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Tém tat: Soan thdo van ban hanh chinh la mét loai ki nang dugc can bé, cong chiic, vién
chic trong cdc co quan, t6 chiic s dung dé thuc hién nhiém vu dugc phdn céng. D€ soan
thdo dugc mét van ban hanh chinh cé chét lugng can rat nhiéu yéu té, trong dé ngudi soan
thdo van ban hanh chinh phai biét cach s dung ngén ngi tiéng Viét cho pht hgp, nhu dam
bao tinh chinh xdc, phd théng; tinh ngdn gon, ré rang, dé hiéu. Ngoai ra, can chu y khéng si
dung nhiing loai c4u, tu hodc cdch dién dat khéng phu hop, gép phdn tao nén mét van ban
hanh chinh dugc ban hanh cé tinh kha thi va hiéu qud trong t6 chiic thuc hién.

Tu khéa: Hanh chinh; ngén ngd van ban; soan thao van ban; van ban hanh chinh.

Abstract: Drafting administrative documents is a skill adopted by officers, civil servants, and
public employees in various agencies and organizations to perform their assigned duties. There
are many requirements in drafting a quality administrative document, including a requirement
that the drafter must be capable of using Vietnamese language in a suitable manner to ensure
that the text is accurate, common, concise, clear, and easy to understand. Besides, it is
necessary to pay attention not to use inappropriate sentences, words or expressions, which

may contribute to an effective and easily enforceable administrative document.
Keywords: Administrative; text language; drafting, administrative document

Ngay nhan bai: 23/01/2024  Ngay bién tap: 02/02/2024 Ngay duyét dang: 22/02/2024

an ban hanh chinh (VBHC) la van
V ban hinh thanh trong qua trinh chi
dao, diéu hanh, gidi quyét cong
viéc clla cac co quan, t6 chic™. Van ban
hanh chinh 1a phuong tién khéng thé thiéu dé
cac co quan, t6 chuc truyén dat cac thong tin
quan ly va ban hanh cac quyét dinh quan ly.
Van ban hanh chinh ciing la s&n phdm phéan
anh k&t qua hoat dong clia cd quan, t6 chic
noéi chung, cta mdi can bd, cdng chiic, vién
chuc trong cd quan, té chiic néi riéng.
M6t VBHC dudgc ban hanh co6 chat lugng
phdi phu hgp vdi chiic nang, nhiém vu cla

(*) TS; Truong Dai hoc KHXH&NV, Dai hoc
Quéc gia Thanh phé H6 Chi Minh

(**) Sinh vién nganh Quan tri vdn phong,
Truéng Pai hoc KHXH&NV, Pai hoc Quéc
gia Thanh phé H6 Chi Minh

cG quan ban hanh van ban; phu hgp véi hé
thdng luat phap noi chung, van ban la co sé
phap ly tryc ti€p déi véi ndi dung clia VBHC
ndi rieng. Van ban dugc ban hanh phai xuat
phat ti nhu cau, yéu cau thuc té cla ca
quan, cla dia phuong hoadc clia nganh; van
ban sau khi dugc ban hanh, t6 chic thuc
hién phai cé tinh kha thi va mang lai hiéu
lyc, hiéu qud trong quan ly. Noi dung vén
ban phu thuéc vao trinh do, ky nang quan
ly, diéu hanh, gidi quyét cong viéc cla
ngudi soan thdo van ban va hé théng quan
ly cGia ca quan, t6 chic. V&n ban hanh chinh
phai co bd cuc ré rang, chat ché; ngén ngi
st dung trong v&n ban phai chinh xac, phd
théng, cach dién dat phai ré rang, dé hiéu.
Van ban hanh chinh phai dugc trinh bay vé
thé thic va ky thuat theo quy dinh théng
nhat cGa Chinh phd.
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1. Phuong phap st dung, dién dat
ngdén ngl

Thi nhét, tinh chinh xac, phd théng.

Ngon ngii trong VBHC la tiéng Viét phai
chinh xac, phé thong. Ngudi soan thdo van
ban phai st dung tu ngli, cAu van xac dinh
chinh xac ndi dung muén truyén dat. Ngoén
ngll v&n ban chinh xac c6 anh hudng sau séc
tGi chat lugng van ban va hiéu luc, hiéu qua
quan ly, chi dao, gidi quyét céng viéc. Xac
dinh ding nhiing ndi dung can thiét can phai
trinh bay trong van ban sé gép phan quan
trong dé van ban dat dugc day di muc dich
ban hanh da dudc dinh hudng.

Phudng phap nay yéu cau van ban phai
pha&n anh duing tinh hinh thuc té€ clia cd quan,
t6 chuic; dia phuong; trong pham vi c& mot
nganh, rong hon niia la cla ca dat nudc. Néu
van ban |a bao cdo so két, t6ng két thi noi
dung phai ding véi thuc t€, so liéu phai chinh
xac, khong dugc thém bét. Nhan xét, két
luan trong van ban can dugc thé hién khach
quan, trung thuc. N&u van ban quy dinh vé
moét ché dd, mot chinh sach thi ché dé, chinh
sach doé phai ding dan, phu hgp véi cac van
ban hién hanh clia Nha nudc, phu hgp vdi
nguyén vong cla doi tugng dudc thu hudng
va cla doi tugng chiu sy tac dong.

Tinh chinh xac trong néi dung van ban
dugc thé hién cu thé bang s6 liéu, ti ng,
cau van, dau cau, trat ty ti trong cau. Nhu
vay, van ban sé tang thém tinh kha thi va
mang lai hiéu qua thiét thuc.

Tinh ph8 théng, dai ching cla VBHC
phai dudc trinh bay, dién dat chat ché, dé
hiéu, nhat quan gitp ngudi doc, ngudi giai
quyét van ban dé hiéu, hiéu ding ndi dung
va thuén Igi trong viéc thuc hién.

Viéc trinh bay ndi dung van ban phai
tuan theo quy téc céu tric van ban, nghia
la cé bd cuc hgp ly, chat ché, ngén ngii va
cach hanh van phai tuan theo cac quy téc
clatiéng Viét, cla ky thuat soan thao VBHC.

The hai, tinh ngdn gon, ré rang, dé hiéu.

N6i dung van ban can dudc dién dat
ngén gon, rd rang, dé hiéu. Tinh ngan gon
trong van ban dugc hiéu la dung tu ngl t8i
thi€u nhung thé hién dugc dung lugng théng
tin t6i da. Dién dat ngén gon trong VBHC sé
dem lai nhiing hiéu qué thiét thuc trong hoat

dong quan ly clia cac co quan, t6 chic. Viét
ngan gon sé& giup ngudi doc, ngudi nghién
cliu van ban nhanh chéng ndm bat day di
cac nodi dung cla van ban va tu dé c6 thé
nhanh chong giai quyét dugc nhiing néi dung
clia van ban dang dat ra.

Thu ba, tinh cu thé, chi tiét.

Ngén ngii trong VBHC cén dugc dién dat
cu thé, chi ti€t nhu viéc mé ta déi tugng thuc
hién, hanh vi, cdng viéc, thdi gian, dia diém
G muc do chi tiét, dam bao thong qua ti ngl
dudc dién dat, ngudi doc cé thé hiéu dugc
mot cach chinh xac van ban quy dinh, hudng
dan lam nhu th& nao. Cé nhu vay, van ban
mdi ddm bao dudc tinh chic chan, én dinh,
tin cay dé thuc hién.

Ngoai trinh bay bang van xudi, c6 thé su
dung cac bang biéu, so dé dé trinh bay céc
ndi dung can thiét khac, tang tinh hiéu qua
va h&p dan dé&i v6i van ban. Nhiing ndi dung
can dién giai chi ti€t va c6 do dai tuong dai
I&n thi nén chuyén thanh phu luc.

Thu tu, phuong phap trinh bay mét sé
“khuén mau” trong van ban hanh chinh.

Van ban hanh chinh c6 tinh khuén mau
cao do xuat phat ti dac diém clQa hoat dong
quan ly. Trong do c6 mét s6 loai cau, doan
van c6 thé mau hda nhu mot loai cong thiic
dé trinh bay, vi du nhu:

N&u trich dan nhiing v&n ban lam cg s&
phap ly hodc van ban ti co quan, t8 chic
glii d&n va |a cd s dé ban hanh van ban.
Gap trudng hgp nay, céu tric cac thong
tin vé van ban dugc trich dan dudc ghi nhu
sau: 1) Tén loai van ban; 2) S6, ky hiéu van
ban; 3) Ngay, thang, ndm ban hanh van ban;
4) Tén cd quan ban hanh van ban; 5) Trich
yéu ndi dung van ban.

N&u trich dan nhiéu lan, cach trich dan
van ban, ghi nhiing théng tin sau: 1) Tén loai
van ban; 2) Sé, ky hiéu van ban; 3) Ngay,
thang, nam ban hanh van ban; 4) Tén co
quan ban hanh van ban; 5) Trich yéu noi
dung van ban (tén loai van ban; sé, ky hiéu
van ban). Tu |1an trich dan thd hai tré di, chi
can ghi hai théng tin la tén loai van ban va
s0, ky hiéu van ban nhu da quy udc.

N&u can viét tat trong VBHC, can dam
bdo cac yéu cdu nhu cum tu viét tt phai
théng dung, phai lap di, 1ap lai nhiéu lan,
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dugc ghi day du lan dau trong van ban, ngay
sau dé giai thich béng cach viét tat trong d&du
ngoac dan; cum tu viét tt 1a cac chii cai dau
clia cac con chii dugc viét tat.

Cé6 nhiing mau cau riéng cho tung loai
van ban. Chang han, cau trong trich y&u noi
dung van ban, cau trong “quyét dinh”, cau
trong céac loai bién ban vi pham hanh chinh
déu c6 nhiing mau cau riéng. Hoac trong
quyét dinh, cé quan ban hanh quyét dinh
phai chiing minh va dam béo tinh hgp hién,
hop phap va phu hgp véi thuc tién clia quyét
dinh quan ly, do d6 can phai bat dau van ban
b&ng nhiing c&n cu 14 trich dan nhiing van
ban lam cc sé phap ly.

2. Mdt s6 van dé can chua y khi st dung
trong ngoén ngii hanh chinh

Ngoai viéc bam sat cach thuc st dung,
dién dat ngdén ngli VBHC can luu y dén
cach s dung, dién dat ngén ngii khéng
phu hgp sau day:

Mét 1a, st dung tU, dién dat cau, doan
van, toan bd van ban da nghia, nghia ma ho,
khéng rd rang. Trong thuc t&€, cé thé thay
khong hi€m trudng hgp VBHC c6 cach su
dung, dién dat ngdn ngii da nghia hodc nghia
mo hd, khong rd rang nhu “thuc hién theo
quy dinh clia phap luat’, “thd truéng cac don
vi co lién quan”, hoac nhu trong nam 2021,
khi trién khai cac bién phap phong, chéng
dich COVID-19, mot s6 dia phuong ban hanh
VBHC da sl dung nhiing cum tu nhu “chi
dugc ra dudng trong trudng hgp can thiét”,
“chi dugc mua nhiing mat hang thiét yéu” l1a
mao hé, khéng rd rang, tudng minh.

Hai la, st dung ti ng dia phuong, tiéng
l6ng, noi lai, ngdn ngli mang xa hoi. Tiéng
Viét va ti ngli 6 nhiéu dia phucng c6 dac
diém la c6 thé nai lai va da sé trusng hop da
tao nén nhiing tiéng c6 nghia. G nhiéu dia
phuong, nai lai, noi 16ng trd nén phd bién va
mang lai nhiéu diéu thu vi trong cudc song.
Tuy nhién, khi st dung tU ngii, cau van trong
VBHC khoéng st dung kiéu cau, ti thé hién
cach noi l6ng, ndi lai nhu trong ddi song bdi
dé dan dén viéc thuc hién sai ndéi dung van
ban. Bac biét, khi st dung ngdén ngii trong
VBHC can chu y khong st dung nhiing tu
ngli mGi néu khéng dam bao su chinh xac,
phé théng clia tiéng Viét.

Ba la, st dung ti€éng nudc ngoai. Khong
s dung tiéng nudc ngoai khi da co tu ti€ng
Viét thay thé. Chang han cac tif ngii xuat hién
kha nhiéu trong van hanh chinh nhu “email”
(ti€ng Anh) can thay vao dé la “thu dién ti”
(ti€ng Viét); hoc online (tiéng Anh), thay vao
dé la hoc tryc tuyén (tiéng Viét).

Mat khac, trong VBHC van cé thé su
dung ti€ng nudc ngoai nhu tiéng Anh trong
trudng hgp thuat ngii, khai niém, to ngl dé
khéng co tiéng Viét thay thé va ti ngl dé
da dudgc st dung trong van ban clia cac co
quan nha nuéc nhu khi dién dat phéng chii
sl dung trong VBHC la phong chii Times
New Roman. Day la tu ti€ng Anh va khong
cO tu tiéng Viét thay thé nén dugc st dung.

Bé6n la, ghi nhiing cau, ti c6 &nh huéng
tiéu cuc dén viéc thuc hién van ban. Trudc
mot van dé, sy viéc, con ngudi cé thé tiép
nhan tU hai thai do tich cuc va tiéu cuc. Khi st
dung ngdn ngii trong van ban can chu y dén
viéc dién dat chinh xac ndi dung nhung néu
chon nhiing cau, ti ggi nén cam giac tiéu cuc
sé anh hudng dén tam ly, hanh dong va hiéu
qua trong giai quyét, thuc hién van ban do.

Vi du, trong phan két thuc clGa nhiéu
VBHC c6 cach dién dat nhu: “Trong qua
trinh trién khai thuc hién, néu c6 khé khan,
vuéng méc dé nghi lién hé...” hoac: “Trong
quaé trinh thyc hién, néu c6 thac méc, xin lién
hé...”. Y ti cQa nhiing cau nay thé hién su
cau thi, s&n sang phdi hop trong gidi quyét
cdng viéc. Tuy nhién, 16i sai vé cach dién dat
la da s dung nhiing tt ngl nhu khé khan,
vuéng méc, thac mac, ggi dén nhiing trang
thai tieu cuc. Thay vao dé co thé s dung
nhiing ti ngli nhu: “Trong qua trinh trién khai
thuc hién, néu can phdi hgp, giup dd, dé nghi
lién hé...”, hoac “Trong qua trinh thyc hién,
néu can thoéng tin trao ddi, xin lién hé...” thi
cau van sé chuyén sang huéng tich cuc va
co tac dong tét, khai day tiém thic tich cuc
va bién phap x{ ly tinh huéng ctia ngudi giai
quyét ndi dung van ban./.

Ghi chu:

(1) Chinh phii, Nghi dinh s6 30/2020/ND-
CP ngay 05/3/2020 vé céng tac van thu.
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