Soan bai Phong cich ngén ngir hanh chinh siéu ngin

Luyén tap
Cau 1 (trang 172 sgk Ngir van 12 Tap 2):

Céc loai van ban hanh chinh thuong gép: bién ban hop 16p, don xin nghi hoc, don xin
mién giam, giéy ching nhén, so yéu li lich, béng tdt nghiép, giéy khai sinh, hoc ba,

quyét dinh khen thuéng, don xin lam thé thu vién...
Cau 2 (trang 172 sgk Ngir van 12 Tap 2):

Nhitng ddc diém tiéu biéu vé trinh bay vin ban, vé tir ngi, kiéu ciu cta vin ban hanh
chinh (SGK, tr.172).

- Trinh bay, két cAu: van ban duoc trinh bay theo khudn mau nhit dinh:
+ Phan dau: Tiéu muc cta van ban
+ Phan chinh: Noi dung vin ban
+ Phan cudi: Céc thi tuc can thiét (thoi gian, dja diém, chir ki...)

- V& tir ngit: St dung nhiing tir ngit toan dién, v6i ¥ nghia trung hoa vé sic thai biéu

cam.

- V& cau van: theo két cAu cia van hanh chinh (can cu.... Quyét dinh: Piéu 1, 2, 3..).

M&i ¥ quan trong dugc tach ra va xudng dong, viét hoa dau dong...
Céau 3 (trang 172 sgk Ngir van 12 Tap 2):
Khi ghi bién ban can chu trong nhitng ndi dung sau:
Truong ... Cong hoa xa hdi chii nghia Viét Nam
Lop ... Boc lap — Ty do — Hanh phuc
BIEN BAN HOP LOP

Thoigian: ........oooviiiiiiiii.

A
g%,
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Dai biéu tham du: ........oooeveinn..
Chitoa: ......oooiiiiiiiiiieeeeeeee,
Thuki: ..o
No6i dung chinh: .......................

Dién bién cudc hop: (Ghi rd tén ngudi bao cdo, ndi dung bao cao, tén ngudi phat
biéu, ndi dung phét biéu, y kién két luan cudc hop)

Cudc hop két thic vao luc ...gio, ngdy...., thang...nam. ..
Chu toa Thu ki

Moi ban doc cung tham khao thém https://vndoc.com/tai-lieu-hoc-tap-lop-12
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