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Abstract: Over the past years, the composing and promulgating of administrative documents at Hue
University have achieved various improvements, complied with the current regulations on document
formats, structures as well as content, contributing positively to improving management and execution
efficiency at Hue University. However, during the composing process, many administrative staff was still
confused; many submitted documents appeared errors, of which many are repeated errors. This study
aims to analyze the situation and propose some basic solutions to improve the quality of administrative

document composing and promulgation at Hue University.
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1. Ditvan de

Ban hanh van ban hanh chinh 1a mt viéc lam thwong xuyén va quan trong, truc tiép
quyét dinh chat lwgng lanh dao, quan ly, diéu hanh caa mét co quan, t6 chite. Van ban phai
duoc soan thao va ban hanh dung thdm quyén, trinh ty, thu tuc, hinh thic, thé thie va ki thuat
trinh bay theo quy dinh cua phap luéat. Pai hoc Hué la dai hoc hai cap nén trong qua trinh lanh
dao va quan ly, diéu hanh cac don vi thanh vién, don vi thudc va truc thudc can ban hanh nhiéu

van ban trén nhiéu linh vuec.

Trong qua trinh hoat ddng, hau hét cac van ban Pai hoc Hué ban hanh déu bao dam
dung tham quyén, trinh tw, thu tuc, hinh thitc, thé thitc va ky thuét trinh bay theo quy dinh cua
phép luat. Tuy nhién, thuc té kiém tra thé thic va chinh stta ban thao van ban trudc khi trinh
Giam d6c Dai hoc Hué ky, ban hanh da cho thay nhiéu chuyén vién con lung ting; nhiéu van

ban soan thao bdc 16 nhiéu 15, sai sot trén nhiéu khia canh khéac nhau.

Ttr khao sat, bai bao nay sé thong ké, tong hop cac 18i trong cac ban thao van ban do cac
chuyén vién soan thao, tir d6 doi chiéu véi cac yéu ciu, quy dinh van ban dwgc ban hanh dé rat
kinh nghiém va dé& xudt mot sd giai phap co ban nham nang cao chat lugng soan thao va ban
hanh van ban hanh chinh & Pai hoc Hué.

2. Déi twgng nghién ctru va phwong phap nghién cieu
2.1. D6i tugng nghién ctru

- Nhom nghién ctru tiép can gan 9000 ban thao van ban ctia nam 2020, 2021 va 6 thang
dau nam 2022 do cac chuyén vién Vian phong va cac ban chiic nang, cac don vi thudc Dai hoc
Hué soan thao chuyén Van phong Dai hoc Hué kiém tra thé thitc, chinh stra, hoan chinh trude

khi trinh 1anh dao Dai hoc Hué ky ban hanh, trong dé ¢ 894 ban thao van ban c6 sai sét, co 16i.

- Nghién ctru tryee tiép khao sat 894 ban thao van ban ¢ sai sét, c6 16i.
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2.2. Phuong phap nghién ctitu

- St dung phuong phap nghién cttu thuc tién: khao sat va thong ké 16i trong cac ban thao
van ban do cac chuyén vién cua van phong va cac ban chitc nang, cac don vi thudc Dai hoc Hué
soan thao chuyén dén Van phong Dai hoc Hué kiém tra thé thirc, chinh stra, hoan chinh trudce
khi trinh lanh dao Pai hoc Hué ky ban hanh, tir d6 tong hop nhitng vwu di€ém, nhing han ché,

rat ra mot s6 nhan dinh ¢4 tinh quy luat ctia van dé.

- Két hop phuong phép nghién ctru ly thuyét: trén co sé nhitng van dé rat ra tir nghién
ctru thuyc tién, két hop phuong phap nghién ctru ly thuyét (cac 1y thuyét va quy dinh vé soan

thao van ban) dé€ xay dung cac yéu cau cta soan thao van ban.

3. Vian ban quy pham phdp luit, van ban hanh chinh va van ban hanh chinh ¢ Dai hoc
Hué

3.1. Vanban quy pham phap luat

Van ban quy pham phép luat la loai van ban duoc co quan nha nude ¢d thdm quyén ban
hanh dya theo trinh ty, tht tuc do phép luat quy dinh nham quan 1y, diéu chinh cic m&i quan
hé phat sinh trong xa hoi dwdi nhiéu linh vic khac nhau. Van ban quy pham phap luat la van
ban duoc ban hanh dua trén y chi ctia nha nudc, budc tat ca moi ca nhan, to chitc trong xa hoi
phai tuan tht va chadp hanh va duge dam bao bang quyén luc nha nudc. Vin ban quy pham

phap luat duoc chia thanh hai loai la van ban Luat va van ban dudi Luat.

3.1.1. Van ban Luat

Van ban Luat 1a nhiing van ban quy pham phdp luat do Qudc hoi — co quan quyén luc
cao nhat cia Nha nude ban hanh theo trinh tu, thu tuc va hinh thitc duwoc phap luat quy dinh.

Van ban Luat gom Hién phap, Luat va Bo Luat, c6 hiéu luc phap ly cao nhat.
3.1.2. Vin ban dwéi Luat

Van ban dwéi Luat la nhitng van ban quy pham phap luat do cac co quan nha nwéc ban
hanh theo trinh tu, tha tuc va hinh thitc dwoc phap luat quy dinh bao gdm: phap 1énh, nghi
dinh, nghi quyét, lénh, quyét dinh, thong tw. Vé gia tri phap ly, van ban dwéi luat c6 hiéu luc
phép ly dwdi hién phap va cac van ban luat.
3.2. Van ban hanh chinh

Vian ban hanh chinh la mét trong nhitng loai van ban duoc sit dung pho bién nhét trong
cac co quan, t6 chitc. Pay la van ban mang tinh thong tin quy pham nha nudc, giai quyét nhiing
vu viéc trong qua trinh quan ly, diéu hanh. Van ban hanh chinh dwoc chia thanh hai loai chinh

la van ban hanh chinh ca biét va van ban hanh chinh théng thwong.
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Trong d6 van ban hanh chinh ¢4 biét la nhiing van ban thé hién quyét dinh, chi thi ctia co
quan nha nudc (Quyét dinh nang lvong, quyét dinh khen thudng, ky luat can b, cong chic,...).
Con van ban thong thuong 1a nhitng van ban mang tinh chat thong tin, nham diéu hanh, thyc
hién cac van ban quy pham phap luat hodc dung dé€ giai quyét nhitng céng viéc cu thé, phan

anh tinh hinh, trao d6i cong viéc,... (Thong bao, cong van, bao cdo, phiéu gui, phiéu trinh,...)
3.3. Vin ban hanh chinh trong quan 1y, diéu hanh & Pai hoc Hué

Can ctt vao chitc nang, nhiém vu va thdm quyén, van ban hanh chinh trong quan ly, diéu

hanh ¢ Dai hoc Hué gom:
3.3.1. Van ban hanh chinh ca biét

Van ban hanh chinh cé biét thé hién cac quyét dinh quan ly cua Pai hoc Hué trén co so
tham quyén va quy dinh vé chiic nang, nhiém vu nhdm giai quyét cong viéc cu thé, bao gom
cac quyét dinh ca biét, nghi quyét ca biét nhu: quyét dinh nang lwong, bd nhiém, mién nhiém,

khen thuong, ky luat vién chiee, khen thuong, thanh lap cac hoi dong. ..
3.3.2. Van ban hanh chinh théng thuong

Van ban hanh chinh théng thuong hay van ban chi dao diéu hanh bao gom nhing van
ban mang tinh thong tin diéu hanh nhdm thuc hién cdc vin ban cap trén, chi dao hodc giai

quyét cac cong viéc cu thé trong cac linh vuc hoat dong, trao doi... ctia DPai hoc Hué.
V& co ban, van ban nay chu yéu gdm hai loai chinh:
- Cong van (van ban c6 tén loai chung nhat),

- Van ban c6 tén loai thé hién ro tén goi nhu thdng bao, bao cao, bién ban, to trinh, dé an,
chuong trinh, k& hoach, hop dong, cac loai giay (gidy di duwong, gidy gidi thiéu, gidy nghi phép,
gidy iy nhiém,...) cac loai phiéu (phiéu gui, phiéu bao, phiéu trinh...).

3.3.3. Van ban chuyén mén, ky thuat

- Van ban chuyén mén bao gém nhiéu van ban mang tinh nghiép vu trong cac linh vue:

ké&'hoach, thong ké, tai chinh, ngan hang...

- Van ban ky thuat bao goém cac loai van ban dwgc hinh thanh trong kién trac, xay dung,

cong nghé...
4. Phong cach ngon ngit hanh chinh

Phong cach ngdn ngit hanh chinh 1a cach thiic dién dat tao thanh kiéu dién dat riéng

trong van ban hanh chinh. Ngén ngtt hanh chinh c¢6 ddc diém:
- Cdch trinh bay: thuong c6 khuon mau nhat dinh.

- V& tr ngir: st dung 16p tir hanh chinh véi tan so cao.
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- V€ kiéu cdu: cau thuong dai, gdbm nhiéu y, moi y quan trong thuwong duoc tach bang cac

dau ngét thanh phan cau hodc xudng dong, viét hoa dau dong.

- Tinh minh bach: Khong dung phép tu tt, 161 biéu dat ham y hodc mo ho vé nghia. Khong
tuy tién x6a bo, thay doi, stra chiva ndi dung. Dam bao chinh xac tirng dau cau, chix ki, thoi gian.
GOm nhiéu chwong, muc dé€ tién theo doi.

- Tinh cong vu: Khong dung tir ngtr bi€u hién quan h¢, tinh cdm ca nhan (néu cé cing chi
mang tinh wdc 1é: kinh mong, kinh gui, tran trong cam on,...). Dung 16p tir pho thong toan dan,
khong dung tir dia phuong, khdu ngt,...

5.  Thuc trang vé soan thio vin ban & DPai hoc Hué

Qua khao sat 894 ban thao van ban cac loai do chuyén vién ctia Van phong, cac ban chtrc
nang, cac don vi thudc (Truwong Du lich, cac Khoa va Phan hiéu Dai hoc Hué tai tinh Quang Tri)
soan thao chuyén dén Vian phong dé€ kiém tra thé thirc, chinh stra hoan chinh trude khi trinh

lanh dao Pai hoc Hué'ky ban hanh, ching t6i thay c6 nhitng 16i sau day:

5.1. V& tén loai, thé thirc, ky thuit trinh bay va cac thanh phéin vin ban

S6 16i vé tén goi, thé thirc va ki thuat trinh bay
Tén loai S81uong | ron | The | Kythut | Trich | Cinck | Noi | Thim
vin ban VBSI;:lao i::: thitc | trinh bay yéu ban hanh nhan ql;(};:en
ban (phap ly)
Quyét dinh 250 15 40 20 80 40 32
Nghi quyét 20 3
Cong van 450 18 160 150 120 42 105 65
Bao cao 40 15 6 20
Kéhoach 40 2 10 2
TO trinh 80 21 15 17
Quy ché& quy 14
dinh
T(Aing cdng 894 18 192 227 140 139 182 97

Bang 1. Ldi vé thé thiec, Ky thuat trinh bay

Két qua khao sat ¢ Bang 1 cho thdy cac van ban soan thao c6 mét s6'16i vé chon tén loai

van ban cling nhw thé thiec va ky thuat trinh bay.
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5.1.1. Tén loai van ban

Can ctt vao chttc ndng, nhiém vy, quyén han va muc dich, néi dung ctia vdn ban can soan
thao, nguoi ding dau co quan, td chitc hodc nguoi c6 thdm quyén giao cho don vi hodc cad nhan
chu tri soan thao van ban. Theo d6, don vi hodc ca nhan duoc giao chu trl soan thao van ban
thuc hién cac cong viéc: Xac dinh tén loai, ndi dung va d¢ mat, mirc d khan cta van ban can
soan thao; thu thap, xtr ly thong tin c6 lién quan; soan thao van ban dung hinh thiec, thé thirc va
ky thuat trinh bay.

Phan 16n van ban duogc soan thao tham muu d€ lanh dao Pai hoc Hué ky ban hanh da
thuc hién rat tot. Tuy nhién, c6 mot s& ban thao van ban da nhdm 1an (18 16i/450 van ban) trong
viéc chon tén loai, do vay van ban soan thao chuwa phu hop véi noi dung. Cu thé, c6 nhirng ndi
dung can vin ban héa bang moét quyét dinh ca biét thi van ban soan thao lai chon tén loai cong

van. Viéc chon khéng chuan vé tén loai thuong dan dén tinh hiéu lyc khéng cao.
5.1.2. Thé thiec va ky thuit trinh bay van ban

- Thé thitc van ban la tap hgp cac thanh phan cau thanh van ban, bao gom nhiing thanh
phan chinh 4p dung d6i véi tat ca cac loai van ban, gom: Qudc hiéu va Tiéu ngt, tén co quan, t6
chitc ban hanh van ban, sd, ky hiéu ctia van ban, dia danh va thoi gian ban hanh van ban, tén
loai va trich yéu ndi dung van ban, néi dung van ban, chitc vy, ho tén va chit ky ctia nguoi cd
thdm quyén, dau, chir ky sd cua co quan, t6 chirc va noi nhan [3]. Ngoai cac thanh phan chinh,

van ban c6 thé b6 sung cac thanh phan khac d6i véi mot s6 loai van ban nhat dinh.

- K¥ thuat trinh bay van ban bao gom: Kho gidy, kiéu trinh bay, dinh 1€ trang, phong chi,

¢ chit, kiéu chit, vi tri trinh bay cac thanh phan thé thiic, s6 trang van ban [3].

Tat ca nhitng yéu cau nay da duoc quy dinh rat cu thé tai Phu luc L, II va III ciia Nghi
dinh 30/2020/ND-CP, ngay 05 thang 3 ndm 2020 cua Chinh pht. Tuy nhién rat nhiéu van ban
soan thao da dé€ xay ra 16i nhu ky hiéu véan ban, kiéu trinh bay, dinh 18 trang, phong chit, c&
chit, kidu chit, vi tri trinh bay cac thanh phan thé thiic, s8 trang van ban... (16i vé thé thitc: ban
thao quyét dinh 15 16i/250 van ban, cong van 160 16i/450 van ban, bo céo 15 16i/40 van ban; 16i
vé ky thuat trinh bay: ban thao quyét dinh 40 156i/250 van ban, cong van 150 18i/ 450 van ban).
Nguyén nhan cta nhiing 15i nay 1a do ca nhan dugc giao nhiém vy soan thao khong can than,
khéng chiu khé nghién cttu cac quy dinh hodc cé théi quen soan thao van ban bang cach copy
ttr mot vin ban ¢é sin.

5.1.3. Trich y&u vin ban

Trich yéu ndi dung cua van ban la mét cau ngan gon hodc mot cum tir phan anh khai
quat noi dung chu yéu cta van ban [3]. Tuy nhién, qua thuc t& khao sat, nhiéu van ban soan

thao da cé nhitng nhadm 1an vé cach viét trich yéu (quyét dinh 20 16i/250 van ban, cong van 120
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16i/450 van ban), cu thé: trich yéu viét qua dai, trich yéu thiéu ndi dung ctia van ban, trich yéu

ghi bang s6 hiéu cta van ban...
5.1.4. Can ctt ban hanh

Can c&t ban hanh, hiéu moét cach tong quat, la co sé phap ly dé€ ban hanh van ban ctua don
vi. Cédn ctt ban hanh van ban bao gom van ban quy dinh tham quyén, chitc ndng, nhiém vu cua
co quan, to chitc ban hanh véan ban va cac van ban quy dinh noi dung, co s& dé€ ban hanh van
ban [3]. Trong dd, ndi dung van ban lam can ct ban hanh phai phi hgp véi quy dinh ctia phap
luat va dang c6 hiéu luc tai thoi diém ban hanh van ban va dung vé thdm quyén ban hanh. Can

¢t ban hanh c6 y nghia rat quan trong trong qua trinh soan thao, ban hanh van ban.

Qua khao sat, c6 nhiéu ban thao van ban khi soan thao da cé nhitng 16i rat co ban (quyét
dinh c6 8016i/250 vin ban, cong van c6 42 16i/450 van ban, k& hoach ¢6 2 16i/ 40 vén ban, to trinh

6 10 15i/80 van ban), cu thé cac 16i:
+ Vién dan nhitng van ban lam co so phap ly nhung van ban &6 da hét hiéu luec.

+Vién dan nhitng van ban lam co so phép ly nhung van ban d6 khong lién quan dén ndi

dung van ban ban hanh.

+ C4 biét ¢6 nhitng quyét dinh thidu can ct lam co so thuc tién (d€ nghi cua bd phan

tham muu, cdn ctt nhu cau cong viéc v.v.).

Nhiing han ché, ton tai néu trén do nguyén nhéan chu yéu xuét phat tir kha nang, trach
nhiém ctia nguoi soan thao van ban: chua chon loc ky cang nhitng van ban lién quan truc tiép
dén ndi dung ctia van ban can ban hanh; chwa ra soat, cdp nhat thuwong xuyén, kip thoi tinh
trang van ban 1a co s& phap ly thudc linh vuc phu trach, theo doi da hét hiéu lwe, chua cap nhat

dwoc cac van ban méi ban hanh v.v.
5.1.5. Noinhén va thim quyén ky
5.1.5.1. Noi nhan

“Noi nhan” la mot thanh phan trong thé thitc ctia van ban. “Noi nhan” dung dé€ xac dinh
nhitng co quan, to chitc, don vi va cd nhan nhan van ban va c6 trach nhiém nhw d€ xem xét, chi
dao giai quyét; dé thi hanh, d€ phoi hop; dé€ kiém tra, giam sat; d€ bao cdo; dé€ trao ddi cong
viéc; d€ biét va d€ luu [3].

Tuy nhién, ¢ thanh phan nay, van ban soan thao da c6 nhiing 16i (ban thao quyét dinh c6
40 168i/250 van ban, cong van c6 105 16i/450 van ban). Do ngudi soan thao thuong it chti ¥ hodc
khong xac dinh chinh xac vé co quan, don vi va ca nhan ¢6 lién quan dén ndi dung van ban nén

khi soan thao van ban da liét ké thtra hoac thiéu déi twong nhén, tham chi sai d6i twong nhan.

5.1.5.2. Thim quyén ky
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- Céc co quan, t6 chiic hoat dong theo nguyén tac tht trudng, nguoi ding dau co quan,
t0 chirc c6 tham quyén ky tat ca cac van ban do co quan, td chitc ban hanh; c6 thé giao cap pho
ky thay cac van ban thudc linh vie dugc phan cong phu trach va mot s6 van ban thudc tham
quyén ctia nguoi ding dau. Truong hop cap phd duoc giao phu trach, diéu hanh thi thuc hién

ky nhu cap pho ky thay cap truong [3].

Tai Dai hoc Hué, quy dinh nay duoc ap dung d6i véi Giam doc va cac Phé Giam doc Dai
hoc Hué. Giam doc la nguoi ¢d tham quyén ky tat ca cac van ban do Pai hoc Hué' ban hanh. Tuy
nhién, trong cong tac Gidm doc c6 thé phan cong cho cac Pho Gidam doc ky mot sd van ban cua

mét s6 linh vuc duoc phan cong phu trach. Treong hop nay 1a ky thay (KT) Giam déc.
Vé quy dinh nay, nhitng van ban duoc soan thao khong c6 sai sot.

Bén canh d6 Nghi dinh cling da quy dinh nhitng nguoi ¢6 thdm quyén ky ban hanh van

ban nhu sau:

- Nguoi ding dau co quan, t6 chirc 6 thé giao nguwoi ding ddu don vi thudc co quan, to
chtee ky thtra 1énh mot s6 loai van ban. Nguoi duoc ky thira 1énh duoc giao lai cho cap pho ky
thay. Viéc giao ky thtra 1énh phai dwoc quy dinh cu thé trong quy ché lam viéc hodc quy ché

cong tac van thw cua co quan, to chiee [3].

Tai Dai hoc Hué, ngudi ditng ddu don vi thudc co quan, t6 chirc & day la cac don vi chirc
nang lam céng tac tham muu, gdm Van phong va cac ban chiic nang. V€ quy dinh nay, nhing

van ban dwoc soan thao khong cd sai sot.

- Trong truong hop dac biét, nguoi ding dau co quan, td chie ¢6 thé iy quyén cho ngwoi
ding dau co quan, t6 chirc, don vi thudc co cdu t8 chitc cia minh ky thira iy quyén mot s6
vén ban ma minh phai ky. Viéc giao ky thira tiy quyén phai dwoc thuc hién bang van ban, gidi
han thoi gian va ndi dung duoc tty quyén. Nguoi duge ky thira tty quyén khong dwoc uy quyén
lai cho nguoi khac ky. Van ban ky thtra ity quyén duoc thuc hién theo thé thic va doéng dau
hodc ky s0 ctia co quan, t6 chitc uy quyén [3].

Tai Pai hoc Hué, nguoi ditng ddu co quan, t6 chitc, don vi thudc co cau to chirc cta
minh la nhitng don vi thudc ¢ chitc ndng dao tao nhung khong cé tu cach phdp nhan, gom cd
Truong Du lich, Khoa Gido duc Thé chat, Khoa Qudc t& Khoa Ky thuat va Cong nghé va phan
hiéu Dai hoc Hué tai Quang Tri. D€ thuén tién trong thuc hién mot sd cong tac thuong xuyén,
sw vu tai cac don vi nay, Giam d6c Dai hoc Hué da ban hanh cac quyét dinh cho phép truong

cac don vi nay ky thira uy quyén mot sd van ban va déong dau Pai hoc Hué.

Trong qua trinh thuc hién quy dinh nay, phan 16n nguoi soan thao van ban dé nguoi
dting dau don vi thudc ky thita iy quyén (TUQ) da khong ndm bat hét nguyén tic, quy dinh vé

loai van ban ky TUQ nén da soan thao khong chudn xdc, phai chinh stra nhiéu lan. Cu thé:
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+ Van ban ky TUQ phai duoc hiéu 1a van ban cua Pai hoc Hué ban hanh, do vay cac
thanh phan trong thé thitc van ban phai dwoc trinh bay dam bao chu thé ban hanh vian ban la
Dai hoc Hué. Két thiic van ban 1a nguoi duoc iy quyén ky TUQ; thanh phan “Noi nhan” phai
c6 gui Giam doc DHH (d€ béo cao).

+ Trong cac quyét dinh duoc Giam doc ay quyén cho nguoi ding dau ky TUQ phai c6 dé
nghi ctia nguoi ding dau ban chiic nang. Cu thé: dé ban hanh mét quyét dinh vé cong tac dao
tao, phan cdn ct ban hanh cudi cung phai ghi: Theo dé nghi ciia Khoa trieong Khoa... va Truong

Ban Ddo tao va Cong tdc sinh vién.

Ngoai ra, mot sO van ban do cac don vi thudc soan thao d€ trinh kiém tra thé thic ban
hanh vuot qua gidi han hodc khong cé trong ndi dung ty quyén cho nguoi ding dau don vi
duogc ky TUQ. D& khic phuc tinh trang nay, khi soan thao van ban theo noi dung dugc phan
cong, nguoi soan thao van ban phai can ¢t vao mirc d6 va ndi dung ma Gidm déc Pai hoc Hué
da uy quyén cho trudng don vi ky TUQ va déng dau Dai hoc Hué. Trong truong hop ky khong
dung thdm quyén, nguoi ky van ban phai chiu trach nhiém trudc phap luat vé van ban do minh
ky ban hanh. Nguoi ding dau co quan, td chtic phai chiu trach nhiém trudc phap luat vé toan

bd van ban do co quan, td chitc ban hanh.

5.2. V& két c4u, trinh tw ndi dung va ngix phap

S§ S6 16i vé két cdu, ni dung va ngit phap
Tén loai lugng K&t cau, Cau Tw DA&u cau Panh s
van ban VB khao | t1inh ty noi trang
sat dung VB
Quyét dinh 250 2 30 90 40
Nghi quyét 20 2 2
Cong van 450 180 285 280 220 50
Béo céo 40 1 50 45 15 10
Ké&hoach 40 2 4 35 6 5
To trinh 80 8 42 40 26
Quy ché, 14 10 15 16 2
quy dinh
Téng cong: 894 193 423 507 323 67

Béang 2. L6i vé két cau, trinh tw noi dung va ngit phap
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Qua két qua khao sat 894 ban thao van ban duoc soan thao tir cac don vi, chiing t6i nhan

thay c6 cac 16i co ban sau:
5.2.1. L6i vé két ciu, trinh tw néi dung vin ban

Vian ban hanh chinh luén mang tinh hién thuc, rd rang. Cac moi quan hé chu thé yéu cau
va do6i teong tiép nhan bt ngudn ttr hién thuc, mang tinh khach quan cao. Trén co s& d6, ching

ta ¢4 thé khai quat trinh tu két cau van ban nhu sau:

Quan hé va trinh ty gitta A, B va C tuy thudc vao tinh chat cu thé cua ting van ban. Tuy

nhién, doi véi van ban quyét dinh, nghi quyét, quan hé nay gan nhu cd dinh:
A: Chu thé ban hanh quyét dinh/nghi quyét
B: Can ct phép 1y va co so thuc tién
C: Noi dung quyét dinh/nghi quyét
D: Déi twong thi hanh.

Theo d¢, trinh tw dwoc trinh bay nhu sau: Giam ddc Pai hoc Hué' (A), Can ct... (B) Quyét
dinh (B)... Chanh Van phong, Trudng cac ban chitc nang... (D) thi hanh quyét dinh nay.

O mdt s& loai van ban khéc, thuong la cong van, trat tw nay c6 sy thay doi:
B: Co s6 d€ ban hanh

A: Chu thé ban hanh van ban

D: Déi tuong thyc hién

B: N6i dung thuc hién

Theo d6, trinh ty van ban dwgc trinh bay nhwe sau: Thitc hién Coéng van... cua Bo Gido
duc va Dao tao vé viéc... (B), Dai hoc Hué (A) dé nghi cac truong thanh vién (D) trién khai thuwe
hién... (C).

Trong cac van ban soan thao dwgc khao sat, nhiéu van ban da khéng tuan thu theo trinh
tw, nhat 1a cong van (c6 180 16i/450 van ban), to trinh (c6 8 16i/80 van ban), dan dén két ciu van
ban khong chit ché, ndi dung trinh bay doéi chd bi 1ap lai, cach dat van dé€ d€ mo dau van ban

con long vong khién nguoi doc khé hiéu.
5.2.2. S&t dung cau trong van ban hanh chinh
Cau trong van ban hanh chinh ¢ nhiing dac diém va yéu cau riéng [9], cu thé la:

- Van ban hanh chinh wu tién sit dung cau phtic thanh phan. Do vay cau thuong dai,

tham chi rat dai.
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- V€ muc dinh: str dung cau tran thuéat, cau cau khién, cdu ménh 1énh. Khong st dung cau

cam thdn, cau nghi van (!;?).

- Cau trong van ban hanh chinh st dung dau cham (.) € két thic cau. Va dau cham hét
(./.) d€ két thiic van ban.

- Cau phai bao dam nghia teong minh, khong gay mo ho, nhiéu nghia.

Qua khao sat 489 van ban duoc soan thao, viéc st dung ciu trong tat ca cac loai van ban

déu c6 151, nhat 1a tén loai cong van (285 161/450 van ban), cu thé:

- Loi v€ cdu truc: viét dai nhung chua du thanh phan, tham chi thiéu ca thanh phan nong
cOt cua cau. Ca biét, c6 mot s6 van ban soan thao maéi chi néu phan trang ngtr chi diéu kién,
muc dich nhung lai cham két thiic cau va xuéng hang, tao nén mot doan trong van ban nhung

méi chi ¢6 mot thanh phan phu cta cau.

- Viéc st dung cac diu tach thanh phan trong cau khong dung, lam cho van ban thiéu

mach lac, rd rang.

- Cau viét khong logic, nhitng thanh phan phu cta cau dugc dat khong dung vi tri trong
cau lam cho cau bi r&i, lam cho thanh phan nong cdt ctia cau bi chi phdi dan dén nguodi doc khé
hiéu.

5.2.3. Dung ti

Su két hop gitra cac tir sé tao thanh cau, sw lién két nhiéu cau sé tao thanh van ban thong
qua don vi trung gian la cac doan [4]. Nhu vay, c6 thé thay viéc sit dung tir git vai tro quyét
dinh dén su thanh cong cua viéc sit dung ngén ngit trong van ban néi chung va van ban hanh
chinh noi riéng.

Tuy nhién, qua khao sat cac van ban dwgc soan thao, cho thay, viéc st dung tir c6 rat
nhiéu 16i (quyét dinh c6 90 16i/250 van ban, nghi quyét cé 2 16i/20 van ban, cdng van c6 280 15i/
450 vin ban, béo cdo c6 45 16i/40 van ban, k& hoach ¢6 35 16i/40 van ban, to trinh c6 40 16i/80 van
ban, quy dinh, quy ché& c6 15 18i/14 van ban). Trong d6, 16i vé nghia, 16i dung tir cd, tir dia
phuong, tir diing trong van néi... va ca 16i chinh ta, cach viét hoa... rat phd bién.

Do vay, khi soan thao van ban hanh chinh, nguoi soan thao vén ban can luu y mot s6 van
dé sau:

- Ttr dung trong van ban hanh chinh phai chinh xac vé chinh ta (bao gom cach viét cac
am, van; cach viét hoa, viét tat, cach viét tén riéng tiéng Viét va tén riéng tiéng nudc ngoai).
Dung ttt chinh x4c vé chinh ta la di€u kién tién quyét dé€ bao dam duwoc nghia co ban cta ti.

- Dung ttr pho thong, don nghia. Trong mét van ban, tir dwoc st dung phai thong nhat vé

nghia, nhat 1a nhiing ttr chi ménh 1énh, cau khién (d€ nghi/yéu cau/nghiém tuc).
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- Khong dung tr dia phuong, tiéng 16ng, khiu ngit, khong dung tir co, tir cam thén.
- Gilt gin su trong sang cua tiéng Viét; han ché' skt dung tir Han - Viét.
5.2.4. St dung d4u ciu, ddu tach thanh phén trong ciu

D&u cau gitp phéan dinh ranh gidi cia cac cau, cac thanh phan cta cau, gitra cac vé cua
cau ghép... Viéc stt dung dau cau chinh xdc sé gitip nguoi viét dién dat noi dung mot cach rd
rang, mach lac hon [4]. Nguoi doc ciing sé€ ti€p nhan thong tin tir van ban mot cach chuan xac

hon, trdnh hiéu nham.

Qua khao sat cac van ban dugc soan thao, cho thay, c6 nhiéu 16i vé st dung dau cau
(quyét dinh c6 40 16i/250 van ban, cong van cé 220 16i/450 van ban, bao céo cé 15 16i/40 van ban,
to trinh ¢6 26 15i/80 van ban, k& hoach ¢6 6 16i/40 vin ban). Trong d6, 18i vé cach st dung dau

chdm phay va ddu phdy chiém ti 1é nhiéu nhat.

Ngoai ra, qua khao sat, mét s6 van ban duwgc soan thao danh sd trang khong dung theo
quy dinh tai Nghi dinh 30/2020/ND-CP ctia Chinh phu.

6.  Giai phap ning cao chat lugng ban hanh vin ban hanh chinh ¢ Pai hoc Hué

Dé khac phuc nhitng han ché, sai s6t néu trén, dong thoi tiép tuc nang cao chat luong
cong tac soan thao, ban hanh van ban hanh chinh trong quan ly, diéu hanh tai Pai hoc Hué,

ching t6i dé xuat cac giai phap sau:

6.1. Nang cao vai tro, trach nhiém cta lanh dao Van phong, cac ban chitc nang, tredng cac

don vi thudc trong viéc tham muu lanh dao Pai hoc Hué ban hanh cac vin ban.

- Chanh van phong, tredng cac ban, tredng cac don vi thudc Dai hoc Hué' (goi chung 1a
truong cac don vi) dugc giao chu tri soan thao van ban phai ddc biét chu trong va dé cao vai tro
trach nhiém trong suét qua trinh xay dung van ban tir khau soan thao, thaim dinh, tham tra,
chinh 1y, hoan thién cho dén khi trinh lanh dao Pai hoc Hué ky ban hanh; truc tiép chi dao va
chiu trach nhiém toan bo vé ndi dung, chat luong, tién d6 trinh cac du thao do don vi minh chu
tri.

- Trwong cac don vi phai cht trong dao tao chuyén vién theo hwdng chuyén nghiép va
chuyén sau. Cu thé:

+ Phai phan mang cho chuyén vién phu trach r6 rang. Yéu cau chuyén vién phai doc,
phai tim hiéu va nam chéc cic yéu ciu, cac quy dinh, cic nguyén tac va tinh hinh thyc t& ctia
linh vuc minh phu trach. Diéu nay sé gitp cho chuyén vién nang cao trinh d6 chuyén moén va

6 thé soan thao van ban mot cach chuyén nghiép hon.
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+ Phai yéu cau chuyén vién nam 1o nhitng quy dinh vé thé thtic va soan thao van ban
duoc quy dinh tai Nghi dinh 30/2020/ND-CP ctia Chinh phu vé cong tac van thu; Xay dung cac

mau van ban theo loai vdn ban da duoc quy dinh.

+ Van dong cac chuyén vién thuc hién phan bién ndi bg. Nghia la mot van ban dwoc soan
thao xong nén chuyén cho dong nghiép trong don vi gdp y nham phat hién nhiing sai s6t d&
chinh stra trwdc khi trinh 1én lanh dao. Cach lam nay sé dan dan gitup cho cac chuyén vién hoc

hoi, nang cao nang lwec soan thao van ban cling nhw chuyén moén.

6.2. Thuong xuyén kién toan va ning cao chuyén mon nghiép vu vé soan thdo vin ban cho di
ngii chuyén vién
- Han ché tdi da viéc diéu chuyén, thay ddi chuyén vién da thanh thao trong linh vuc
chuyén moén da duoc phan cong. Day la mét trong nhitng yéu td gép phan nang cao chat luong
chuyén vién vé chuyén mon, nghiép vy, nhay bén trong viéc tham muu ban hanh nhiing van

ban can thiét khi cé sy thay doi vé chinh sach, quy dinh...

- Binh ky t6 chttc cac hoi nghi giao ban theo chuyén moén doc gitta Pai hoc Hué voi cac
truong thanh vién, don vi thudc va truc thudc. Trong d6, c6 ndi dung trao doi vé cong tac ban

hanh van ban dé€ cac chuyén vién rut kinh nghiém nhdm thuc hién tot hon.

- Tao diéu kién d€ chuyén vién tham gia day du cac 16p tdp hudn vé cong tac soan thao

van ban.

- Van phong Dai hoc Hué'la don vi chu tri, hang nam t6 chirc hoi nghi tap huan vé cong
tac hanh chinh, trong d6 c6 ndi dung soan thao van ban. Moi cac chuyén gia vé cong tac van
ban dén giang day, cap nhat nhitng quy dinh méi, nhitng quy dinh da thay déi va huéng dan,
giai dap nhitng thic mac cho chuyén vién.

6.3. Nidng cao yj thitc trach nhiém, tinh chi dong ciia dg¢i ngii chuyén vién

- Chuyén vién phu trach linh vic nao phai ¢6 da cac van ban lién quan quy dinh vé noi
dung linh vuc do.

- Phai nghién cttu nhitng quy dinh mang tinh phép ly va nguyén tac vé cong tac van ban,
ttr d6, y thitc dwge trach nhiém ctia ban than va tam quan trong ctia cong tac soan thao van ban,
tranh tinh trang thiéu can than, qua loa khi duoc giao soan thao van ban.

- Phai thuong xuyén cap nhat nhitng vin ban mdi, nhiing van ban da hét hiéu luc dé chu
dong tham muru cho tredng don vi trong cong tac ban hanh van ban phti hgp v6i cac quy dinh
hién hanh.

6.4. Nghiém tic va ndng cao chdt lugng cong tic kiém tra thé thitc vin ban trudc khi trinh
lanh dao Dai hoc Hué'kij ban hanh
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- Vén ban soan thao phai dwgc chuyén theo dung quy trinh trén Hé thong quan ly diéu
hanh cua Pai hoc Hué: Chuyén vién soan thao chuyén cho trueong don vi, tredong don vi xem,
kiém tra, ky nhdy sau d6 chuyén dén Van phong Dai hoc Hué, Van phong DPai hoc Hué chiu
trach nhiém kiém tra thé thirc, ky thuét trinh bay, khi van ban dw thao da bao dam cac yéu cau,

lanh dao Van phong ky nhdy va chuyén trinh 1anh dao Dai hoc Hué'ky, ban hanh.

- Lanh dao Pai hoc Hué khong ky nhitng van ban khi Van phong chua kiém tra thé thie,
ky thuat trinh bay. Trong treong hop khan, can ban hanh véan ban kip thoi, lanh dao Dai hoc
Hué phai c6 chi dao d€ Van phong cung véi don vi chitc nang phoi hop thuc hién.

6.5. Thyc hién nghiém cdc quy dinh vé khen thuéng, ky ludt trong soan thdo vin bdin

- Két qua soan thao vén ban kip thoi, khéng dé xay ra sai sot la mét trong nhing tiéu
chudn d€ danh gid vién chic hang nam. Nhitng chuyén vién tham gia soan thao van ban thuc
hién nhiing quy dinh, quy ché duoc ap dung c6 hiéu qua trong Dai hoc Hué duoc xem xét dé€

cong nhan sang kién 1a co s d€ xét cong nhan danh hiéu Chién si thi dua co s¢ hang nam.

- Xac dinh trach nhiém ctia ca nhan, don vi trong qua trinh tham gia soan thao van ban,
tham muu ban hanh dé€ c6 nhiing hinh thirc ky luat nhat dinh khi d€ xay ra sai sot, vi pham quy

dinh cua phap luat.

+ Chuyén vién duoc giao soan thao van ban phai nghién cttu dé€ soan thao vian ban theo

dung yéu cau va chiu trach nhiém trude lanh dao cua don vi minh.

+ Lanh dao don vi soan thao vdn ban phai kiém tra va chiu trach nhiém truéc Giam doc

Dai hoc Hué' va truede phap luat vé ndi dung van ban.

+ Lanh dao Van phong hodc nguoi duoc giao trach nhiém kiém tra thé thiec, ky thuat
trinh bay van ban phai kiém tra va chiu trach nhiém trudc Gidm ddc Pai hoc Hué' va trudce phap

luat vé thé thic, ky thuét trinh bay van ban.
KET LUAN

Binh quan mdi ndm Pai hoc Hué ban hanh 4.500 vin ban hanh chinh bao gom cac tén
loai. Pay 1a s& lwong rat 16n. Uu diém cua cong tac ban hanh van ban ¢ Dai hoc Hué trong
nhitng ndm qua la da d4p tng co ban cac yéu cau vé mat phap ly, thuc tién cling nhu thé thic,
ky thuat trinh bay va ndi dung. Tuy vay, nhiéu ban thao van ban ciia mot s6 chuyén vién con co
nhittng han ché, vi pham nhiing 15i nhat dinh, phai chinh stta nhiéu 1an trudc khi lanh dao Dai
hoc Hué' ky ban hanh.

Dé nang cao chat lwgng soan thao van ban, tir &6 gdp phan nang cao chat lwong ban hanh
van ban cua Pai hoc Hué, nghién ctru nay da chi ra nhitng han ché, nhing 16i co ban trén cac

ban thao van ban va dé xuat nhitng giai phap cu thé.
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Céc giai phép cung cac bién phap thuc hién dugc dé xuat c6 tinh tong quat, nguyén tac
va rat thuec t€, co tinh kha thi cao. Chung t6i tin rgmg két qua nghién cttu va nhitng goi y trén sé
la co s d& Pai hoc Hué tham khao, lyra chon va 4p dung nham gép phan nang cao chat luong

soan thao va ban hanh van ban trong thoi gian tdi.
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