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Van ban thong bao
I. Kién thirc co ban

« Théng bdo la logi van ban truyén dat nhitng théng tin cu thé tir phia co quan,
doan thé, nguoi to6 chirc cho nhitng ngwoi dwéi quyén, thanh vién doan thé
hodc nhitng ai quan tdm néi dung théng bdo dwoc biét dé thue hién hay tham
gia.

« Vin ban théng bdo can cho biét ré ai thong bdo, théng bdo cho ai, ndi dung

cong viéc, quy dinh, thoi gian, dia diém cu thé, chinh xac.

« Vin ban théng bdo phdi tudn thii thé thirc hanh chinh, ¢é ghi tén co quan, sé
cong van, ngay thang, nguoi nhdn, chirc vu nguoi thong bao thi moi co hiéu

lyc.

II. Hwéng din tim hiéu cAu héi phan bai hoc
1. Pic diém ciia vin ban thong bao

Van ban 1

+ Trong van ban 1 nguoi ra thong bao 1a thay hiéu pho nha trudng, ngudi nhan
thong bao 1a thdy c6 chu nhiém va 16p trudng cac 16p cua truong THCS Hai
Nam. Muc dich 14 thong bao thong tin vé lich hoat dong cuia nha truong.

+ Noi dung thong bao: Ké hoach ctia nha trudng vé viée to chuc duyét cac tiét
muc vin nghé chao mimng 20/11. Thé thitc ctia vin ban theo diing thé thirc cta

mot van ban hanh chinh.

+ Nhitng truong hop can thiét dé viét thong bao trong hoc tap va sinh hoat hang
ngay nhu: Thong bao vé lich thi hoc sinh gioi, thong bao vé tong vé sinh, thong
bao vé viée t6 chirc ngdy hoi truyén théng cua truong.

Van ban 2

+ Vin ban 2 viét thong bao 1a lién doi truong Tran Mai Hoa truong THCS Két
Poan. Ngudi nhan thong bao 1a cac chi d6i TNTP cua truong THCS Két Poan.
Muc dich thong bao 1a thong tin vé ké hoach hoat dong cua lién doi dé céc cho

d6i chuan bi.

+ Noi dung thong béo vé cac bude chuan bi dé tién hanh Pai hoi dai biéu lién
chi d6i cta truong. Thé thirc vin ban dung voi thé thirc van ban hanh chinh
(song con thiéu qudc hiéu).
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2. Cach lam van ban thong bao
a) Cac tinh huong can lam van ban thong bao

+ Sip toi nha truong t6 chic dot tong vé sinh toan truong, dé gép phan xay
dung moi trudng xanh sach dep, tinh hudng nay cin viét thong bao. Nguoi viét
1a BGH nha trudng, ngudi nhan 1a cac thdy cb gido cha nhiém va hoc sinh &
cac 1op.

+ Gan cudi nim hoc, Ban chi huy lién doé1 TNTP mudn triéu tap Ban chi huy
chi d6i dé ban vé viéc téng két hoat dong cua lién ddi trong nam hoc, tinh
hubng nay duong nhién can phai viét thong bao. Nguoi viét thong bao 1a mot

dai dién cua Ban chi huy lién d6i, ngudi nhan la tat ca cac chi huy chi doi.
b) Cach lam van ban thong bao

Mot vin ban thong bao can c¢6 cic muc sau day:

1. Tén co quan chu quan don vi tryc thudc (goc trai bén trén)

2. Quédc hiéu, tiéu ngit (goc phai, bén trén)

3. Pia diém, thoi gian 1am thong bao

4. Tén van ban ghi chinh gitra

5. Noi dung thong bao (ngudi lam thong bao, ngudi nhan, ngay gid tién hanh

cong viéc)

6. Yéu cau, dé nghi

7. Ho tén, chirc vu ngudi ¢o6 trach nhiém thong bao (ghi goc phai)

8. Noi nhan (ghi goc phai)

II1. Hwéng dan luyén tap

Cau 1. Lua chon cac loai van ban thich hgp trong cac trwong hop sau:

+ Dé can bo, gido vién va hoc sinh toan trudong nam dugc ké hoach t6 chuc 18
ki niém ngay sinh nhat Bac 19/5, hiéu truong can viét mot ban thong bao
chuyén dén toan truong em

+ Hang thang, Ban chi huy Lién d6i TNTP H6 Chi Minh nha truong can biét

tinh hinh hoat dong cta cac chi d6i tinh hudng nay can phai viét ban bao céo.
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+ Trudc khi giai phong mit bang, mé rong tuyén dudng giao thong, dé ba con
nong dan co dét dai, hoa mau trén dién tich d6 biét duge chu truong, Ban quan

Iy du an cong trinh viét ban thong bao.

Cau 2. Chi ra nhiing chd sai trong viin ban théng b4o sau day la chira lai
cho dung.

+ Vin ban: “Théng bdo ké hoach kiém tra cong tic vé sinh hoc dwong” co

nhitng cho sai sau day:

» Khong c6 s6 thong béo, thi€u dau (:) sau tr kinh gui, cau van rudm ra va lung

cung.
« Khong c6 dia diém thong bao.
+ Thiéu ngay gio thuc hién thong bao va ké hoach cu thé cua viéc kiém tra.
« Thiéu noi nhan thong bao.
« Vin ban thong bao thudc pham vi trudng hoc, vi vy thay tir dong chi bang
thdy co (gi4o vién va can bd cong nhan vién).
+ Stra lai:
PHONG GD VA PT QUAN PHU NHUAN  CONG HOA XA HOI CHU
TRUONG THCS PHU PHONG NGHIA VIET NAM
TB/ S6 10 Ddc 1ap - Tu do - Hanh phuc
Thanh phd H6 Chi Minh, ngay 15 thang 11 nam 2006
THONG BAO KE HOACH KIEM TRA
CONG TAC VE SINH HQOC PUONG
Kinh gui: Cac gido vién, can b cong nhan vién va hoc sinh toan truong.

Dé gop phan giir gin moi trudng xanh, sach dep, thiét thuc chao ming Ngay
Nha gido Viét Nam, Nha truong s€ tién hanh kiém tra cong tac vé€ sinh hoc

duodng nhu sau:

1. Noi dung kiém tra: Kiém tra vé sinh & tat ca cac khu vuc 16p hoc, phong thi

nghiém, thu vién, san thé thao, nha vé sinh dat yéu cau theo dung quy dinh.
2. K& hoach kiém tra:

- Ngay 15/11 kiém tra khu vyc 16p hoc.
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- Ngay 16/11 phong thi nghi¢m, thu vién.
- Ngay 17/11 san thé thao, nha vé sinh.
3. Thanh phan tham gia kiém tra:
- Co6 Lé Thi Xoan, Pho Hi¢u trudng: Trudng ban.
- Thay Pham Xuan Thanh, Bi thu Poan THTP H6 Chi Minh: Phé ban.
- Cac thay c6 chu nhiém, 16p trudng va cac chi doi trudng cac 16p: Uy vién.
Vay thong bao dé cac gido vién, can bd coéng nhan vién, va cac em hoc sinh
chuén bi va thuc hién dang theo lich cua Nha truong.

Hi¢u trudng

Noi nhan Lé Xuan Vinh
- Nhu trén
- Luu van phong

Ciu 3. Hiay néu mdt sd tinh hudng thuwong gip trong nha truwong hoic
ngoai xi hdi ma em cho 1a can biét vin ban thong bao, Trong cudc séng co

rat nhiéu tinh huéng ma chiing ta phai viét thong bao.

+ Mot s6 tinh hudng trong nha truong:

- BGH can cho giao vién va hoc sinh biét ké hoach téng vé sinh dau nam.
- Can cho hoc sinh biét lich thi, hoc bong.

- BGH cén cho gido vién va hoc sinh biét lich thi hoc ki.

- Ké hoach hoi khoé Phu Pong trong thang tdi cia truong.

+ Mot sb tinh huéng ngoai xa hoi:

- Vé viéc 1am chting minh nhan déan cua cong dan da di tudi tir 16 trg 1én.
- Hop t6 dan phd dinh ki.

- Quyén gop ung ho déng bao bi li lut.

- Lich ctp di¢n, ctp nudc.

- Cong ti can tuyén nhan vién.

Céu 4. Hay chon mdt trong céic tinh hudng cu thé vira néu dé biét thong

bao.
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TRUONG THCS LE LGOI Poc 1ap — Tu do — Hanh phiic.
S6 35/ TB Ha Noi, ngay 15 thang 12 nim 2006
THONG BAO VE LICH THI HQC Ki

Kinh guwi: Giao vién, can by, cong nhan vién va hoc sinh toan truong.
Pé chuan bi cho ki thi hoc ki I (ndm hoc 2006 - 2007) duoc tot, nha truong 1én
ké hoach vé lich thi cac mén hoc trong toan trudng nhu sau:
1. Thoi gian tir 28/12/2006 dén 02/01/2007. Trong thoi gian thi hoc ki tat ca
cac lop déu duoc nghi hoc,

2. Lich thi cu thé:

Ngay/ budi Khoi Mén thi Thoi gian
Sang 28/12/06 6va9 Toan, Vat li 7h30 —10h
Chiéu 28/12/06 |7 vas8 Toan, Vat li 13h30 — 15h
Sang 29/12/06 6va9 Vin, St 7h30 — 10h30
Chiéu 29/12/06 |7 vas8 Vin, St 13h30 — 16h30
Sang 30/12/06 6va9 Anh vin, Pia 7h30 — 15h30
Chiéu 30/12/06 |7 vas$ Anh vin, Pia 13h30 — 15h30
Sang 02/12/07 8va9 Hoéa, tu chon 7h30 — 10h

3. Gido vién va hgc sinh c¢6 mit tai phong thi truéc 15 phut.

Vay thong bdo dé gido vién, can by cong nhan vién va hoc sinh toan truong

duoc biét va thuc hién dang theo lich cua nha truong.

KT. Hiéu Trudng
Noi nhan Pho Hiéu truéng
- Nhu trén Tran Ptc Huyén
- Luu van phong
MOoi cac ban xem tiép tai liéu tai: https://vndoc.com/tai-lieu-hoc-tap-lop-8
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