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GIAO AN NGU VAN LOP 12
PHONG CACH NGON NGU HANH CHINH.
A.MUC TIEU:
Giup hoc sinh:

- Nam viing dic diém phong cich ngoén ngit hanh chinh dé phan biét véi

cac phong cach ngdn ngit khac.

- C6 ki nang co ban dé sir dung ngdn ngtr vao viéc tim hi€u va soan thao mdt s6 bai

van hanh chinh khi can thiét.

B. PHUONG PHAP GIANG DAY:
C. CHUAN BI GIAO CU:

* (G1do vién: Soan gido an.

* Hoc sinh: Soan bai.

D. TIEN TRINH BAI DAY:

1. On dinh 16p - kiém tra si so:

2. Kiém tra bai cii: Hiy ké tén va gidi thiéu nhitng nét co ban nhét cta cac phong

cach ngdn nglr da hoc trong chuong trinh 16p 10, 11 va hoc ki I 16p 12?
3. Noi dung bai méi:

a. Dit van dé: Nhu vay, chung ta da duoc hoc vé hau hét cac loai phong cach ngén
ngit thuong gip. Mdi loai c6 nhitng dic diém riéng. Van ban hnah chinh 13 loai vin
ban mang tinh mg dung cao trong cudc séng. Vay dic diém phong cach cua loai
van ban nay la gi? Chang khac gi voi cac loai phong cach ngdn ngir khac? Noi
dung hai tiét hoc sau ddy s& giup chung ta hiéu sau hon vé diéu d6 va dic biét 1a

gitip chung ta viét nhimg van ban hanh chinh ding phong cach.

b. Trién khai bai day:
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Hoat dong thiy va tro

Noi dung kién thirc

Hoat dong 1: T6 chirc tim hiéu

mot sO van ban.

Gido vién lan lugt chi dinh tung
hoc sinh doc to cac van ban
trong Sgk, sau d6 néu cau hoi
tim hiéu:

a. Ké tén céc van ban cung loai

vGi cac van ban trén.

biém gidong va khac nhau gifra

cac loai van ban trén la gi?

Hoat ddng 2: T6 chirc tim hiéu
ngon ngit hanh chinh trong van

ban hanh chinh.

Gido vién yéu cau hoc sinh tim

hiéu ngon ngiv dwoc siv dung

I. Ngon ngir hanh chinh la gi?
1. Tim hiéu viin ban.
a. Cac van bdan cung logi vdi ba vin bdn trén:

- Van ban 1 1a nghi dinh cua Chinh phu (ban
hanh diéu 1é ban hiém y t&). Gan v6i nghi dinh 13
cac van ban khac cua cidc co quan nha nudc
(hoac t6 chirc chinh tri, xa ho1) nhu: thong tu,
thong céo, chu thi, quyét dinh, phpa 1énh, nghi
quyét,...

- Van ban 2 1a gidy chang nhan ctia mot tha
truong mot co quan nha nude (Gidy ching nhan
t6t nghiép THPT tam thoi). Gan véi gidy chung
nhan 13 cac loai van ban nhu: vin bing, ching

chi, gidy khai sinh,...

- Van ban 3 1a don ctia mQt cong nhan giri mot
co quan Nha nudc hay do Nha nudc quan li (don
xin hoc nghé). Gan véi don la cac loai van ban
khac nhu: ban khai, bao cdo, bién ban,...

b. Diém giong nhau va khdc nhau giita cdc vin
ban:

- Gi16ong nhau: Cé4c van ban déu co tinh phap 1i, 1a
co so dé giai quyét nhirng van d€ mang tinh hanh

chinh, cong vu.
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trong cdc van bdn:

a. Dic diém két cu, trinh bay.
b. Dic diém tir ngit cau van.
Hoc sinh lam viéc ca nhan
(khdo sat cac van ban) va trinh
bay truoc lop. Cdc hoc sinh
khdc c6 thé nhdn xét, b6 sung

(néu can).

Hoat dong 3: T6 chuc tim hiéu
khéi niém phong cach ngon ngitr
hanh chinh.

Tw viéc tim hiéu cdac van ban

trén, Gido vién huong dan hoc

- Moi loai van ban thudc pham ci, quyén han

khac nhau, d6i twong thyc hién khac nhau.

2. Ngon ngir hanh chinh trong van ban hanh

chinh.

- V& trinh bay, két cau: Cac van ban déu duoc
trinh bay thong nhat. Mdi van ban thudng gdm

ba phan theo mot khudn mau nhat dinh:
+ Phan dau: Cac tiéu muc cua van ban.
+ Phan chinh: No6i dung vin ban.

+ Phan cudi: cac thu tuc can thiét (thot gian, dia

diém, chir ki,...).

- V& tir ngit: Vian ban hanh chinh xtr dung tir ngi
toan dan mot cach chinh xac. Ngoai ra, c6 mot
16p tir ngit dugc st dung véi tdn sd cao (cdn
ct..., dugc sy uy nhiém cua..., tai cong van $6...,
nay quyét dinh, chiu trach nhiém thi hanh quyét
dinh, c¢6 hiu luc tir ngay..., xin cam doan...,...).
- V& céu van: C6 nhimg vin ban tuy dai nhung
nhung chi 13 két ciu ciia mot cau (Chinh Phu cin
ctr...Quyét dinh: didu 1, 2, 3,...). Mdi y quan
trong thudng duoc tach ra va xubng dong, viét
hoa dau dong.

Vi du: Toéi tén la:...

Sinh ngay:...
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sinh rut ra khai niém phong

cdch ngon ngit hanh chinh.

Hoat dong 4: Luyén tap.

* Bai tap 1: Hay ké tén mot sb
loai van ban hanh chinh thuong
lién quan dén cong viéc hoc tap
trong nha truong ctia anh (chi)?
Gido vién goi ¥, t6 chirc cho
hoc sinh ac nhom thi xem nhom
nao ké dwoc nhiéu va ding.

* Bai tap 2: Hay néu nhiing dac
diém tiéu biéu vé trinh bay vin
ban, veé tir ngit, cau van cua van
ban hanh chinh (lugc trich
Sgk).

Trén co so noi dung bai hoc,
Gido vién goi ¥ dé hoc sinh

phan tich.

Hoat dong 5: T6 chirc tim hiéu

dac trung cua phong cach ngon

Noi sinh:...

Nhin chung, vin ban hanh chinh cin chinh xé4c
béi vi da s6 déu co gia tri phap li. Mdi cau, chit,
con sb, diu cham, du phiy déu phai chinh xac
dé khoi gay phién phirc vé sau. Ngon ngir hanh
chinh khong phai 13 ngdn ngit biéu cam nén céc
tir ngit biéu cam han ché sa dung. Tuy nhién,
van ban hanh chin ca sy trang trong nén thudng

st dung tr nglr Han - Viét.
3. Ngon ngir hanh chinh la gi?

- Ngon nglt hanh chinh 1a ngén ngitr dung trong
cac van ban hanh chin dé giao tiép trong cac co
quan Nha nudc hay céc to chuc cinh tri, x3 hoi
( goi chung la co quan), hodc gilta co quan voi1
nguoi dan va gitta nguoi dan véi co quan, nodc
gitra nhiing nguoi dan véi nhau trén co s phap
1.

* Luyén tap.

Bai tap 1: Mot sd vin ban hanh chinh thuong
lién quan dén cong viéc hoc tip trong nha
truong: Pon xin nghi hoc, bién ban sinh hoat
16p, don xin vao Poan, gidy ching nhan, so yéu

i lich, bang tdtnghiép, gidy khai sinh, hoc ba,...
Bai tdp 2: Nhimg dic diém tiéu biéu:

- Trinh bay vin ban: 3 phan
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ngir hanh chinh.

Gido vién yéu cau hoc sinh doc
lai cac van ban o tiét hoc truoc
va phdn tich khuén mau cua
cac van ban do.

Hoc sinh lam viéc ca nhan va
trinh bay truoc lop.

Giao vién nhdn xét va chot lai
mot so noi dung, luu y hoc sinh

mot so van de.

Giao vién dat cau hoi dé hoc

sinh thao luan:

+ Phan dau gém: tén hiéu nudc, tén co quan ra
quyét dinh, s6 quyét dinh, ngay... Thang... nim..,
tén quyét dinh.

+ Phan chinh: Bo trudng... cin ct...theo dé

nghi...Quyét dinh: diéu 1..., diéu 2...

+ Phan cudi: nguoi ki (ki tén, dong dau), noi

nhan.

- Tur ngir: dung nhitng tir ngit hanh chinh (quyét
dinh vé viéc..., can cur nghi dinh..., theo dé nghi
cua,.. .quyét dinh, ban hanh kém theo quyét dinh,
quy dinh tring chi thi, quyét dinh c6 hiéu luc,
chiu trach nhiém thi hanh quyét dinh,...

- Céu: str dung cau vin hanh chinh (toan bo phan

ndi dung chi c6 mdt cau).

I1. Pac trung cia phong ciach ngéon ngir hanh

chinh.

1. Tinh khuén miu.

Tinh khudén mAu thé hién & ba phan thong nhat.
a. Phan m¢ dau gom:

- Qudc hiéu va tiéu ngir.

- Tén co quan, t6 chirc ban hanh van ban.

- Pia diém, thoi gian ban hanh vin ban.

- Tén van ban, muc ti€u van ban.

b. Phan chinh: n6i dung vin ban.
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c. Phan cudi:

- bia diém, thoi gian (néu chwa dat ¢ phan dau).

- Chir ki va d4u (néu c6 thim quyeén).

*Chuy:

- Néu 1a don tir ké khai thi phan cudi nhat thiét
phai co chit ki, ho tén day du cia ngudi lam don
hoac ke khai.

- Két cdu 3 phﬁn 6 thé xé dich mot vai diém nho
tuy thudoc vao nhiing loai vin ban khac nhau,
song nhin chung déu mang tinh khuon mau
thong nhat.

2. Tinh minh xac.

Tinh minh x4c thé hi¢n &:

- Mi tir chi c6 mot nghia, mdi cau chi co mot .
Tinh chinh xac vé ngodn tir doi hoi dén timg dau
cham, dau phay, con sb, ngay thang, chir ki,. ..

- Van ban hanh chinh khong dugc dung tu dia
phuong, tir khau ngit, khong dung cac bién phap
tu tir hodc 16i biéu dat ham y, khon xo04d bo, thay
doi, stra chira.

*Chuy:

- Van ban hanh chinh dam bao tinh minh xac boi
vi vin ban dugc viét ra chu yéu dé thyc thi.

Ngon ngit chinh 14 "ching tich phap 1i".
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- Vi du: Néu vang bang ma khong chinh xac vé
ngay sinh, ho t€n, t€n dém, qué,... thi bi coi nhu

khong hop 1€ (khong phéi cia minh).

- Trong xa hoi van c6 hién tuong gid mao chir ki,
lam diu gia dé lam cac gidy to gia: bang gia,
chtng minh thu gia, hop dong gia, ...

3. Tinh cong vu.

Tinh cong vu thé hién 6:

- Han ché t6i da nhitng biéu dat tinh cam ca

nhan.

- Céc tr nglr biéu cdm dugc dung cling chi mang
tinh wéc 1¢, khudn mau.

Vi du: khinh chuyén, kinh mong, kinh moi,...

- Trong don tir cia c4 nhan, nguoi ta chu y dén
nhiing tir nglt bieu y hon 1a cac tir nglr bi€u cam.
Vi du: Trong don xin nghi hoc, xac nhan cta cha
me, bénh vién cé gia tr1 hon nhiing 161 trinh bay

c6 cam xtc dé duoc thong cam.

* Luyén tap.

Bai tap 1 va bai tap 2:

Noi dung can dat: Xem lai muc I, phﬁn 3 noi
dung bai hoc.

Bai tap 3:

- Yéu cau cua bién ban mot cudc hop: chinh xac
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vé thoi gian, dia diém, thanh phﬁn. No6i dung
cudc hop can ghi van tit nhung rd rang. Cudi
bién ban can c6 chit ki va bién ban ciia chu toa
va thu ki cude hop.

Bai tap 4:

- Yéu cau cua don xin gia nhap Poan TNCS Ho
Chi Minh:

+ Tiéu dé.

+ Kinh giri (Poan cép trén).

+ Li do xin gia nhap Poan TNCS H6 Chi MInh.
+ Nhitng cam két.

+ Pia diém, ngay...thang...nam...

+ Nguoi viét ki va ghi rd ho tén.

4. Ciing co:

- Ném virng khai niém phong cach ngén ngit hanh chinh.

- Phan biét dic diém ngdn ngit hanh chinh véi cac phong cach ngdn ngir khac.
5. Dan do:

- Dung mot s6 loai vin ban hanh chinh thudng gap (don, 1i lich, ban cam két,...) dé
tap phan tich, tim ra nhimg chd sai vé phong cach ngon ngit ma trude ddy viét chua

nhan ra.

- Tap soan thao mot sd gidy to thudc van ban hanh chinh c6 lién quan dén ban than

(chu y st dung ngon ngir dung phong cach).
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-bat minh & cuong vi mot nha quan 1i hay mot nha 1anh dao dé soan
thiao mot sd vin ban hanh chinh can thiét trong qué trinh diéu hanh
cong viéc.

-Tiét sau hoc Lam van "Van ban tong két".



