Soan bai: Luyén tiap lam van ban thong bao
LUYEN TAP LAM VAN BAN THONG BAO
I. KIEN THUC CO BAN
1. Nhirng trudng hop can phai lam vin ban théng béo:
+ Khi ¢6 mot ké hoach can trién khai.
+ Khi ¢6 mét su kién, sy viée can thong bao rong rai...
2. Noi dung va thé thirc ctia mot thong bao:

Vin ban thong bao phai theo ding thé thirc hanh chinh: c¢6 qudc hiéu, tén vin ban, ngay
thang, nguoi thong bao va chirc vy, ngudi nhan... Néu vin ban thong bao do mot co quan
c6 tham quyén guri di thi trén thong bao d6 con phai ghi rd tén co quan, s cong vin, chir
ky ctia thu truong co quan va dong dau thi vin ban d6 mot co hiéu luc.

3. Nhitng diém giéng va khac nhau giita vin ban thong bao va vin ban tuong trinh:

+ Giong nhau: déu la nhiing van ban thudc loai hanh chinh; déu cé noi gt (hodc nguoi
guri) va noi nhan (hoac ngudi nhén)

+ Khéc nhau: Noi dung thong bao 12 nham truyén dat thong tin cy thé ciia co quan, doan
thé, nguoi to chirc bao cho nhitng nguoi dudi quyén, thanh vién doan thé, hodc nhimg ai
quan tdm dén noi dung thong bao dugc biét dé thyc hién hay tham gia. Noi dung tudong
trinh 1a nham dé trinh bay thiét hai hay muac d trach nhiém cua nguoi tuong trinh trong
cac su viéc xay ra hau qua can phai xem xét. Ngudi viét tuong trinh 1a nguoi co lién quan
dén sy viéc. Nguoi nhan tuong trinh la ca nhén hodc co quan co tham quyén xem xét va
giai quyet.

II. REN LUYEN Ki NANG

1. Lya chon loai van ban thich hop:

a) Van ban thong bao.

b) Van ban bao cao.

¢) Van ban thong bao.

2. Chd sai trong vin ban thong bao

- Noi dung ctia van ban chua phu hop véi tén ctia van ban.
+ Tén thong bao: ké hoach kiém tra

+ Noi dung thong bao: chua rd ké hoach (tir ngay ndo dén ngay ndo, thang nao) ma méi
chi 1a yéu cau lap ke hoach.

- Béi twong tiép nhan thong bao khong nhat quan. Phan dau thong bao dé: "Kinh gui cac
can bd va hoc sinh toan truong" nhung dén cuoi thong bdo lai chi "P¢ nghi Ban kiém tra
cua truong sap xEp ke hoach...".

- Con thiéu noi nhan ghi ¢ phia goc trai, cudi van ban.

bé stra van ban nay, can viét lai ndi dung, stra lai doi tugng ti€p nhén va ghi thém noi
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nhén & phia goc trai, cudi van ban.

3. Mot s6 tinh hudng thudng gip trong nha truong va ngoai x hoi can phai viét thong
bao:

- Ban chi huy lién doi thong bao ké hoach cam trai nhan Ngay Nha gido Viét Nam 20-11.
- T6 truéng dan phd thong bao hop t6 dan phd.

- Ban Giam hiéu thong bao ngay gio thi t6t nghiép.

- Uy ban phong chéng dich t& théng bao tiém phong dich cho gia cam...

4. Em hay luya chon va tu viét mot thong bao trong sd nhitng tinh hudng vira néu trong bai
tap trén.
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