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Soan bai: Phong cach ngon ngir hanh chinh
PHONG CACH NGON NGU HANH CHINH
1. Soan bai Phong cAch ngén ngit hanh chinh méu 1
I- Van ban hanh chinh va ngén ngir hanh chinh:
1- Van ban hanh chinh:

— Vin ban 1: 1a nghi dinh cta chinh phi. Gan véi nghi dinh la cac van ban khac
cua cac co quan Nha nudc nhu: phap 1énh, nghi quyét, thong tu, thong cao, chi thi,
quyét dinh,...

— Vin ban 2: Gidy ching nhan (vin bang, ching chi, gidy khai sinh,...)

— Van ban 3: 1a don ctia mot hoc sinh gé1 mot co s¢ dao tao nghé (ban khai, bao
céo, bién ban,..)

Phong cach ngon ngtr hanh chinh 1a phong cach ngon ngr dugc dung trong cac
van ban hanh chinh

2- Ngon ngit hanh chinh:
— V& céch trinh bay: thudng c6 ba phan theo mot khuén mau nhét dinh.
— V& tir ngir: C6 mot 16p tir hanh chinh duoc dung vdi tang s6 cao.
— Vé kiéu cau
II- Dac trung ctia phong cach ngdn ngir hanh chinh:
1- Tinh khuén mau:
— Tinh khuén mau thé hién & két ciu vin ban théng nhat, thuong gdm ba phan:
+ Phan dau:
Quédc hiéu va tiéu ngir.
Tén co quan ban hanh vén ban.
Dia diém, thoi gian ban hanh van ban.
+ Phan chinh: N6i dung chinh cta van ban.
+ Phan cubi:
Chtrc vu, chit ki va ho tén ctia ngudi ki vin ban, dau ctia co quan.
Noi nhan.

— Van ban hanh chinh c6 rat nhiéu loai nén cach trinh bay cling c6 thé c6 nhiing
diém khac bi¢t nhat dinh. Két cau néu trén c6 thé thay doi it nhi€u & céc loai van
ban khac nhau.
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2- Tinh minh xac:
— MOi tir mot nghia, modi ciu mot y.
— Khong dung céc bién phép tu tur.

— Khong tuy tién xo04 bo, thay doi, stra chita ngon tur, can chinh xac dén tirng dau
cham, dau phay, chit ki, ca vé thoi gian ma van ban c6 hicu luc.

3- Tinh cong vu:

— Tinh chat cong vu 1a tinh chat cong viéc chung cua ca cong dong, do d6 han ché
nhitng biéu dat tinh cam cda ca nhan.

— Ngoén nglr hanh chinh khong phai ngdn ngit ciia cam xuc.

— Nhirng tir ngit cam xuc, nhirng phép tu tir,... khong tao hiéu qua bang su chinh
x4c cuia ngdn tur va ndi dung thong tin can thiét.

III- Luyén tap:
1) Bai tap 1.
Mot sb loai van ban hanh chinh thuong lién quan dén cong viéc hoc tap trong nha
truong cua hs: gidy khai sinh, don xin phép, gidy ching nhan tot nghiép, li lich, .
2) Bai tap 2.

Mot s6 dic diém tiéu biéu cua van ban quyét dinh vé viéc ban hanh chuong trinh
THCS.

— Két cau ba phan theo khu6én méau chung.

— Dung nhiéu tr ngilr hanh chinh: quyét dinh, ban hanh, Cé,n~Clﬁ.’, nghi dinh, quyén
han, trach nhi¢m, quan li nha nudc, chi thi, hi€u luc, huéng dan, thi hanh,...

— Ngiat dong, ngit ¥ va danh sb rd rang, mach lac. C6 thé cac y do Vié!ﬁ lién thanh
mot cau. Vi du: Bo truong bd GD & DT can cur vao nghi dinh (...) quyét dinh diéu
1(...),dieu2(...),dieu3 (...).

3) Bai tap 3:
Khi ghi bién ban can chu trong nhiing ndi dung sau:
- Quéc hiéu, ti€u ngfr, té€n bién ban;
— Pja diém va thoi gian hop;
— Thanh phan cudc hop;

— Noi dung hop: nguoi diéu khién, nguoi phat biéu, ndi dung thao luan, két luan
cua cudc hop;

— Chu toa va thu ki (nguoi ghi bién ban), ki tén.
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2. Soan bai Phong cich ngdn ngir hanh chinh miu 2
2.1. Cau 1 (trang 172 SGK Ngir van 12 tap 2)

- M6t s6 loai vin ban hanh chinh lién quan dén cong viéc hoc tap trong nha truong
1a: Pon xin nghi hoc, don xin hoc hé, don xin mién giam hoc phi, bang tbt
nghiép...

2.2. Chu 2 (trang 172 SGK Ngit viin 12 tip 2)

- Bac di€ém ti€u bi€u vé cach trinh bay van ban, tir ngr , ki€u cau cua van ban hanh
chinh:

+ Trinh bay theo khuén mau

+ T ngir: Phu hop, d& hiéu

+ Kiéu cdu: Mang két cdu cta vin ban hanh chinh.
2.3. Cau 3 (trang 172 SGK Ngir van 12 tap 2)

PHONG GD VA DT... CONG HOA XA HQI CHU NGHIA VIET NAM
TRUGNG:...... DBOC LAP - TU DO - HANH PHUC

GIAY MOI HOP PHU HUYNH
Tran trong kinh moi ong (ba):......oooviiiieiiiiieieeeeeeeee e,
Phuy huynh em........c.cooevvieninnnnn.. Bloc 1Gpi. . T 4. . . .8
Vao lGc:...ccoooviiiiene, Ngay....... thang............. NAM........coueeenes
Dén tai VAN PhONG trUONE: ..o,
Dé thong bao tinh hinh hoc tap va rén luyén cia hoc sinh ndm hoc:..............
R4t mong quy phu huynh dén dung gid

Xin tran trong cam on!

GIAO VIEN CHU NHIEM

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