Soan bai: Van ban thong bao
VAN BAN THONG BAO

1. Khi c6 mot ké hoach can dugc trién khai, ngudi to chirc hodc dai dién cho co quan,
doan thé 1ap ké hoach, cép co tham quyén s& viét thong bao dé cho nhitng ngudi dudi
quyén, thanh vién doan thé hodc nhitng ngudi quan tdm dén ndi dung thong bao biét dé
thuc hién hay tham gia.

Hoac ciing c6 thé 1a mdt sy viéc, su kién gi d6 xdy ra, cac cap c6 tham quyén muon thong
bao rong rai dé moi nguoi bict (vi du nhu thong bao vé tinh hinh trat tu, an ninh trong
khu pho).

2. Vin ban thong bao phai thé hién rd:
- Chu thé thong bao (ngudi to chire, cap c6 tham quyén...).

- Péi tuong nhéan thong bao (cac thanh vién trong t6 chirc, doan thé, nhan déan trong khu
pho...).

- Noi dung thong bao (thong bao vé viée gi).

3. Vin ban thong bao phai tuan thi thé thirc hanh chinh, c¢6 ghi tén co quan, s6 cong van,
quoc hiéu va tiéu ngii, tén van ban, ngay thang, ngudi nhin, ngudi thong bao, chuc vu
nguoi thong bao thi mai cé hi¢u luc.

Nhu vay, néu so sanh véi van ban tuong trinh, ta sé théy mot trinh ty nguoc lai. Van ban
tuong trinh duoc giri tir ca nhan 1én ngudi co trach nhiém, thim quyén, con van ban thong
bao lai tir bén trén (ngudi to chirc, doan thé) xudng cac thanh vién, nhimg nguoi tham gia,
thyc hién hodc quan tam.

4. Tinh huéng can lam vin ban théng béo

Phai xac dinh trong tinh hung nao can lam thong béo, tinh hudng nio can phai lam mot
van ban khac.

Tinh hudng a): khong phai viét théng bao ma viét twong trinh.

Tinh hubng b): Ban Giam hi¢u viét thong bao giri xudng cac 16p.

Tinh hudng c): Ban chi huy lién d6i viét thong bao giri xuéng cac Ban chi huy chi doi.
5. Cach lam van ban thong bao

B6 cuc chung ctia cac van ban thong bao:

+ Phan m¢ dau

Theo ding nhimg quy dinh vé thi tuc hanh chinh: quéc huy, qudc hiéu, tén vin ban, ngay
thang, dia diém ...

+ Phan ndi dung

Ghi cu thé, chinh xac nhing diéu can thong bdo cho ngudi nhan biét. Vi du dja diém, thoi
gian, ndi dung can thyc hién...

+ Phén két thic
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Theo diing nhitng quy dinh vé tha tuc hanh chinh: ho tén, chirc vu ngudi giri thong bao...
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