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KY THUAT SOAN THAO

VAN BAN
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Van ban hanh chinh

La nhom van ban dw¢c ban hanh trong
tat ca cac co quan, to6 chirc dé quan ly,
diéu hanh va t6 chirc thwe hién cong
viéc.
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VAN BAN HANH CHIiNH

. (QUYET BINH, QUI CHE)
HANH CHINH
CA BIET M&i hop
CONG VAN [ 1Yéu cu, dé nghi
HANH CHINH i — :
Tra loi, g.thich
| HANH CHINH Chi dao
THONG THUONG
THONG BAO
VAN BAN cO * BAO CAO
TEN GOI -
' > TO TRINH
BIEN BAN
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2-Yéu cau vé ky thuat soan thao

2.1-Trinh bay dung thé thirc
2.2-Xay dwng bd cuc hop ly
2.3-Str dung ngbn nglr phu hop
2.4- Nguyén tac ap dung van ban




»Khai niém thé thirc van ban
»>C4c yéu to cla thé thirc van ban
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Cac yéu to cua thé thirc

= Tié¢u dé vin ban;

= Co quan ban hanh;

= S6 /Ky hiéu;

= Pia danh, ngay...thang...nam;

= Tén loai & trich yéu;
=" Noi dung;

= Chir ky, dong dau;

=" Noi nhan;

= Dau hiéu vin thuw khac.
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¢ & 2.2.YEU CAU VE XAY DUNG BO CUC VAN BAN

e Phan m& dau:
 Phan ndi dung;
 Phan két thuc.

C
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4 N

2.3- Yéu cau str dung ngdén ngiv

- Don nghia;

- Théng nhat, nghiém tuc;
- Khach quan, vo tu;

- Lich sw, van hoa.

\_ /
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4 N

Nguyén tic kiém tra van ban

Kiém tra van ban quy pham phap luat 13
viéc xem xét, danh gia va két luan vé
tinh hop phap cua van ban duoc kiém
tra, nham phat hién nhirng ndi dung trai
phap luat, kip thdi dinh chi viéc thi hanh,
stra doi, huy bd hoac bai bd mét phan
hoac toan b van ban trai phap luat doé.

\_ /
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-

Tiéu chi vé dang can c phap ly

~

Co can cu phap ly cho vieéc ban hanh;
Nhirng can cu phap I)’/ dang co hiéu lwc
phap luat vao thoi diem ban hanh;

Thu tuc ban hanh van ban dung luat;

Pé nghj dé ban hanh van ban hop phap.

/

TS.Ha Quang Thanh.APA



Pwoc ban hanh dung tham quyén

>Pung tham quyén hinh
thirc;

>Pung tham quyén ndi dung
(theo luat dj,inh/d‘wc_)’c phan
cbng phan cap)
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4 O

NoOi dung cua van ban phu hgp voi quy dinh
cua phap luat

Phu hop véi ndi dung, muc dich cua
phap luat;

Phu hop v&i nhirng nguyén tac co ban
vé t6 chlrc va hoat ddng clia bd may nha
nwocC;

Phu hop v&i diéu wée qudc té.
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4 O

Van ban duoc trinh bay dung thé thuc
va ky thuat trinh bay

Pay du cac quy dinh vé thé thirc van
ban;

Pung chinh ta, ngl» phap tiéng Viét va
van phong phap luat.

Tuén thu céc quy dinh vé thd tuc xay
dwng, ban hanh va dang Cong bao, duwa
tin, céng bo véan ban.

\_ /
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(o N

Yéu cau vé tham dinh van ban

La hoat dong kiém tra lai qua trinh soan
thao van ban

Giup co quan ban hanh phat hién nhirng
sai pham vé hinh thirc, ndi dung clia van
ban;

Pam bao tinh khach quan, minh bach
doi v&i hoat ddng xay dwng va ban hanh

K van ban. /
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Co quan tham dinh

- Trung uong: Bo Tu phap;
- Pia phuong: co quan tu phap dia phuong.

( hoat déng nay la yéu cdu bat buéc déi vdi viéc x8y
dung va ban hanh van ban quy pham phap luat)

\_ /
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4 h

Ho so gli co quan tham dinh

Coéng van yéu cau thdm dinh:
T trinh ( ban hanh van ban);
Duw thao van ban;

Ban tdng hop y kién dong gop:;
Cac tai lieu lién quan.
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-

Pham vi, ndi dung tham dinh

Sy can thiét ban hanh van ban;

Poi twong, pham vi diéu chinh cta van
ban;

Tinh hop hién, hop phap, tinh thong
nhat cua dw thao van ban;

Ngon nglr, ky thuat soan thao;

Tinh kha thi cua dw thao (*)
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4 R

Soan thao van ban hanh chinh

Soan thao van ban hanh chinh
ca biét;

Soan thao van ban hanh chinh
thong thwong.

\_ /
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3.1- Soan thao van ban hanh chinh ca biét

= Quyét dinh;
* Quy ché cong tac (ban hanh kém
theo Quyét dinh)



Soan thao quyét dinh

Q@Truwdng hop s dung;
oYéu cau khi soan fh



Yéu cau khi viet quyét dinh
c ...
e Néu rd can clr ban hanh quyét dinh;
e Day du ndi dung;
e Hiéu lwc thi hanh.
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TEN CO QUAN CONG HOA XA HOI CHU NGHIA VIET NAM

S6 /KH-CQ Poc lap - Tu do - Hanh phic
TP Ho chi Minh, ngay thing ndm 2008
QUYET PINH
Vé viéc_ ning luong can bo, vién chirc
GIAM POC Xi NGHIEP X........
@D ) 1 1 N ;
@D ) 1 T 1 ;
D, (IR (B 171 1) PO RN ,
QUYET PINH:
DU Leitireiiiieieeiitiiieee e e e eeettenee e e e e eeetennaeeeseeeeeerannaeeeseeeeeens
DU 2. itiiiiiiieieeeetieieee et ettt e e e e e et tee e e e e e e e eeeaa e e e eeeeene
GIAM DOC
( Ky tén, déng dau)
Noi nhdn:
-Nhu biéu 2;

TS.Ha Quang Thanh.APA x .
- Luu: VT,TCCB. Nguyén Van A



Soan thao quy ché
«
e Trwdng hop st dung;
e Yéu cau khi soan thdo quy ché;
e Mau quy ché
( Quy ché dwoc ban hanh kém theo quyét dinh)
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TEN CO QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
SO /Qb-XN Poc lap - Ty do - Hanh phic

Can Tho, ngay thdng  nam 2008

QUYET PINH
Vé viéc ban hanh Quy ché hoat djng....

GIAM POC Xi NGHIEP XYZ

@1 1 1] | O P ;

O ) 1 TV | ;

D, (IR B 171 1) PO RN ,

QUYET PINH:
5121 I
31121 U
GIAM POC
( Ky tén, dong dau)

Noi nhdn:
-Nhu Diéu 2;
-Luu: VT, TCCB.
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TEN CO QUAN CAP TREN

CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN

Poc lap - Ty do - Hanh phic

QUY CHE

Vé to chirc va hoat dong cia .........
( Ban hanh kém theo Quyét dinh s0 /QD-XNXDHK ngay thang nam

CUA tiverrrnecccerssecssccsssssssassssssssns )
Chuong 1
DHCU Luuuieiirieeiiiiuieeeeeuieeeeteuieeeeeenneeeeeennseeeennnsseesennsssessnssssessnnnns
Chwong 11
51T PR
Chuwong 111
5111 T
5111 T
GIAM DPOC
( Ky tén, dong dau)
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2.2- Soan thao van ban hanh chinh théng thwdng

S
e Soan thao cac loai cong van
e Soan thao van ban cé tén loai
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Soan thao cac loai céng van
c- ]
e CONg van moi hop;
e CONg van yéu cau, dé nghi;
e Cong van tra |&i giai thich;
e Cbng van chi dao.
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TEN CO QUAN CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN Poc 1ap - Tw do - Hanh phuc
S6:  /XN-VP
TP Ho Chi Minh, ngay thang nam 2008
V/v.Mo1 du hoi nghi
tap huan ..........

Kinh gtri: moi dich danh*
- Mdau: néu muc dich ly do
Pé..cue...... ,co' quan (XN, PV, Cty....) to chirc hdi nghi ( budi hop) ban vé
ndi dung noi trén.
Noi dung:
- Thanh phan: ghi chung;
- Thoi gian:
- Pia diém:
- Yéu cau khac
- Két thiic: Vi tinh chat....../Kinh dé nghi.......
GIAM DPOC
( Ky tén, dong dau)
Noi nhdn:
- Nhu trén;
- Luu: VT, TCCB. TS.Ha Quang Thanh.APA



TEN CO QUAN CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN Poc 1ap - Tw do - Hanh phuc

S6:  /XN-VP
TP Ho chi Minh, ngay thing ndm 2008
V/v.Xin y kién chi dao
Giai quyét.......

Kinh gwri: gwri dich danh*
- Mdau: néu muc dich ly do
Dé...cuuunn... ,co' quan (XN, DV, Cty....) ¢6 y kién nhu sau;**#**
Noi dung:

-Két thuc
Nhén dwogc cong vin nay, kinh dé nghi quy co quan nghién ctru, gidi quyét va tra
16 chung toi trong thoi gian sm nhat.
Tran trong,

GIAM POC
( Ky tén, dong dau)
Noi nhan:
- Nhu trén; TS.Ha Quang Thanh.APA

- Luu: VT, TCCB.



TEN CO QUAN CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN Poc 1ap - Tw do - Hanh phuc

S6:  /XN-VP ‘
TP. Ho chi Minh, ngay thang nam 2008
V/v.Tra 16i khiéu nai
cua khach hang
Kinh gtri: gwri dich danh*

- Mdau: néu muc dich ly do

Tiép cv s6 /k.h ngay thang nim cia Cty....V/v....... , sau khi nghién ctru chung
ti tra 1oi van dé trén nhu sau:
- Ngi dung:

( Vén dé nao khong tra 1oi/chwa tra 10i can néu rd, tai sao?)
- Két thiic
Nhén dwgc cong vin nay, néu con van dé gi chwa rd dé nghi cho biét, chiing tbi sin
sang nghién ciru, giai quyét va tra 1o trong thoi gian sém nhat.
Tran trong,
GIAM POC

Noi nhin ( Ky tén, déng dau)

- Nhu trén;

- Luu: VT, TCCB. TS.Ha Quang Thanh.APA



TEN CO QUAN CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN Poc 1ap - Tw do - Hanh phuc
So:  /XN-VP

TP Ho chi Minh, ngay thing  ndm 2008
V/V.Tiép tuc trién khai thuc hién
su chi dao vé van minh cong so
Kinh gtri: gwri dich danh*
- Mdau:
- Néu tén ch.trwong/k.hoach/viin ban da trién khai;
- Néu bién phap di dwa ra dé to chirc thuc hién.
-Ngi dung:
- Tém tit tinh hinh thue ch.trwong/k.hoach/viin bén;
+U'u diém;
+Khuyét diém. => nguyén nhén
- Pua ra bién phap méi dé tiép tuc thwe hién cong viéc
- Két thiic
- Quy dinh théi gian hoan thanh;
- Ché dp thong tin bao cao.
GIAM POC
( Ky tén, dong dau)
Noi nhdn:
- Nhu trén;

- Luu: VT, TCCB. TS.Ha Quang Thanh.APA



Soan thao van ban co6 tén loai

e Soan thdo BAO CAO;

e Soan thdo TO TRINH:;
e Soan thao BIEN BAN.
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Soan thao BAO CAO
.
e Khal niem;
e Dic diém cua bao cao;
e Cac loai bao cao:;
e Yéu cau khi viét bao cao;
e Mau bdo cao.

TS.Ha Quang Thanh.APA



TEN CO QUAN CAP TREN CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN Poc 1ap - Tw do - Hanh phuc
S6: /BC-XN
TP Ho chi Minh, ngay thang nam 200..
BAO CAO
Vé viéc thue hién cong tac..........

I/ PAC PIEM TINH HINH
- Tém tit tinh hinh t.chirc, bién ché ciia co quan va nhién vu dworc giao;
- Hoan canh cong tac ( thuan lgi/kho6 khan)
I/ DANH GIA CONG TAC .ceuuuiiiiiinnienreeeiinieereereenneesseerennnssseernnnsssseeees
1-Danh gia cong tac
2- Han ché:
3 Khai quat chung
I1I/ PHUONG HUONG& PE NGHI
1- Phwong hwong cong tac nam 200....
2- Pé nghi
GIAM POC
( Ky tén, dong dau)
Noi nhdn:
- Cap trén;
- Cac dvi1 truc thudc;

- Luu :VT, TCCB. TS.Ha Quang Thanh.APA



Soan thao TO TRINH

c- |
e Trrong hop su dung;

e Yéu cau;
e Nhirng van dé can lwu y.

TS.Ha Quang Thanh.APA



Soan thao van ban dién thuyét
c ... 0000

e Dac trung:

Khéng phai la van ban phap quy, khéng phai
a van ban hanh chinh théng thwd&ng ma chi
a nhirng nghi thtrc xa giao trong hoat dong
quan ly, hoat déng xa hoi

TS.Ha Quang Thanh.APA



Hinh thire thé hién
c ... 0000
e Dién van: diéu van:
e Cac loai thu:
+ Thw chuc muwng;
+ Thw chia buon:
+ Thw t choi.
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KINH CHAO

HEN GAP LAI!

bT- 0918177308

Email: thanhcnhc@yahoo.com
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Tim doc:
- Luat Ban hanh van ban quy pham phap luat 1996, 2002 stra doi;

- Nghi dinh s6 161 /2005/ND-CP ngay 27 thang 12 ndm 2005 cula
Chinh phd Quy dinh chi tiét va hwéng dan thi hanh mét sé diéu
cda luat ban hanh van ban quy pham phap luat va luat stra déi, bd
sung moét sO diéu cua luat ban hanh van ban quy pham phap luat;

-Nghi dinh §c‘> 110/2004/ND-CP ngay 08 thang 4 nam 2004 cua
Chinh phu vé cbng tac van thu;

-Nghi dinh s6 57/2008/ND-CP ngay 09 thang6 nam 2005 cla Chinh
pha vé thwong mai dién tw;

-Théng tw lién tich sb 55/2005/TTLT-BNV-VPCP ngay 06 thang 5
ndm 2005 hwdng dan vé thé thire va ky thuat trfnh bay van ban.

CHUC CAC BAN THANH CONG!

TS.Ha Quang Thanh.APA



