, “tic gid”va “thoi gian”
dugc dp dung tuong d6i phd bién. Riéng dic trung “van dé”
dugc st dung nhiéu nhat.

BuGc 3:Thu thap cong viin, gidy t& dua vao hé s¢
Thu thap cong vin, gidy & dua vao hd sd 1a khau quan trong,
quyét dinh hinh thanh hé sd.

Khi thu théip vin ban dua vao h sd can luu ¥ cdc diém sau:

-Vin ban thude van dé nao dua vao ding hd so van dé
d6. Tai liéu 1a phim nh, bang ghi 4m, ghi hinh ciing thudc hd
50 nhung cdn dugc bdo quan riéng va ¢6 ghi chi trong hd so 1a
tai liéu nay dé & dau khi cn c6 thé tim ki€m dé rang.

-Vin ban thude hd sd gidi quyét nam nao xép vao nam
do, trit nhiing cong viéc phdi gidi quyét nhiéu nim.Ké& hoach,
du todn, bdo cdo hang nim dugc xEp vao nim ma ndi dung
vin ban dé cip dén, khong k€ chiing duge 14p vao thdi gian
nao va lap dén ngay, thing,nam nao. K& hoach cong tic nhiéu
nim duge x&p vao nim dau, bio cdo tdng két cong tac nhidu
nim dugc x&p vao nim cudi.

Vi du: K€ hoach 5 nim(2000-2005)dugc x€p vao nam 2000.

- MGi vin ban chi dua vio hd so mét ban la ban
chinh,cé chat Iugng t&t nhat. Trudng hgp khéng c6 ban chinh
thi dugc thay bing ban sao c6 gid tri nhut ban chinh.
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[image: image162.jpg]- Khi két thic hd sd.cong viéc cin loai bd nhitng vin
ban tring thita, ban thdo khi di c6 ban chinh(trit nhitng ban
thdo quan trong). C4c van ban c6 thdi han bio quan vinh vién,
1au dai, tam thdi cdn dugc sép x&p hop 1y, khong dé 1in 16n.

BuGc 4: Sip x€p cong viin, gidy ti trong hé s¢

Sdp x&p tht t cong van, gidy t trong hé s nhim c6&
dinh tht ty vin bdn c6 trong hd s6 d€ dam bdo méi lién hée
gilta cdc van bdn va gitp cho viéc tra fim, qun 1y vin ban
trong mot hd sd duge thuin tién.

Vin bin trong h s thudng dudge sip x&p theo cdc cdch sau:

- Sdp x&p theo qud trinh gidi quyét cong viéc: 1a sdp
x&p vin ban theo trinh ty phat sinh, phal trién va két thic cong
viéc. Cdch nay thudng dp dung dé sdp x&p vin ban trong hé so
v& mot sy viéc, mot vu 4n,.

-Sdp x€p theo tht ty thdi gian ciia vn ban: Ia sép xép
vin bdn c6 ngy thdng ban hanh sém 1én trude, ban hanh
mudn x€p sau. Cdch nay thudng 4p dung dé sdp x&p vin ban
trong cdc hé so dude 14p theo cdc dic trung “vin dé”, "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 phuong) . Cach nay thudng dp
dung cho cdc tip don t, tap ban khai c4 nhén, cdc tap bdo cdo
clia cdc dia phuong, ban nganh,..

- Sap x€p theo 8 th ty ciia vin ban: 1a sdp x&p vin
bén ¢6 s6 nhé trude rdi dén s6 16n. Céch nay thudng 4p dung
dé sip xé&p cdc tép wu vin bdn & cdc ¢o quan ban hanh (tap
Iuu quyét dinh, chi thi, bdo cdo,...).
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[image: image163.jpg]- Ngoai ra cdn c6 nhiing cich sdp. x€p khdc nhu: x&p
theo mic d6 quan trong clia céc loai vin ban (nhu quyét dinh,
chi thi, théng bio,...), theo mifc d6 quan trong ciia tac gia vin
ban nhu Chinh phd rdi dén céc Bo,...

Bugc5: K&t thiic hd so

Khi viéc da gidi quyét xong hodc hét nim hanh chinh 12 két
thiic hé so.

Céc khau nghiép vu thyc hién:

-P4nh s6't§ viin ban;

-Ghi myc luc vin ban;

-Viét & két thic.
a.Ddnh s8 t§ viin ban:

Phuong phdp dénh s3 & : mi tJ trong van ban, tai liéu
trong E‘Idn vj‘béo 9uén dl:l 16n hay nhd déu duge danh MOT
SO VAO GOC BEN PHAI, phia trén 3 vin ban, bing chit s&
Ardp ( 1,2,3,..), bing biit chi den, mém (loai 2B, 4B). Khéng
dugc ddnh bing bt muc, biit bi, c¢6 thé ding m4y dap s6 dé
dénh s8't3.

Khi d4dnh s8 t3 can Iuu ¥ mot s& diém sau:

- Pdnh s theo t3, khéng d4nh s6 theo trang;

- Mot hd s0 c6 thé chia thanh nhiéu tap(con goi la don vi bdo
quén) thi vin ban cla mdi tdp dugc ddnh 6 riéng;

- Khi ddnh s8 cho mdt hé sd xong, néu ¢6 s6t mot s& t thi cdc
13 s6t, t3 bS sung dugc duge dénh s tring véi s trude d6 va
kém theo chif a,b,c,...(Vi du: 10a,10b,10c,...);
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[image: image164.jpg]- N&u c6 4nh di kém hd so thi bd 4nh vao phong bi va ddnh s§
ngoai bi hojc ghi s§ vao mat sau ciia 4nh. Mot t gidy ddn
nhiéu dnh dugc dénh s6 nhy mot t& van ban.
b.Ghi muc luc vin ban

Muc Iyc vin bin 12 ban thong ké ¢6 hé thong cdc van
bén trong mot hd 50 y theo méu in s&n ngay trén céc trang bia
clia hd so.

Muc Iyc van ban chi 14p cho nhitng hd s0 ¢6 thi han
bdo quin vinh vién va lau dai.
Muc luc vin ban duge Cuc Iuu trit Nha nuée quy dinh nhu sau:

Hinh 7.18.Muc luc viin ban

MUCLUC VAN BAN

5 TRICH
SO-KY | NGAY, | TAC YEU 6

5 Y GHI
STT | HIEU | THANG | GIA NOI P
VB VB VB DUNG 0 cHy
VB
Ol e e el e el ao

Ngay....thing....ndm 2005
Nguwi lgp
Ngudn: Tai liéu (8), trang 58.
163





*
[image: image165.jpg]¢.Vi€tt& két thic cho nhitng hd s¢ quan trong theo miu:

TO KET THOC

Ho 50 s

5%

Hd sd nay g

Ngay...thdng....nam........

Ngutdi 13p
Viét 15 ho tén va ky tén

Buéc 6:Viét bia hd s¢

MB&i hd so cdn c6 mot bia dé tién cho viéc tra tim va
bio quin. Bia dudc lam bing loai gidy mau sdng, ciing, dai,
nh&n va viét khong bi nhoé muc.

Bia hd so ¢6 kich thude 320 X 500 mm. Bia dugc gap
d6i, hai nifa bing nhau. Bia dugc trinh bay theo Quyét dinh
$0:42/KHKT ngay 8/6/1992 ciia Cuc luu tri¥ Nha nudc ban
hanh tiéu chudn c4p nganh.
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[image: image166.jpg]Hinh 8.17. MAu trinh bay bia hé sd7

TEN CO QUAN CHU QUAN
TEN PON VI

-..dén ngay..)
........ 1o

Phéng sg........ < Thdi han bdo quan:.

Ngudn : Tai ligu (8), trang 60.
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[image: image167.jpg]Trang 1: trinh bay mit ngoai cia bia. Pudng vién dé 1& cho 4
chiéu 12:tr4i 40 mm, phai 20 mm, trén 30 mm, dudi 25 mm.
Céch ghi :

-Tén co quan: Ghi diing tén trong vin bén thanh lap, chi¥ to,
nét dim

-Pon vi t8 chitc: Ghi tén don vi t chifc ¢6 hd sd, chit nhé hon.
Vidu:

CUC LUU TRU NHA NUGC

Phong t6 chitc lao ddng tién lvong

-Tir“ HO SO “ duge in sin trén bia,phia dui d& ghi tiéu dé
hd so

Du6i tiéu dé hd so ghi ngay thang bit ddu va ngay thang két
thiic ciia hd sd.

-Vin ban trong hé so dugde sip xép theo thi ty thdi gian Y
ngay thdng bit ddu (1 ngay..) 1a ngay thdng clia vin ban ddu
tién trong hd sd, ngay thdng két thic (dén ngay..) 1a ngay
thang ctia vin ban x&p cudi cling trong hd sd.

-S6 luogng t3: Ghi st vin ban trong muyc luc van ban.

-Phin “Phéng s8..” , “Muc luc s6..”, “H3 sd s6.."s& do phong
Iuu trit ¢d quan, doanh nghiép ghi khi hd so dugc giao ndp vao
Tuu trir.

-Thdi han bdo quan: Cin cif vao thdi han bdo quan trong danh
muc hé so dé ghi: vinh vién, lau dai, tam th&i.

7.4.2.5. Giao nip tai liéu vao luu trit hi¢n hanh cia
co quan, t8 chiic
- Trdch nhiém ctia don vi, cd nhan trong cd quan, t3 chifc:
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[image: image168.jpg]+ Céc don vi, c4 nhén trong cd quan, t§ chic phai giao ndp
nhitng hé so, tai liéu c6 gid tri Iwu trit vao luu trit hién hanh
ciia cd quan theo thdi han quy dinh.

+ Trudng hgp cdc don vi cd nhan cin nhiing hd so, tai liéu da
d€n han ndp luu thi phai 14p danh muc giti v& cho luu trit hién
hanh clia cd quan, 3 chic nhung thay déi thdi han nép luu trit
phéi khong qué 2 nam.

+ Moi cdn bg, cong chuc, vién chifc trude khi nghi huu théi
viéc hay chuyén cong tdc déu phai giao lai hd so, tai liéu cho
don vi hay ngudi k& nhiém.

-Thdi gian giao ndp tai liéu vao Iuu trif hién hanh duge quy
dinh nhu sau:

+ Tai liéu hanh chinh: sau 1 nam k& tir khi cong viéc két thiic;
+ Tai liéu nghién ctu khoa hoc, ting dung khoa hoc va cong
nghé: sau 1 ndm k€ tf ndm cong trinh duge nghiém thu chinh
thife;

+ Tai lidu xay dyng cd ban: sau 3 thdang ké tif khi cong trinh
dugc quyét toan;

+ Tai ligu dnh, phim dién 4nh; micro phim; tai ligu ghi 4m, ghi
hinh va tai li¢u khdc: sau 3 thang tir khi cong viéc két thiic.
~Thi tuc giao ndp:

Khi giao ngp tai liéu phdi 1ap 2 ban “Muc ghi hd so, tai
ndp luwu” va 2 ban “Bién bdn giao nhén tai liéu” don vi hodc
cd

nhén giao ndp tai liéu luu trit hién hanh cda cd quan, t3 chiic
gilt m&i loai 1 ban. .

' 167





*
[image: image169.jpg]Hinh 7.19.Muc luc hé s¢ ndp lun trit

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Déc1ap - Ty do - Hanh phic

MUC LUC HO SO NOP LUU
NAm...

Ngay
S6'va e Tiéu thang . .
STT | ky hi¢u | S;‘l,‘;"ag déhs | bicadu | o S8 - th.'
hé so s¢ | vaker |'WOnEtS) chd

thic
Tdng cong ban muc lyc nay c6:.............. hd sd (bao gdm......

..hé 50 (....don vi bdo quan)
wthd 80 (....don vi bdo

dan vi bdo quan) trong d6 c6:.
c6 thoi han bdo quén vinh vién,
quan) c6 thdi han bdo quén lau dai.

Ngay..thing..nam... Ngay..thing..nam...
Ho tén, chifc vy, chi¥ ky ciia ngudsi ~ Ho tén, chic vy, chit ky ciia
phu trich LTCQ nhin HS nép Ivu  ngudi phy tréch don vi c6 hé s

Ngudn: Tai liéu (8), trang 68.
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[image: image170.jpg]CAUHOION TAP

1. Céc van ban quy pham phép luat vé cong téc vin thu ?

2. Khdi niém cong tdc van thu ? Yéu cdu, ¥ nghia cla cdng tdc
vin thu ?

3. Qudn Iy vin ban dén, van ban di? Nguyén tic, quy trinh ?

4. Quén Iy va sit dung con ddu? Nguyén tic dong diu ?

5. Cong tac 1ap hd so: Khdi niém hé so, phén loai hd s, nhiing
yéu cdu khi 1ap hé so ?

6. C4c bude cin tién hanh khi 18p danh myc hd so va 13p hd so
hién hanh ?
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[image: image171.jpg]Chuong 8

KY THUAT SOAN THAO VAN BAN
HANH CHINH

8.LLKHAI NIEM CO BAN VE VAN BAN
8.1.1.Kh4i niém viin ban
@.Kh4i niém viin bén theo nghia hep

Vin ban Ia cdc tai liéu, gify td..duge hinh thanh
trong qud trinh hoat dong ctia cd quan, doanh nghiép. Bao
g6m céc chi thi, théng tw, nghi quyét, nghi dinh, dé 4n cong
téc, bdo cdo, don tir... Ngay nay khdi niém nay dugc ding mot
céch rong rai trong hoat dong quin ly,diéu hanh & cdc cd
quan, doanh nghiép.
@.Khdi niém vin ban theo nghia rong

Viin ban 1a vat mang tin dugc ghi biing ky hi¢u hay
ghi biing ngdn ngd. Vi du bia d4, cAu déi & dinh chiia, chic
thy, téc phdm van hoc nghé thudt, cong trinh khoa hoc k§
thudt, cong vin, gidy t3, khdu hiéu, bang ghi am.& cic co
quan, doanh nghiép.

$.2.HINH THUC VAN BAN

Piéu 4 Nghi dinh cia Chinh phii s6: 110/2004/ND-CP
vé cong tac van thit cho biét: cdc hinh thic vin ban hinh thanh
trong céc hoat dong ctia cd quan, t chic bao gom:

- Vin bén quy pham phép luat;
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[image: image172.jpg]- Vin bdn hanh chinh;

- Van bdn chuyén nganh;

- Vin bén cda t§ chic chinh tri, t§ chic chinh tri-xa

hoi;
8.2.1.Viin ban quy pham phép luat

Vin ban quy pham phép luat la nhitng “ Vin ban do
céc cd quan nha nude 6 thim quyén ban hanh theo thi tuc,
trinh ty, lujt dinh, trong d6 ¢6 cdc quy tic xi sy chung nhim
diéu chinh cic quan hé xa hoi theo dinh huéng xa héi chi
nghia”.

Vin bén quy pham phdp luat theo Thong tu lién tich s6°
55/2005/TTLT-BNV-VPCP ngay 06 thdng 5 ndm 2005 1a mot
hé théng bao gom:

1. Ludt (Lt);

2. Phédp 1énh (PL);

3.Lénh (L);

4. Nghi quyét (NQ);

5. Nghi quyét lién tich (NQLT);

6. Nghi dinh (ND);

7. Quyét dinh (QD);

8. Chi thi (CT);

9. Thong tu (TT);

10. Thong tir lién tich (TTLT).

(1). Ludit: La vin ban duge ban hanh @€ cu thé héa Hign phap
nhim muc dich diéu chinh cdc quan hé xa hoi trong céc linh
vy ddi ndi, d&i ngoai, nhiém vy kinh t& x4 héi, an ninh quéc
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[image: image173.jpg]phong. Quy dinh nhitng van dé quan trong vé 18 chic b méy
va cd quan nha nudc, nhitng vin dé thudc thdm quyén Qudc
hoi. Ludt duge Qudc hoi thong qua va Chi tich nude ky Lénh
cong bo.

(2). Phép lénh: La vin ban c6 gié‘ tri phdp 1y nhu Luat, cu thé
héa nhiing nguyén tdc dugc quy dinh trong Hién phip, quy
dinh nhitng vdn dé dugc Qudc hdi giao, sau mot thdi gian thyc
hién trinh Quéc hdi xem xét quyét dinh ban hanh thanh luat.
Phép 1énh do Uy ban thudng vu Qudc héi thong qua va Chi
tich nuéc ky 1énh cong bd.

(3). Lénh: Lavin ban ding dé cong bd Hién phép, Luat, Phap
1énh dé téng déng vién hodc dong vién cuc b tinh trang khdn
c4p trong ca nudc hodc tiing dia phuong. DE cong b6 Lénh dic
x4 hodc 4n xd; D& phong cdp ham ngoai giao hoic quin sy
cé(p cao. Lénh do Chd tich nudc ban hanh.

(4). Nghi quyét:La van ban ding dé quyét dinh chii truong,
chinh sdch ciia Chinh phil, thong qua dy dn k& hoach va ngan
sdch nha nudc, phé duyét diéu wdc quéc t& nhan danh Chinh
phii; cu thé héa cdc chuong trinh hoat déng ciia Quéc hdi, Hpi
déng nhan dan va Uy ban nhan dan; thong qua y kién két lugn
tai cdc ky hop ciia cdc co quan qudn Iy nha nude. Nghi quyét do
Quéc héi, Chinh phii, Hpi ddng nhan dan cdc cdp ban hanh.
(5). Nghi quyét lién tich: La Nghi quyét do cdc cd quan nha
nude c6 thim quyén ket hop ban hanh, thdng nh4t ¥ kién trong
qud trinh tham gia quén 1y nha nudc. Thim quyén ban hanh
cdc vin ban lién tich gém c6: Thi trudng cic BY, cd quan
ngang By, Cdc t3 chitc chinh tri- xa hoi cdp trung wong c6
thim quyén . !

(6). Nghi dinh: La van bin quy dinh chi tiét thi hanh Lugt,
Nghi quyét ciia Quéc hdi, Phdp lénh, Nghi quyét ciia Uy ban
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[image: image174.jpg]thuomg vu Quéc hoi, Lénh, Quyét dinh ciia Chii tich nudc; quy
dinh nhiém vu quyén han, 18 chitc bé mdy ciia cdc co quan nha
nudc & cdp trung wong; quy dinh nhitng vin dé cdp thiét nhung
chua xay dung thanh Lugt, Phap lénh.Nghi dinh do Chinh phii
ban hanh.

(7). Quyét dinh: La vin ban diing d€ quy dinh hay dinh ra ch&
4% chinh sich trong pham vi cla co quan cé thim quyén(
Chinh pht, B9, Uy ban nhén dan tinh, thanh ph, quén, huyén)
diéu chinh nhitg cong viéc vé 6 chic nhan sy thudc thim
quyén clia cd quan hanh phép.

(8). Chi thi: La vin bdn dung dé truyén dat chi truong, quy
dinh cdc bién phdp chi dao, don d6c, phdi hop va kiém tra
hoat dong ciia cdc bo phan.

(9). Thong tu: Lavin ban ding dé hudng din, gidi thich cdc
Nghi quyét, Nghi dinh ciia Chinh phil, Quyét dinh, Chi thi cia
Thid twéng Chinh phi hodc huéng dén thuc hién nhing quy
dinh vé quan 1y thudc nganh, Tinh vic do B, cd quan ngang
B phu trdch.

(10). Thong tu lién tich: Trong trudng hgp Céc BY, cd quan
ngang BJ, cd quan thugc Chinh phi ciing phdi hgp véi nhau
hogc phdi hgp v6i mét cd quan trung wong clia doan thé nhan
dan dé quy dinh chi ti€t hoic hudng dén thyc hién cac quy
dinh ciia Chinh phi, Thii twong Chinh phd.

8.2.2.Viin ban hanh chinh

La nhimg van ban dugc hinh thanh trong qua trinh hoat
dong hanh chinh cta co quan, doanh nghiép.

bay la nhitng vin bin mang tinh thong tin quy pham
nhim thyc thi cdc van ban quy pham phap luat, hodc diing dé
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[image: image175.jpg]thye hién cdc tic nghiép hanh chinh trong hoat dong ctlia céc
cd quan quén 1y hanh chinh nha nudc, céc 8 chitc khic.
Hg¢ thdng viin bin hanh chinh bao gém cdc loai:

- Vin ban hanh chinh c4 biét;

- Vin ban hanh chinh théng thudng ¢6 tén goi;

- Vin ban hanh chinh thong thudng khéng c6 tén goi.
Theo Théng t lién tich s& 55/2005/TTLT-BNV-VPCP ngay
06/5/2005 vin ban hanh chinh gém c6:

1. Quyét dinh (cé bigt) (QD);

2. Chi thi (c4 biét) (CT);

3. Théng cdo (TC);

4. Thong bdo (TB);

5. Chuong trinh (CT);

6. K& Hoach (KH);

7. Phuong dn (PA);

8.Pé 4n (DA);

9. Bdo cdo (BC);

10. Bién bén (BB);

11. TS trinh (TTr);

12. Hop dong (HP);

13. Céng dién (CP);

14. Gidy chifng nhan (CN);

15. Gifly dy nhiém (UN);

16. Gidy mdi (GM);

17. Gidy gidi thidu (GT);

18. Gidy nghi phép (NP);
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[image: image176.jpg]19. Gidy di dudng (BD);
20. Gidy bién nhan (BN);
21. Phi€u gti (PG);

22. Phiéu chuyén (PC);

a.Viin ban hanh chinh c4 biét

C6 mot s6 vin ban ¢6 hinh thic nhv céc van bin quy pham
phdp luat nhung chi d€ giai quy&t mot van dé cd biét, mot dsi
tugng c4 biét thi dudc goi 12 vin bin quy pham c4 biét hay vin
ban c4 biét.

(1).Quy#t dinh (ca biét): La loai vin ban ding d& quy dinh
cdc van dé vé ché o, chinh sdch, t6 chic bo mdy, nhan sy va
gidi quy&t nhitng van dé khdc dui hinh thic 4p dung cdc vin
ban quy pham phdp luat. Viéc dp dung nay chi dudc thye hién
mdt 1an cho mot c4 nhan, mot su viéc hay mot van dé cu thé.
Chil thé ban hanh quyét dinh 1a Thii trudng cdc ¢ quan qudn
Iy nha nudc (Thi tuéng, Bo trudng, hodc Thii trudng cd quan
ngang by, UBND céc cdp), Thil trudng céc cd quan hanh chinh
su nghiép, Thi trudng cdc doanh nghiép.

(2).Chi thi (cé biét): La loai vin ban dung dé gidi quyét
nhifng cong viéc mang tinh chat c4 biét clia cc cd quan quin
1y nha nudc. Chi thi cd biét do Thii twéng, BG trudng, va Thi
trudng co quan ngang b ban hanh.

b.Viin bin hanh chinh théng thudng cé tén goi

(3).Théng cdo: La hinh thic van bén cia co quan nha nude cao
nhdt diing d€ cong bo'vdi nhan dén vé mot quyét dinh, mot sy
kién quan trong.
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[image: image177.jpg](4).Théng bdo: La hinh thic vin ban clia mét t3 chic hoic co
quan ding dé thdng tin cho cd quan, t§ chic cap dudi hodc
ngang cdp vé tinh hinh hoat dong hodc mot van de khac dé
biét, dé thyc hién.

(5).Chuong trinh: La hinh thic vin bin ding d€ trinh bay dy
ki€n vé nhitng hoat dong trong thdi gian nhét dinh.

(6).K€& hoach céng tdc (dé 4n cdng tdc): La hinh thifc vin
ban nhim trinh bay c6 hé thong dyf ki€n vé& viéc 18 chic thyc
hién nhiém vy cong tic hoic mot cong viéc trong mot thoi
gian nhat dinh. _

(7).Phuiong dn: La logi vin bdn néu dy kién vé cdch thic, trinh
ty tién hanh céng viéc trong hoan canh, diéu kién nhdt dinh.
(8).Dé 4n: La hinh thifc van ban ding d€ tiinh bay hé thong ¥
ki€n vé mot viéc can lam, cin néu ra d€ thio ludn, thong qua,
xin ¥ ki€n.

(9).Bdo cdo: La hinh thitc vin ban gii cho cap trén dé tudng
trinh hodc xin ¥ ki€n vé mét (mot s8) van dé, vu viéc nhat
dinh d€ so ke, tdng két cong tic di qua hodc du kién sdp téi
clia mot cd quan, t3 chitc hodc dé trinh bay mot van dé, sy
viéc, mét dé tai trde hdi nghi, trude mot (hay nhidu) cd quan
¢6 trach nhiém.

(10).Bién ban: La hinh thic vin ban dé ghi lai mét phén hay
day dii dién bién, két qud cda hdi nghi, mot cude hop hoic ghi
lai nhitng vu viéc xdy ra c6 xdc nhén cla duong sy va cia
ngudi Iam ching lién quan dén vu viéc d6.

(11).T¢ trinh: La hinh thic vén bdn dé xuét véi cdp trén phé
chudn mét chd truong, phudng 4n cong tdc, mot chinh sdch,ché
9, tiéu chuin, dinh muc, hodc sita di, bs sung ché d chinh
sdch.

176




*
[image: image178.jpg](12).Hgp déng: La hinh thitc vin bin dung d€ ghi lai két qua
da dugc thda thudn giita cdc co quan v6i nhau, giita cd quan
v6i cd nhan v& mot viée no d6, trong d6 ghi 15 quyén Igi va
nghia vu clia cdc bén ky hop déng phai thuc hién va c4c bién
phdp xtt 1y khi cdc bén khong thie hién hop déng.

(13).Céng dién: La hinh thitc vin ban ding dé théng tin hoic
truyén dat ménh Iénh ciia t8 chie hoac ciia ngudi c6 thin
quyén trong nhifng trudng hgp khn cap.

(14).Gidy chiing nh4n: L hinh thitc van bdn ding dé cap cho
cdn b6 cong nhén vién di lién h¢, giao dich dé thyc hién
nhiém vu duge giao hodc gidi quyét cic céng viéc cin thigt
ctia ban than.

(15).Gidy iy nhi¢m: Lavan bén ding d€ ghi nhn su théa
thudn gitta ngudi cé quyén (hodc ngudi dai dién theo phdp lugt)
va ngudi duge dy nhiém. Theo dé nguoi duge iy nhiém thyc
hién quyén hodc nghia vy thay cho nguvi c6 quyén.

(16).Gi&y mdi: La hinh thic vén ban ding dé moi dai dién
clia ¢o quan, hoic c4 nhin tham du mét cong viée nao d6.
(17).Gidy gidi thigu: Lalogi van bén ding d€ cdp cho can b,
nhan vién lién hé giao dich, 8idi quyét cdc nhigm vu dugc giao
khi di cong tdc.

(18).Gidy nghi phép: La hinh thic van ban ding dé cdp cho
cdn b6 cong nhan vién khi dudc nghi phép xa noi cdng tdc,
dang dé thay gidy di dudng va 1am can cit dé thanh téan tién
di dudng.

(19).Gidy di duong: La hinh thite vén bén cap cho cdc ¢4 nhan
khi dugc ctt di cong tdc dung d€ tinh tién phy cdp trong théi
gian di cong téc.
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[image: image179.jpg](20).Gidy bién nhdn hé so: La logi van bén ding dé xdc nhan
56 lugng va logi hd so, gidy 1o do co quan hodc cd nhan khdc
gui dén.

(21).Phiéu gdi: La hinh thic vin bdn kém theo vin ban di
(cong van di). Ngudi nhdn vin ban c6 nhiém vu ky xdc nhan
vao phi€u gii va gii trd lai cho co quan gii. Py 1a bing
chifng cho viéc giii vin ban di.

(22).Phiéu chuyén: La logi van ban ding dé chuyén hé so, tai
liéu ciia co quan, 18 chikc, don vi, cd nhdn dén bg phan khdc dé
1iép tuc gidi quyét.

c.Vin bin hanh chinh théng thudng khong c6 tén goi
(Cong vin)

La loai vin bin ding d& lam phuong tién giao dich
hanh chinh giita cdc cd quan, doanh nghiép, hodc gilta co
quan, doanh nghiép véi cong dan. Pham vi st dung clia cong
vin rit rong, lién quan dén céc linh vyc, hoat dong thudng
xuyén cia cd quan, doanh nghiép.

Dua vao ndi dung cong vin chiing ta ¢6 céc loai sau:

- Coéng van mdi hop;

- Cong vin chit van, yéu cdu, ki€n nghi, d& nghi;

- Cong vin trd 13i (phic ddp);

- Cong vin hudng din;

- Cong vin gidi thich;

- Cong vin dén ddc, nhic nhd;

- Cong van chi dao;

- Cong van cdm on,..
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[image: image180.jpg]8.2.3.Viin ban chuyén nganh

Céc hinh thic cla vin bén chuyén nganh do B6 trudng,
Thi trudng cd quan quan 1y nganh quy dinh sau khi thda
thudn, théng nhat véi BY trudng Bo Noi vu.

8.2.4.Vin ban ciia t§ chifc chinh tri, t§ chic chinh

Cdc hinh thic van ban cla 3 chic chinh tri, t§ chic
chinh tri-xa hdi do ngudi diing diu cd quan Trung wong cia (S
chiic chinh tri -xa hoi quy dinh.

8.3.YRU CAU VE THE THOC CUA VAN BAN

8.3.1.Khii ni¢m thé thic viin bdn

Thé thifc ciia vin ban 12 nhitng y&u t6 hinh thic va ndi
dung ¢6 tinh b6 cyc da dugc thé ché héa. Cac y&u 16 thé thitc
ty theo tinh chat ciia mi loai van bin ma 6 thé dude bs tri
theo nhitng md hinh k&t cdu khdc nhau tao thanh cd ciu vin
ban.

Co cilu vin bin duge hidu 1a b8 cuc cac phan, céc ¥,
cdc cdu va cdc y&u & hinh thic lién két véi nhau theo chi dé
nhit dinh nhim tao nén chinh thé thong nhét clia vin ban.
8.3.2.C4c y&u t& thé thifc vin ban

8.3.2.1.Thé thiic ciia vin bén quy pham phdp luét va
van ban hanh chinh .

Diéu 5 Nghi Dinh cia Chinh-phii s6:110/2004/ND-CP
vé cong téc van thu cho biét: thé thdc vin bin quy pham phdp
luft va vdn ban hanh chinh bao gdm céc thanh phén sau:
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[image: image181.jpg]- Quéc hiéu;

- Tén cd quan, t§ chiic ban hanh vin ban;

- 88, ky hiéu clia vin ban;

- Dia danh va ngay, thdng, nim ban hanh vin bén;

- Tén loai va trich y&u ndi dung ciia vin ban;

- N6i dung vin bén;

- Chitc vu, ho tén va chit ky cla ngudi c6 thim quyén;

- D4u ciia cd quan, t6 chic;

- Noi nhén;

- D4u chi mifc d§ mat, d6 khdn, mat(dsi véi nhiing vin

ban mit, khin).

D3 v6i cong vin, cong dién, gidy gidi thiéu, gidy mai,
phi€u ghi, phiéu chuyén, ngoai céc thanh phin dugc quy dinh
trén, c6 thé bé sung dia chi cd quan, t6 chuic; dia chi E-mail, s&
dién thoai, s6 Telex, s6 Fax.

8.3.2.2.Th# thitc va ky thudt trinh bay ciia vin bén
chuyén nganh

Do B¢ trudng quan 1y nganh quy dinh sau khi théa
thudn, thong nhat véi BO trudng Bo Noi vu.

8.3.2.3.Thé thiic viin bén ciia (6 chitc chinh tri, 6
chiic chinh tri-xa hoi

Do ngudi diing diu cd quan Trung uong ciia t8 chic
chinh tri-xa hoi quy dinh.
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[image: image182.jpg]8.3.2.4.Thé thitc va kJ thudt trinh bay vin ban trao
déi véi cdc co quan, 18 chic hodc cd nhén nuée
ngoai

Thuc hién theo théng 1& qudc t&.

8.3.3. K¥ thuat trinh bay vin ban

Nhing quy dinh cy thé vé thé thic va k§ thudt trinh
bay vin bidn duge hudng dén theo Théng tu lién tich s6:
55/2005/TTLT/BNV-VPCP ciia B Noi vu va Van phong
Chinh phi.

Ky thudt trinh bay vin bin bao gdm: Kh§ gidy, kiéu
trinh bay, dinh 1€, ddnh s6 trang, phong chif trinh bay vin bn
a.Khd gidy
- Vin ban quy pham phép lut va vin ban hanh chinh dugc
trinh bay trén khd gidy A4 (210mm .297mm).

- Cdc loai van ban nhu: Gidy gidi thi¢u, gidy bién nhan hé sd,
phiu gii, phi€u chuyén c6 thé duge trinh bay trén khd gidy
A5 (148mm . 210mm) hodc trén gidy miu in sén.

b.Kiéu trinh bay

- Vin ban quy pham phdp luat va vin ban hanh chinh duge
trinh bay theo chiéu dai ciia trang gidy khd A4.

- Trudng hop ndi dung cla vin ban ¢6 cic bang, biéu nhung
khong dugc lam thanh cdc phu luc riéng thi van ban c6 thé
dugc trinh bay theo chiéu rong cila trang gidy.

c.Dinh Ié trang vin bén (461 véi khd giay A4)

- Trang mdt trudc:
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[image: image183.jpg]+ Lé trén (top): = cdchmép réntix 20 -25mm.
+ Lé dudi (bottom):cdch mép dudi tir 20 — 25mm.
+ Lé trdi (insize): cdch mép trditit 30 -35mm.
+ L& phdi (outsize): cdch mép phdi tir 15-20 mm.
- Trang mdt sau:
+ Lé trén (top):  cdchmép trén tix 20 -25mm.
+ Lé dudi (bottom):cdch mép dudi tix 20 -25mm.
+ Lé trdi (insize): cdch mép trdi tit  15-20mm.
+ Lé phdi (outsize): cdch mép phdi tit 30 ~35mm.
a.Pdnh so trang viin ban
- Né&u vin ban c6 mét trang thi khong cdn dénh s6.

- Né&u vin béan c6 tif hai trang trd 1én, phdi ddnh s6 trang vin

ban. Céch trinh bay dudc quy dinh nhu sau:
+ Kiéu s0: stt dung s8 Arap (1, 2, 3,..).

+ Vi trf ddnh 8 trang: ngay chinh gifta 1€ trén cda van
ban(phdn header), hodc tai géc phdi, & cudi trang
giay(phan footer) bing véi ¢d chif trinh bay ndi dung,

kiéu chi¥ ding. .
e.Phong chi trinh bay vin ban

Phong chi¥ si dung d€ trinh bay vin ban phai la cdc
phong chif tiéng Viét véi kiéu chit chan phuong, ddm bao tinh
trang trong, nghiém tiic cla vin ban. P&i véi nhing vén ban
dung d€ trao ddi thong tin dién t¥ giffa cc ¢ quan, t8 chifc
phéi st dung phong chi¥ clia bo mé ky tf ti€ng Viét(phong chit
ti€ng Viét Unicode) theo tiéu chuin Viét Nam TCVN

6909:2001.
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[image: image184.jpg]8.3.4. Noi dung va ky thuit trinh bay cic thanh
phén thé thiic ciia vin ban
(1). QUOC HIEU

Qudc hiéu 1a tén nuéc va ché d6 chinh tri clia Nha
nudc. Quéc hiéu gdm 2 dong chit:"Cong hda xa hoi chii nghia
Viét Nam” va “Pdc 1ap-Tu do-Hanh phiic”.
Qué'c hi¢u duge trinh bay tai 6 s& 1 (phu luc II Thong tw
lién tich so: 55/2005/TTLT-BNV-VPCP).
-Dong trén: chif in hoa, c8 chit 12-13, kiéu chit ding, in dam.
-Dong duGizchi in thudng, 3 chit 13-14, kiéu chi ding, in
dam.
Phia du6i c6 dudng ké ngang, nét lién, c6 d6 dai bing do dai
cia dong chir.

CONG HOA XA HOI CHU NGHIA VI
Poc lap - Ty do — Hanh phic

NAM

(2). TEN CO QUAN, TG CHUC BAN HANH VAN BAN
Tén ctia ¢ quan, td chic ban hanh vin ban va tén

ciia cd quan, td chic chii quin c4p trén tryc ti€p (n€u cé),

trinh bay tai 6 s§'2 . ;

- Tén clia ¢d quan, t§ chic chi quén cdp trén, truc ti€p duge

trinh bay biing chi¥ in hoa, ¢3 chi tif 12-13, kiéu chi¥ ding.

- Tén cilia cd quan, t§ chifc ban hanh vin bdn phai dugc ghi

d4y di tén goi chinh thic nhu trong quyé&t dinh thanh 14p; duge

trinh bay b?mg chit in hoa, ¢3 chif tir 12-13, kiéu chit ding, in
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[image: image185.jpg]dam, phia du6i c6 dudng ké ngang, nét lién, c6 dé dai bing tir
1/3 dén 1/2 d6 dai clia dong chif va dat can di so vGi dong
chit.

Vi du: Tén co quan, t3 chic ban hanh vin ban:

QUGC HOI BO NOI VU
UY BAN NHAN DAN UY BAN NHAN DAN

THANH PHO HO CHI MINH QUAN BA PINH
-Tén clia cd quan, 8 chic ban hanh vin bén(trudng hop c6 co
quan, t§ chitc cht quén c4p trén trfc tiép ):

BO GIAO DUC VA PAO TAO
TRUGNG PAI HOC KINH TE TP.HCM

53 GIA0 DUC VA PAO TAO
THANH PHO HO CHI MINH
TRUONG PTTH LE HONG PHONG
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[image: image186.jpg]UY BAN NHAN DAN
THANH PHG HO CHI MINH
S6 KE HOACH VA PAU TU

(3).80, KY HIEU CUA VAN BAN

56 va ky hiéu vin ban gitip cho viéc vio 6, tim kiém vin ban
dugc dé dang.

a. 86, ky hi¢u ciia viin ban quy pham phap luat

- S8 ctia vin bin quy pham phép luit: Bao gém sG thit o
diang ky, duge ddnh theo tiing loai vin ban do co quan ban
hanh trong 1 ndm va nim ban hanh vin bin dé. S§ dugc ghi
bing chit s& Ardp; dugc dnh thi e lién tuc tir s6 01 bit diu
tlr ngay 01 thing 01 ddu nim, keét thic vao ngay ngay 31
thdng 12 mdi nim. Nam ban hanh phéi ghi dy dii cdc s6. Vi
du: 2008, 2009.

- Ky hi¢u ciéia vin ban quy pham phap luat: Bao gdm chir
Vi€t tdt tén loai van ban theo Béng chit vi€t tit tén loai van
bin va bin sao - phu luc I-Théng tr lién tich s&-
55/2005/TTLT-BNV-VPCP va chif viét tit tén cg quan hogc
chifc danh nha nuéc(Chi tich nuée, Thi tuéng chinh phi) ban
hanh vin ban.

S8, ky hiéu ciia van ban quy pham phdp luat do Hoi dong
nhan dan, Uy ban nhan dan ban hanh dudc thyc hién theo quy
dinh tai Diéu 7 cta Luat Ban hanh vin ban quy pham phap
‘lujt cla HOi déng nhin dan, Uy ban nhian dan s6-
31/2004/QH11 ngay 03 thang 12 ndm 2004.
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[image: image187.jpg]b. S8, ky hiéu ctia vin ban hanh chinh

- 86 cilia viin ban hanh chinh la: 58 tht ty déing ky vin ban do
G quan, t§ chic ban hanh trong 1 nam. Tay theo tdng s6 vin
ban va sd lugng mdi loai vin bin hanh chinh dwge ban hanh
cdc cd quan, t§ chic quy dinh cu thé viéc ding ky va dénh s’
vin ban. S§ dudc ghi bing chif s& Ardp; dugc danh th ty lién
tuc tir s 01 bit ddu tir ngay 01 thang 01 ddu nim, két thic
vao ngay ngdy 31 thdng 12 mdi nim.

- Ky hi¢u ctia viin ban hanh chinh:
+ Ky hiéu ctia quyét dinh(cd biét), chi thi(c4 biét) va ciia cdc
hinh thifc vin ban cé tén loai khic bao gdm chit viét tdt tén
loai vin ban theo Badng chit vi€t tit tén loai vin ban va ban
sao-phy luc I-Théng tu lién tich s&: 55/2005/TTLT-BNV-
VPCP va chf viét tit tén cd quan, t§ chifc hodc chifc danh nha
nudc ban hanh vin ban.
+ Ky hiéu ciia cong vin bao gdm chi¥ viét tit tén cd quan, t§
chifc hodc chifc danh nha nue ban hanh cong vin va chif viét
tit tén don vi soan thdo hodc chi tri soan thdo cong van d6.
Vidu:
- Cong vdn cia Chinh phi do Vu Hanh chinh Vin phong
Chinh phi soan thio: S3: ../CP-HC.
- Cong vin clia Thd twéng Chinh phi do Vu Vin xd Vin
phong Chinh phd soan théo: S&: ./TTg-VX
- Cong vin clia B6 Xy dung do Cuc Quédn ly nha Bo Xay
dung soan thio: S&: ../BXD-QLN.

Chit viél tdt tén cd quan, t§ chiic ban hanh vin ban va
chit viét tit tén cdc don vi trong mdi co quan, t§ chic phai
dugc quy dinh cu thé, bio ddm ngin gon, dé hi€u.
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[image: image188.jpg]S6, ky hiéu ciia viin ban trinh bay tai 6 s6 3.
Tit “s&” dugc trinh bay bling chif in thuding, ky hiéu bing chit
in hoa, ¢8 chif 13, kiéu chi¥ ding; sau tit “s3” ¢6 diu hai chim;
giffa 6, nim ban hanh va ky hiéu vin bin c6 ddu gach chéo
(/); gitta cdc nhém chit viét tit trong ky hiéu van ban cé diu
gach ndi, khong c6 cdch chi (-).
Vidu:

- Vin béan $6: 110/2004/NDP-CP;

- Vin ban s8: 55/2005/TTLT-BNV-VPCP;

- Vin bén s6: 99/QD-FPT;

- Vin ban s5: 199/FPT-VP.

(4). PIA DANH VA NGAY, THANG, NAM BAN HANH
VANBAN
a. Pia danh:

Pia danh ghi trén vin ban 1a tén goi chinh thifc cia don
vi hanh chinh(tén riéng ctia tinh, thanh phd tryc thudc Trung
uong; huyén, quan, thi xd, thanh ph¢ thudc tinh; xa, phudng,
thi trin) noi cd quan, t3 chifc déng tru s&; d6i véi nhitng don vi
hanh chinh dugc dit tén theo tén ngudi hodc bing chif s thi
phai ghi tén goi ddy du clia don vi hanh chinh d6, cu thé:
- Pia danh ghi trén vin ban clia cd quan, 5 chic Trung uong 1a
tén ciia tinh, thanh phd thudc ndi cd quan, t6 chic déng tru sd.
Vi du:Vin bén clia B6 Gido duc va dao tao ¢6 tru s tai thanh
phS Ha Ni, dia danh 1a: Ha Noi.
- Pia danh ghi trén van ban clia cd quan, t3 chic cap tinh:
+ D6i v6i cdc thanh phd tryc thudc Trung uong: 1a tén cia
thanh phd tryc thude Trung uong.

187




*
[image: image189.jpg]Vi du:Vin bén ciia Uy ban nhan dan thanh ph& HS Chi Minh
va clia cdc s8, ban, nganh thudc thinh phd, dia danh 1a:Thanh
ph6 Hé Chi Minh.

+ D6i vdi cdc tinh: 12 tén cla thi x4, thinh phd thude tinh hodc
clia huyén noi co quan, t§ chitc déng try 3.

Vi du: Van bén cda Uy ban nhan dan tinh Lim Péng va clia
cdc 58, ban, nganh thudc tinh(c6 try s tai thanh phd Pa Lat),
dia danh 1a:Pa Lat.

+Dia danh ghi wén vin ban ciia cdc cd quan, t§ chifc cdp
huyén 12 tén cla huyén, quén, thi x4, thanh ph& thudc tinh.

Vi du: Vin bin cda Uy ban nhan dan quanl,(thanh phd Hé
Chi Minh) va ciia cdc phdng ban thudc quin c6 dia danh la:
quén 1.

+Vin ban ciia Uy ban nhan dén thi xa Tan An(tinh Long An)
va clia cdc phong ban thudc thi xi c6 dia danh 1a: T4n An.
+Vin bdn cla Uy ban nhan dan thanh phd Bién Hoa(tinh
Pdng Nai) va ciia cdc phong ban thudc thanh phd ¢6 dia danh
la: Bién Hoa.

+Dja danh ghi trén vin bdn clia Hoi dong nhan dan, Uy ban
nhén dén va cia cédc t6 chic cdp xa 1a tén clia xa, phudng, thi
tran d6.

Vi du: Vin bdn ciia Uy ban nhan din x4 Kim Lién(huyén
Nam Pan, tinh Nghé An) c6 dia danh 1a: Kim lién

- Dia danh ghi trén vin bin clia cdc co quan, t6 chic va don vi
vil trang nhén dan thudc pham vi qudn 1y cda Bo Quéc phong
dugc thyc hién theo quy dinh clia phap luat va quy dinh cu thé
cua B6 Quéc phong.

b.Ngay, thing, nim ban hanh viin ban
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[image: image190.jpg]-Ngay, thdng, nim ban hanh vin bin quy pham phdp luit do
Qudc héi, Uy ban thudng vy Quéc hoi, Hoi dong nhan dén ban
hanh la: ngay, thing, nam vin ban dugc théng qua.

-Ngay, thdng, ndm ban hanh vin bin quy pham phép luat khéc
Vva vin bdn hanh chinh 1a ngay, thdng, ndm vin ban duge ky
ban hanh.

-Ngay, thdng, ndm ban hanh vin ban phéi dugc viét ddy di:
ngdy ... thdng ... ndm ..; cdc s& chi ngay, thdng, nim ding chit
A ap; d6i véi nhiing s3 chi ngdy nhd hon 10 va thang 1, 2
phdi ghi thém s6 0 & trude.

Pia danh va ngay, thing, nim ban hanh viin ban: trinh bay
tai 6 s6' 4; bing chit in thudng, ¢§ chi¥ ti 13-14, ki€u chit in
nghiéng; sau dia danh ¢6 dau phdy. Vi du:

Tp.HS Chi Minh, ngay 09 thing 02 ndm 2009

(5).TEN LOAI VA TRiCH YEU NOIDUNG VAN BAN

a.Tén loai vin bdn:

La tén ciia ting loai vin ban do co quan, t3 chiic ban
hanh. Khi ban hanh vin ban quy pham phdp luat va vin bin
hanh chinh, déu phéi ghi tén loai, trir cdng vin.
b.Trich y&u ndi dung vin ban

La mét cau ngdn gon, hodic mdt cum t, phan 4nh khai
qudt ndi dung chd y&u ciia vin ban.

-Tén loai va trich y&u ndi dung ciia cdc loai viin ban cé ghi
tén loai dugc trinh bay tai 6 sé 5a; tén loai vin ban (nghi
dinh, quyét dinh, k& hoach, bdo cdo, t trinh va cdc loai van
ban khic) dugc dat can giita (can d6i & gitta dong) bling chit in
hoa, ¢8 chit tit 14-15, kiéu chit difng, in ddm;
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[image: image191.jpg]Trich y&u n6i dung van ban dugc dit cin giita, ngay dusi tén
loai vin ban, bing chif in thudng, c3 chit 14, kidu chit ding, in
dém; bén dudi trich y&u c6 dudng ké ngang, nét lién , c6 do
dai bing tir 1/3-1/2 d6 dai clia dong chif va dit can ddi so véi
dong chit. Vi du:

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUGNG PATHOC
KINH TE TPHCM Doc 14p -Ty do -Hanh phiic

$6: 77/QD-PHKTTP.HCM
Tp.Ho Chi Minh, ngdy ... thdng ... nam 200...

QUYET PINH CUA HIEU TRUGNG
TRUONG PAI HOC KINH TE TP.HCM
V& vigc ting bac luong

-Trich y&u néi dung céng vin dugc trinh bay tai & sé 5b,
sau chif viét tit “V/v” (vé viéc) biing chif in thudng, ¢3 chif tr
12-13, kiéu chit ding.

Vi du:

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
TRUONG PATHOC
KINH TE TP.HCM Doc lap -Ty do -Hanh phic

S5 8$/DHKTTP.HCM-VP
V/v thi chuyén ngach céng chitc

Tp.H3 Chi Minh, ngay ... thang ... ndm 200...
Kinh giii: Ban t§ chifc cdn bo b gido duc va dao tao
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[image: image192.jpg](6).NOI DUNG VAN BAN
a.Ni dung vin ban:

La thanh phan chi y&u ciia mot vin bén, trong d6 cdc
quy pham phép luét (d5i v6i vin bin quy pham phap luit), cic
quy dinh dugc dat ra; cdc van dé, su viéc dugc trinh bay.

Noi dung van bdn phai ddm bdo cdc yéu ciu co ban sau:

- Phil hdp véi hinh thifc vin ban dudc sit dung;

- Phit hop v6i dudng 164, chi truong, chinh sich cia Ping; phit
hdp véi quy dinh cta luat phap;

- Cédc quy pham phép lugt, cdc quy dinh hay cdc vin dé, sy
viéc phdi dudc trinh bay ngdn, gon, chinh xac;

- Sit dung ngdn ngi¥ viét, cich dién dat don gidn, d& hiéu;

- Ding ti ngit phé thong, khong ding tir dia phuong va tif ngit
nudc ngoai néu khong thuc sy cin thist. DS véi thudt ngit
chuyén mén can x4c dinh 16 ndi dung thi phdi dugc gidi thich
trong vin ban;

- Khéng viét tdt nhiing ti¥, cum tir khéng thong dung. D&i véi
nhiing tlY, cum tir dugc st dung nhiéu lin trong van ban thi ¢
thé viét tit nhung cac chir viét tdt 1dn diu ciia t¥, cum tif phai
dudc dat trong ngodc don ngay sau tiY, cum tiY d6;

- Viéc viét hoa dugc thyc hién theo quy tic chinh ta ti€ng
Viét;

- Khi vién dén lan ddu van ban c6 lién quan, phii ghi ddy di
tén loai, trich y&u ndi dung vin ban; s6, ky hiéu vin ban;
ngay, thing, ndm ban hanh vin ban va tén cg quan, t§ chic
ban hanh vin ban (trir trudng hop déi vdi Iuat va phdp 1énh);
trong d6 cdc lin vién din ti€p theo, c6 thé ghi tén loai va sg,
ky hiéu cla vin ban do.

191





*
[image: image193.jpg]b.B& cuc ciia viin ban

- Ty theo thé loai va noi dung, vin ban c6 thé ¢ phén cin c
phip 1y d€ ban hanh. Phdn mé dau va c6 thé dugc bs cyc theo
phén chuong, muc, diéu, khoén, diém hoic dugc chia thanh
cdc phan tif 16n d&n nhé theo mot trinh tu nhat dinh.

Vin bén quy pham phap luat 6 th€ duge b6 cuc nhu sau:
- B& cuc ctia ludt, phdp 1énh dugc thuc hién theo Piéu 27 ciia
ludt Ban hanh vin bén quy pham phap luit nim 1996, sita dgi
b3 sung nam 2002.
- Vin bdn quy pham phdp luat khdc nhu :
+ Nghi quyét: Theo diéu, khodn, di€m hoic theo khoan, 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, khodn, diém; cic quy ché(quy dinh)
ban hanh kém theo quyét dinh: Theo chuong, muc, diéu,
khodn, diém.
+ Chi thi: Theo khoan, diém.
+ Thong t: Theo muc, khoan, diém.
-Vin ban hanh chinh ¢6 thé dugc b cuc nhu sau:
+ Quyét dinh(cd biét):théo diéu, khoan, diém; cic quy
ché&(quy dinh)ban hanh kém theo quyét dinh; Theo chuong,
muc, diéu, khoan, diém.
+ Chi thi(cd biét): theo khoan, diém.
+ Céc hinh thifc van ban hanh chinh khéc: theo phan, chuong,
muc, khodn, di€m.

- Noi dung viin b:;n dugc trinh bay tai 6 &' 6.
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[image: image194.jpg]Phin ndi dung(vin ban)dudc trinh bay bing chi¥ in
thudng, cd chif tir 13-14; khi xudng dong, chit ddu dong c6 thé
Ibi vao tir 1-1.27cm(1defaulttab);khodng cich gilfa cdc doan
vin (paragraph)dat t6i thiéu 6 pt; khodng cich giita cac dong
hay cdch dong(line spacing)chon t8i thiu tr cdc dong
don(single line spacing) hodc tir 15 pt (exaclty line spacing)
rd 1én.

DGi véi nhitng van ban quy pham phdp luat va vin ban
hanh chinh ¢6 phin can cif phdp 1y d€ ban hanh thi sau m&i
can cif phii xudng dong, cudi dong c6 ddu chdm phdy, riéng
cén cif cudi ciing két thiic bing dau phdy.

(7). CHUC VU, HO TEN VA CHU KY CUA NGUOI €O
THAM QUYEN
a. Quy dinh vé viéc ky vin ban

3 cic cd quan, 8 chic lam viéc theo ch& d6 thi
trudng, ngudi ding ddu cd quan, t8 chiie ¢6 thim quyén ky tat
cd cdc van bin. Thong thudng, thi trudng cd quan, 8 chic
phéi ky cdc vin ban c6 ndi dung quan trong nhu: chinh sich,
ché& d9, chuong trinh hanh dong, chi truong k€ hoach cong tac;
nhiing bdo cdo, cong vin xXin chi thi cap trén, thong t, chi thi,
chi dao cong tc gii cdp dudi, cdc gidy 1 vé quan hé cong tac
v6i cdc cd quan khdc ¢6 tinh chat quan trong.

Tay theo quy md va phuong phap quin ly cda nha linh
dao, thi trudng ¢ quan ¢6 thé dy quyén cho cdn bd phu trach
dudi minh mét cdp ky nhitng vin ban ma phdp ludt quy dinh
phi do thi trudng cd quan ky. Viéc dy quyén phéi 1ap thanh
vin ban va quy dinh thdi han iy quyén. Ngudi duge dy quyén
khong duge dy quyén lai.
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[image: image195.jpg]Ngudi ky vin ban phai chiu trach nhiém vé vin bin
minh da ky. Vin ban do ngudi khong ¢6 thdm quyén ky khong
¢6 gid tri. Cd quan, cd nhan dugc van ban loai nay cin gii trd
ngay cho ¢d quan phdt hanh vin ban. Ngudi ky vin ban trai
phép lut thy theo mifc d6 néng, nhe, ¢6 thé bi phé binh, khién
trdch, ky luat hodc bi truy t8 theo quy dinh ciia phép Iuat.

b. Quy dinh vé hinh thitc d€ ky:

-Ky¥ truc ti€p: La thi trudng hodc ngudi dai dién theo phdp
lut elia co qan, t3 chifc tryc ti€p ky vin ban. Trong trudng hgp
nay phéi ghi ro chifc vu ciia ngudi ky.

-Trudng hop ky thay mit tap thé thi phdi ghi chit viét
t4t”TM. ” vio trudc tén tap thé lanh dao hoic tén cd quan, t&
chifc.Vi du:

TM. HOI DONG CHU TICH
BO TRUGNG BO XAY DUNG
Nguyé&n Vin Anh

-Trudng hgp ky thay ngudi ding diu cd quan, td chic thi
phai ghi chit viét it “KT.” vao trude chic vu clia ngudi ding
dAu. KT I hinh thic ky dudc 4p dung khi ngudi ding ddu co
quan, 18 chifc ¢6 thé giao cho cdp phé clia minh ky thay cdc
van ban thudc céc linh vic dige phan cong phu trach. Vi du:

KT.HIEU TRUONG
PHO HIEU TRUGNG
Nguyé&n Thanh Danh
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[image: image196.jpg]-Trudng hgp ky thita Iénh thi phai ghi chif viét tdt “TL.” vao
trude chie vy clia ngudi ding ddu cd quan, t8 chitc. TL 12 hinh
thitc ky duge 4p dung trong trudng hop ngudi ding diu co
quan, t§ chifc ¢6 thé giao cho Chanh Vin phong (hay Trudng
phong Hanh chinh), hodc Trudng mot s& don vi ky mot s& loai
vin bén. Viéc giao ky TL phdi dugc quy dinh cu thé trong quy
ch& hoat dong hodc quy ché cong tdc van thy clia cdc ¢d quan,
t8 chite. Vi du:

TL. GIAM POC
TRUGNG PHONG HANH CHINH

-Trudng hop thita Gy quyén thi phdi ghi chi viét tit
“TUQ.”

vao trude chifc vu cda ngudi ding dau co quan, t8 chic. TUQ
1a hinh thifc ky dp dung trong trudng hgp ddc biét, thd trudng
cd quan, t& chiic c6 thé diy quyén cho cdn bd phu trach dudi
thii trudng mot cp ky nhiing vin ban vé nhiing van dé theo
phép luét thi trudng co quan phai ky. Viéc giao ky TUQ phai
duge quy dinh bing vin ban va gidi han trong mot thdi gian
nhét dinh. Ngudi duge dy quyén khong dugc dy quyén lai cho
ngudi khdc ky.Vi du:

TUQ.GIAM POC
TRUGNG PHONG KINH DOANH

-Trudng hp ky quydn“ Q.”: L4 hinh thic ky dugc 4p dung
cho trudng hgp mot cdp phé duge cd quan ¢6 thdm quyén giao
cho thyc hién nhiém vu, quyén han ciia thi trudng cd quan khi
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[image: image197.jpg]thi trudng phéi ving mit trong thdi gian dai hoic cdp phé dé
chua dugce bd nhiém chinh thitc khi khuyét thii trudng. Vi du:

Q.GIAMPOC

¢. Quy dinh chifc vy ngudi ky:

Chifc vu ghi trong van bédn 1a chifc danh lanh dao chinh
thifc clia ngudi k¥ vin bén trong cd quan, t3 chiic; chi ghi chic
danh nhu B§ trung, Thit trudng, Cha tich, Phé chi tich, Gidm
déc, Phé giam déc... khong ghi lai tén cd quan, 3 chic, trit cic
van ban lién tich, van ban do hai hay nhiéu cd quan, t8 chitc
ban hanh; vin bdn ky thita 1énh, thita Gy quyén va nhiing
trudng hop can thiét khdc do cdc cd quan, t3 chifc quy dinh cu
thé.

V& mat gid tri phdp 1y, khi m6t vin ban dugc ban hanh
thi dit ky dusi chic danh thi trudng cd quan hay cip dudi ky
hodc ky thita 1énh déu c6 gid tri nhu nhau.

- Phdi ky ding th&m quyén, ky mot lan & ban duy nhat.

- Khong ky trén gidy nén d€ in thanh nhiéu bin.

- Khéng diing bt chi, myc d3 hay myc d& phai nhat dé ky.

- Khodng cdch tir y&u t§ chic vu ngudi ky dén ho va tén day
dd 12 30 mm.

- Thdm quyén ky Iudn ludén 12 mot khdi thong nhat, khong
dudc trinh bay tach rdi & hai trang khdc nhau.

- D6 v6i vin ban c6 tiY hai thdm quyén ky trd 1én nhu vin ban
lién tich, hop dong, bién ban,.. thdm quyén ky dugc dan déu
sang hai bén, thim quyén ky ciia cd quan, t3 chitc chi tri soan
thao, hodc clia thim quyén cao nhat duge trinh bay trén ciing,
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[image: image198.jpg]bén phéi. Pdng thdi cin phai nhic lai cd quan, 3 chic ban
hanh.Vi du:

T.M HOI BONG QUAN TRI T.M HOI PONG QUAN TRI
TONG CONG TY DET MAY TONG CONG TY THAN
VIET NAM VIET NAM
TONG GIAM PGC TONG GIAM PGC
(k tén, déng diu) (ky tén, déng ddu)
Pham Thi M Nguyé&n Vin A

- Ho va tén ngudi ky: bao gdm ho, tén dém(néu cé)va tén
clia ngudi ky van ban. D6 vdi van bdn quy pham phap ludt va
van bdn hanh chinh, tru6c ho tén ngudi ky, khong ghi hoc
ham, hoc vi va cdc danh hi€u danh dy khc, trit vin ban cia t§
chifc sy nghiép gido duc, y t€, nghién cttu khoa hoc, trong
nhiing trudng hgp can thiét, c6 thé ghi thém hoc ham, hoc vi.
- Quyén han, chifc vu ciia ngudi ky dugc trinh bay tai 6 s6°
7a; chifc vu khdc clia ngudi ky dudgc trinh bay tai 6 s§ 7c; cdc
chit viét tft “TM.” , “KT.” ,”TL” , “TUQ.” , “Q.”, quyén
han va chifc vu clia ngudi ky dude trinh bay bling chi¥ in hoa,
¢3 chi¥ it 13-14, kiéu chit difng, dam.
- Ho tén ctia ngudi ky vin ban va hoc ham, hoc vi (néu c6)
dudgc trinh bay tai 6 s6' 7b; biing chif in thudng, cd chit tir 13-
14, kiéu chit diing, dam.
-Chif k§ ctia ngudi c6 thdim quyén dugc trinh bay tai 6 s6
Te.
(8).DAU CUA CO QUAN, TG CHUC
- Dau ctia ¢o quan, t8 chitc ban hanh vin ban dudc déng ngay
ngdn, 15 rang .
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[image: image199.jpg]- Déng trim 1én 1/3 chit ky, léch vé bén trai.

- D&u dugc dong bing mau dé tuoi, mau quéc ky.

- Khong déng ddu khong chi.

- Ddu phai diing tén cd quan, 8 chifc ban hanh vin ban.

Déu ctia c¢ quan, t8 chitc ban hanh vin ban dugc trinh bay
tai 6 s6'8.

(9).NGI NHAN VAN BAN
Noi nhan x4c nhén nhitng cd quan, (8 chitc, don vi va c4 nhan
nhén vin ban véi myc dich va trich nhiém cy thé nhur:

- D& kiém tra, gidm sét;

- D& xem xét, gidi quyét;

- D€ thi hanh;

- D€ trao d6i cong viéc;

- Pé bdo cdo;

-Péluu.
Ndi nhin ghi ngang hang phén chitky, & géc tréi viin ban.
Noi nhén dugc trinh bay tai 6 s¢'9.
-T “noi nhan” dugc trinh bay trén 1 dong riéng, sau d6 c6
dau hai chim, bing chi in thudng, c3 chi¥ 12, ki€u chit in
NGHIENG, dam.
-Phén liét ké cdc cd quan, 8 chifc, don vi va c4 nhan nhén vin
bén dugc trinh bay béng chi in thudng, ¢3 chi¥ 11, kiéu chi
diing; tén méi cd quan, t§ chiic, don vi va c4 nhan nhan vin
ban dugc trinh bay trén 1 dong riéng, ddu ddng c6 gach ngang,
cudi dong 6’ ddu chdm phdy; riéng dong cudi cing bao gdm
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[image: image200.jpg]chit “luu” sau d6 c6 ddu hai chdm, ti€p theo la chit vi€t tit
“VT” (van thu).

Viduy;

Noi nhin:

-Luu: VT.

(10). DAU CHI MUC PO MAT, KHAN
a. D&u chi d¢ mat:
C6ébadomat:  +TUYET MAT;
+TOIMAT;
+MAT.
- Viéc xdc dinh va déng dau do mat ddi véi van bin c6 ndi
dung bi mét nha nudc dugc thyc hién theo quy dinh ciia phip
Iuét vé bio vé bi mat nha nudc.
- D4u dé mit dugc déng vao 6 s6 10a.
- Myc ding d6ng ddu d6 mat 1a muc dd tuoi.
b. Dau chi mic d¢ khan
Viéc xdc dinh mifc d6 khdn clia vin ban dugc thuc hién:
- Tity theo mifc d6 cin dugc chuyén phét nhanh, vin ban duge
xéc dinh d6 khan theo ba mitc : + HOA TOC;
+ THUQNG KHAN;
+KHAN.
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[image: image201.jpg]- Khi soan thdo vin ban c6 tinh chat khan, don vi hosc c4 nhan
soan thdo vin ban dé xuit mic do khn, trinh ngudi ky van
bén quyét dinh.

- Ddu d¢ khan dugc déng vao 6 s6 10b.

- Con ddu dd khén c6 hinh chif nhat, trén d6, cdc tir “hda téc”,
“thugng khan”, hoic “khdn” dugc trinh bay bing chi in hoa,
¢ chit tir 13-14, kiéu chir ding, dim va dugc dat can dai trong
khung hinh chif nh4t vién don, c6 kich thudc twong ing 1a:
30mm x 8mm; 40mm x 8mm; 20mm x 8mm.

- Muc diing d6ng d&u d6 khdn 1a muc d6 tudi.

11. CAC THANH PHAN THE THUC KHAC

-Cic chi din pham vi luu hanh va thu héi duge trinh bay
tai 6 s6 11.

Céc cum tir “trd lai sau khi hop”, “xem xong trd lai”, “luu
hanh ni b6” , “thu hdi” dugc trinh bay cin ddi trong moét
khung hinh chi¥ nhat vién don, biing chi in hoa, ¢3 chi 13-14,
kiéu chit ding, ddm.

-Chi déin vé dy th3o vin ban dugc trinh bay tai 6 s¢ 12.

Tir “dy thio” hodc cum tif “dy thdo 1in...” dudc trinh bay trong
mdt khung hinh chit nhat vién don, bing chit in hoa, ¢3 chit 13-
14, kiéu chit ding, dam.

-Ky hiéu ngudi ddnh mdy va sé lugng viin ban phét hanh
dugc trinh bay tai 6 s6 13.

Ky hiu bling chit in hoa; s& lugng vin bn bing chit s§ A rép,
& chit 11, ki€u chit ding.

-Pia chi cd quan t3 chdc, dia chi E mail, dia chi trén
mang(Website), s¢' dién thoai, s§ fax dugc trinh bay trang
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[image: image202.jpg]d4u clia viin ban, tai 6 s6 14 bing chif in thudng, ¢3 chit 11-
12, kiéu chit ding, dudi 1 dudng ké nét lién kéo dai hét bé
ngang clia ving trinh bay vin ban.

8.3.5. S¢ @6 bd tri mAu chi trinh bay cdc thanh
phén thé thiic clia viin ban

(Theo phu lyc II va IV Théng tu lién tich s8: 55/2005/TTLT-
BNV-VPCP) ngay 06/5/2005 cda Bo Noi vu va Vin phong
Chinh phtt
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[image: image203.jpg]Phu lyc IT
S0 DO BG TRi CAC THANH PHAN THE THUC VAN BAN

(Trén mot trang gidy khd A4: 210 mm x 297 mm)

(Kém theo Thong tu lién tich s& 55/2005/TTLT- BNV-VPCP ngay
06 thang 5 nam 2005 clia Bo N&i vu va Van phong Chinh phi)

30-35 mm
R o
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[image: image204.jpg]Ghi chi :

0

s6
1

2

3

4
5a

5b
6

Ta, 7b, Tc:

8

9a,9b :

10a

10b :

11
12
13
14

Thanh phan thé thic vin ban

Quéc hidu

Tén co quan, t8 chic ban hanh vin ban
S8, ky hiéu cia vin ban

bia danh va ngay, thdng, ndm ban hanh vin ban
Tén loai va trich yéu ndi dung vén ban

Trich y&u ndi dung cong van hanh chinh
Néi dung vin ban

Chic vy, ho tén va chif ky ciia ngudi 6 thdm quyén
DA4u clia co quan, t6 chic

Noi nhan

Déu chi mic d6 mat

Dau chi mite d9 khén

D4u thu héi va chi dén vé pham vi luu hanh

Chi dan vé dy thao van ban

Ky hiéu ngudi d4nh méy va s§ lugng ban phét hanh
Dia chi cd quan, t§ chic, dia chi E-mail; dia chi
Website; s dién thoai, s& Telex, s6 Fax
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[image: image209.jpg]8.3.6. Yéu vé thé thiic ciia ban sao viin bin
8.3.6.1.Thé thiic bén sao
- Hinh thifc sao bao gém mét trong cédc dong chit:

+7SAO Y BAN CHINH”

+” TRICH SAO”

+ ”SAO LUC”
DPugc trinh bay tai 6 s6” 1(Hinh), biing chi in hoa, ¢3 chi¥
13-14, kiéu chi¥ ditng, dam.
Viéc xdc dinh hinh thic ban sao dugc thuc hién theo quy dinh
tai cdc khodn 4, 5, ‘6 Diéu 2 ctia Nghi dinh 110/2002/NP-CP
ngay 08/4/2004 clia Chinh phd vé cong tdc vin thu.
- Tén cd quan, t8 chiic sao vin ban: 1 tén co quan, t§ chitc
thye hién viéc sao vin ban; dugc trinh bay tai 6 56 2.
- S8, ky hiéu ban sao bao gdm s¢ thif ty dang ky dugc ddnh
chung cho céc loai ban sao do cd quan t§ chiic thyc hién. Chir
Vi€t tit tén loai ban sao theo Bing chi¥ viét tit tén loai vin
ban va bdn sao(theo phu luc I ciia Thong tr lién tich s&:
55/2005/TTLT-BNV-VPCP). S& dugc ghi bing chi¥ s& A rap,
bit dau tir s8 01 vao ngay 01 thang 01 ddu nam va két thic
vao ngay 31 thdng 12 hang nam;
S8, ky hiéu ban sao dugc trinh bay tai 6 s 3.
-Dia danh va ngay,thdng, nim sao dugc trinh bay tai 6s6 4.
- Chiic vy, ho tén va chit ky ctia ngudi c6 th&m quyén dugc
trinh bay tai 6 5a, 5b, 5c.
-D#u ciia cd quan, t§ chifc sao viin ban dugc trinh by tai 6
56 6.

- Noi nhén tai 6 56 7.
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[image: image210.jpg]T4t & cdc ban sao phéi dugc thi thue méi c6 gid tri phdp Iy va
hiéu lyc thi hanh, néu khéng n6 chi c6 gid tri nh tai liéu tham
khéo. C6 thé thi thuc ban sao bling hai hinh thc :

- Sit dung ddu phdp nhén clia cd quan, 5 chic dé thi thuc
nhim muc dich xdc nhan tinh chin thuc va chinh xdc clia ban
s20. Bén sao dudgc thi thyc theo hinh thitc nay dang ding trong
ndi b cd quan hay mot nganh.

- Chifag thuc bin sao tai cdc Phong Cong ching nha nuéc, cdc
Vin phong UBND cic cép. Céc cd quan ndy c6 chic nang thi
thyc mét s6 loai vén ban theo quy dinh ciia phap luat.

8.3.6.2.Ky thudt trinh bay cdc thanh phin thé thitc
bdn sao

Céc thanh phén thé thiic ban sao dugc trinh bay trén
cling mdt trang gidy, ngay sau phin cudi ciing clia viin ban
dugc sao, dudi moi duting ké nét lién, kéo dai hét chidu ngang
ciia ving trinh bay vin ban.

8.3.6.3.80 db bé'tri cdc thanh phén thé thiic va méu

bén sao van bén ¢6 Phy luc 1L, Thong tu lién tich s6:
55/2005/TTLT-BNV-VPCP
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[image: image211.jpg]Phu luc IIT
S0Dd BS TRI CAC THANH PHAN THE THUC BAN SAO VAN BAN
(Trén mot trang gidy khd A4: 210 mm x 297 mm)

(K&m theo Thong tu lién tich s3 55/2005/TTLT- BNV-VPCP ngay
06 thang 5 nam 2005 clia Bd Noi vy va Van phong Chinh phi)

lS-MElm

o

Ghi chi :
Os§, : Thanh phin thé thitc ban sao
1 Hinh thdc sao:0sao y ban chinhd, Otrich

sao0 hodc Osao lucO

2 Tén co quan, t§ chic sao vin ban
3 S6, ky hiéu ban sao
4 . Dia danh va ngay, thang, nim sao
5a, 5b, 5¢: Chiic vy, ho tén va chir ky ciia ngudi c6 thdm quyén
6 ;- D4u clia cd quan, t8 chic
1 Noi nhan
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[image: image212.jpg]84.VAN PHONG NGON NGU HANH CHINH
CONG VU
8.4.1.Khdi niém:

Viin phong ngén ng hanh chinh céng vu la khuén
méu thich hgp € xay dyng Iép viin ban, trong d6 thé hién
vai clia ngudi tham gia giao ti€p trong linh vyc hanh chinh
cdng vu.

Vi du: vai clia nha quan tri, ngudi lam don, ngudi xin thi thuc,
ngudi lam bién ban, ngudsi ky hgp don; ‘at cd nhitng ai tham
gia vao gudng mdy t5 chic, quan ly, diéu hanh cc mat ciia
adi s6ng xa hoi.

8.4.2.Chiic nang

- Chifc ning thong tin;

- Chifc nang phép ly;

- Chifc nang quén ly;

- Chic nang vin hod, xa hdi;

- Chifc néng khdc nhu giao ti€p, thong keé...
8.4.3.Tinh chat -

- Tinh chinh x4c, minh bach;

- Tinh nghiém tic, khdch quan;

- Tinh khu6n miu.
8.4.4.Dic diém

- Céch sit dung t ngf;

- Céch dung cau;

- Phuong phdp luan: dién gidi hoac quy nap.
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[image: image213.jpg]8.4.5.Nhitng yéu cAu vé hanh viin
Thuyc hién theo nguyén tic “5 C™:

- RO rang( Clear);

- Ngin gon( Consise);

- Xdc déng( Crrect);

- Hoan chinh (Complete);

- Lich su (Courteous);
Nhu vdy ngudi viét can cdn trong, lua chon ti¥ ngi, giong diéu
cén thiét, phi hgp, trdnh sif dung nhitng tif nglf ma chinh ban
than minh khon s& phén dng nhu thé ndo trudc nhing 15i 1&
dugc doc.

@. NHUNGYEU CAU VE NGON NGU PHAP LY
- Ngidn gon;
- Khong binh ludn;
- Khong miéu t4, gidi thich;
- Khong lap lai;
- Khong din ching lich sir;
- Khong chic tung, chia sé&;
- Khong lam dung chit viét tit.

8.5. KY THUAT SOAN THAO VAN BAN
8.5.1. Nguyén tiic soan thio viin bin
C6 5 nguyén tic:
-Nbi dung van ban phai hop hi€n , hop phdp;
-Vin bén phéi dugc soan thdo diing thé thic;
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[image: image214.jpg]-Vin bén phdi dugc soan thdo ding thim quyén quy

dinh;

-Vin ban phdi ddm bao tinh kha thi;

-Vin bin phédi dugde trinh bay bing phong cich ngén

ngif hanh chinh céng vu.

(1). Ni dung viin ban phai hgp hién , hgp phép

Vin bén quy pham phdp ludt dugc ban hanh phii c6
ndi dung phit hgp véi Hi€n phép va Luat phap hién hanh.

Vin bin clia ¢d quan nha nude cip dudi ban hanh phai
phit hgp va khong wdi véi quy dinh trong vin ban ciia cdc co
quan nha nude cap trén.

Céc vin ban quy pham phdp luat trdi v6i Hién phdp,
trdi v6i cdc vin bdn Ludt va cdc vin ban clia cd quan nha nude
cdp trén phai dugc cd quan nha nudc ¢6 thim quyén bai bd,
dinh chi viéc thi hanh.

(2). Viin bin phai dugc soan thio diing thé thic

Vin ban phdi ddm bdo diing thé thic nha nuée quy
dinh, néu vin ban khong ding thé thic, vin ban s& khong c6
gié trj phép Iy.

Ciing phdi Iuu y dén thé thifc trinh bay ciia tirng loai
vin ban nhat dinh vi méi loai vin ban cu thé c6 hinh thitc miu
quy dinh.

(3). Vin bin phdi dugc soan thio diing thdm quyén quy
dinh

Di v6i vén ban quy pham phdp luat, thin quyén saon
thdo va ban hanh ctia cdc co quan quan Iy nha nudc da dugc
phan dinh 15 nhim tranh viéc chdng chéo hay bd sét linh vuc
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[image: image215.jpg]cin quan 1y va chic ning cda ting cd quan (Ludt ban hanh
vin ban quy pham phdp luat nim 1997, sira dbi nam 2002).

DGi v6i vin ban hanh chinh théng thudng, cdc cd quan,
doanh nghiép déu c6 thé ban hanh d& phuc vu cho cong viéc
quan ly, diéu hanh, giao dich,..Cin lnu ¥ 1a mét co quan,
doanh nghiép khdng thé soan thio va ban hanh mét vin bin
vugt qué thdm quyén hoac khong diing chife ning cta cd quan
da dugc phap luat quy dinh.

(4). Viin ban phai d3m bio tinh kha thi

Néu Ia van ban phép luit thi phdi phtt hop véi ndi dung
va van dé ma linh vyc vin ban d6 diéu chinh.

Mot vin ban chi dé cap dén nhitng van dé c6 lién quan
v6i nhau, cdn nhitng van dé khdc phai dugc soan thio va trinh
bay & mot vin ban khac.

(5). Vin ban phai dugc trinh bay biing phong cdch ngdn
ngif hanh chinh céng vu

Pay 1a phong céch ngdn ngit ding trong linh vyc luit
phdp va quan 1y nha nudc. Khi soan thdo vin bén hanh chinh
n6i chung cdn ddm bdo cdc yéu cdu clia phong cdch nay méi
tao ra cdc vin ban hanh chinh hoan chinh.

8.5.2.Quy trinh soan thdo viin ban hanh chinh
Quy trinh soan thdo van bdn chinh gbm c6 5 bude:

- Buéc chuén bi;

- Budc 1am dan bai va dé cuong;

- Budc viét thanh vin;

- Buéc duyét va ky vin ban;

- Buéc hoan chinh, ban hanh va trién khai vin ban.
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[image: image216.jpg]Budc 1 : Budc chusn bi
- Xdc dinh muc dich clia vin ban: Khi dy dinh ban hanh mot
vin ban, cin xdc dinh 1o vin ban ban hanh cin gidi quyét van
dé g1
- X4c dinh ndi dung va tén loai van ban: X4c dinh van dé cin
trinh bay, tir d6 xdc dinh biéu miu trinh bay ciia vin ban cin
soan thio.
- Xdc dinh dugc d8i tugng nhan vin ban: Xdc dinh duge doi
tugng ma vin ban sé tdc dong dén
- Thu thap va xi ly thong tin:T4p hop théng tin, cin phai lya
chon'nhiing thong tin cin thiét va chinh xdc; loai bd nhitng
thdng tin khdng cén thiét, tring 1ap hodc ¢6 do tin cdy thap.
Buéc 2 : Bude lam dan bai va dé cuong

Dua trén cd sd nhitng thong tin da thu thap dugc va
muc dich ctia vin ban, ngudi soan thio vin bin cin lya chon
céc thong tin d€ dua vao titng phan trong cu tric ciia miu vin,
bdn da Iya chon. Cin chi y sdp xép cdc thong tin bing hinh
thitc t6m tdt nhiing ¥ chinh d€ tao thanh dé cuong.
Budc 3 : Bugc vi€t thanh vin

Dua trén dé cuong theo miu, ngudi soan thio s& tién
hanh vi€t thanh vén tiing phan tf trinh bay tiY thé thic dén noi
dung vin ban.
Vin ban hinh thanh & giai doan nay goi 1a bén thio.
Budc 4: Bude duyét va ky vin ban

Khi van bdn hoan chinh, ngudi soan thio phai trinh bay
lai thanh bén sach s& dé trinh duyét. Bin thio dugc duyét goi
12 ban gdc. Ban gdc la co s& phdp ly dé hinh thanh ban chinh.
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[image: image217.jpg]Khi duyét ban thio thi trudng hodc ngudi dudc thii trudng uy
quyén s& duyét cdc vn dé sau:

- Thdm quyén ban hanh;

- Thé thic ciia vin bén;

- Noi dung vin ban.
Trong van bdn dugc duyét, ngudi duyét phdi ghi y ki€n 4 ngi
dung: duyét, s6 nhan ban d€ ban hanh, ngay duyét, chir ky
ngudi duyét. Vi ui ghi & phia 1€ trdi, dudi s6 va ky hiéu cia
vin ban.
Budc5: Buée hoan chinh, ban hanh va trién khai vin ban.

Cidc cong viéc & giai doan nay do nhan vién vin thu
thuc 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 ddi trung thanh véi ban gdc. Trudc khi trinh ky phai
kiém tra k§ vin ban vé thé thic, vé ndi dung, vé 16i dién
dat(13i chinh t4, 18i ngif phdp).
-Trinh bay vin ban cho truéng phong hodc thi trudng truc ti€p
kiém tra va ky tit vé& phia bén phai thanh phin thé thic ky
cta ban trinh ky.
-Nhén ban, bdn triinh ky.
-Trinh thi trudng hodc ngudi dude thi trudng uy quyén ky
chinh thifc.
-Déng dau 1én chit ky, ding ky vao sd cong vin di, ghi sd, ky
hiéu va ngay, thdng, niim ban hanh vin ban.
-Chuyén vin bdn dén cdc cd nhan va phong ban c6 lién quan
trong ni b va bén ngoai co quan, doanh nghiép.
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[image: image218.jpg]-Sau khi vdn ban da dugc trién khai, cin ¢6 k& hoach theo doi
viéc t3 chitc thyc hién cla cdc bd phan dé kip thdi diéu chinh
cho phit hgp véi thyc t€, rit kinh nghiém trong viéc ban hanh
vin bdn mdi.

8.6. SOAN THAO MOT SO LOAI VAN BAN
HANH CHINH THONG DUNG

8.6.1. Soan thdo quyét dinh

8.6.1.1. Khdi ni¢m vé quyét dinh

Quyét dinh la loai hinh vin ban diing d€ quy dinh
hay dinh ra ch& d9, chinh sdch (quy&t dinh quy pham phédp
luat) hodic d4p dung ch& do chinh sdch mét 14n cho mot doi
tugng cu thé (quy€t dinh hanh chinh c4 biét).
8.6.1.2. Phéin logi
C6 2 loai:

- Quyét dinh quy pham phdp luit;

- Quyét dinh hanh chinh c4 biét.

a. Quyét dinh quy pham phdp luat:

La quyét dinh ban hanh nhitng quy dinh vé& chd truong,
thé 1&, nhiém vu, quyén han t6 chic bo mdy.
b. Quyé&t dinh hanh chinh c4 biét:

La quyét dinh ban hanh quy dinh vé& t§ chifc va diéu
chinh hoat dong clia-cd quan, don vi trong viéc chip hanh luat.
Thudng duge cd quan ban hanh trong céc trudng hgp sau :

- Quyét dinh ban hanh cdc ch€ do chinh sdch trong cd quan,
don vi nhu ban hanh ch& d6 cong tac, ndi quy hoat dong,..
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[image: image219.jpg]- Quyét dinh vé cong tdc t§ chiic nhan sy, lao dong tién ludng
bao gdm cdc quyét dinh tiép nhan,ting luong, ky ludt cho thdi
viéc, b3 nhiém, diéu déng cdn bd, nhan vién ...
- Quyét dinh vé viéc thuc hién céc quy dinh trong quan 1y sdn
xudt, kinh doanh,quan 1y tai sin nhu thanh ly, kiém k&, cap
phat vat t @i sdn...
8.6.1.3. Th@m quyén ban hanh quyét dinh
- P&i véi quyét dinh quy pham phdp luit, thim quyén dugc
quy dinh cu thé trong Luat ban hanh vin bdn quy pham phdp
luat ndm 1996, sira d6i nam 2002 .
- D61 v6i quyét dinh dp dung quy pham phap luat, thim quyén
ban hanh cin c tr cich phdp nhdn clia co quan, doanh
nghiép.
8.6.1.4. Npi dung ciia quyét dinh
Nbi dung ctia quy&t dinh ¢6 2 phén:

- Phin cdc cin cif ban hanh quyét dinh;

- Phén n6i dung diéu chinh.
@. Phin cdc cin cif ban hanh quyét dinh
Goém can ctf phap 1y va can e thuc (€.
-Ciin cd phép ly:
Ding d€ ban hanh quyét dinh gé'rn cin cif thdm quyén va can
¢t dp dung.

+ Cin cf thfm quyén: Cin phai dua vao trong quy&t
dinh nhy 1amdt nguyén tic dé chiing minh cho quyén chi thé
phép nhin duge ban hanh vin bdn nhim diéu chinh cdc moi
quan h¢ trong pham vi chifc ning va quyén han ctia minh. Céin
ctt thim quyén duge néu dudi hinh thic quyét dinh thanh lap
co quan, doanh nghiép.
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[image: image220.jpg]+ Cin cf 4p dung: La phdn néu co s3 phdp ly s& st
dung trong ndi dung diéu chinh. Mdt quyét dinh néu trdi phap
lujt s& khong c6 gid tri phdp 1y.V1 thé, trong phan cin cif 4p
dung ciia quy&t dinh phai néu cdc van ban quy pham phdp luat
vé ch€ do, chinh sdch c6 lién quan dén ndi dung diéu chinh
ciia quyét dinh nhu cdc loai van ban Luat( Phdp Iénh, Nghi
dinh ctia Chinh phd), thong tu huéng din vé
quyét dinh ban hanh hodc quyét dinh ch€ do chinh sich clia
cd quan cdp b, cdc vin bin khdc clia cdc cd quan quin 1y nha
nudc & cap dia phuong vé nhitng van dé c6 lién quan.

- Cin ctf thuc t&

La nhiing diéu kién bay tinh hinh thuc [ién lam co s&
d€ ban hanh quyét dinh.Phin nay thudng néu cdc van ban nhu:
Cong vin, t3 trinh, dy 4n..cda cdc don vi truc thudc cé lién
quan dén ni dung diéu chinh cda quyét dinh. Ciing c6 thé
thong qua viéc xem xét tinh hinh thyc t& (vé d6i tugng, nhu
cdu va tinh hinh hoat dong cda doanh nghiép) c6 lién quan
dén ddi tugng va hanh vi diéu chinh. Ddi khi quyét dinh ciing
c6 thé dya vao nhifing cd s& thyc t€ ¢6 tinh chit chung chung
dé 1am can ctt thyc t€ (nhu cin cf ning lyc, phdm chat cda cdn
b, va nhu ciu cong tic clia cd quan, doanh nghiép).

Lutu §: M3i cin cf phép 1y va thyc t€ c6 thé din nhiéu vin
ban lién quan. Khi vién dén, mdi vin ban dugc trinh bay bing
déu gach du dong.

@. Phin ndi dung diéu chinh

Soan thanh cdc diéu khodn khdc nhau thé hién cdc
ménh lénh va cdc yéu cdu ciia co quan, doanh nghiép. S&
lugng cdc diéu phu thudc vao ngi-dung va dGi tugng didu
chinh. Tuy nhién mi quyét dinh phai c6 it nhat 2 diéu: mot
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[image: image221.jpg]diéu trinh bay ndi dung diéu chinh va mét diéu néu diéu
khodn thi hanh.

Cdc diéu clia quyét dinh duge trinh bay ngén, gon, cd
dong va sip x&p theo trinh tyf logic nhat dinh, cu thé nhu sau:
Piéu 1. Phai néu bon ndi dung:

- Hanh vi diéu chinh;

- Péi tugng dugc diéu chinh;

- Mitc d6 diéu chinh;

- Thai gian diéu chinh.

Vidu:
Piéu 1. Nay ting luong/bg nhiém cho ong/ba..

Tir ..dén... k& tiY ngdy..thdng..ndm....
Piéu 2. Néu nhiing vin dé kém theo khi thyc hién diéu chinh.

Diéu 3. Néu diéu khoan thi hanh. Cu thé cin xéc dinh 16 cdc
d6i tugng truc ti€p hodc lién quan c6 trach nhiém thi hanh
quyét dnh biing cdch liét ké chitc danh ciia cdc d6i tugng do.
Vi du:

Diéu 3. Cdc 6ng/ba..(trudng phong hay trudng don vi dé nghi,
trudng cdc phong ban c6 lién quan va d8i tugng dwoc diéu
chinh) chiu trich nhiém thi hanh quyé&t dinh nay.

Vi dul: Mu Quyét dinh chung
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[image: image222.jpg]TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Poe lap - Ty do — Hanh phiic

Pia danh, ngay ... thing... nim...

QUYET PINH

V& viéc ... eee(2).e

THAM QUYEN BAN HANH (1)
3).

-Theo dé nghi ciia.

QUYET PINH:

Piéul....
Diéu 2
Pidu 3. C4c.........chiu trdch nhiémthi hanh quyét dinh nay.

().

Noi nhdn: QUYEN HAN, CHUC VU CUA NGUOI KY
e (ch k¥ tén, dau)

-Lufu: VT. Nguyén Viin A

Ghi chii:

(1). Chir viét tén ¢d quan ban hanh quyét dinh.
(2). Trich y&u i dung quyét dinh.

(3). Cin ctf truc tiép d€ ban hanh quyét dinh.
(4).N5i dung cia quyét dinh.
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[image: image223.jpg]Vi du 2: Miu Quyét dinh thanh 1ap c¢ quan, doanh
nghiép

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Dje 1ép - Ty do - Hanh phiic
S0 ..l QP-. Dia danh, ngay ... thing... nam...

QUYET PINH

V& vige thanh 14p cd quan, doanh nghiép

THAM QUYEN BAN HANH
- Can cu’Quyét dinh s6./.ngay..thing..ndm..cla..vé viéc thinh 14p co
quan, 18 chifc;
- Cin of .(vin bin hudng din cla cd quan c6 thdm quyén)
s6..ngay..thing..nam..
- Céin T8 trinh s5..cia...ngdy..thang..nam..;
- Xét theo dé nghi ciia... ,

QUYET PINH:
Pidu 1. Nay thinh Igp...tryc thud
Piéu 2.Chifc ning nhiém vy cila.
Piéu 3. Co cffu 1§ chitc va nhan st

Diéu 4. Céc Ong/BaTrudng phong TS chitc cén bo, Trudng cac phong ban
¢6 lién quan va..chiu trdch nhiém thi hanh quyét dinh nay.

i ngdy..théng. nam....

Noi nhdn: QUYEN HAN,CHUC VU CUA NGUOT K¥
(chi¥ ky, d&u)

-Lutu:VT. Nguyén viin A

222




*
[image: image224.jpg]Vi du 3: MAu Quyét dinh tuyén dung

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Poc lap - Ty do — Hanh phiic
88 :..d QP-..(1)... Dia danh, ngay ... thdng... nam...
QUYET PINH

Vé viéc tuyén dung va phan cong cong tac

GIAM P3C CONG TY.

S

- Ciin cw'quyét dinh sG./..ngdy..thing..nam..cla..
nghiép;

- Can cif van bin s6./.ngly.thing.nim.clia.. vé viéc quy dinh phan
cong, phin cdp vé quan Iy cdn bd;

viéc thanh ldp doanh

- Xét yéu chu cong téc va khi ning cdn b nhin vién;

- Xét dé nghi ctia 6ng Trudng phong TS chife cin bd,

QUYET DINH:
Piéu 1. Tuyén dung Ong/Ba.
téc tai ..k€ tiY ngay...thng...
Piéu 2. Ong/Ba..dugc hudng ..% muc luong khdi di€m clia ngach.ma
$5..hé s6.. va céc khodn phu cAp theo quy dinh ciia phap ludt hién hanh.
Pidu 3. C4c Ong/BaTrudng phong TE chic cin bd, Trudng phong K& todn
tai vu, Trudng don vi (hodc bd phin noi cén b nhin vién dang cong tic)
v Ong/Ba...chju tréch nhiém thi hanh quyét dinh nay.

inh ngay..thing.ndm... qué quin .vé cong
Am....

Noi nhén: QUYEN HAN,CHUC VU CUA NGUOT KY
(chi ky, ddu)
-Luu: VT. Nguyén vin A
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[image: image225.jpg]Vi du 4: Miu Quyét dinh v& viéc nang bac luong
cho cdn by cong nhéan vién

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Dde 19p - Ty do - Hanh phic

(D)cne Dia danh, ngay .. thing... nam...
QUYET PINH

Vé vige ning bic ludng cho can by CNV

GIAM POC CONG TY.

m..cla..vé viéc thanh lip doanh

-Cin cu’quyét dinh s6./.ngdy..thd
nghié,

-Can cit quyét dinh sG./.ngdy. thing..ndm..clia... vé viéc quy dinh phan
cdng. phin cip cin bo cong nhin vié
-Can cif vin bin s6../.ngdy..thing..nam..cla...vé viéc nang luong;
-Xét yéu ciu cong tdc va nang lye cita cin bo cong nhan vién:

-Xét dé nghi cia Hoi dong xét luong,

QUYET PINH:

Piéul.Nay ning bic luong d6i véi Ong/Bi.cin bo (nhan vién)
phong..duge hudng mic luong méi 1. .
Piéu2. Luong mdi ciia Ong/Ba..duge hudng ké tr ngay..thing.nam..va
day 1a mic luong thdi gian 1am cd s& d€ xét luong 1dn sau.

Pidu3. Céc Ong Chinh vin phong (Trudng phong Hanh chinh), Trudng
phong T8 chife can b, Trudng phong K& todn ti vu va Ong/Ba. chiu trich
nhiém thi hanh quy&t dinh ny.

Noi nhén: ! QUYEN HAN,CHUC VU CUA NGUOI KY
(chit k, ddu)
-Luu:VT. B Nguyén vin A
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[image: image226.jpg]Vi du 5: MAu Quyé&t dinh xi& Iy ky ludt cdn bd
nhén vién

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Pjc lap - Tyf do - Hanh phic
S8 tmrd QBreei(D).ren Dia danh, ngay ... thang... nam...
QUYET PINH

V& vige xit 1y ky ludt cdn bd nhan vién

GIAM PGC CONG TY....
- Cin e quyét dinh s6./.ngay. thing..ndm..cia..vé viéc thanh 1ap doanh
nghiép:
- Cin ci .(vin bdn quy dinh ctia cd quan ¢ thim quyén) vé xit Iy k¥ luat
va trich nhlem vit chat déi vdi cong chife( hodc ngum lao dong):

- Xét tinh chit va mic do vi pham cia. Ong/Ba.vé
vige...

- Xét dé nghi ctia 6ng Trudng phong TS chuic cdn bo,

QUYET PINH:
Diéu 1. Nay thi hanh kj lugt Ong/Ba ..gilf trich nhi¢m..bing hinh thitc. ké
tif ngay..thdng..ndm...
Diéu 2. Cic Ong/BaTrudng phong T3 chitc cén b, Trudng cdc phong bar
¢6 lién quan vaOng/Ba...chiu tréch nhiém thi hinh quyét dinh nay.

Noi nhdn: QUYEN HAN,CHUC VU CUA NGUOI KY
(chi¥ ky, dau)
-Luu:VT. % Nguyén viin A
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[image: image227.jpg]Vi dy 6: MAu Quyét dinh v& viéc cho cin b cong
nhén vién thdi viéc

TEN CO'QUAN CHU QUAN. CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Déc 1ip - Ty do — Hanh phiic
86 :.cod QP-.cen(D)..cce Dia danh, ngay ... thang... nam...
QUYET PINH

V& vige cho cén b cong nhan vién théiviée

GIAM POC CONG TY.......

- Can o quyét dinh s3./..ngdy..thing..nim..cia..vé viéc thanh 1ip doanh

nghiép: z
- Can cit vin bin vé viéc quy dinh phin cong. phan cip vé quin Iy cdn bo:
- Xét don xin nghi viéc ciia Ong/B:
- X€ét qud trinh tham gia cdng tdc tif ngdy..thing..nam..;

4n b cong nhan vién don vi.:

- Xét dé nghi clia 6ng Trudng phong T3 chifc cdn bo,
QUYET DINH:

Piéu 1. Nay gidi quy&t cho Ong/Ba..

vi.dugc thdi viée ké tit ngdy..thing..nam....

Diéu 2. Ong/Bix.dutge hudng trg edp thi vise 1a.-thing liong v

phu cip, irg cip(néu ¢6) theo ch€ 6 hi¢n hanh.

Diéu 3. Cic Ong/BaTrudng phong TS chitc cn bd, Trdng phong K& twin

Tai vu. Trudng don vi(hodic b phin ndi cin bd nhin vién dang cong tic) vi

Ong/Ba...chiu trich nhiém thi hanh quy&t dinh nay.

dn b cong nhan vién thude don

Noi nhin: QUYEN HAN,CHU€ VU CUA NGUOT KY
_ (chiT ky, ddu)
Nguyén viin A
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[image: image228.jpg]8.6.2. Soan thio cong vin
8.6.2.1.Khdi ni¢m cong van -

Céng vin 1a hinh thic vin ban khong c6 tén loai cu
thé. La mot loai vin ban hanh chinh dugc diing phé bién trong
cdc co quan, doanh nghiép. Cong van 1a phuong tién giao tiép
chinh thic cia cdc cd quan, doanh nghiép, gifa cdc cd quan,
doanh nghiép véi cong dan. Cong vin c6 ndi dung bao quét
rong rdii, bao gdm tat cd cdc vin dé hoat dong thudng xuyén
clia céc cd quan, doanh nghiép.

Noi dung cdng vin khong chita dung quy pham phép
Iut va nhitng quyét dinh phép luat.
8.6.2.2.Cdc logi cong van hanh chinh
Can ¢t vao ndi dung cong vin dudc chia thanh:

¢« - Cong vin mdi hop;

- Cong vin chit van, yéu cdu, kién nghi, d& nghi;

- Cong vin trd 13 (phic ddp);

- Cong van huéng din;

- Cong vin gidi thich;

- Céng vin doén déc; nhic nhd;

- Cong van chi dao;

- Céng vin cdm on,...
8.6.2.3.Ddc diém ciia cong vin hanh chinh
- Chi thé ban hanh cong van 1a cd quan nha nude, cdc 8 chic,
doanh nghiép c6 phdp nhan, cdn.bg, cong chiic nha nude c6
thdm quyén. - ’

- Cong van hanh chinh phéi tun thd cdc quy dinh vé thé thic,
ndi dung do nha nudc quy dinh.

- Cong van hanh chinh phi thé hi¢n dac trung ciia.vin phong
hanh chinh c6ng vu.
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[image: image229.jpg]- Cong van cén viét ngdn, gon, & rang. Mdi cOng vin thudng
chi néu mot van dé dé tao didu kién cho viéc nghién cifu gidi
quyét.
8.6.2.4.Nji dung ciia cong van hanh chinh
Thong thudng ndi dung cong vin c6 ba phin chinh
- Phin mé& ddu:
Néu rd 1y do, myc dich ctia viéc ban hanh cong van.
- Phdn ndi dung: .

Pugc dién dat bing van xudi véi myc dich thong bdo,
truyén tin. Ty theo van dé cong vin dé cdp dén ma ngudi
soan thdo c6 thé vi€t. thanh mot doan vin hay mot cau dai.
N&u c6 nhiéu van dé can phi trao ddi hoc trd 1i, ngudi soan
thdo c6 thé trinh bay ndi dung bling hé thdng dé muc(dédnh s&
Arap 12,3.)

- Phin két thic:

Trong nhiéu trudng hop két thic chi mang tinh hinh
thitc, nhung ciing rit cin thiét. Néu 1a cong van mdi hop, phan
két thiic thong thudng 1a: “Dé nghi..dén du hop diy dd, ding
i d€ budi hop thu nhiéu két qua...”. Trong mdt s& cong vin
khiéc, phin keét thiic thudng 1a 18i chao tran trong hodc néu yéu
cdu néu cd nhan, cd quan, t§ chitc nhin dugc van ban. Trong
phin ket thic c¢ong vin, ngudi soan thdo can dic biét lvu ¥
dén quan hé vai cdia cdc bén giao tiép bing van ban: giti cho
cd quan cdp trén, gii cho cdc ‘cd quan ngang hang hoac gii
cho c&p dusi d€ lya chon vin phong phu hop.

8.6.2.5.K5 thudt soan thdo m{t sd cong vin
8.6.2.5.1.Cong vian moi hop:
Noi dung cdng vin mdi hop c6 ba phan:
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[image: image230.jpg]_= Phanr-mé.ddu: Néurd 1y do, muc dich ciia cuge hop, hoi nghi.

- Phén noi dung: Néu ndi dung chinh ciia cudc hop, hoi ngh1
> Neu thanh phan tham dy, thdi gian, dia diém.

~Phin két thiic: Ldi yéu cdu, dé nghi cdc dai biéu dén dy ding

i0, ding thanh phin hoic 18i mong ddi sy ¢6 mat cla dai

biéu. .

Vi du: MAu soan thio cdng vin mdi hop °

TEN CO QUAN CHU QUAN  CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Déc l4p ~ Ty do — Hanh phic

DPja danh, ngay ... thang... ném...

Kinh gii:

~tham dy cudc hop

Néu khong tham dy dugc dé nghi Ong/Ba bdo true -....gid, ngy...thang...nam...
theo dia chi .. :

Xin chin thanh cim on.

Noi nhin: QUYEN HAN,CHUC VU CUA NGUSI KY
s (chi¥ky, ddu)

-Luu VT. Nguyén van A

Ghi chui:

(1)Viét tat tén cd quan ban hanh va ban.
(2)Trich y&u néi dung van ban.
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[image: image231.jpg]8.6.2.5.2.Cong van chdt vin, yéu cdu, kién nghi, dé nghi
Noi dung cong vin chit van, yéu ciu, kién nghl d& nghi c6 ba
phin:

-Phdn m& ddu: Néu rd Iy do muc dich ciia viéc chit van; yéu
cdu, kién nghi, dé nghi.

-Phén ndi dung: Néu thyc trang tinh hinh din dén viéc phai dé
xudt, chat van, yéu cau, kién nghi, dé nghi.Néu rd ndi dung cu
thé va thdi han can duge xem xét gidi quyét van dé.

-Phén két thic:
131 cdm on.

Néu sy mong méi duge quan tim gidi quyét va

Vi du: Méu soan thio cong vin dé nghi, ki€n nghi

TEN CO QUAN CHU QUAN -CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Pde lip - Tif do — Hanh phiic

Pia danh, ngay ... thing... nim...

Nhiim o diéu kién thuin Igi cho ching téi trong viéc...(4).....
Hién nay. il(5)....

Viy..(6)..kinh dé nghi..(3)..xem xét va quan tam gidi quyét ,
gitp d3. N&u c6 khé khan dé nghi quy co quan cho chiing 6i
biét kip thdi.
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[image: image232.jpg]Xin chén thanh cdm on.

Noi nhin: QUYEN HAN,CHUC VU CUA NGUGT KY
(chi¥ ky, ddu)
-Luu VT. Nguyén viin A

Ghi chu:

(1)Viét tit tén co quan.

(2)Trich y&u ndi dung.

(3)Tén co quan dugc dé nghi.

(4)Ly do dé nghi, yéu céu.

(5)Néu thyc trang cha v&n dé cdn dé nghi, yéu c4u.Cén viét rd rang, c6
chiing cd, luan giai nhim tao tinh thuét phuc cao.

(6)Tén cd quan dé nghi, yéu cau.

(7)K& hoach dinh thyc hién.

(8)Noi dung cac dé nghi, yéu cdu cy thé.

8.6.2.5.3.Cong van trd 1vi(cong van phiic ddp)

Noi dung cong van trd 18i(cong van phic ddp) gém ¢6 ba
phan:

-Phin m& ddu: ghi 10 trd 13i theo cong vin, s3, ky hiéu, ngay
thdng, nam, cda ai, vé van dé gi.

-Phén ndi dung: Néu nhiing cdu trd 15i tryc tiép timg vin dé
duge yéu cdu. Néu phin nao hodc van dé nao chuwa trd 1o
dugc phai gidi thich rd 1y do vi sao.

-Phan ket thic: Thé hién sy quan tim ciia ngudsi trd 151 d6i véi
ngudi héi (mang tinh xd giao).
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[image: image233.jpg]Vi du: MAu soan thio cdng vin tri 15i(phiic ddp)
Tl}n €O QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN COQUAN Dise 1ip - Ty do - Hanh phiic

vy NEAY .. thdng... ndm...

Kinh glfizcecreeeeenen(d)..c.

Tra 10i(hodc phic ddp) cong vin s0..ngay..clia...(4)...

... ¢6 ¥ ki€n nhu sau:

Trén day 1a § kién trd 13i chinh thic cda ching t6i vé cong vin
s0..clia Quy cd quan. N&u ¢ van dé gi chua rd dé nghi Quy co
quan vui 1dng bdo cho ching t6i duge rd bing viin bdn, ching
151 s& ¢6 bién phdp gidi quyét kip thdi.

Xin chdn thanh cdm on.
Noi nhin: QUYEN HAN,CHUC VU CUA NGUOT KY
s (chiy ky, dau)

-Luu VT, - 'Nguyénviin A

tat tén cd quan.

(2) Trich y&u néi dung.

(3) bia danh.

(4) Tén co quan; t8 chiic, ca nhan dugc phuc dép.
(6) Ni dung phuc ddp.
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[image: image234.jpg]8.6.2.5.4.Cong van dén déc, nhdc nhé

Noi dung cong vin don ddc, nhic nhd c6 ba phin:

-Phin mg ddu: Nhic lai mdt chd truong, mot chinh sich, mot
ké& hoach, mdt quyét dinh, mot vin ban di dugc chi dao dé
thuc hién.

-Phdn ndi dung: Tém tit tinh hinh thuc hién, dé ra bién phap
ti€p tuc thyc hién, nhilng mat con ton tai, giao trach nhiém cho
0 quan don vi cdp dudi ti€p tuc t8 chifc thuc hién va néu thdi
gian thuc hién.

-Phén két thiic: Yéu cdu cd quan, don vi cip dudi khin truong
Kkhai va bio cdo k&t qua cho ban chi dao kiém tra.

Vi du: Méu soan thio céng viin don déc, nhic nhé

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Doclap - Tt do - Hanh phie
L7 P N | PR JSY . ), ngay ... thang... ndm...

V...

4).

l6)...

vé viéc.....

Tuy nhién két qué dat dugc so véi tién do va yéu cau dit ra
* conrtét cham. D6 1a do...(9)...
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[image: image235.jpg]Trude tinh hinh d6, d€ hoan thanh k& hoach dit ra,..(7)..nhdc
nhd cdc...(4)..cdn tép-trung 1am mdt s§ cong viée nhu sau:
(10)...
T nay trd di, ..(4)..dinh ky vao ngay..hang lhang bdo cdo tinh
hinh thyc hién k€ hoach vé.(11)...Cic.. (4)..cin khin truong
trién khai thyc hién cdc nhiém vy di dugc giao.

Trong qud trinh thitc hién'néu c6 khé khin, dé nghi phdn dnh
kip thdi, truc tiép cho..(7)..d€ c6 hudng chi dao va gidi quyét .
Noi nhgn:  QUYEN HAN,CHUC VU CUA NGUOT KY

s i (chi¥ ky, ddu)
-Luu VT. Nguyén vin A
Ghi chu:

(1) Viét tit tén co quan.

(2) Trich y&u néi dung.

(3) Dia danh.

(4) Ténco quan,t§ chic,ca nhan c6 trach nhiem giai quyét chinh.

(5) C6 thé la van ban nao dé khac ciia cép trén lign quan dén van dé
nhéc nhd, dén ddc.

(6) Tén co quan, t8 chuic, doanh nghiép ban hanh céng van nay.

(7) Tén doanh nghiép dugc dén déc.

(8) Noi dung nhitng cong viéc da trién khai.

(9) Nhitng nguyén nhan, Iy do-lam han ch§ thuc hién nhiing nhiem vu dat
ra

(10) Nhiing ngi dung céng viéc phai thc hién sau khi 66 cong van nay.

(11)Tén co quan, doanh nghiép c6 tréch nhigm tng hop.
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[image: image236.jpg]8.6.2.5.5.Cong van huéng dén, gidi thich

Néi dung cong vin hudng dn, giai thich ¢6 ba phan:

-Phin md ddu: Phan tich sd bd ngudn gdc, xuit sit clia chii
truong, chinh sdch, quyét dinh sé dugc hudng dén, gidi thich
trong cong vin.

-Phén n6i dung: Phén tich ¥ nghia tdc dung cla chd truong
chinh sdch dé vé mat kinh t€, xa hoi, chinh tri. Néu rd muc
dich clia chii truong, chinh sdch va cdch 3 chic thyc hién.
-Phdn két thiic: Thé hién sy quan tdm cla don vi minh doi véi
viéc hudng din va gidi thich cong van.

Vi du: Miu soan thio cong vin hudng din, gidi thich

TEN CO QUAN CHU QUAN CONG HOA XA HOI CHU NGHIAVIET NAM
TEN CO QUAN Doc kap - Ty do - Hanh phic

..... A(3)orrey ALY . thiing... niim...

€ viéc ..(7).., trong thdi gian thuc
hién vita qua cho thdy nhiéu quy dinh dugc hi€u khdc nhau va
4p dung khong thong nhdt 1am pht sinh nhiing hau qud ddng
ti€c, do d6..(8)..gidi' thich cy thé mot s§ quy dinh trong vin
ban néu trén nhu sau:

2(9)...
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[image: image237.jpg]Trong qui trinh thyc hién néu ¢6 didu gi con chua 15 hodc con
vuténg mic dé nghi cdc cd quan, don vi phan 4nh biing vin bin
vé..(8)..theo dja chi sau... ..d€ gidi quyét.

Vién ban nay thay thé vin ban gidi thich s5..ngay..cla..(8).......

Noi nhdn: QUYEN HAN,CHUC VU CUA NGUSI KY
(chi¥ ky, dai)

-Luu VT. Nguyén vin A

Ghi chu:

(1)Viét tét tén co quan.

(2)Trich y&u ngi dung..

(3)Tén co quan, t3 chilc, ca nhan dugc phuc dap.
(5)Tén loai, s6 va ky hiéu van ban dugc giai thich.
(6)Téc gia clia vén ban dugc gia thich

(7)Trich y&u clia vén ban dugc gidi thich,

(8)Tén co quan giai thich

(9)N6i dung giai thich:

8.6.3. Soan thao bdo cdo
8.6.3.1.Khdi nié¢m: :

) Bdo cdo 12 vin bin ding € phan 4nh tinh hinh, sy
viée, vu viéc, qud trinh hoat dong cia co quan, don vi, cd
nhin trong mdt khodng thdi gian cu thé, giip cho viée
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[image: image238.jpg]dénh gid tinh hinh thyc t& trong quin Iy,linh dao va aé
xu#t nhitng chi trudng méi cho thich hgp.
8.6.3.2.Yéu cdu ciia bdo cdo

- Bdo cdo phii trung thyc, khach quan, chink xdc;

- Bdo cdo phdi cy thé, trong tam;

- Bdo cdo phdi kip thdi, nhanh chéng.
8.6.3.3.Phén logi bdo cdo

- Bdo cdo cong tic;

- Bdo cdo chuyén dé;

- Bdo cdo chuyén mén;

- Béo cdo'chung;

- Béo cdo thyc té.
8.6.3.4.Phuong phdp soan thdo bdo cdo )
Béo cdo khong ¢ méu trinh bay hay bd cuc nhit dinh. Néu
bdo c40 dugc-vi€t theo miu quy dinh thi ngudi doan thdo chi
c4n thu thip di lidu rdi dién vao chd quy dinh. N&u bdo cdo
khong c6 miu thi phai tién hanh-cdc budc sau:
aBudc chufn bi:
- X4c dinh muc dich ctia bdo cdo theo. yéu cdu cla cé{p trén
hoc do tinh chat ciia cong viéc dang thuc hien quyét dinh

- Thu thip dif liéu can bio cdo

- Sdp xé&p tdng hop cdc di liéu theo mot trat ty nhat dinhdé
dua vao bdo cdo

- Dy kién d4nh gi4 tinh hinh, rdt kinh nghiém, dé xut y kién
1én cdp trén
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[image: image239.jpg]b. Budc vi€'t bdo cdo

- Bédo cdo so két: Kiém diém viéc da lam dugc, chia lam
dudge, wu diém. Khuyét diém, nguyén nhan, nhiing bién phdp
cin c6 aé tiép tuc thuc hién nhiing nhiém vy con lai

- Bdo cdo tdng két: Yéu cdu cling nhv bdo cdo so két nhung
chi ti€t hon, cu thé hon, iﬁng hdp toan bd sy viée, nhiém vy di
hoan thanh hodc chua hoan thanh. Trén cd s& d6 dé ra phudng
hu6ng, nhiém vu cho cong viée sip t6i.

@. Ngi dung ciia bdo cdo:

- Phdn mé ddu: Néu nhing diém chinh vé& chi trudng, cdng
tdc, nhiém vu dugc giao,néu hoan canh thuc hién ( nhitng kho
khan, thun lgi ¢6 dnh hudng chi phi dén két qua thye hién)

- Phin ndi dung: Kiém diém nhifng viéc da lam dugc, chira
1am dugc, nguyén.nhén, danh gid phuong hudng. :

- Phdn két lugn: Néu nhiing muc tiéu, nhiém vy méi, nhitng
bién phdp thuc hién, nhitg ki€n nghi, dé nghi sy gitp d3 hd
trg ctia cdp trén

Véi nhitng bdo cdo quan.trong ngudi du thdo cin dya vao dan
¥ trén @€ vi€t thanh dy thdo bdo cdo , sau d6 16 chitc gop y d€
diéu chinh, sia chita, b3 sung, bién tap hoan chinh réi trinh
lanh dao phé duyét.
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[image: image240.jpg]Vi DU: BIEU MAU BAO CA0 LEN PON VI CAP TREN

PON VI CHU QUAN CONG HOA XA HOI CHU NGHIAVIETNAM
TEN DOANH NGHIEP Péc 1ap - Ty do — Hanh phic

S8....

BAO CAO

Ve viéc,

* Kinh gii

- Dic diém tinh hinh chinh, ly do bdocdo
- Néu nhitng néi dung bdo cdo

- Néu nhitng thuin 1¢i, khé khin

- Néu nhitnh ki€n nghi, dé xuat

Trén trong bdo cdo.

Noi nhén : 3 TRUGNG DON VI BAO CA0
-Nhu trén .
-Lwu VT Ho tén ngudi ky
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[image: image241.jpg]Vi DU : BAO CAO TONG KET CONG TAC NAM CUA
MOT CO QUAN, PON V1

PON VI CHU QUAN > CONG HOA XA HOI CHU NGHIAVIETNAM

TEN DOANH NGHIEP Déclap - Ty do - Hanh phiic
S8 Dija danh, ngay......thdng.....ndm....

BAO CAO

Vé viéc tdng két cong tic nam 200..

1.M¢ ddu B

- Néu nhiing nhiém vy, k€ hoach chinh dugc dé ra phai thuc
hién trong nidm trén cd sd chic ning, nhiém.vu cda co quan,
don vi

- Néu khé khin, thudn ldi trong viéc t8 chie thuc hién nhiém
vu trong nim (chi néu khé khin, thuin 1gichi phéi thuc hién
nhiém vu cong tic da dé ra)

dung
1. Kiém diém nhitng cong viéc di lam duge
- Thong ké nhitng viéc da lam dugc biing chi¥ va s§
- Phan tich, so sdnh két qui da dat dudc so vdi nhiém
vu dude giao
2. Néu nhiing viéc chira‘thuc hién dudc (chua gidi quyét duge)
- Nhifng ton tai thi€u sét chinh
- Nguyén nhan
. 3. Pénh gid két qud
- Panh gid k€t qud cda nhiing viéc da lam duge, chua
lam dugc
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[image: image242.jpg]- Nhitng kinh nghiém nit ra
- Néu dién hinh tién tién (tdp thé, cd nhin) va dé nghi
khen thudng, biéu duong
111.Phuong huéng nhiém vy cda nim sau
- X4c dinh rd muc tiéu can dat dugc
- Nhitng nhiém vu cu thé dé thyc hién muc tiéu da dé ra
- Cdc bién phdp cdn dugc do dung dé thyc hién cdc
nhiém vy
IV.Ki&n nghi 1én cdp trén
Nhiim tao diéu kién hd trg cho viéc thyc hién tot phuong
hu6ng va nhiém vu clia nim sau nhu:
- Dé nghi vé 3 chifc, nhan sy
- Dé nghi vé co ché, chinh sdch
- P& nghi co 5§ vit chat

V.Két luin

Noi nhdn: GIAMPOC

= (Ky tén, déng dau)
-Lwu VT

Ho tén ngudi ky

8.6.4. Soan thdo bién ban
8.6.4.1.Khdi ni¢m

Bién ban 1a vin bin hanh chinh ding d€ ghi chép
lai nhiing sy viéc dd xdy ra hodc dang dién ra d€ lam
ching ¢ phdp Iy vé sau.

241





*
[image: image243.jpg]8.6.4.2.Phén logi
Cin ctf vao tinh chit , I’;ién bén dugc chia thanh cdc loai sau:
- Bién ban hoi nghi, hoi hop:dung d€ ghi chép lai tién trinh 8
chtic, thyc hién héi nghi, hay héi hop.
- Bién ban hanh chinh: ghi chép cdch ti€n hanh mot cong viéc
theo quy. dinh hanh chinh nhu bién bin md dé thi, bién ban
giao nhdn va ban giao, bién ban nghiém thu hgp dong...
- Bién ban ¢6 tinh chat phdp ly: ghi chép nhiing vu viéc ¢6 lién
quan dén phdp ludt nhu bién bdn phién toa, bién bin khim
nghiém ti¥ thi, bién bén tai nan giao thong,...
8.6.4.3.Phuong phdp ghi bién bin
Noi dung clia bién ban thudng gém 3 phén:
@. Phin mé diu:

- Ghi rd thdi gian , dia diém 1ap bién ban;

- Thanh phan tham du.
@. Phén ni dung :

- N€u la bién bdn hoi hop hodc vu viéc dang dién ra,
thi ghi theo tién trinh cda cude hop, hoi nghi, vu viéc do.

da xdy ra, thi mo ta lai hién
nhan ching, duong su hodc

- N&u 1a bién ban vu
truding, ghi chép lai I6i khai ¢
nhén dinh cda nhiing ngudi ¢6 lién quan.

@. Phan két thiic:
- Ghi thdi gian, dia diém ket thiic viéc 1ap bién ban.

- Né&u bién ban dugc doc thong qua nhiing ngudi tham
dyf thi phai ghi 16 rang, hoge né€ bién ban dugc ldp thanh nhiéu
bén thi phéi ghi 16 s6 bdn dugc lap.
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[image: image244.jpg]- Bién ban phdi ¢6 chit ky clia cdn bd 14p bién ban va
chit ky cla chd toa(n€u 1a bién ban hdi hop), hoic tuy theo
tinh chét cia vu viéc, bién ban phdi c6 chit ky cia ngudi dai
dién t3 chic vi pham, chit ky cia ngudi lam chiing, va ngudi bi
hai. S
ViDU: MAU BIEN BAN HOI HOP, HOI NGHI

DON V] CHU QUAN CONG HOA XA HQI CHU NGHIAVIETNAM
TEN DOANH NGHIEP Dgelip - Ty do - Hanh phuc
S6.... Dia danh, ngay.......thdn; an....
BIEN BAN
Hop.

1.Thdi gian hop
- Khai mac..gid..ngdy. thing..nam.....
- Dia diém tai
- Noi dung hop.
2.Thanh phin dy hop

- Thanh vién..cé mat.trén (dng 6

- Téng s& thanh vién tham dy hop.
3. Chd toa ky hop

4.Thu ky cude hop

5. Cdc bdo céo tai cude hop

6. Thio lugn tai cugc hop

7.Két thic ky hop

THU KY CHU TOA
(KY tén) (K t&n, déng dau)
Ndi nhin:

- Ho tén ngui ky
“Luu :VT.
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[image: image245.jpg]Vi DU: MAU BIEN BAN BAN GIAO CONG VIEC

DON VI CHU QUAN CONG HOA XA HOI CHU NGHIAVIETNAM
TEN DOANH NGHIEP Dic lip - Ty do ~ Hanh phic

Bia danh (1), ngay......thang.....ndm....

BIEN BAN
V& viéc ban giao......(2)....

-Cin et quyét dinh s /hiéu..ngay. thing..nam..cla

véviec.
Hom nay, ngay..thing..ndm. lic..gid(3)chinh thitc ban giao cho.

L.Ngi dung bam giao chinh thic gbm cdc muc sau day:
1. V& chitc nang, nhiém vu.
2. V& 18 chic.
3. V& nhiin sy.
4. Vé cd s8 vit chal.
5. Vé hd so, tai liéu luu trit.
ILNhitng viéc khac
1.

5
Bién bin nay dudc 1p thanh..(5)..ban dé giti d&n cdc ndi c6 lién quan nhit
sau:

Bién bin l4p tai.

DAI DIEN BEN GIAQ DAI DIEN BEN NHAN
* (K§ tén, ho va tén) (K tén, ho va tén)
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[image: image246.jpg]Chitng thye(xdc nhin)ctda cd quan(cip) ra quyét dinh ban giao
Dia danh, ngay...thanh..nam...
A{6)...
(KY tén, déng dau)

Ghi chu:
(1). Bia danh.
(2). Trich yéu.
(3). Tén, bo phan, ca nhan ban giao.
(4.)Tén, b phan c4 nhan nhan ban giao.
(5). S& lugng van ban.
(6). Thdm quyén ky.

8.6.5. Soan thio hgp dong
8.6.5.1.Khdi nié¢m

Hop ddng 1a sy thda thuan gita cdc cd nhan, t§ chitc dé
xdc 1ap, thay ddi hay chdm dit quyén va nghfa vu ciia cdc bén
trong mdt quan hé nhat dinh.
8.6.5.2.Di¢u kign ciia hgp dong
Hgp ddng phai c6 4 diéu kién:
-Sy ung thudn: cd s3 ciia hop dong 1a sy ddng ¥, bing long mot
cédch tr nguyén, khong mét ai, mdt co quan, doanh nghiép nao
duge quyén ép budc mdt ddi téc khac phai ky k&t hgp déng véi
minh.
-Niing Iyc: Ngudi ky hop déng phai c6 ddy di ning lyc phap
Iy.

-Déi tugng: cam ket diéu g, viéc gi € lam hoic ban giao.

-Nguyén do: hgp ddng phdi dva trén nhiing nguyén do hagp
phdp, khong dudgc trdi phap ludt, dao dic xa hoi.
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[image: image247.jpg]8.6.5.3.Hiéu lyc ciia hgp dong
Hop ddng 1a sy mong mudh clia hai bén giao udc, rang
budc hai bén cho dén khi nao hai bén thdy khong con mong
mudh ti€p tuc duy tri hodc hgp ddng da duge thyc hién xong
Hop déng la quy udc ctia hai bén, 1a” luft” c¢da hai
bén. Do d6 n€u ¢6 tranh chap thi phii dua vao céc didu khoan
clia hgp ddng hodc theo luit d& phan xit .
8.6.5.4.Phdn logi hop dong
& nudc ta hién nay tén tai ba loai hgp déng:
-Hgp dong dan sy.
-Hgp ddng kinh doanh-thuong mai( hay hop déng kinh
t&).
-Hgp ddng lao dong.

AHQP PONG DAN SU
Nhiing hgp dong nhiim ddp wng nhu cdu sinh hoat, tiéu ding
giffa c4 nhan hay tap thé cdc cd nhan goi 12 hgp ddpng dén sut.
Dic diém cia hop dong dan sy:
-Ch thé 1a moi ¢4 nhan, t3 chitc;
-Muc dl’cl} giao dich: khong cé muc dich loi nhuan(vi du ca nhan
mua xe gan méay dé lam phuong tién di lai).
Hinh thirc hop dbng dan su: C6 thé dugc giao két (thoa thuan)
bang 10i ndi, bang van ban.
Phan loai hgp dong dén sy:
- Hop db
- Hop ddng trao ddi tai sdn;

ng mua bdn tai sdn;

- Hop ddng vay tai'san;
- Hop ddng thué tai sin;
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[image: image248.jpg]- Hop dong muon tai sin;

- Hop déng dich vy;

- Hop déng van chuyén;

- Hop dong gia cong;

- Hop dong giit tai sin;

- Hop déng bio hiém;

- Hgp dong Gy quyén;

- Hop dong vé st dung dat;

- Hop ddng sit dung tac pham;

- Hgp déng chuyén giao cong nghé.
Nbi dung chii yéu ciia hgp dong dan su:
Moi hgp dong dan su dii dudi hinh thifc nao déu phai ddm bio
¢6 nhitng ndi dung chii yéu co ban (duge Bo luat Dan sy quy
dinh tai diéu 402) bao gdm:

- D6i tugng clia hop dong(tai sin gi? Cong viée gi?);

- S& lugng, chat lugng;

- Gid cd, phuong thic thanh todn;

- Thdi han, dia diém, phuong thitc thyc hién hgp déng;

- Quyén va nghia vu clia cdc bén;

- Trich nhiém do vi pham hgp dong;

- Phat vi pham hgp déng.

B.HOP PONG KINH DOANH-THUONG MAI
(con goi 1a hgp déng kinh t&)

Dic diém ciia hgp dong kinh t&:

-Chti thé: C4 nhan, t§ chie ¢6 ding ky kinh doanh.
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[image: image249.jpg]-Muc dich giao dich: déu ¢6 muc dich Igi nhun.
Hinh thic h¢p ddng kinh t&: c6 thé duge giao két(thda
thudn) bing 15i ndi, biing vin ban hodc bing mét hanh vi cu
thé( truée day Phép 1énh hop ddng kinh t& chi cho phép duy
nhét mét hinh thitc 12 hgp déng bling vin ban)
Céc loai hop déng kinh t&:

- Hgp déng mua ban hang héa;

- Hop déng mua ban ngoai thuong;

- Hop ddng tiy thdc xuat nhap khiu;

-- Hop ddng vén chuyén hang héa;

- Hop ddng kinh t& dich vu;

- Hop ddng giao nhén thiu trong xay dung cd bin;

- Hgp ddng gia cong dit hang;

- Hop déng nghién citu khoa hoc, trién khai k thuat;

- Hop déng hop téc kinh doanh;

- Hop dong lién doanh, lién két.
Noi dung chi y&u cla hop déng kinh té&:

V& co ban ndi dung cda hop ddng kinh t& gidng nhu
hop déng déan sy. Tuy nhién do dic thu la hang héa c6 s&
Iugng, khoi lugng 16n nén tinh chat phifc tap hon doi hdi ngoai
cdc ndi dung co ban thi cu thé héa chi tiét cac théa thuin
thudng s& do hai bén ban bac va dwa vao ndi dung clia hgp
ddng nhiéu hon, ddi hdi chit ché, chinh x4c hon.
Vi du ¢6 thé thém cdc ndi dung sau:
- Chit luong, ching loai, quy cdch, tinh dong bd clia sin
phdm, hang héa hodc yéu cdu ky thudt ciia cong viéc;
- Cdc bién phdp bdo dém thuc hién hgp ddng;
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[image: image250.jpg]- Thdi han c6 hiéu Iyc ctia hgp dong;
- Piéu kién nghiém thu, giao nhan.

C.HGP PONG LAO PONG

Hop ddng lao dong 1a su théa thudn gilta ngudi lao
dong va ngudi sif dung lao dong vé viéc lam c6 trd cong, diéu
kién lao dong, quyén va nghia vu ctia m&i bén trong quan hé
lao dong;
Hinh thifc hgp ddng lao dong:
V& hinh thifc, giong nhu hop ddng dan su. Hgp ddng lao dong
c6 thé thyc hién biing vin ban, bing 15i n6i (hgp dong miéng).
Ngi dung chii y&u ciia hgp dong lao déng:
Hgp ddng lao dong khi thda thuan phai c6 nhiing ndi dung chi
yéu sau day:
-Vé cong viéc phai lam:
Phai néu rd cdc hang muc cong viéc cy thé, dic diém, tinh
cht cong viéc va nhitng nhiém vu chd yéu, khdi lugng va chat
Iugng phéi ddm bao.
-Vé thdi gits lam viéc, thdi gi® nghi ngoi:
Phi néu 16 6 gidi 1am viéc hang ngdy, hang tuan theo gid
hanh chinh hay ca, kip..; ngay nghi hang tuin, hing nim; ngay
nghi 1€; viéc lam thém gid..
-Vé tién luong:
Phai néu rd muic luong, céc loai phy cdp, hinh thic trd luong,
cdc loai tién thudng, cdc loai trg cAp, thdi gian trd Iuong, cic
loai phtic 1oi tap thé, diéu kién nang bac ludng, viéc gidi quyét
tién luong va tién tau xe trong nhiing ngay di dudng khi nghi
hang nam.
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[image: image251.jpg]-Vé dia diém viéc lam:

Phdi néu o dia diém cinh thic, lam tai chd, di lam luu dong
xa hay gan, phuong tién di lai, an, & trong thdi gian Iutu dong.
-V& thi han hgp déng:

Phi néu 16 loai hgp dong, ngay bit diu, ngdy két thic hop
ddng.

-Vé diéu kién an toan vé sinh lao dong:

Phai néu rd cdc tiéu chudn an toan vé sinh lao dong, cy thé
trong cong viéc phdi lam, cdc cong viéc phong ho lao dong ma
ngudi lao dong tudn thd va ngudi sit dung lao dong phai dam
bdo cung cdp, tao diéu kién....

-V& bio hiém xa hoi:

Phdi néu r& trach nhiém clia mdi bén trong viéc déng gop, thu
ndp bao hiém xa hoi, quyén, Ii ich cla ngudi lao dong vé bio
hiém xa hoi.

Cic loai hgp dong lao dong:

- Hop déng lao dong khong x4c dinh ky han;

- Hp déng lao dong xdc dinh ky han (ti 1-3 nim);

- Hop ddng lao déng theo mia vu (thdsi han duGi 1 nam).

8.6.5.5. Nji dung ciia hop dong
Hop dong thudng c6 3 phin:
a.Phin ciin ci phap Iy va thuc t&

- Néu nhitng vin ban quy pham phdp ludt lam ¢o 6
phdp 1y cho hgp dong.

- Néu nhitng cin cif thuc € trao ddi gifta cdc chi thé dé
thiét I4p giao k&t 6 tinh chitng ci phdp 1y.
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[image: image252.jpg]b.Phén xéc 1ap chii thé giao két
-Néu titng bén giao két, phan dinh vi tri giao két.

- Néu nhitng thong tin lién quan dén chid thé giao két

(dia chi, chic vy, tai khodn, ma s& thug).
c.Phin ni dung thod thun giao két
Pugc thé hién thong qua cdc diéu, khoan.

8.6.5.6.K7 thudt soan thio mot s logi hop dong
a.MAu h¢p dong mua bdn hang héa

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do — Hanh phiic

HGP PONG MUA BAN HANG HOA
$6:.. HPMB....

Hom nay ngdy..thdng..ndm.....ai..

Chiing t6i gém c6:......
Bén bdn (goi 1a bén A):
- Tén doanh nghiép:
- Dia chi tru sd chinh:.
- Dién thoai..Telex...Fax.
-Tai khodn s
-M4 s& thu€ doanh nghiép....
-Dai dién 1a:Ong/Ba..

ai ngan hang.
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[image: image253.jpg]Bén mua (goi Ia bén B):
-Tén doanh nghiép:

-bién thoai....
-Tai khoén s&:..
-Mi s thué doanh nghié;
-Pai dién 12:0ng/Ba.
-(Gidy ty quyén s6....ngay..thdng..ndm..do...chic vu.ky).

Hai bén thdng nhat thda thuin ndi dung hgp ddng nhu sau:
Piéu 1: Nyi dung cdng viéc giao dich

1.Bén A bén cho bén B sd hang héa sau day:

STT | Tén Pon vi | S& Pon Thanh | Ghi

hang | tinh lwgng | gid tién chi

Cong..

Tdng gid tri (biing chi).

Diéu 2: Gid ca

Pon gid mat hang trén 1a gid (theo vin ban ..(n€u c6)..cla..)

Piéu 3: Cha' lugng va quy cdch hang hod
1.Chalt lugng mit hang ..theo quy dinh......
2.

Piéu 4: Bao bi va ky ma hiéu
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[image: image254.jpg]-Trong lugng c4 bi:...

-Trong lugng tinh...
Piéu 5 : Phuong thic giao nhan
1.Bén A giao hang cho bén B theo lich sau:

2.Phudng tién van chuyén va chi phi van chuyén do bén..chiu.

STT | Tén Pon vi | S& Thoi bia Ghi
hang tinh lugng | gian diém | chi

3.Chi phi boc xEp(mdi bén chiu mdt dau hoic...)
4.Quy dinh lich giao nhan hang héa ma bén mua khong dén
nhéan hang thi phi chiu chi phi luu kho bai 13..déng/ngay. Néu
phuong tién van chuyén bén mua dén ma bén bén khong c6
hang giao thi bén bdn phéi chiu chi phi thyc t& cho viéc diéu
dong phuong tién .
5.Khi nhan hang bén mua c6 trach nhiém kiém tra phdm chat,
quy cdch hang héa tai chd. N&u phét hién hang thi€u hoic
khong ding tiéu chudn chat lugng,..thi 1ap bién bén tai chd,
yéu cdu bén bén xdc nhan. Hang dd ra khéi kho bén ban
khong chiu trach nhiém (trif loai hang ¢6 quy dinh thdi han
bao hanh).

Trudng hop giao nhan hang theo nguyén dai, nguyén
kién, néu bén mua sau khi chd vé kho mdi phdt hién c6 vi
pham thi phai 14p bién ban va goi cd quan kiém tra trung gian
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[image: image255.jpg](VINACONTROL) dén xdc nhan va phdi gii bién ban cho
bén bén trong han.... ngay, tinh tir khi l4p bién bdn. Sau.
ngay néu bén bdn da nhan dugc bién ban ma khong c6 ¥ kién
gi coi nhu da chiu trdch nhiém béi thudng 16 hang d6.

MB&i 16 hang khi giao nhan phdi c6 xdc nhéan chét lugng
bing phi€u hodc bién ban ki€ém nghiém. Khi d€n nhan hang,
ngudi nhan hang phai xuat trinh:

-Gidy gi6i thiéu clia cd quan bén mua;

-Phiéu xuét kho clia co quan bén bén;

-Gidy chiing minh nhén dan.
Diéu 6: Bio hanh va huéng din sit dung hang héa
1.Bén bén ¢6 trach nhiém bdo hanh chat lugng va gid ti st
dung loai hang..cho bén mua trong thdi gian la..thdng.
2.Bén bédn phdi cung cdp di mdi don vi hang héa mot gidy
huéng din sk dung (néu cén).
Piéu 7: Phuong thifc thanh todn
1.Bén A thanh todn cho bén B biing hinh thic..trong thdi gian...
Trong phén thanh todn ghi rd hinh thic thanh todn (bing tién
mit hay chuyén khodn qua ngén hang); vé lich thanh todn nén
dinh 16 thdi gian cy thé, trdnh ghi chung chung.
Piéu 8 : Céc bién phip bdo dam thyc hién hgp déng
Chi ghi ngdn gon cdch thife, hinh thic bdo ddm va phdi 1ap
vin ban riéng, cu thé vé hinh thifc bdo ddm d6.
Piéu 9: Trach nhiém vt chit trong viéc thuc hién hgp
ddng
1.Hai bén cam két thuc hién nghiém tic cic diéu khoan da
thda thudn trén, khong duge don phudng thay ddi hodc huy bd
hop ddng, bén nao khong thyc hién hodic don phuong dinh chi
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[image: image256.jpg]thuc hién hgp déng ma khong ¢6 1y do chinh ding thi sé bi
phat....% gid tri phdn hop ddng bi vi pham (cao nhit la 12 %).
2.Bén nao vi pham cdc diéu khodn trén ddy sé& phai chiu trich
nhiém vat chat theo quy dinh clia cdc vin ban phdp ludt c6
hiéu lyc thi hanh vé phat vi pham s& lugng, cht lugng, thai
gian, dia diém, thanh todn, bio hanh,...mic phat cu thé do hai.
bén thoéa thudn dua trén khung phat do phdp ludt quy dinh.
Diéu 10: Gidi quyé&t tranh chap hop dong

1.Hai bén chii dong thong bdo cho nhau tién dé thuc hién hgp
ddng. Néu c6 van dé gi bat Ii phat sinh, cdc bén phai kip thdi
bdo cho nhau biét va chi déng ban bac gidi quyét trén cd s
thuong lugng dam bdo hai bén cling ¢6 1di (cin 1ap bién ban
ghi toan bd ndi dung do).

2.Trudng hop c6 ndi dung tranh chdp khong tu gidi quyét duge
thi hai bén thong nhat s& khi€u nai tai Toa dn (ghi r6 Toa dn
nao) d€ yéu ciu gidi quyét.

3.Céc chi phi vé ki€m tra, xdc minh va 4n phi Toa dn do bén
¢6 18i chiu.

Piéu 11: Cac théa thuan khic (néu cin)

Céc diéu kién va diéu khodn khac khong ghi trong hgp
d5ng nay s& dugc cdc bén thuc hién theo quy dinh hién hanh
clia cdc vin ban phdp luat vé hop dong kinh t& va cdc van ban
c6 lién-quan.

Piéu 12 : Hiéu luc cia hgp dong
Hop dong nay ¢6 hiéu Iy tr ngdy..thdng..nim..dén
ngay..thdng..nam...

Hai bén s& t3 chic hop va lap bién ban thanh Iy hop
déng sau nay sau khi hét hiéu lyc khéng qui..... ngay. Bén..c6
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[image: image257.jpg]tréch nhiém t3 chifc va chudn bi thdi gian, dia di€m hop thanh
1y.

Hop ddng nay duge lam thanh...bin, ¢6 gid tri nhu
nhau, méi bén git....ban. ;i

Paidiégnbén A Paidién bén B
Chitc vu Chifc vy
(kytén, déng diu) (ky tén, déng dau)

bM3u hgp ddng mua bén nha &

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Ty do - Hanh phiic

wcoens NGAY...thANG...nGIM...
HOP PONG MUA BAN NHA
Cin cf Luét nha 6 ngay 29 thang 11 nam 2005;

Can c Nghi dinhs6.../2006/ND-CP ngay...thing..nim...cla
Chinh phii vé quy dinh chi (&t va hudng din thi hanh Ludt nha .

Chiing t6i gdm:
BEN BAN NHA G (goi t4t 1a Bén bén)

-Ching minh nhar dan s6 (H9 chiéu):..c4p ngdy.......

-Pai dién cho:.
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[image: image258.jpg]-Dién thoai.

-Tai khodn.. ...tai Ngan hang..

-M 58 thué
BEN MUA NHA G (goi tét 1a Bén mua)
-Ong(ba):.
-Chiic vu:.

-Ching minh nhan dan s6 (H§ chi€u):..cap ngay.......tai.....

-Dai dién cho:.

-Pia chi c¢d quan (nha riéng).
-Dién thoai..
-Tai khodn..

.. FaX...

..tai Ngan hang....

-M s3 thué.

Hai bén thong nhét ky két hgp ddng mua ban nha & ding cho
muc dich dé & va sinh hoat véi cdc ndi dung sau:

LDic diém chinh ctia nha &

1.Pia chi nha §:.
2.Cép nha §:
3.Tdng dién tich san nha
13......m7% dién tich phy fa .

2. trong d6 dién tich chinh

4.Trang thiét bi chd y&u gan lién v&i nha & (néu c6) gom:.........
5.Gidy tJ vé nha § kém theo gom:

11.Gid bdn nha &, phudng thifc thanh toin va thdi han glao
nh
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[image: image259.jpg]1.Gid bén la:

(DHNE R rmermrmsms s s s )
2.Phuong thic thanh todn: bang(tién mat, chuyén khoan hogc
hinh thitc khic «ytrong d6:

-Tra l4n déu la:...

-Tra ti€p la:

Céc quy dinh khdc do hai bén théa thuan:..
-~Thdi han giao nhin nha:.

1II. Quyén va nghia vu ctia Bén bin

1.Quyén cta Bén ban:

-Yéu ciu Bén mua trd di tién mua nhd ding thdi han ghi
trong hgp déng.

_Yéu cAu Bén mua nhén nha ding thdi han ghi trong hop
ddng.

2.Nghia vu bén ban:

_Giao nha & kém theo ban v& va hd sd néu tai hop dong nay
cho bén mua, trudng hgp khong giao hodc cham giao nha & thi
phai bdi thudng thiét hai.

-Bdo quan nha & di ban trong thdi gian chua giao nha cho
Bén mua. Thuc hién bdo hanh ddi véi nha & duge xay dung
theo du 4n quy dinh ciia phdp ludt vé nha & dén
ngay...thdng...ndm.......;

-Thong bao cho Bén mua cédc han ché vé quyén sd hitu d6i véi
nha &. Thong bdo cdc quy dinh vé quan 1y, sif dung nha & dsi
véi trudng hop bén cin ho céia nha chung cu va cd khodn 4
kinh phi ma Bén mua phdi déng gép trong qud trinh st dung.
~Thytc hién diing thii tuc vé& mua bdn nha & theo quy dinh clia
ludt phdp.
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[image: image260.jpg]-C6 trach nhiém 1am thi tuc dé Bén mua dudc cap gidy ching
nhin quyén sd hitu nha & (ddi vdi doanh nghi€p ban nha &
dugc xay dung theo du dn).

1V.Quyén va nghia vu cia Bén mua

1.Quyén clia Bén mua:

-Nhin nha & k&m theo ban v& va hd so néu tai hgp dong nay
theo diing thdi gian quy dinh tai khodn 3, muc II ciia hgp ddng
nay;

-Yéu cdu Bén bédn tao diéu kién va cung cdp cdc gidy t3 ¢6
lién quan dén viéc dé nghi cap Gidy ching nhan quyén sd hitu
nha &;

-Yéu cdu bén ban 1am thi tuc v6i cd quan ¢d thim quyén dé
cap gidy ching nhin quyén s3 hitu nhd d(trong trudng hop
mua nha § trong dy’dn cda doanh nghiép kinh doanh nha §).
2.Nghia vu ctia Bén mua:

-Tré tién mua nha ddng thai han ghi trong hop ddng.

-Nhin nha & va hd so ding thdi han di thda thudn.

-Bio ddm quyén, I¢i ich clia ngudi thué nha trong trudng hgp
mua nhi & dang cho thué.

V.Cic théa thuin khéc (néu cé)

VI.Cam két clia hai bén
1.Hai bén cam két thyc hién diing ndi dung da két. Truong hop

C6 tranh chap vé hgp ddng mua ban nha 4, hai bén ban bac
gidi quyét bing thuong luong. Trong trudng hop khong gidi
quyé€t dude bing thuong lugng thi viéc gidi quyét tranh chap
do Toa 4n gidi quyét theo quy dinh cda phap luat.
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[image: image261.jpg]Trong qué trinh thuc hién hgp déng, néu pht hién thiy
nhitng van dé can théa thuan thi hai bén c6:thé 14p thém phy
luc hop @dng. Néi dung phu luc hgp ddng lap thém dugc hai
bén ky két s& c6 gid tri phdp 1y nhu hgp ddng chinh.
2.Hgp ddng nay ducc 1ap thanh 05 ban vi c6 gid tri nhu nhau.
MB3i bén giit 01 ban, 01 bdn luu tai cd quan cong chitng hoic
ching thyc, 01 bén luu tai cd quan cap gidy, 01 bdn luu tai cd
quan thu€. Hgp ddng c6 hiéu luc k€ tif ngay c6 ching nhan
clia cong ching Nha nudc hodc ching thuc ciia Uy ban nhan
dan cap huyén.

BENMUANHA G - ‘BENBANNHA §

(ky va ghiré ho tén) - (ky va ghi rd ho tén)

CHUNG NHAN CUA CONG CHUNG NHA NUGC

(hodc chifng thyc cia Uy ban nhéan dan cdp c6 thim quyén)
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[image: image262.jpg]c.MAu hgp dong lao dong:

(Ban hanh theo Théng tr s8: 21/2003/TT-BLDTBXH ngay
22/9/2003 ctia B4 Lao dong — Thuong binh - X3 héi)

HQP PONG LAO PONG

Chiing t6i, m§t bén 1a Ong/Ba:
Chiic vu
Pai dién cho:...
Dia chi:.
Va mot bén 1a Ong/Ba:
Sinh ngay.....
Nghé nghié
Dia chi thudng tri:.
S8 CMND....

S6 58 lao dong (néu ¢6 ).....

.....Cap ngay.../..../...tai

.Cap ngay......./....tai

Thda thuin ky két hop ddng lao dong va cam két lam diing
nhiing diéu khdan sau day:

Piéu 1: Thai han va céng viéc hgp dong

- Loai hgp déng lao dong:....

- T ngay ....thdng....nam.
- Pia diém lam vié
- Chic danh chuyén mon:.
- Cong viéc phdi lam:..
Piéu 2: Ch& dg 1am viéc
- Thoi gian 1am viéc:.
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[image: image263.jpg]- Pugc cap phat nhing dung cu 1am viéc gbm
Diéu 3: Nghia vu va quyén Igi céia ngudi lao dong
1. Quyén lgi:

- Phuong tién di lai 1am viéc:
- Mifc luong chinh hogc tién cong:
- Hinh thic trd Iuong:.

- Phu cap gom:.

- B uge trd Iuong vao cdc ngay ...

- Tién thudng:..
- Ch& d6 nang luong:..
- Pugc trang bi bdo hd lao dong gdm:

- Ché d6 nghi ngoi (nghi hang tuin, phép nam, 1&

- Bdo hiém xa héi va bdo hiém y t&

- Ch& d6 dao tao:.

- Nhing théa thudn khéc:...

2. Nghia vu:

- Hoan thanh nhitng cong viéc di cam két trong hgp ddng lao
dong.

- Chap hanh 1énh diéu hanh sén xuét kinh doanh, ndi quy ky
ludt lao dong, an toan lao dong ...

- Boi thudng vi pham va vt chat;

Piéu 4: Nghia vu va quyén han cia ngui sif dung lao dong

1. Nghia vu:

- Bdo ddm viéc lam va thyc hién ddy dd nhiing didu da cam
két trong hgp ddng lao dong.
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[image: image264.jpg]- Thanh todn ddy dd, ding thdi han cdc ch€ d§ va quyén Igi
cho ngudi lao dong theo hdp dGng lao ddng, théa wdc lao
ddng tap thé (néuc6 ).

2. Quyén han:

- Piéu hanh ngudi lao dong hoan thanh cdng viéc theo hgp
ddng (b8 tri, diéu chuyén, tam ngiing viéc...).

- Tam hoén, chim dift hgp dong lao dong, ky ludt ngudi lao
dong theo quy dinh clia phdp luat, théa udc lao dong tap thé
(né&u cé ) va ndi quy clia doanh nghiép. '

Diéu 5: Diéu khoan thi hanh

- Nhitng vdn dé vé lao ddng khdng ghi trong hgp dbng lao
dong nay thi 4p dung quy dinh cia thda udc tap thé. Trudng
hop chua ¢6 thda udc ctia tip thé thi 4p dung quy dinh ciia
phdp luit

- Hop ddng lao dong dudc 1am thanh 02 ban, ¢6 gid tri ngang
nhau, mbi bén gi mot ban va c6 hi€u lyc tif ngay...thdng...
ndm....Khi hai bén ky két phu luc hdp ddng lao dong thi ndi
dung cdia phu luc hgp déng lao dong ciing c6 gid tri nhut céc
ndi dung ctia bin hgp ddng lao dong nay.

Hop ddng lam tai... ....NgAy....thdng....nam.....
NGUOI LAO BPONG NGUOI SUDUNG LAO DONG
(Ky t&n ) (Ky én, d6ng ddu)
Ghi 16 ho va tén Ghi 16 ho va tén
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[image: image265.jpg]CAUHOION TAP

1.Céc vin bén quy pham phap lut v& cong tic soan thdo va
ban hanh vin ban ?

2.Khi niém vé vin ban, van ban quy pham phép luat, vin ban
hanh chinh, phan ¢dp phdt hanh cdc vin ban quy pham phap
ludt ?

3.Nhitng quy dinh vé thé thic ciia van ban ?

4.Van phong ngdn ngif hanh chinh c6ng vu: khai niém, chic
nang, tinh chat, dic diém ngon ngit ?

5.Nguyén tic va quy trinh soan thio vin ban?

6.La thu ky anh/chi hay soan thdo cho Giém ddc mot cong vin
mdi hop, mét cong vin dé nghi va mét quyét dinh ti€p nhan
cong téc.
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[image: image266.jpg]Chuong 9
CONG TAC LUU TRU

CAC VAN BAN CUA NHA NUGC VE CONG TAC LUU
TRU

- Phdp 1énh Luu trit Qudc gia s: 34/2001/PL-UBTVQHI10
ngay 04/4/2001. :

- Nghi dinh cla Chinh phd s6: 111/2004/ND-CP ngay
08/4/2004 quy dinh chi ti€t thi hanh mét s diéu ciia Phdp 1énh
Luu trif Qudc gia.

1LNHUNG VAN PE CHUNG VE CONG TAC
LUU TR

1.1.Khdi niém vé cong tac luu trit
Cong tdc luu triY 1a giit 1ai va 13 chifc khoa hoc van ban,
gidy t& c6 gid tri, hinh thanh trong hoat déng cla co quan, cd
nhan dé lam bing chiing va tra cttu khi cin thiét.
1.2.Chifc niing
-T§ chifc bdo quan hoan chinh phong luu trit quéc gia,
phong luu trif co quan.
-T& chifc sit dung tai liéu luu tri¥ ¢6 hiéu qua .
1.3.N¢i dung
-Thyc hién cdc khau nghiép vy lwu trit;
-Xay dyng hé thdng 1y ludn khoa hoc vé cong tac luu
trilt;
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[image: image267.jpg]-Xay dung hé théng 3 chifc thich hop.
1.4.Tinh chat

-Tinh chdt cd mat;

-Tinh chat khoa hoc;

-Tinh chat nghiép vu.
1.5.Nguyén tic quan Iy

. Nguyeén tdc quan 1y cong tic luu trit: theo nguyén tic

tap trung thong nhat.

2.T0 CHUC TAI LIEU LUU TRU VA CONG
TAC LUU TRU
2.1.T3 chific tai liu luu trit
2.1.1.Tai lieu luu tri

Tai liéu Iuu tri¥ 12 tai liéu hinh thanh trong qué trinh
hoat dong clia cdc cd quan Nha nudc, don vi v trang, cdc t8
chite chinh tri, xa hoi, doanh nghiép va cd nhan c6 ¥ nghia
chinh tri, kinh (€, quéc phong,an ninh, vin hod, khoa hoc, lich
stt,..dude dua vao bao quin trong cdc phong, kho luu triy d€ sit
dung vao myc dich phuc vu xa hoi, con nguoi.
2.1.2.Cdc loqi tai ligu luu triv
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[image: image268.jpg]Bang 9.1: Phan loai tai liéu luu tri

Tiéu chi phan loai Cac loai tai liéu luu trit

o Tai liéu clia cdc o quan, t3 chifc cla
Noi dung tai liéu Piéng
dé cp dén. o Tai liéu qudn 1y hanh chinh

o Tai liéu ciia cdc doanh nghiép.
ot s st o Tai liéu vi€t trén gidy.

Ky thut ché tdc . 2
i liu « Tai liéu nghe, nhin.
o Tai liéu khoa hoc, k¥ thuat

Téc gid tai liéu * Tai liéu cda Chinh phii

o Tai liéu cta cdc Bo.

© Tai liéu clia UBND Tinh, thanh phd...
o Tai liéu cia HDND Tinh, thanh phg...

Ngudn: Tai liéu (1), trang 223.

2.2.Céng tic Ivu trit
2.2.1.Luu trit hién hanh

Luwu trit hién hanh 1a bd phéan luu ri¥ cda cd quan, t6
chifc ¢6 nhiém vu thu thip, bdo qudn va phuc vu sit dung tai
lidu luu tri¥ dugc ti€p nhan tif cdc don vi thude cd quan, 8 chic
(Diéu 2 Phép lénh luu trif qudc gia); chit y&u phue vy cho hoat
d6ng clia cd quan, don vi. T8 chic bio quan va sit dung theo
phong.
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[image: image269.jpg]2.2.2.Luu trit lich sit

Luu trif lich sit 12 ¢d quan luu trit ¢6 nhiém vu thu thap,
bdo quén lau dai va phuc vy sit.dung tai liéu luu trit dude tiép
nh4n t vy trit hién hanh va cdc ngudn tai liéu khdc, phuc vu
cho hoat dong chung ctia Nha nudc, toan xa hdi, cong déng.Tc”;
chifc bdo quan, st dung trong cédc kho, c6 bd mdy thyc hién
céc khau nghiép vu.

3.CAC KHAU NGHIEP VU LUU TRU
3.1.Phéan loai tai liéu luu trit
3.1.1.Khdi nigm vé phén logi tai lidu luu trit

Phén loai tai liéu luu tri 1a sy phén chia tai liéu thanh
céc khdi, cdc nhém, cdc don vi bio quin cu thé cin cif vao cdc
dic trung‘chung clia ching nhim t§ chifc mét cdch khoa hoc
va st dung c6 hi€u qué nhitng tai liéu dé.
3.1.2.Cdc giai doan phén logi tai li¢u luu trit

- Phén loai tai liéu phong luu trit qudc gia.

- Phén loai tai liéu trong cdc kho luu trit.

- Phan loai tai liéu trong cdc phong luu trit cu thé.
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[image: image270.jpg]Bang 9.2: Bang cdc diic trung ciia cdc giai doan phén loai

Giai doan o L : Van dung thyc t&
phan loai | - 7¢1nmg dé phan loai aé ph:n loai
| 1.D¥c trung thai daiich sit. | 'Kho I tri tréc CM Thang 8
Kho Iuu trif sau CM Thang 8
2. Dic trung y nghifa toan qudc, | Kho fuu trir Chinh phii
PHONG LUU |  dia phuong. Kho luu trif ting dia phuong
TRO 3. Bac tng 1anh thd hanh chinh. | Kho Iuu trir Tinh, Thanh phé
auéc GIA Kho I trif Huyén, Quan.
4. Dac trung nganh hoat dgng. | Kho Iuu tri¥ BS tai chinh
Kho luu trir Bo gido duc Dao tao
5. Dac trung vat ligu, ky thuat | Kho luu trit tai ligu nghe nhin;
phudng phap ché tac. Kho Iuu trif tai ligu ky thuat
1. Phéng Iuu tri co quan. Phéng luu trir UBND Tinh
Phong Iy trit HOND Tinh
2. Phong Iwu trix ca nhan, gia | Phéng luu trit Chd tich H6 Chi
TRONG CAC dinh, dong ho. ‘ Minh i
KHO LUU Phéng lutu trit gia dinh
TRY Pham Ngoc Thach
Phéng luu trif dong ho
Nguyén Trai
3. Suu tap Iuu trir La tai figy khong dii thanh Iap
_ m6t phong uu trir
Phan chia tai liéu thanh cac
TRONG CAC | nhém
PHONG LUU |- Chon phuong 4n phan loai Thai gian - cd ¢du 18 chife
TRU - Xay dung phudng &n phan Co céu t8 chitc - Thoi gian
loai Thési gian - Nganh hoat déng
- Sép xép theo nhom. Nganh hoat déng - Thai gian.

Ngudn: Tai liéu (1), trang 225.
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[image: image271.jpg]3.2. Xdc dinh gid tri tai liéu lvu trit
~3.2.1.Khdi niém vé xdc dinh gid tri tai ligu luu trie

Xdc dinh gid tri tai liéu luu tri¥ 12 viée nghién ciu @&
quy dinh thdi han cdn bdo quin cho timg loai tai liéu hinh
thanh trong qud trinh hoat dong cla cdc cd quan va lya chon
d€ dua vao bdo quan trong cdc phong , kho luu trif nhimg i
liéu ¢6 gid ti kinh t€, viin hod, khoa hoc,...Ddng thdsi, loai ra,
huy b nhitng tai liéu thuc su hét y nghfa, nhim nang cao chat
Iugng cda kho Iuu trit.
3.2.2.Nguyén td
Xdc dinh gid tri €u luu tri phdi ddm bao:

- Tinh chinh tri;

- Tinh lich st;

- Tinh ddng bo, toan dién.
3.2.3.Cdc tiéu chu@n dé xdc dinh gid tri tai lidu

- Tiéu chudn noi dung cta tai liéu;

- Tiéu chuin don vi hinh thanh phong;

- Tiéu chuén tic gid;

- Tiéu chuan sy 1ap lai thong tin ;

-Céc tiéu chufn khdc.
a.Tiéu chudn ni dung cia tai liéu
Noi dung la toan bd nhitng van dé, sy kién, hién tuong, su vat
hodc cd nhan dugc ghi trong tai ligu.
Tai liéu trong cdc doanh nghiép thudng bao gdm cic loai:
-Tai liéu phdn dnh chiic nédng, nhiém vy hoat dong cta doanh
nghiép nhu: tai liéu vé viéc thinh 1ap doanh nghiép, chic
ning, nhiém vy, ¢d ciu t8 chic, k& hoach, bdo cdo thue hién
k& hoach..loai nay bdo qudn vinh vién.
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[image: image272.jpg]-Tai lidu c6 tinh chat giao dich thong thudng, cdc tai ligu vé
quan tri...Thoi han bdo quédn cda loai tai li€u nay thudng
khong déng déu, 6 loai lau, c6 loai nhanh.

-Tai liéu vé nhan su: ¢6 thdi han bdo quan lau dai.

b.Tiéu chudn don vi hinh thanh phong

Pon vi hinh thanh phéng la nhifng cd quan, hodc ¢4 nhén.
c.Tiéu chufin tic gia

Téc gid 1a tén cd quan, don vi lam ra tai ligu.

d.Tiéu chudn sy 13p lai thong tin

Tinh ldp lai cia thong tin thé hién & sy lap lai noi dung ciia tai
liéu nay trong tai liéu khdc.

Céc trudng hdp tring lap thong tin thi sit 1y nhu sau:

-Trudng hop vén ban c6 ¢ ban chinh, bdn sao: hd so ¢6 thé
loai bd ban sao.

-Trudng hgp van bin quin ly tring (nhat 12 vin bdn quy pham
phdp luat): trong mot don vi bdo quan chi can giit lai mot ban
6t nhat.

-Trudng hgp bdo cdo tdng két nam bao ham diy di ndi dung
ciia bdo cdo thdng, quy thi khong phéi giif lai bdo cdo thang,
quy.

e.Céc tiéu chudn khéc.

- Tiéu chudn thdi gian va dia diém hinh thanh tai ligu;

-Tiéu chudn mic dd hoan chinh&khdi Iugng cia phong luu
truf

- Tiéu chudn hiéu lyc phap Iy cda tai lidy;

- Tiéu chuén tinh trang vat 1y cla tai

- Tiéu chudn ngon ngt, ky thuit ché tdc va dic diém hinh
thanh tai ligu.
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[image: image273.jpg]Bang 9.3: S¢'dd hé théng céc tiéu chusn xdc dinh gié tri tai
liéu

¢ TIEU CHUAN XAC DINI GLA TR TAL LIEU

| l

Nhém tiéu chusn Nhom tiéu chudn ndi Nhém tiéu chuéin
ngudn san sinh TL dung TL hinh thitc bén ngoai

S
Ca qusan hinh - —
thanh phong || ¥ nghiangl dung (| Tinh trang vat Iy

i Tac gid Ngon nglt, ky

¥ - thuat ché tac

| | Suizp lai thong
! “tin

Mitc G hoan
el chinh

L[ Heulepheply

aiém

Ngudn: Tai liéu (1), trang 227.
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[image: image274.jpg]3.2.4.Hpi dong xdc dinh gia tri tai ligu
‘Khi tién hanh x4c dinh gia tri tai liéu, cdc co quan, 1§
chic phdi thanh lap Héi\ déng xdc dinh gia tri tai liéu. Hoi
dong ¢6 nhiém vu t van cho ngudi du'ng dau cd quan, t8 chic
vé viéc quyét dinh:
-Muc luc hd so, tai lidu giif lai bdo quin;
-Danh muc tai liéu hét gid tri:
Thanh phan Hbi ddng x4c dinh gia tri tai liéu gdm:
-Chénh vin phong hoic cap phé clia ngudi diing diu co
quan, t3 chitc lam Chitich hdi ddng.
-Pai dién cla lanh dao cdc don vi ¢6 tai liéu :f)y vién.
H6i ddng 1am viéc theo phuong thiic sau day:
-Ting thanh vién Hoi déng xem xét cdc vin ban dé
xéc dinh gié tri tai ligu;
-Hoi ddng thdo luan tap thé va biéu quyét theo da sG;
-Thong qua bién bén, trinh ngudi ding diu co quan, t8
chifc quyét dinh.

3.3. B4 sung tai liéu luu tri
3.3.1.Khdi ni¢m bé sung tai lisu luu tri¢

B3 sung tai liéu vao cdc kho luu trit 13 cong tic suu
tam, thu thp, hoan chinh thém tai liéu vao cdc kho luu trit
theo nhiing phuong phdp va nguyén tic thdng nht.
3.3.2.Nguén bé sung

- Tai liéu hinh thanh trong hoat ddng cda cdc cd quan nha
nuéc, don vi vil trang, t3 chic kinh t&;

- Tai liéu do cdc cd quan thudc chinh quyén cii d€ lai;
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[image: image275.jpg]- Tai liéu dang dugc bdo quédn trong thu vién , vién bio tang;
-'Tai liéu clia ¢4 nhdn, gia dinh, dong ho;
- Tai lidu dang dugc bdo qudn & cdc vién Iuu trit nude ngoai.
3.3.3.T6 chitc cong tdc bé sung tai liéu
- Xdc dinh ndi dung cong tic b sung tai liéu:
+ Xéc dinh ngudn b sung tai lidu;
+ Quy dinh thanh phdn, ndi dung tai liéu cin b3 sung;
- Pdm bdo cdc yéu cdu bd sung tai lidu :
+ Phdi thudng xuyén, thiét thyc, kip thdi;
+ Chi y kha ning 4p dung trong pham vi rong, 4p dung
cdc phuong tién ky thuét.

3.4. Thong ké tai li¢u lvu trit
3.4.1.Khdi nigm thong ké tai ligu hiu tri¢

Thong ké tai liéu luu tit 12 s dung cdc cong cu,
phuong tién chuyén mén, nghiép vu dé ndm dugc chinh xac s’
Tugng, chat lugng, thanh phén, ndi dung, tinh hinh tai li¢u, tinh
hinh c4n bo, hé thong bdo quén.
3.4.2.Nguyén tdc thong ké tai li¢u luu trit

- Bam bdo su toan ven clia tai liéu luu tri;

- Toan dién, kip thdi, chinh xdc, trigt d€;

- Pam bio quan di€m tap trung, thong nhat.
3.4.3.N¢i dung théng ké
- Thong ké s3 Iugng, chat Iugng, thanh phan, ndi dung tai liéu
heu tri;
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[image: image276.jpg]- Théng ké hé thdng cong cu tra cifu, phudng tién bio quén tai
liéu luu trix.
3.4.4. Cdc cong cu thong ké tai liéu luu trii

-S6 nhap tai liéu luu tri¥ vio kho.

-Muc luc hd sd.

-S8 dang ky muc luc hé sd.

-S3 thdng ké phong.

-Béo cdo tdng hop.

-S8 xut tai liéu Iuu trit,

3.5. Chinh Iy tai liéu lvu trit
3.5.1.Khdi niém chinh Ij tai liéu luu tri¢

Chinh 1y tai liéu Iuu ¥ 12 s két hop chit ché va hop
Iy cdc khau nghiép vu cda cong tic Iuu trit d€ t§ chitc khoa
hoc cdc phong luu trit nhim bdo quén va st dung ching toan
dién va hi€u qua.
3.5.2.Nguyén tdc chinh lj
Nguyén téc chinh 1y theo phong.
3.5.3.Ngi dung
- Nghién cifu bién soan tém tdt lich sif co quan hinh thanh
phong va lich sit phong;
- Hoan thién hé so;
- Chon va xay dung phwong 4n phén loai.
3.5.4.Cdc budc tién hanh
Theo hudng dén ciia Cuc Luu tri¥ quéc gia: chinh 1y tai liéu huu
trit ¢6 3 budc chi yé&u:
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[image: image277.jpg]- X4y dung k& hoach chinh 1y:
-Tién hanh chinh ly;
-Tdng két cong tdc chinh ly.
BuGc 1 : Xay dung k& hoach chinh ly
aKhio st tai liu;
b.Thu thap bd sung tai li¢u;
c.Viét lich st don vi hinh thanh phong va lich sit phong
@Néi dung cd ban cia lich si don vi hinh thanh phong gém
c6:
-Tén cd quan;
-Thai gian thanh lap;
-Chtic ning, nhiém vy, quyén han va cd ciu té chic ;
-Lé 16i 1am viéc, quan hé cdng tdc va ché do van thu
tdp trung hay phan tan. !
@ Noi dung c6 ban ciia lich s phong gom cé:
-Thai gian hinh thanh tai li€u tit ndm nao dén nam nao;
-S& lugng tai lidu cda toan phong, cla titng don vi phong, ban
(s6 Iugng ciip,bS, g6i), cdc thé loai tai liéu (tai lidu hanh
chinh, khoa hoc k¥ thudt, ghi am...).

-Tinh trang vat ly cia tai lié
chif...

-Thdi gian thu thap tai liéu cia phong vao luu trit,-cdc lan di
chinh 1y (n€u c¢6), miic do thidu du, chat lugng hd so.

t, kém, mdi xong, méc, md

-Phan loai tai liéu;
-Thanh phan tai liéu trong phong...
d. Chgn va xay dung phuong an phén loai
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[image: image278.jpg]Mot phong luu trit ¢6 duge chinh 1y nhidu dgt nhung chi
4p dung 1 phuong 4n phan loai tai liéu thong nhat. C6 4
phuong an phan loai sau day:

<Phuong dn “Cd ciu 13 chiic-thdi gian”;

-Phuong 4n “Thdi gian-cd ciu tS chife ™

-Phuong dn' “Mat hoat dong-thdi gian™;

-Phudng dn “Thdi gian-mat hoat dong™;
@.Phuong in phén loai tai liéu “Co ciu t§ chife-thoi gian”
dudc thuc hién nhu sau: .
Trude hét tai lidu cda phong (hodc bé phan phong) dude chia
thanh cdc don vi té chic phong, ban.
Vi du: tai liéu phong lwu trit clia SG Vin hoa-thong tin duge
chia thanh:

-Vin phong;

-Phong téng hop:

-Phong k& hoah;

-Phong k€ todn —tai vu;

-Phong t8 chifc cdn bd;

-Phong thong tin tuyén truyén;

-Phong viin héa qudn ching;

on; bao tang;

Sau d6 tai liéu cla'mdi don vi dide phan chia theo thdi gian.
thong thudng 1a-1'nam. :
@.Phudng 4n phan loai tai liéu “Thi.gian-cd cau té chic”
dirge thyc hién nhu'sau: !
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[image: image279.jpg]Trude hét tai liéu clia phong (hodc bd phan phong) duge phan
chia theo thdi gian, thong thudng 1a 1 nam.
Sau d6 tai liéu cia ndm phan ¢thia theo cd cau 6 chitc.
Sau d6 tai liéu cda mdi phong ban lai duge chia thanh céc
nhém dén timg hd sd.
@ Phuong 4n phan loai tai liéu “Mit hoat dong-thdi
gian”;
Tru6e hét tai liéu cia phong (hodc bd phén phong) dugc chia
theo cdc mat hoat dong..
Vi du: tai liéu phéng luu trit cda S§ Van héa thong tin duge
chia thanh:

-Cong tic tng hop;

-Cong tac t3 chifc cdn bo;

-Cong tic lao dong tién luong;

-Cong tac k& todn-tai vu;

-Cong tdc thong tin tuyén truyén;

-Cong tdc th vién...
Sau d6 tai liéu clia m&i mat hoat déng dude phan chia theo
thdi gian, thudng 12 1 nim.
@ Phuong 4n phén loai tai liéu “Thoi gian-mét hoat dong”
Trudce hét tai liu cla phong (hodc bd phan phong) duge phin
chia theo thdi gian, théng thudng 1 1 nim.
Sau d6 tai liéu clia nim phén chia theo tiing mit hoat déng.
Sau d6 tai liéu cla ting mit hoat dong lai dugc chia thanh cdc
nhém Ién, nhém vira, nhém nhd... dén tiing hd so.
e.Viét ban huéng din xdc dinh gid tri tai liéu trong chinh
Iy
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[image: image280.jpg]Buéec 2 : Ti€n hanh chinh Iy
-Phén phong tai liéu luu trit;
-Lap hd so;
-Bién muyc;
-Hé thong héa cdc hé sd ciia phong;
-Lam cdc cong cu tra tim va thong ké tai lidu;
-Sdp x&p cdc hé sd trong kho luu tr.
Buéc 3 : Téng két cong téc chinh Iy
Sau khi hoan thanh dot chinh Iy tai liéu cAn phéi ting két. Noi
dung gom:
a.Ban giao hé sd phéng(hoiic by phan phdng) da chinh Iy
€6 cdc viin ban sau:
Bén lich st don vi hinh thanh phong va lich st phong;
-Bén phudng 4n phan loai tai liu;
-Bén huténg dén xdc dinh gid tri tai liéu trong phong;
-Céc quyén muc luc (muc luc hd sd bdo quén vinh vién, muc
Iyc hd 50 bdo quén ¢6 thdi han, ban ké danh muyc hd so hét gia
tri) ¢6 d6i chi€u véi cdc hd so hién c6 nhap vao kho.
-Bién ban ban giao.
b.Panh gid ké't qua lam dugc nhu:
-héi lugng tai lidu, tinh trang tai liéu khi chua chinh 1y;
-S8 lugng hd s, chat lugng hd so da 1ap sau khi chinh Iy;
-58 Iugng tai liéu, loai i liu hét gid i € thiéu hiy:
-Thdi gian, tién do cda dgt chinh 1y.
c.Panh gid wu khuyét di€m ciia dgt chinh Iy va nhiing kinh
nghiép rit ra.
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[image: image281.jpg]3.6.Bdo quan tai li¢u lvu trit
3.6.1.Khdi niém bdo quan tai liéu luu trié

Bdo quén tai liéu luu tri 1a toan bd nhilng cdng viéc
dugc thyc hién nhiim bdo ddm giff gin nguyén ven, lau bén va
an toan tai liéu luu trit.
3.6.2.Nji dung bdo qudn tai ligu luu triv
Piéu 14, Nghi dinh Chinh phd s8:" 111/2004/ND-CP ngay
8/4/2004 quy dinh chi tiét thi hanh mot s§ diéu cta Phdp lénh
Luu trif Qudc gia yéu cdu:
Ngudi diing ddu cd quan, t§ chife cd trdch nhi¢m chi dao thuc
hién cdc quy dinh sau day vé bio quén tai liéu Iuu trit:
- Xay dung hodc b6 tri kho Iwu trif theo ding tiéu chudn quy
dinh;
- Thyc hién c4c bién phdp phong chéng chdy nd, phong chong
thién tai, phong gian, bio mat d6i véi kho luu tri;
- Trang bi ddy dd céc thi€t bi ky thudt, phuong tién bdo quin
tai liéu lwu triX, phdt hgp vdi timg loai hinh luu trif;
- Duy tri nhiét 46, d6 4m, 4nh séng phd hgp véi tiing loai hinh
tai liéu luu trix;
- Thuc hién cdc phuong phdp phong chéng con tring, nim
méc, khit axit va c4c tdc nhin khdc gdy hu héng tai lidu;
- Tu b3, phuc ché tai liéu luu trlf bi hdng hodc ¢6 nguy ¢d bi hu
héng; i
~Thuyc hién ché d6-bdo hiém tai liéu luu trit d6i vdi tai liéu hwu
tri dic biét quy, hi€m.
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[image: image282.jpg]3.7. T chifc sif dung tai ligu luu trif
3.7.1.Khdi niém 6 chic sit dung tai li¢u luu trit

T8 chic st dung tai liéu trong cdc phong, kho huu uir 1a
toan bd cong tdc nhim dam bao cung cap cho cdc co quan Nha
nudc va xa hoi nhiing théng tin cin thi€t phuc vu cho muc dich
chinh tri, kinh t€, khoa hoc, tuyén tmyén‘ gido duc, van hod,
quén'sy, ngoai giao va cdc quyén I¢i khdc clia cong dan.
3.7.2.N6i dung )

- T8 chic phong doc;

- Théng bdo cho ddi tgng c6 nhu cau;

- Trién lam;

- Cdp chiing nhin, sao luc, trich luc;
- Vi€t bai, ddng bdo.

CAUHOI ON TAP

1.Vin ban quy pham phép luat vé cong tdc luu trit?

2.Khdi niém cong tic lvu trit? Tinh chat, chic ning, ndi dung,
cdc khdu nghiép vu luu trir?

3.Trinh bay phuong phdp phan loai tai liéu trong mét kho luu
triy?

4.Hay 1ap muc lyc hd so va thdng ké 10 lan nhap vao phan
thdng ké hd so.

5.Céc yéu ciu ctia kho tang va trang thi€t bi trong kho luu trit
? C4c bién phép phong chdng 4m, méi trong kho luu triy?
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[image: image283.jpg]THAY LOI KET

- Néu ban ngl mét gide ngd ngin, ban s& hanh
phic trong mét gic.

- Néu ban di cau, ban s& hanh phiic trong mét ngay.

- N&u ban lap gia dinh ban s& hanh phic trong mét
thang.

- Néu ban thita k€ tai san, ban sé hanh phiic trong
mjt nim.

- N&u ban yéu cong viéc, ban s& hanh phic suét
doi.

Tuc ngit Trung Quéc
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[image: image284.jpg]TAI LIEU THAM KHAO

A.CAC VAN BAN QUY PHAM PHAP LUAT

1. Hi€n phdp Nudc Cong Hoa X& Hoi Chi Nghia Viét Nam
1992. Ha Noi: Su That, 1992.

2. Phép Iénh Luu trif quéc gia 2001. Ha ndi: Su That, 2001

3. Luat ban hanh vin bdn quy pham phdp ludt (da dugc sita
d6i, b8 sung nam 2002).

4. Nghi dinh s6: 58/2001/NP-CP v€ quan ly va si dung con
dau. -

5. Nghi Dinh's6 110/2004/ND-CP ngay 08/4/2004 céia Thi
Tudng Chinh Phil vé cong tdc van thu.

6. Nghi Dinh s§ 111/2004/NP-CP ngay 08/4/2004 ctia Thi
Tu6ng Chinh Phi vé viéc quy dinh chi ti€t thi hanh mot s§
diéu cia Phép 1énh Luu trif quéc gia.

7. Quyét dinh s6: 218/2002/QD-BTC ciia Bd Tai chinh vé viéc
ban hanh ch& do luu trif tai ligu k& todn.

8. Thong tu lién tich s8: 55/2005/TTLT-BNV-VPCP clia Bo
Noi vu va Vin phong Chinh phi huéng din vé thé thic va
k¥ thudt trinh bay vin bdn.

B. TAILIEU SACH BAO

1. Nguyén Quéc Béo chii bién, Soan thdo vin bdn va cong tic
vén thu luu tri¥, Nha xudt bdn Chinh tri quéc gia,2004.

2. Thdi Tri Diing, Ky ning giao ti€p va thuong lugng trong
kinh doanh, Nha xuit bdn Thong ké, 2007.

283





*
[image: image285.jpg]3. Thdi Tri Ding, Tam 15’7 hoc qudn tri kinh doanh, Nha xuit
ban Thang ke, 2007.

4. Nguyén Thanh D6 chi bién, Gido trinh quan trj van phong.
Nha xuét ban Lao dong-Xa hoi Ha N¢i, 2005.

5. Bui Xudn Lt va céc tic gia, Nghlsp vu thu ky vin phong va
18 chitc, Ha Noi, 2002.

6. Lé Vian In, Mu soan thdo van ban diing trong 'hoat dong
quén 1y nha nudc cda chinh quyén xa, phudng, thi tran,
Nha xuat ban Chinh trj qudc gia, 2008.

7. Nguyén Thé Phdn, Gido trinh k§ thuat soan thio vin bin
quén 1y kinh t& va quén tri kinh doanh, Nha xuat bén Dai
hoc Kinh t€ quéc dan, Ha Noi, 2008.

8. B3 Lé Hing,Hudng dan trd thanh thu ky trong thdi dai méi,
Nha xuét bin Phu ni¥, 1997.

9. Vii Gia Hién, Vin héa giao ti€p ‘trong quan 1y hanh chinh
c6ng, Nha xuit ban Lao dong, 2007.

10. Nguyén Thanh Hdi, Quan-tri hoc, Nha xuat ban Thdng ke,
2001.

11. Nguyén Hitu Than, Quan tri hanh chénh vin phong, Nha
xudt bdn Thong ke ,2002.

12. Nguyén Hitu Thén, Truyén thong giao ti€p trong kinh
doanh dé hoi nhap toan cdu, Nha xuit bin Thong k&, 2006

13. Luu Khi€m Thanh, Gido trinh Ky thuat xdy dung va ban
hanh vin ban, Nhaxuat bdn Pai hoc qudc gia Ha. Ni,
2004. 3

14. Vuong Thi Kim Thanh, Ky thudt soan thdo va trinh bay
vin ban, Nha xuit ban Tré TP.HCM, 2005.
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[image: image286.jpg]15. Vuong Thi Kim Thanh, Quin tri hanh chinh v$n phong,
Nha xuat bdn Théng ke, 2009. |

16. Nguyén van Tham, Nghiép vu thu ky vin ph(;)ng va 16
chiic, Ha N6i, 2002. |

17. Nguyén Van Thung, 200 miu soan thdo vin ban thong
dung, Nha xudt ban Tai chinh, Ha Noi, 2005. !

18. Nguyén Hoér}g Tuin, K§ thudt soan thio vin ban,
TP.HCM, 2004.

19. Trin Dinh Tuan, Ki€n thic co ban vé 1& nghi hién dai, Nha
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