Soan bai Tim hiéu chung vé viin ban hanh chinh - Ngir viin 16p 7

Huéng din soan bai trang 107 SGK Ngir Vin 16p 7 tap 2: Tim hiéu chung vé vin
ban hanh chinh.

I. Thé nao 12 viin ban hanh chinh?

Cau 1. PBoc cac van ban (trang 107 - 109, SGK Ngit van 7 tép 2)

Cau 2. Tra 1oi cau hoi

a) Khi nao thi ngudi ta viét cac vin ban thong bao, dé nghi va bao cao?
b) Mdi vian ban nham muc dich gi?

c¢) Ba vidn ban ay c6 gi giong nhau va khac nhau? Hinh thtrc trinh bay cua ba van ban nay
c6 gi khac véi cac van ban truyén va tho ma em da hoc?

d) Em con thay loai van ban nao tuong tu nhu ba vin ban trén khong?
Tra loi:
a) Pay chinh 14 viéc tim hiéu va néu l1én cac tinh hudng can phai viét cac bai vin ban.

- Khi can truyén dat tir cap trén xudng cip dudi hodc cho nhiéu ngudi biét mot van dé gi
dé (thuong la rat quan trong) nguoi ta dung van ban thong bao.

- Khi can dé dat mot nguyén vong chinh dang nao dé cta ca nhan hay tap thé ddi véi co
quan hay c4 nhan c6 tham quyén giai quyét thi nguoi ta dung van ban dé nghi (kién nghi).

- Khi can thong bdo mot van dé gi do tir cip dudi 1én cap trén thi ngudi ta ding vin ban
béo céo.

b) Muc dich ctia cac loai van ban trén.

- Thong bao nham phd bién mot ndi dung.

- P& nghi nham dé xuat mot nguyén vong, v kién.

- B4o c4o nham tong két néu 1én nhirng gi di thé hién cho cip trén biét.
c) Ba van ban nay.

- Gibéng nhau & hinh thirc trinh bay, theo miu qui dinh nhung chuing khac nhau vé muc
dich va nhitng ndi dung cu thé dugc trinh bay trong moi van ban.
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- Chung khac véi cac tac pham vin tho vén dung hu cau tudng twong dé xay dung hinh
tuong. Pay la nhitng kiéu van ban bdo sy vu, hanh chinh.

d) Nhitng vin ban viét theo mau c6 thé so sanh twong tr v6i ba loai vin ban trén 1a: Bién
ban, So yéu li lich, Giay khai sinh, Hop dong...

Céu 3. Ba van ban (trang 107 - 109, SGK Ngir van 7 tap 2), nguoi ta goi la van ban hanh
chinh (hodc van ban hanh chinh - cong vy). Tt viéc tra 16i cac cau hoi trén, em hdy rit ra
dac diém cua van ban hanh chinh: muc dich, ndi dung, hinh thirc trinh bayi,...

Tra loi:

Van ban hanh chinh la loai van ban thuong xuyén truyén dat nhitng noi dung va yéu cau
nao d6 tir cap trén xudng, hoic bay té ¥ kién ca nhan, tap thé 1én co quan c6 thim quyén.

- Van ban hanh chinh can dam bao:
+ Quodc hiéu va tiéu ngir
+ Pia diém ngay thang 1am vin ban
+ Ho tén chtrc vy, co quan, tap thé
+ Noi dung thong bao, dé nghi, bao cio
+ Chir ki
I1. Luyén tap

Céu héi: Trong céc tinh huéng sau day, tinh huéng nio ngudi ta s& phai viét loai van ban
hanh chinh? Tén mdi loai van ban ing voi moi truedng hop do 1a gi?

1. Cé su kién quan trong sap xay ra, can phai cho moi nguoi bi€t su kién ay.

2. Thay Hiéu truéng hodc thdy, c¢6 gido chii nhiém can biét tinh hinh cua 16p em trong
thang qua.

3. C6 mét sy viéc 1am em hét stre xtic dong, mudn ghi lai nhiing cam xtc do.
4. Hom qua di hoc vé chang may gap mua, hdm nay em bi sot, khong thé dén 16p duoc.

5. C6 mot dia danh rat noi tiéng & gan truong, ca 16p déu mudn thay, co gido chil nhiém
to chtrc cho di tham quan.
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6. Bi 6m khong di tham quan dugc, ban em rat mudn biét vé budi tham quan ay.
Tra loi:

- Co hai truong hop khong dung van ban hanh chinh.

+ Truong hop 3: Dung phuong thire biéu cam.

+ Truong hop 6: Dung phuong thirc ké chuyén va ta dé tai hién budi tham quan.

- Céc truong hop con lai dung van ban hanh chinh.

+ Tinh hudng 1: Duing vin ban Thong béo.

+ Tinh hudng 2: Dung vin ban Béo cio.

+ Tinh huéng 4: Phai viét Pon xin nghi hoc.

+ Tinh hudng 5: Dung van ban Dé nghi.
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