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VE THE THUC VA KT THUAT TRINH RAY VAN BAN
MOT SO LOI THUGNG GAP TRONG THUC TIEN

1. Vé thé thitc va ki thuat trinh bay
vian ban,

Theo Théng tu lién tich s6 55/2005/
TTLT-BNV-VPCP cua B Noi vu va Vian
phong Chinh pht ban hanh ngay 06-5-
2005 huéng dan vé thé thuc va ki thuét
trinh bay vin ban: “Thé thic van ban 14 tap
hgp cic thanh phdn cau thanh van ban, bao
gom nhitng thanh phdn chung 4p dung déi
véi cdc loai viin ban va cdc thanh phin b6
sung trong nhitng trudmg hop cu thé hoic
déi véi mot sO loai van ban nhat dinh theo
quy dinh tai Nghi dinh s6 110/2004/ND-
CP ngay 08-4-2004 cta Chinh phii vé cong
tic vin thu va huéng dan tai Thong ur nay.

Ki thuat trinh bay van ban quy dinh tai
Thong tu nay bao gém khd gidy, kiéu trinh
bay, dinh 1€ trang vin bén, vi trf trinh bay
céc thanh phan thé thic, phong chil, c@
chit, kiéu chit va cdc chi ti€t trinh bay
khac, dugc ap dung d6i véi vian ban duge
soan thio trén méy tinh sir dung chuong
trinh soan thao vin ban (nhu Microsoft
Word for Windows) va in ra gidy; cé thé
dp dung d6i véi van ban dugc soan thio
bang cic phuong phédp hay phuong tién ki
thuét khic hoac d6i véi van ban duge lam
trén gidy mau in sin; khong 4p dung d6i
vG1 van ban duoc in thanh sach, in trén
béo, tap chi va cic loai an phdm khdc

Cing theo Thong tu nay, cic thé thic
van ban bao gém: 1. Qudc hiéu; 2. Tén co
quan, t& chic ban hanh van ban; 3. S6, ki
hi¢éu cua van ban; 4. Dia danh va ngay,
thing, ndm ban hanh van ban; 5. Tén loai
va trich y&u nédi dung clia van ban; 6. Noi
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Hoc vién Hanh chinh Quéc gia

dung vin ban; 7. Chirc vu, ho tén va chif ki
cla ngucn ¢6 thim quyén; 8. Ddu cha co
quan, t6 chirc; 9. Noi nhan; 10. Dau chi
mttc do khdn, mat; 11. C4c thanh phén thé
thitc khéc: Pia chi co quan, dién thoai, s6
fax (riéng yé&u t6 11 chi quy dinh cho céc
van ban nhu cong dién, cong vin, cdc loai
phiéu gtri, phigu bdo...)!.

So v6i cac van ban hudng dan trudc day,
cdc yéu 16 thé thitc va ki thuét trinh bay
van ban dugc huéng dan tai Thong tu nay
rét chi tiét, cu thé, dé ap dung. Tuy nhién,
trén thuc t€, qua viéc khao sat 1.000 van
ban quan 1y hanh chinh do céc co quan ]
mot s6 bo, nganh trudng dai hoc va chinh
quyén co s& thuoc thanh phé Ha Noi ban
hanh tir thang 6-2005 dén thang 6-2006,
ching t6i nhan thdy hdu hét cdc van ban
nay cdch thic trinh bay céc yéu 16 thé thirc
khong ding theo quy dinh ctia Thong tu
lién tich s6 55/2005/'ITLT-BNV VPCP. Cy
thé, trong s cdc van bén trén, di thong ke
dugc 3.601 16i; trong d6, c6 2.350 161 vé ki
thuat trinh bay cic yéu t6 thé thic, 251 16i
v€ phéng chit, ¢ chir; 1.000 16i vé sap xép,
b& tri cic yéu t6 thé thic. Nhu vay, hau
nhu vin ban nao ciing c6 16i sai, van ban it
nhit ciing cd téi 2-3 161, vin ban sai nhiéu
nhdt c6 t6i 5-7 16i. Trong s6 11 yé&u t6 thé
thifc van ban néu trén, chiing t6i thay ¢6 7
yéu 16 trong cic van ban khao sit khong
duge trinh bay ding theo quy dinh. D6 1a
cac yéu t6 thé thirc: Quoc hiéu; tén co
quan, t6 chitc ban hanh vin ban; s6, ki hiéu
cua vin ban; dia danh va ngay, thang, nam
ban hanh van ban; tén loai va trich yéu noi
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dung ciia van ban; chit ki cla ngudi c6
thim quyén; noi nhan.

2. Miéu ta va nhan dang 16i.

a. Léi sai vé trinh bay thé thitc Juéc
~ hiéu: Theo quy dinh, Quéc hiéu ghi trén
- vin ban goém 2 dong chir “Cong hoa xa hoi
chi nghia Viét Nam*“ va “Déc lap - Tu do
- Hanh phiic”. Quoc hiéu dugc trinh bay
tai 6 s6 1. Dong chir trén dugc trinh bay
bing chit in hoa, cd chit tir 12 dén 13, kidu
chit ding dam. Dong chit dudi: “ DPoc lap -
Ty do - Hanh phic” dugc trinh bay bing
chit in thuong, c& chit tir 13 dén 14, kiéu
chit ditng, dam; chit cdi ddu cbha cic cum
tit duoc viét hoa; giita cic cum tir ¢6 gach
ngang nho; phia dudi ¢6 dudng ké ngang,
nét lién, cé do dai bing do dai cla dong
chit. Cu thé y&€u 6 nay dugc huéng din
trinh bay nhu sau:

CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap -Tu do - Hanh phiic

Tuy vay, qua khao sat, trong s6 1.000
van ban thi c¢é t6i 250 van ban trinh bay
yéu t& Qudc hiéu khong ding véi quy dinh
trén. VGi 250 van ban trinh bay khong
ding quy dinh, ching t6i thdy c6 3 nhém
161 nhu sau: '

Thit nhdt, trinh bay ca hai dong déu in
hoa, hoac ca dong trén va dong dudi déu in
thudng. Thir hai, dong trén in hoa va trinh
bay theo phong chir VntimeH cdn dong
dudéi trinh bay theo phong chit Times New
Roman. Thit ba, ca dong trén va dong dudi
déu trinh bay ding theo quy dinh nhung
dudng ké ngang dudi sai?.

Vidu I:

CONG HOA XA HOI CHU NGHIA VIET NAM
POC LAP - TU DO - HANH PHUC

Vidu 2:

CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

b. Léi sai vé trinh bay thé thiic tén co
guan, té chitc ban hanh vdn ban: Theo quy
dinh, tén co quan, td6 chitc dugce trinh bay
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tai 6 s6 2 bao gém: tén co quan, té chifc
chi quan cip trén truc ti€p (néu cb).

Cich trinh bay: tén co quan, 16 chifc ban
hanh vidn ban bing chit in hoa, ¢& chit tir
12 dén 13, kiéu chit dimg, dam.

Trudng hop co quan, té chitfc ban hanh
vin ban ¢6 co quan chi quan cdp trén truc
ti€p thi phai ghi tén co quan chu quan
nhung chi in ddm tén co quan ban hanh
vian ban, cdn co quan chlii quan in hoa
nhung khéng dam; phia dudi ¢6 dudng ké
ngang nét lién bang tir 1/3 dén 1/2 do dai
dong chit v dat can d6i dudi dong chi,
nhu sau: '

BO GIAO THONG VAN TAI

CUC HANG HAI VIET NAM

Qua khao sét, c6 235 vin ban méc 16i
trinh bay yéu t6 thé thifc nay. Céc dang 16i
thudng gap 1a: thir nhdt, mot s& téng cong
ty khéng ¢6 co quan chii quan truc ti€p
nhung vin ghi tén co quan chi quan; thir
hai, viél tit tén co quan ban hanh van ban,
diéu nay trdi v6i quy dinh chi viét tat
nhitg cum tir théng dung cua tén cd quan
chli quan truc ti€p; thir ba, vé trinh bay c&
chit, co quan chi quan in thudng hoic ci
co quan chil quan va co quan ban hanh déu
in hoa va dam; thit tir, dudng ké ngang nét
lién ciling thudng dugc trinh bay theo théi
quen hodc 1a ddu “***” hoic 1a “@”. C6
thé din ching vi du sau:

Vidu 1:
Dai hoc quéc gia Ha Noi
DALl HOC KHOA HOC XA HOI NHAN VAN
o4 ok ok ok ok A ok

Vidu?2:

BO XAY DUNG
TCT XNK XAY DUNG VN
@ —

c. Léi sai vé trinh bay thé thirc sé, ki
hiéu cua vdn bdan: Theo quy dinh, s6 va ki
hiéu dugc trinh bay tai 6 s6 3. P6i véi van
ban quy pham phap luat thi ghi: s6/ nam
ban hanh/ viét tat tén loai van ban/ viét tat
tén co quan ban hanh; dGi véi van ban
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hanh chinh cé tén loai, ghi: s6/ viét tit tén
co quan ban hanh van ban (tén ghi trén con
dau) riéng d6i v6i cong van thi ghi: s/
viét tat tén co quan ban hanh van ban, viét
tat tén don vi soan thdo. Tuy nhién, trong
cdc van ban khao sdt, xuit hién cic dang
16i sau: thit nhdt, van ban quy pham phép
luét nhung khong ghi nam ban hanh va cé
cdc van ban khong phai vin ban quy pham
phép luat nhung lai ghi nam ban hanh; thir
hai, vin ban c6 tén loai, sau ki hiéu viét tit
tén van ban [a tén don vi soan thdo vin
ban, khong ghi tén co quan ban hanh hoic
do6i véi cong van, nhi€u c¢o quan, don vi
vin ghi ki hiéu viét tit 2 chit CV. Vi du: Ty
trinh phuong 4n don vi su nghiép ¢6 thu
nhung khi ghi s6 va ki hiéu lai ghi: S6: 04/
KHTC hodc t& trinh xin phé duyét chu
truong diu tu xe 6 t6 phuc vu ban chi dao
cac cong trinh trong diém Hoa Lac ghi:
S6: 1267 CV/VC- DT hoic quyét dinh vé
viéc thanh lap mot don vi duge ghi: S6 :
15/ TCCB- QP, hoic quyét dinh bé nhiém
cdn bd dugc ghi: S6: 2006 QP/XHNV-
TC/2001...”.

d. Léi sai vé trinh bay thé thitc dia danh
va ngay, thdng, ndm ban hdanh vdn bdn:
Thong tr quy dinh, dia danh va ngay thang
trinh bay tai 6 s6 4 bang chir in thudng, ¢&
chir tir 13 dén 14, kiéu chit in nghleng sau
dia danh danh dau phdy, cdc ngay dudi 10
va cic thang 1,2 phai thém s6 “0” ding
trudc. Thuc t€, yéu t6 nay thudng méc cic
dang 16i sau: thir nhdt, dia danh khong viét
hoa hoic sau dia danh khong c6 ddu phdy;
thir hai, cac ngay tir 1 dén 9 va cic thing
1,2 khong ghi s6 “0” ding truéc hoic
ngugc lai tir thang 3 dén thdng 9 khéng cin
thém s6 “0” dang trude thi lai thém vao;
thit ba, vi€t hoa ca dja danh va ngay, thdng,
nam.

Vidu: Ha néi ngay 2 thdng 1 nam 2006
hoac HA NOI, NGAY 22 THANG 04
NAM 2006

d. Loi sai vé trinh bay thé thitc tén loai
va trich yéu ngi dung vdn ban: Thong tu
quy dinh, cdc van ban c6 tén loai nhu nghi

24

quyét, quyét dinh, bdo cdo, 1o trinh. .. trinh
bay bang chit VNTimeH ding va dam, c&
chir tlir 13 dén 14 tai 6 s6 5 a. Trir cong van,
khoéng trinh bay tén loal. Con trich yéu ndi
dung van ban c6 tén loai dat ngay dudi tén
loai béng chit VNTime c& chit 14, kiéu chir
dung, diam; bén dudi cé dudng ké ngang,
net lién, c6 do dai bang 1/3 dén 1/2 do dai
clia dong chit va dat can déi so véi dong
chir. Riéng cong van dugc trinh bay tai 6
$6 5b, sau chit viét tit “VN” (vé v1ec)
béng chi¥ thudng, c¢& chit tir 12 dén 13, kiéu
chit dimg. Qua khao sit, cdc van ban
thuong ¢ cc dang 16i sau:

Thir nhdt, mot s6 vian ban c6 tén loai
nhung ban hanh khong ghi tén loai & 6 5a.
Thit hai, trich yéu khong phan anh chinh
xéc ndi dung van ban. Thit ba, dé trich yéu
trong ngodc don hoac ngoac kép hoic mot
s0 van ban c¢6 tén loai trich yéu ghi & hai 6
5a va 5b hodc mot s van ban khong cé
trich yéu. Viduy :

GIAM POC TRUNG TAM Y TE 2
(VIV B8 nhiém phé trucng phong khdm da
khoa)

e. Léi sai vé trinh bay thé thic tham
quyén ki, chit ki, ho tén nguoi ki vin bdn:
Theo théng ké, c¢6 t6i 189/1.000 van ban
trinh bﬁy khong ding quy dinh. Thudng
gap cic dang 161 sau: thi nhdt, ghi lai mot
lan nifa tén co quan ban hanh van bén, vi
du: “TONG GIAM DOC TONG CONG TY
XAY DUNG” hoic gia trinh bay hinh thic
dé ki khoéng diing quy dinh; thiz hai, ho tén
nguoi ki trinh bay khong ding ¢& chi,
phong chit. vi du: “NGUYEN VAN NAM
hoic 1a ghi nguyén van nam...”; rhi ba,
cc hinh thic dé ki ghi sai: “T/M, K/T,
T/L”; trong khi d6 ghi ding phai la: “TM.,
KT, TL.”; thit tie, ho tén ngudi ki van ban
trinh bay ¢ chit khong thong nhat.

g. Léi sai vé trinh bay thé thiic noi nhdén
vdn bdn: Thong tu quy dinh d6i véi cong
van dugc trinh bay & ca hai vi tri 9a va 9b.
Codn doi véi van ban cd tén loai yéu t& “ncﬂ
nhan” chi trinh bay & 6 9a. “Noi nhan
duoc trinh bay biing chit VNTimes, ¢ chit
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12, kiéu chir nghiéng, dam. Phan liét ké
cdc co quan, o chic nhan van ban duorc
trinh bay bang chix thuo’ng, ¢& chiy 11, kiéu
chir du*ng, dong cudi cung 1a chit “Luu”
sau d6 c6 ddu hai chdm, tiép theo viel tat
chit “ VT” (van thu co quan, t6 chifc ) va
cubi cung la dau ch&m. Thyc t€, cdc van
ban khao sat thudng méc cic dang 16i nhu:
mét Ia, phan Kinh glri 9b in dam hoac in
hoa hoac gach chan; hai /4, tit “ noi nhan
9a in hoa, gach chan & dudi hoic dién sai
cdc y€u to dé nhan. Vi du: “ Noi nhén, con
cac yéu td nhan thuo‘ng ghi: Nhu dé gui;
hoac d6i v&i quyét dinh thi nhi€u van ban
ghi: Noi nhdn: Giam doc, pho giam doc,
chdnh van phong va cudi cling nhu diéu 3;
ba la, tr Luu: thuong ghi hd so nhan su,
van phbng, vin thu ..

Téng hop cac yéu 18 the thitc dugc trinh
bay trong s6 1.000 vin ban khao sit, s6
luong ciac vin ban mac 16i trinh bay vé
timg loai thé thifc ¢6 ti 1& nhu sau:

STT| Céc yéu td thé [ So lugng | Ti 18/1.000
thire khi trinh bay| van ban | viin ban
thudng mic 16i | mic 16i (%)

1 |Quéc hiéu 250 25

2 |Tén co guan ban 235 235
jhanh

3 1S& va ki hiéu van 423 32,4
jban

4 [Pia danh va ngay 200 20,0
thang :

5 [Tén va trich yéu 245 24,5

6 |Thé thac dé ki 198 19,8

7 [Ndi nhan 234 234

3. Nguyén nhan va mot so Kién nghi.

a. Nguyén nhdn mdc 16i.

C6 nhiéu nguyén nhan dan dén tinh
trang ban hanh van ban khong ding thé
thitc theo quy dinh. Sau day chi xin néu
mot s0 nguyén nhan co ban:

Thit nhdt, hé¢ thong van ban quy pham
phdp luat, cdc van ban hudng dan vé ki

thuat trinh bay cic yéu thé thitc chua Kip
thdi di vao hoat dong thuc t€ & cic co
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quan, 16 chite. Nhiéu co quan, 16 chie chua
t8 chirc tap huan, phd bién cédc van béan lién
quan dén cong tic soan thdo vin ban.

Thit hai, nhan thiic cua cac co quan, ca
nhan vé ¥ nghia va vai trd cha thé thitc con
han ch€. Tham chi nhiéu ngudi con cho
rang “ndi dung van ban mdi quan trong
con thé thirc sai ciing khong sao”.

Thir ba, su hudng dan, chi dao, ra sodt,
kiém tra clia cdc co quan cdp trén hoac cla
thi trudng cac don vi doi véi viée trinh bay
cdc yéu t6 thé thirc trén van ban con chua
dugc chi trong.

b. Mot s6 kién nghi.

pé cong tac soan thdo va ban hanh van
bin cha cdc co quan, t& chitc di vao né nép,
¢6 khoa hoc, trinh bay céc yéu t6 thé thirc
theo diing quy dinh cha Nha nuéc, trong
thoi gian t6i, can ti€én hanh mot s6 cong
viéc nh sau:

Mot la, co quan, t6 chitc, ¢4 nhan soan
thao c¢an phai tuan thi ding quy dinh cua
Nha nudc vé viéc trinh bay thifc van ban.

Har la, ngudi ki ban hanh hodc can bd
van thu trude khi déng ddu ra sodt, xem
xét van ban mot cach nghiém tic, tra lai
nhitng van ban trinh bay sai thé thifc, nhac
nh& chi ra 18i sai cho don vi soan thao.

Ba la, cic ca quan, t6 chic cén c6
nhitng 16p tap hudn cho can bo, nhan vién
vé cong tac soan thao van ban dé nang cao
ki nang vé€ cong tic soan thao van ban,
ddng thoi cap nhat nhitng quy dinh méi
cia Nha nudce vé Ki thuat trinh bay céc y€u
t6 thé thitc vin ban quén 1y hanh chinh.

Boén la, cac co quan cp trén khi nhin
dugce van ban cha cdp dudi giti 1€n néu phét
hién vin ban sai vé thé thitc thi gili tra lai
khong giai quyétQ

1. Xem Thoéng tir lién tich s¢ 55/2005/TTLT-
BNV-VPCP clia Bd Néi v va Van phong Chinh
phi, ngay 06-5-2005, hudng dén vé thé thitc va
Ki thuét trinh bay van ban.

2. Tat ca nhimg 16i dva ra lam vi du trong bai
viét déu dugce rit ra tir 1.000 van ban ma ching
toi dd khao sat.
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