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Tom tat: Soq.n thao van ban hanh chfnh la m¢t loq.i ky nang dUc;Jc can b¢, c6ng chtlc, vien 
chtlc trong cac ca quan, to chtlc su dl)ng de" thtjc hi~n nhi~m vv dUc;Jc phan c6ng. De" so?n 
thao dUc;JC m¢t van ban hanh chfnh c6 cha't IUc;Jng can ra't nhieu ye'u t6, trong d6 ngUoi SO?n 
thao van ban hanh chfnh phai bie't each su dvng ng6n ngu tie'ng Vit?t cho phu hc;Jp, nhu dam 
bao tfnh chfnh xac, pho thong; tfnh ngan g9n, ro rang, de hie"u. Ngoai ra, can chtJ y kh6ng SU 
dvng nhang loq.i cau, W ho~c each dien dq.t kh6ng phu hc;Jp, g6p phan t?o nen m¢t van ban 
hanh chfnh dUc;Jc ban hanh c6 tfnh kha thi va hit?u qua trong to chtlc thl/c hit?n. 

Tu kh6a: Hanh chfnh; ng6n nga van ban; soq.n thao van ban; van ban hanh chfnh. 
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. 
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V
an ban hanh chfnh (VBHC) la van 
ban hinh thanh trong qua trinh ch1 
dq.o, dieu hanh, giai quyet cong 

viec ci'.Ja cac cd quan, to chuc!1>. Van ban 
h~nh chinh la phudng ti$n khong the thieu de 
cac Cd quan, to Chuc truyen dq.t cac thong tin 
quan ly va ban hanh cac quyet dlnh quan ly. 
van ban hanh chfnh cung la san pham phan 
anh ket qua hoq.t d(>ng ci'.Ja Cd quan, to Chuc 
n6i chung, cua moi can b(>, cong chuc, vien 
chuc trong co quan, to chuc n6i rieng. 

Mot VBHC duc;1c ban hanh c6 chat luc;1ng 
phai p.hu hc;1P voi chuc nang, nhi$m Vl.J cua 

(*) TS; Truon_g DQi 1!,9C~·KHXH1f:NV, fJQi hr;c 
auoc gia Thanh pho Ho Chi Mmh _ . 
(**} Sinh vien nganh Quan tri ~an phon!], 
Truong f)Qi hQC KHXH&NV, fJQI hQC Quoc 
gia Thanh pho Ho Chi Minh 

Cd quan ban hanh van ban; phu hejp VOi h$ 
thong lu~t phap n6i chung, van ban la co so 
phap ly tn/c tiep doi voi n()i dung cua VBHC 
n6i rieng. Van ban dl1c;1C ban hanh phai xuat 
phat W nhu cau, yeu CclU thl/C te cua Cd 

quan, cua dia phlldng hoc)c cua nganh; van 
ban sau khi duoc ban hanh, to chuc thl,lc 
hi$n phai c6 trnh kha thi va mang lq.i hi$u 
ll,lc, hi$u qua trong quan ly. N()i dung van 
ban phl,J thu(>c vao trinh d(), ky nang quan 
ly' dieu hanh, giai quyet cong vi$c cua 
nguoi soq.n thao van ban va h$ thong quan 
ly cua Cd quan, to chuc. Van ban hanh chrnh 
phai c6 bo c1,1c ro rang, chc)t che; ngon ngu 
sll d1,1ng trong van ban phai chfnh xac, pho 
thong, each dien dq.t phai ro rang, de hieu. 
Van ban hanh chrnh phai duQc trlnh bay ve 
the thuc va ky thu~t theo quy djnh thong 
nhat cua Chrnh phu. 
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1. Phu'dng phap su d1:mg, di~n d~t 
ngon ngu 

Thu nha't, tfnh chfnh xac, ph6~ thong. 
Ngon ngu trong VBHC la tieng Vi$t phai 

chfnh xac, pho thong. Ngu'C1i so<;in thao van 
ban phai su d1,mg w ngu, cau van xac dinh 
chfnh xac n(>i dung muon truyen d<;it. Ngon 
ngu van ban chfnh xac c6 anh hu'dng sau sac 
toi chat luc;mg van ban va hi$u h,tc, hi$u qua 
quan ly , ch7 dr;to, giai quyet cong vi$c. Xac 
djnh dung nhung n(>i dung can thiet can phai 
trlnh bay trong van ban se g6p phan quan 
trc;rng de van ban d<;it dllc;1c day du m1,1c dfch 
ban hanh da dl1<;1c dinh hllong. 

Phuong phap nay yeu cau van ban phai 
phan anh dung tlnh hlnh thljc te cua co quan, 
to chuc; dja phllong; trong ph;;i.m vi ca m(>t 
nganh, r(>ng hon nua la cua ca dat nlloc. Neu 
van ban la bao cao so ket, tong ket thl n(>i 
dung phai dung voi thlfc te, so li$u phai chfnh 
xac, khong dl1<;1c them bot. Nh?n xet, ket 
lu?n trong van ban can dl1<;1C the hi$n khach 
quan, trung thlfc. Neu van ban quy djnh ve 
m(>t che d9, m(>t chfnh sach thl che d9, chfnh 
sach d6 phai dung dan, phu hop voi cac van 
ban hi$n hanh cua Nha nlloc, phu hqp voi 
nguy$n vc;>ng cua doi tl1<;1ng dl1<;1C thl,I hl1C1ng 
Va CUa doi tl1<;1ng chjU Slf tac d(>ng. 

Tfnh chfnh xac trong n(>i dung van ban 
dll<;1C the hi$n Cl,I the bang SO li$U, tlt ngu, 
cau van, dau cau, tr?t tlf W trong cau . Nhll 
v?y. van ban se tang them tfnh kha thi va 
mang lc;ti hi$u qua thiet thl,fc. 

Tfnh pho thong, dc;ti chung cua VBHC 
phai dllQC trlnh bay, dien dc;tt ch~t che, de 
hieu, nhat quan giup nguoi doc. nglloi giai 
quyet van ban de hieu, hieu dung n¢i dung 
va thu?n 1<;1i trong vi$c thl,lc hi$n. 

Vi$c trlnh bay n9i dung van ban phai 
tuan theo quy tac cau true van ban, nghTa 
la CO bo Ct.JC h<;1p ly, ch?t Che, ngon ngu Va 
each hanh van phai tuan theo cac quy tac 
cua tieng Vi$t, cua ky thu~t soc;in thao VBHC. 

Thu hai, tfnh ngAn g9n, ro rang, de hif/u. 
N¢i dung van ban can dllQC dien dc;tt 

ngtrn g<;>n, ro rang, de hieu. Tfnh ngan gon 
trong van ban dllQC hieU la dung tU ngu toi 
thieu nhung the hi$n du<;1c dung lll<;1ng thong 
tin toi da. Dien dc;it ngan g<;>n trong VBHC se 
dem IGti nhung hi$u qua thiet thl,fc trong hoc;it 
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d(>ng quan ly cua cac Cd quan, to chuc. Viet 
ngan g9n se giup nguoi d9c, ngu'oi nghien 
cuu van ban nhanh ch6ng nam bat day du 
cac n(>i dung cua van ban va w d6 c6 the 
nhanh ch6ng giai quyet dLJqc nhung n(>i dung 
cua van ban dang d?t ra. 

Thu ba, tfnh cv the~ chi tiet. 
Ngon ngu trong VBHC can du'c;1c dien d<;it 

Cl,I the, chi tiet nhu' Vi$C mo ta doi tl1<;1ng thl,IC 
hi$n, hanh vi, cong vi$c, thoi gian, dia diem 
C1 muc d9 chi tiet, dam bao thong qua w nga 
dl1<;1C dien dr;tt, nglloi dQC CO the hieu dl1<;1C 
m(>t each chfnh xac van ban quy djnh, hllong 
dan lam nhll the nao. C6 nht.J v?y. van ban 
moi dam bao dt.Jqc tfnh chac chan, on djnh, 
tin c?y de thl,lc hi$n. 

Ngoai trinh bay bang van xuoi, c6 the sll 
d1,1ng cac bang bieu, so do de trlnh bay cac 
n(>i dung can thiet khac, tang tfnh hi$u qua 
va hap dan doi voi van ban. Nhung n(>i dung 
can dien giai chi tiet va c6 d(> dai tllong doi 
Ion thi nen chuyen thanh ph1,1 Ive. 

Thu tu, phuang phap trlnh bay m<?t so 
"khu6n mau" trong van ban hanh chfnh. 

Van ban hanh chfnh c6 tfnh khu6n mau 
cao do XUat phat tU d?c diem CUa hO«;it d(>nr 
quan ly. Trang d6 c6 m(>t so lo«;ii cau, do«;! 
van c6 the mau h6a nht.J m(>t loc;ti c6ng thu· 
de trinh bay, vf dv nht.J: 

Neu trfch dan nhCtng van ban lam Cd sa 
phap ly ho?c van ban w cd quan, to chuc 
gl/i den Va la Cd sa de ban hanh van ban. 
G?p trt.Jong h<;1p nay, cau true cac thong 
tin Ve van ban dt.JQC trfch dan dt1<;1C ghi nht.J 
sau: 1) Ten loc;ti van ban; 2) So, ky hi$u van 
ban; 3) Ngay, thang, nam ban hanh van ban; 
4) Ten cd quan ban hanh van ban; 5) Trfch 
yeu n¢i dung van ban. 

Neu trfch dan nhieu Ian, each trfch dan 
van ban, ghi nhung thong tin sau: 1) Ten loGii 
van ban; 2) So, ky hi$u van ban; 3) Ngay, 
thang, nam ban hanh van ban; 4) Ten cd 
quan ban hanh van ban; 5) Trich yeu noi 
dung van ban (ten IOGii van ban; SO, ky hie

0

U 

van ban). Tu Ian trfch dan thu hai trd di, chi 
can ghi hai thong tin la ten IOGii van ban va 
so, ky hi$u van ban nhu da quy uac. 

Neu can vi~t tat trong VBHC, can dam 
bao cac yeu cau nht.J cvm w viet tat phai 
thong d1,1ng, phai l~p di, l?p IGii nhieu Ian, 
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duc;1c ghi day du Ian dau trong van ban, ngay 
Sau d6 giai thich bang each Viet tat trong dau 
ngo~c don; Cl,lm tU Viet tat la cac ch[J Cai dau 
Cua cac con Ch[/ dllQC Viet tat. 

C6 nhun.g mau cau rieng cho Wng loc;ti 
van ban. Chang hc;tn, cau trong trfch yeu n(>i 
dung van ban, cau trong "quyet dlnh", cau 
trong cac loc;ti bien ban vi phc;tm hanh chfnh 
deu c6 nhung mau cau rieng. Ho~c trong 
quyet djnh, co quan ban hanh quyet djnh 
phai chung minh va dam bao trnh hqp hien, 
hqp phap va phu h<;jp voi thl,lc tien cua quyet 
djnh quan ly I do d6 can phai bat dau van ban 
bang nhung can cu la trich dan nhung van 
ban lam co so phap ly. 

2. Mc}t so van de can chu y khi SU d1:1ng 
trong ngon ngu hanh chinh 

_ Ngoai vi$c barn sat each thuc sli d1.,rng, 
dien dc;tt ng6n ngu VBHC can !Vu y den 
each sl.t d1.,mg, dien dc;tt ngon ngu khong 
phu hQp sau day: 

M¢t la, sl! dl,mg w, dien dc;tt cau, doc;tn 
van, toan b9 van ban da nghTa, nghTa mo ho, 
khong ro rang. Trang thl,lc te, c6 the thay 
khong hiem truong hQp VBHC c6 each sli 
dl,mg, dien dc;tt ngon ngu da nghTa ho~c nghTa 
mo ho, khong ro rang nhu "thl,lc hi$n theo 
quy djnh cua phap lu~.tll I "thu trllCJng cac don 
vi c6 lien quan", ho~c nhu trong nam 2021, 
khi trien khai cac bi$n phap phong, chong 
dich COVID-19, m<)t s6 dia phuong ban hanh 
VBHC da sll d1.,mg nhung cvm W nhu "chl 
dllc;IC ra dllong trong trllong hc;lp can thiet'', 
"chl duc;ic mua nhung m~t hang thiet yeu" la 
mo ho, khong ro rang, tuong minh. 

Hai la, sil d1,mg W ngu dia phuong, tieng 
long, n6i lai, ngon ngu mc;ing xa h<)i. Tieng 
Vi$t va W ngi1 Ci nhieu dia phudng c6 d~c 
diem la c6 the n6i lai va da so truong hc;1p da 
tao nen nhung tieng c6 nghTa. 0 nhieu dia 
p.hudng, n6i lai, n6i long trCi nen pho bien ~a 
mang lc;ti nhieU dieu thu Vj trong CUQC song. 
Tuy nhien, khi sii dvng W ngu, cau van trong 
VBHC khong sii di.mg kieu cau, w the hi$n 
each n6i 16ng, n6i lai nhll trong doi song bCii 
de dan den vi$c thl/c hi$n sai n<)i dung van 
ban. E>?c bi$t, khi sii d1,mg ngon ngu trong 
VBHC can chu y khong sii d1,mg nhung W 
nga moi neU kh6ng dam bao SI/ chrnh xac, 
pho thong cua tieng Vi$t. 

Ba la, su d1,mg tieng nvoe ngoai. Khong 
si'.t dt,mg tieng nvoe ngoai khi da e6 w tieng 
Vi$t thay the. Chling h<:in eae W ngu xuat hi$n 
kha nhieu trong van hanh ehinh nhu "email" 
(tieng Anh) can thay vao d6 la "thll di$n ti'.t" 
(tieng Vi$t); hQe online (tieng Anh), thay vao 
d6 la h9e trl,le tuyen (tieng Vi$t). 

M~t khae, trong VBHC van e6 the si'.t 
d1,mg tieng nlloe ngoai nhll tieng Anh trong 
trllong hqp thu~t ngu, khai ni$m, w ngu d6 
khong e6 tieng Vi$t thay the va w ngu d6 
da dllQe Slt dl,Jng trong van ban eua eae Cd 

quan nha nlloe nhll khi dien dc;tt phong ehu 
si'.t dt,mg trong VBHC la ph6ng ehu Times 
New Roman. 8ay la W tieng Anh va kh6ng 
e6 w tieng Vi$t thay the nen dllqc su dl,mg. 

B6n la, ghi nhung eau, W e6 anh hllong 
tieu eve den viee thve hien van ban. Trvoc 
m<)t v~n de, slf. vi$c: con. nguoi e6 the tiep 
nh~n W hai thai d9 tich eve va tieu eve. Khi su 
dl,Jng ngon ngi1 trong van ban can chu y den 
vi$c dien dq.t chfnh xae n(>i dung nhung neu 
ChQn nhung cau, tU gqi nen cam giae tieu el,(c 
se anh hlldng den tam ly I hanh d(>ng va hi$U 
qua trong giai quyet, thvc hi$n van ban do. 

Vf dl,J, trong phan ket thuc cua nhieu 
VBHC c6 each dien dc;tt nhv: "Trong qua 
trlnh trien khai thl,le hi$n, neu c6 kh6 khan, 
vvong mac de nghi lien h$ ... " ho~c: "Trong 
qua trlnh thl/C hi$n, neu CO thac mac, Xin lien 
h$ ... ". Y w cua nhung cau nay the hi$n sv 
cau thj, san sang phoi hc;lp trong giai quyet 
cong vi$c. Tuy nhien, loi sai ve each dien dc;tt 
la da sii dvng nhung w ngu nhv kh6 khan, 
vvong mac, thac mac, gc;1i den nhung trc;tng 
thai tieu Cl/C. Thay vao d6 c6 the Slt dl,Jng 
nhung W nga nhv: "Trong qua trlnh trien khai 
thl/C hi$n, neu can phoi hc;1p, giup dB, de nghj 
lien h$ ... ", ho~c "Trong qua trlnh thl/c hiEfm, 
neu can thong tin trao doi, xin lien h$ ... " thl 
cau van se chuyen sang huong trch eve va 
c6 tac d<)ng tot, khdi d~y tiem thuc trch eve 
Va bi$n phap Xlt ly tlnh huong cua ngLJoi giai 
quyet n<)i dung van ban.I. 

Ghi chu: 

(1 ) Chrnh phu, Nghi ainh so 3012020/ND
CP ngay 051312020 ve c6ng tac van thlf. 
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