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Cac mau van ban hanh chinh (VB.HC) thong dung
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Thong tu' s6 01/2011/TT-BNV
S —
= Ban hanh ngay 19 thang 01 nam 2011 cta B NJi vu vé
Huwdng dan thé thire va ki thuat trinh bay van ban

hanh chinh

o Tai vé:
o http://doc.moha.gov.vn/

o Google


C:/Cuong/Documents/Quan ly/Project/Trinh bay VB va ung dung template cua Word 2010/Ref/01.2011.TT.BNV - FULL.pdf

Trao doi nhanh

S
«Thong tu 01»

co

Beterences

Times New Bom = 14

waang

CAK A B
e g BT U kex ¥

e
Y-A- ETIE s
font

T o

én quan gi dén chung ta ?

¥ tasscexc ABBC ASCeD:
- || enpnase
Prazraen

Hesding! T homut

503010

cvwcnou.&nvlm m\mm
$6: 01201V TT-BNV

B N ngly 19 thing 01 nam 2011
THONG TU
da ok

i

Claci g dinh 0482004 ND.CPugy 17ihing{nim 208 cia Chich

Naivu.
Can i Nehi dink 56 1102004ND-CP iy 08 thing 4 nim 2004 cia
Chinh pho vé cdg tic vin thy
Can cit Nghi dink 56 09/2010'ND-CP nghy 08 thing 02 nim 2010 cia
Chinh pbi s 46, b g b B 110200010 P
2004 cta Chinh pha vé cag tic vin

iy 08 thing 4 i
u\aww&un-un-umamumunm

Churomg 1
NHUNG QUY DINH CHUNG
Plul. m-mimm-n-

16 chire xi o - nghé nghi

din (sau 83y goi chung I co quan, 1 chix)
Diéo.2, Thi thirc van bin

‘Thé thic van binla thp hop cic thinh phia chu thinh vin
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Thong tu' so 01/2011/TT-BNV

otatistics: Statistics:
Fages Pages 39

Words g Words 9,519
Characters (no spaces) , Characters (no spaces) 33,279

Characters (with spaces) . Characters (with spaces) 42,536
Paragraphs 278 Paragraphs
Lines 643

| ] Indude textboxes, footnotes and endnotes




Thé thirc & ky thuat trinh bay

]
o Thé thirc van ban 1a tdp hop cac thanh phan cdu thanh van
ban ...
0 Ky thuat trinh bay van ban dwoc ap dung doéi véi van ban
soan thao trén may vi tinh va in ra gidy; bao gom:
Kho gidy, kiéu trinh bay, dinh 1 trang
Vi tri trinh bay cac thanh phan thé thic
Phong chit, c& chit, kiéu chiy

Va cac chi tiét trinh bay khac



Vi du mot VB.HC

Trang dau

UY BAN NHAN DAN CONG HOA XA HOI CHO NGHIA VIET NAM 1m thi Thil trdeng v Chid tjch UBND huyén, phutmg, xd, thi trin phéi chiu tréich
TINH AN GIANG Djc lip - Ty do - Hyah phise ohifm. . e e e

54 1869 /UBND-NC + An Giang, ngiy 21 thing 12 nim 2012 3. Bl Phit thanh - Truyén binh tinh ting cuimg diy manh tyén muyln,
- khuyén edo ede bidn phip PCCC trén cic phuomg tign thong tin dgi ching, hismg, din
bt v Lo Loy i e i truybn thach huydn, thj, thish phé ting cuimg thin haomg treyén thanh cich béo
Ce hoor domy 4 A i 2001 i ngay co xdy ra chdy nd lin i dia bin din cu nhit 1 khu din cu gin chy, TTTM,

€0 5 siin xuft kinh doarh dich vy Nhim ning cao § thic trich nhigm PCCC trong
nhdn din. Kip thivi dira tin ehinh xé¢ cde v chiy xiy ra,

“‘.w&hwwu*u ' 4. Nam 2013 Clag an tinh chi do céng an céc &ja phuomg win Kai thyc

- UBND cée b 3, thinh phd; hién Nghi dinh sb S22002ND-CP ngay 14/6/2012 cisa Chinh phis quy dinh xi phat vi
'Ck“m”"l“'l : pham hinh chinh wong Tinh vipe BCCC. Kign quyét st Iy ede tnsimg hop vi pham vé
L. nghi¢p an toin PCCC hojc ¢f xdy ra chiy, nl; Quyét dich sd 442012/QB-TTg ngiy

15/102012 ca This tudmg Chinh phti v quy dinh vé cdng the cina nan, ct b cia lye
hwmg phéng chiy vi chila chiy; Quyét dizh sb 145405 UBND ngiy 77/872012 ein

Hang o vio mia hanh ko, té Nguyén din 1 thi diden cée co quan, doanh UBND Tinh v paé duygt £ in Quy hoach thng thé h¢ thiag co s phieg chiy chita
nghiép, hd kinh doanh vi nhin ddn che hopt dng skn xubt, kinh doanh iy v ci ira btk An Giamg
mwidmv:wuw.,. g Sl i gl e T o pebtn s
¢idu ki an tokn v POCC; nguy co chiy, nd thng cao gy dnh hubmg dén ANTT an gy i e ke o 5. b i, ks, LD i b, b il i
tokn X8 hi. Cy thé, vao lic 13h15" nghy 1471272012 ti kha din cu khém Phé Qué, may den tex Nyuyta din vi cic dot cao hji thirh 13p cde dodn kifm ra an toin
phusimg M9 Long, TP Long Xuyén xby ra vy chiy nha din ghy thide hei 22 chn nhi v FUTC Sio s o9 o6 g & . cio ok bl Mt S e e ool
nhidu thi sin khic; 16c 1b45* nghy 21/12/2012 tai phuong Chilu Phis A, thi x& Chéu pham i nginh, dja phuong quan If; tién hinh kiém tra thye higa cdc quy dioh vé an
Dbc xly m vy chily nha din thide hal 12 chn nhi gly doh hiong Gén it ty xung G T fut taong PCOC co 2 wh it phing. howt d0ng il i phwong
quanh khu vy TTTM TP Long Xuyén vé thj xi Chiu déc. DI han ché dén mic thip 5k chita chiy 1 *in sang chia chiy kip thin vi & hidu qui.
bt 88 vy chily vi thigt hal do chidy gly ra Chi tich UBND tinh yéa chu: #h&?m-mwm‘whﬁ:&w“w-

i dja phisomg ting cuimg tac tiec PCCC trong

1. Thit truimg chc S4, ban, nginh, dodn thé chp tinh, Chd tich UBND cic mﬁ'@nmwwwhh&hﬁnm‘;wpwmmmmm
m&;mm.ﬁﬁw;’&ﬁ’m&fﬂm © CNCH. T N TR T T “
dp cie quy dinh vé dim bo an todn POCC, nhlt 1 an tokn POCC din, mé dot thag 7. Tooog, vede 1% gine naie bacih, K, e -
Kibem tra cde didu kign an tokn PCCC cée co b skn xullt, kinh doanh, thurong mei dich ,"’“‘Lu - s hmbmhmhmm
vy v b gin dink, Nhkt 1 cdo khu din cu, ch, trung thm thuong mei, che co 36 kinh i > oL e K Fug i
doanh xing, dbu, gas, cho kbu vyc 18 chite I b thp trung Gbag nguoi, nhitu thi sin trye 2424 ““gﬁ;'ﬁﬂ*ﬁmﬁ_ i
wwwm.dmmqu&uhnmxwm,ﬂ "““"‘ﬂw& s clip taki, cell fch ""h‘"’;e"""
chire thye thp cdo phuong dn chia chdy trong didm huy ddag nhibu lye lwong tham zﬁmmwzrﬁmﬂ?mlmw ¢ Céng an
gha. Tb chirc cho cho co quan, doanh nghidp, 0o » sin xult kinh doanh dich vy vé = i
ahiin din ky cam ké ddm bio an todn PCOC, khong dé xiy ra chiy, nd. =T

2. Tip tuc xky dyng cym, tuydn din cu (kha dén cv), co quan, dom vi, doanh Mo 2 e e
nghidp an toda PCCC, xiy dyug cc ddi PCCC din phong tai cée khom, bp, cic 431 co-mapbunat,
phing chdy chim chiy trong cic co dom vi, doanh nghiép. Kip thin trang bj céc T wh i PCT UBND
logl phuong tign, dung ey PCCC cdn thin thng cuimg kidm tra hogt ddag VPUND s
clia cdc phisong tign chia chiy, Khi cd chéy xiy ra buy 8dag moi lyc tham gia Phing I, THL VHEE,
olru chlta kip thot va cé hifu qui, 4 chity lan, chdy 1. Noi nko 48 xiy ra chdy Vuwng Bish Thynh




Kho gidy va canh [é
FEE

o Kho gidy o Canh |é
o A4 (210mm x 297mm) o Trén: 20-25mm
o A5 (148mm x 210mm) o Duwédi:  20-25mm
o Trai: 30-35mm

o1 Phai: 15-20mm
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Cac thanh phan trong VB.HC

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TENCGQUAN,TdCEU‘C ﬁ;ﬁn-]"h—ﬂ“hm
L o BB ... (BGRE .... 2,20
TEN LOAI VAN BAN (5b)

QUYEN HAN, CHUC VU CUA NGUOT KY

i’ (2)
TV AR (Chit Ky, déw)

Hovatén

: Thanh phin thé thirc van ban
: Quodc hidu
: Ténco quan, t& chitc ban hanh van ban

86, kv hiéu cua vin ban

: Dijadanh vangay, thang nim ban hanh van ban

- Ténloai va trich yéu ndi dung vin ban

- Trich yéundi dung cong van

- Noidung van ban

: Quyén han, chitc vu, ho ténva chitky cia nguoi co tham

quyen

- Déu cta co quan, to chike

. Noinhidn

- Dau chinmke 46 mit

- Déu chimic d6 khian

- Dau thu hoi va chi dan vé pham vi lvu hanh

- Chidinvé duthio vinban

- Ky hiéungudi danh may va so lwong ban phat hanh

. Piachicoquan, td chike; dia chi E-Mail- dia chi Website;

80 dién thoai,_s6 Telex_ s6 Fax

. Logo (in chim dwdi tén co quan, té chize ban hanh vin ban)
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Qui dinh ky thuat trinh bay
. cac thanh Bh‘én

7 Tham khao nhanh Phu luc 111

- M6t s6 nguyén tac chung ...
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Phong chir (Font)

-1 Font: Times New Roman, 13pt — 14pt (mac dinh)

- Bang ma: Unicode, theo TCVN 6909:2001

Help
Toolkit... [C5+F6&]
Convert on the fly - [C5+F3]

Enable spell checking
Enable macro

Edit macro table...
Input Method

Unicode

TCVN3 (ABC)
VM| Windows
Other output character sets

Configuration...[C5+F5]
Exit

¥ W 2 @ () ENG

Chon bang ma nao ?

19:04

04/01/2013

Huréng dan
Céng cu..[C5+F6]
Chuyén ma nhanh - [C5+F3]

Bat kiém tra chinh ta
Bét tinh ndng gé tat
Soan bang gé tat...

Kigu g&

Unicode dung san

TCVMN3 (ABC)

VNI Windows

Bang ma khac

Bang digu khién...[CS+F5]
K&t thic

e/ DI

= 19:06
e 04/01/2013



Viét hoa va in dam

-1
o1 Tén co quan ban hanh

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO cHUC Poc lip - T do - Hanh phic

D QU6C hiéu 7 — e erenne BE e LGB ... 2 20...
-1 Tén loai VB TEN LOAI VAN BAN (5

Muc) —

= Quy‘én han, Chire vy e

. QUYEN HAN, CHUC VU CUA NGUOTKY

Tm VA (Chi ki, déw)

Hova tén




Viét thudng va nghiéng
N s
-1 Pia danh va ngay ban o e iy NG HOA X HO! G NGRIA VIET N

. TEN €O QUAN, T6 CHUC Poc lip - T do - Hanh phic
hanh -

O Lwu y TEN LOAI VAN BAN (5b)

Dia danh ghi tén goi chinh
thL’I;C CL?G doln V_i hdnh ...................................................................................................................

Chl'nh (tén rléng Clja tlpnh, ...................................................................................................................
thdnh, huyén’ quén} thl, ...................................................................................................................

X4, phu’(‘)'ng) NOI CO QUAN, | o o
té chure d ong tru sO. e
m QUYEN HAN, CHU; E’:’;’U CUANGUOIKY
Tm Ve A (Chit i, déw)

Ho va tén




CG chu: 12pt-13pt
N
- Tén co quan

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO cHUC Péc lip - T do - Hanh phic

D QU 6C hiéu 7 — e e B e LHORE ... MM 0.

= Trich yéu ndi dung TENLOAT VANBAN G

0 «Noi nhan» (12pt) T

. QUYEN HAN, CHUC VU CUA NGUOIKY

m A (Chi: ki, déw)

Hova tén




Co chu: 11pt
S s
- Tén co quan, tb chirc, ey et ek cone Hox i 0r ot s i
a TEN €O QUAN, T6 CHUC Béc lip - T do - Hanh phic
ca nhan nhan van ban, $ o

ban sao (= trong phan s viais
((No’i nhé"») ................................

Thengtinvediachi,
email, dién thoai cua
CO' quan (- footer) F

. QUYEN HAN, CHUC VU CUA NGUOTKY
MLM (7a)

Tm VA (Chi ki, déw)

Ho va tén




Mot so luuy

Cac duong ké ngang

Phan «Kinh gri»

Phan «Can c»

Phan ndi dung

Dau két thdc ndi dung van ban «

Cach danh so trang

»



Pbuong ke ngang
FEE
o Nét lién (s&r dung duwong ké trong Shapes, khong

dung ky tw underline)

o Vitrivadodai..?

TEN CQ, TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM
TEN CO QUAN, TO CHUC Bic lip — T do - Haoh phac




Phan «Kinh gui»
_
1 Toan bd phan nay déu viét thwong (KHONG dam,
nghiéng, hay gach duoi)
o Sau “Kinh gtri” ¢6 dau hai cham
- Néu gli cho 01 noi: trinh bay trén cung mot dong
o Vi du:

Kinh giti: Ban Giam hiéu Truvong Dai hoc An Giang.



Phan «Kinh gui»

G l}i C h O 02 n O| tré’ I é n : TEN CQ. TC CHU QUAN CONG HOA XA HOI CHU NGHIA VIET NAM

TEN CO QUAN, TO CHUC Doc lap - T do — Hanh phiic

Xudng don '
N 867 oo e ceee weee y NGAY ... thang ....mam20...
g g’ Viv

Tén moi noi duwoec trinh
bay trén motdong -
riéng, c6 gach dau dong, o

cuoi dong c6 diju cham e e

phgy’- AAAAA R S

Cacgach dau dong phai

thang hang v&i nhau e
s e N . ~ o nhin: QUYEN HAN, CHUC VU CTA

duwdi dau hai cham. N NGUOTKY (8)

. 2. ANMe A \ ~Low VT, ... (9)Axx (10) (Chit ky, déu)
Noi glri cudi cung dung
dau cham

Ho va tén




Phan «can cu»
]

~

= Sau moi can c phai
xudng dong, cudi
dong cé dau “cham
phay”;

- «Can c» cudi cung
két thuc bang dau
uphé’yn.

BO NQIVY CONG HOA XA HQI CHU NGHIA VIET NAM
I Déc ldp - Ty do - Hanh phie
8é: 04 2011/TT-BNV Héa Ngi, ngay A9 thing 04 nam 2011
THONG TU

Hurémg din thé thirc va k¥ thuit trinh by viin bian hanh chinh

Can clr Nghj dinh s6 48/2008/ND-CP ngdy 17 thang 4 nim 2008 cua
Chinh phi quy dinh chirc nang, nhiém vy, quyén han va co cau to chirc cua
B4 Néi vy,

Can cur Nghij dinh s6 110/2004/ND-CP ngady 08 thang 4 nim 2004 cia
Chinh phu vé cbng tac vin thu;

Can cir Nghj dinh sé 09/2010/ND-CP ngy 08 thang 02 nim 2010 cia
Chinh phu sira doi, bo sung Nghj dinh s6 110/2004/ND-CP ngay 08 thing 4
ndm 2004 cta Chinh phu ve cong tac van thu,

B Noi vu huéng din thé thirc va k¥ thudt trinh bay vin ban hanh chinh
nhu sau:




Phan noi dung

Trinh bay bang chit in thuwdng; kiéu chir ding;

Théng nhat mét c& chir (13pt, hoac 14pt)

Dan déu ca hai |é (Justify)

Khi xudng dong, phai lui ddu dong vao tir 1cm dén 1,27cm
Khoang cach gilta cac doan van (paragraph) > 6pt;

Khoang cach gitta cac dong (line spacing):

tir «Single line spacing» dén 1,5 dong (1- 1,5 lines).



Ky hieu két thuc noi dung
N
o Phai dung ky hiéu: ./.

Céc B§, nganh clin cir quy dinh thé thirc va k¥ thudt trinh bay vin ban
tai Thong tw ndy dé quy dinh thé thirc va k§ thudt trinh bdy vin ban chuyén

nganh cho phi hqp.//.ad/

Noi nhin: B0 TRUONG
- Thi twmg, céc Phé Thi) témg Chinh phi; _

" = Viin phéng Trung vong Ding;

- Viin phéng Qudc h{i;

- Viin phodng Cha tjich nuée;

- Céic B§, co quan ngang BJ, co quan thudc Chinh ph;
- HDND, UBND céc tinh, thinh phd tryc thudc TW;
- Vién Kiém sit nhin din 16i cao;
-Eo’;nhnhhdlmbicao; ;
- Kiém todn Nhi

'COQMTWWCM*MM - MIV‘DT‘“‘l
- Céc Tép don kinh &, Téng cong ty nhi nude (91);

- Cye Vin thur va Liru trit Nha nuée (10b);

- Cyc Kidm tra vin bin QPPL (B$ Tw phip);

- Céng béo;

- BNV: B§ truémg, céc Thir tnrémg, céc don vi thude v

tryc thude BY;

- VPCP: B{ témg CN, céc Phé CN;

- Website BNV;

- Laru: VT, PC (BNV). 3200,




Cac mau VB thong dung
FEE
0 Mau 1.12 — Bién ban

o Mau 1.13 — Gidy bién nhan

0 Mau 1.4 — Cac loai VB khac

o Mau 1.5 — Cong vin

(Phu luc V)
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Microsoft Word 2010

- Thiét ké san cac mau?

Demo



Chuong trinh Tin hoc AB

BO GIAO DUC VA PAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM
— Poc lap — Tw do — Hanh phic

CHUONG TRINH TIN HQC UNG DUNG A, B

(Ban hanh kém theo Théng tir s6 /2012/TT-BGDDPT
ngay  thdng nam 2012 ciia B tneomg B¢ Gido duc va Pao tgo)

I. QUY DINH CHUNG

Diéu 1. Pham vi diéu chinh va doi twong dp dung

Pham vi diéu chinh: Chwong trinh tin hoc img dung quy dinh
ndi dung chuong day hoc va ty hoc tin hoc img dung pho cép trong
xa hoi, huomg din cach thuc hién va cach té chirc danh gia cip
chimg chi.

Ddi tugng ap dung: Moi d6i twong trong xa hdi ¢6 nhu céu hoc
tin hoc img dung dé nang cao dan tri, ning cao trinh d9 vé tin hoc
dé img dung vao cac hoat dong cia cudc song va nghé nghiép.

Diéu 2. Phan phoi Chwong trinh tin hoc img dung theo mé
dun Kién thirc va viéc cip chimg chi va giay chimg nhan

Chuwong trinh Tin hoc img dyng gom:

1. Chuong trinh Tin hoc img dung trinh do A: 1a trinh d9 cén
ban, c6 tinh chét pho cap bét budc d6i véi moi ddi twong.

Sau khi hoc xong va tham gia kv thi sat hanh dat trinh do A,
ngudi hoc duge cap Chimg chi tin hoc trinh do A.

2. Chuong trinh Tin hoc trinh 4§ B theo cac moé dun Kkién thic
la phan ty chon. ning cao kién thirc theo nhu cau cia ngudi hoc.
Ngudi hoc c6 thé hoc theo 16p hodc ty hoc va tham gia ky thi kiém
tra dat két qua mé dun nao thi cap Chimg chi hoan thanh mé dun
do.

Diéu 3. To chirc day hoc va cap chimg chi

1. Ngudi hoc c6 thé hoc theo cac cach:

- Ding ky va tham dy I6p hoc ¢6 16 chirc, c6 gido vién giang

day:

- Tu hoc mdt cach mém déo va mo, theo diéu kién hoan canh

cua minh.

2. Viéc cap Chimg chi dugc thyc hién theo két qua ky thi sat

hanh, khong phu thudc vao viéc ngudi hoc hoc theo 16p hay tw hoc.

3. Cac trung tam giao duc thuong xuyén, trung tam tin hoc, cac

truomg dai hoc, cao ddng. trung cap chuyén nghiép, cac trudomg day
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nghé ... t& chire cac budi kiém tra danh gia kién thirc, trén co so do
cap Chimg chi.

IL NQI DUNG CHUONG TRINH TIN HOC UNG DUNG
TRINH PO A
1. Muc tien
Cung cap céc kién thirc va k¥ ning co ban nhat, can thiét cho
moi d6i twong ngwdi hoc dé ning cao déan tri va ap dung cho cong
viéc hang ngay.
2. Poi twong dp dung: Moi ddi twong cé nhu cau hoc tin hoc.

3. Khung chwong trinh
So | Ten So tiet
TT | mo dir kién
dun Tén mo dun cdn ban va
klmyél
cdo
1 MA1 | Cac khai niém cin ban vé CNTT 4
2 | MA2 | Sir dung may tinh va hé diéu hanh. 8
Gd tiéng Viét.
3 |[MA3 | Soan thao van ban. 16

4 MA4 | Bang tinh dién tir 16

5 MAS | Trinh chiéu 8

6 | MAG | Internet 8

7 | MATY | Cac tién ich thong dung 8
4. Huwémg dan thure hién

a) Tén mo6 dun: MA = M6 dun trinh d¢ A.

b) Hé diéu hanh c6 thé l1a Windows, Linux, Ubuntu.
Bén canh Windows, gido vién can dinh huong hoc si dung

¢)Tin hoc vén phong gom soan thao vdn ban, bang tinh, trinh
chieu ...
Co hai b tin hoc van phong twong duvong nhau la
- Microsoft Office
- Libre Office hay Open Office Org trudc day.

Khuyeén khich hoc t3p trung vao bd Libre Office 1a bg tin hoc
vin phong ma ngudn mé, mién phi.
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SOAN THAO VAN BAN VOI WORD
(M6 dun MA3)

L Muc tieu
Trang bi cho ngwdi hoc ky ndng soan thao vin ban va lam
quen soan thao m@t s0 mau van ban hanh chinh.

II. Huwong dan hoc
a) Thoi lwng hqc trung binh: 8 tiét.
b) Yéu cau kién thirc trudc khi hoc: M6 dun kién thirc cin ban
MAI1 va MA2.
¢) Hudéng dan mot sO phin mém soan thio vin ban thong
dung, trong d6 cé
- B{ MS Office: Phin mém Word
- B9 Libre Office: Phan mém Writer

Phan 1. PHAN MEM SOAN THAO VAN BAN

Chuong 1. Bit diu sit dung phan mém soan thio vin bin
1. Nhimg budc dau tién

- M¢ va dong chuong trinh.

- Mo mét (vai) tai liéu. )

- Tao mot tai liéu mdi vai cac gia tri ngam dinh.

- Cat tai liéu.

- C‘é:t tai li¢u vdi mot tén khac.

- Cat tai liéu vdi cac dinh dang khac.

- Chuyén mach giira cac tai liéu dang mé.

- Sirdung phan trg giip Help.
— Dong mot tai liéu.

2. Dat lai cac thiét lap (Adjust Settings)
— Thay d6i mot hién thj trang tai liéu.
— Chirc ndng phéng to/thu nhé (zoom).
— Hién thi hay dau di cac thanh cong cu (toolbars).
- Hién thi hay dau di cac ki ty khong in dugc.
- Thay doi cac tuy chon co ban: tén ngudi sir dung, ngin
chira ngam dinh dé mé hodc cat tai liéu.

Chwong 2. Cic thao tic chinh
1. Chén van ban
— G0 thém van ban (Insert text).
— GO thém cac ki tyr ddc biét va cac ki hiéu.
2. Chon danh diu vin ban
- Chon danh dau ki ty, tir, dong, cau, doan hay toan b
vén ban.
3. Thay déi van ban
~ Thay déi noi dung bing cach chén hay ghi dé lén.
— Khoi phuc lai trang thai trudc mot lénh.
4. Nhan ban thém. di chuyén. xoa (Duplicate, Move, Delete)
— Copy thém vin ban bén trong mot tai liéu hay giira cac
tai liéu da dugc mo.
- Di chuyén vin ban bén trong mét tai liéu hay giira cac tai
liéu da mo.
— Xoa van ban.
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Chmg 8. Trgn thw (Ty doc thém)
Tim hiéu vé tron thu: tron dir lidu nguon dia chi vao tai
liéu chinh nhw cac bire thur hay tai liéu in nhan.
- M¢ va chuan bi tai liéu chinh véi truomg dir liéu dé tron
thu.
- M0 va chuan bj danh sach dia chi dé tron.
— Tron danh sach dia chi vdi mot birc thu, tai liéu in nhan.

Phan 2. KY NANG SOAN THAO VAN BAN HANH CHINH
VA VAN BAN QUY PHAM PHAP LUAT

1. Khainiém vian ban hanh chinh

2. Khadiniém van bin quy pham phap luat

3. Quy dinh cia nha nwéc

a) Thong tw01/2011/TT-BNV ngay 19/1/2011cua Bo Noi vu
hudéng dan thé thirc va ki thudt trinh bay vin ban hanh chinh.

Doi tugng hoc: Moi doi tugng.

b) Thong tr 25/2011/TT-BTP ngay 27-12-201 cia Bo Tuw
phap quy dinh vé thé thirc, k¥ thuat trinh bay vin ban quy pham
phap luat cia Chinh phi, Thu tuéng Chinh phu, By trwong, Thu
treong co quan ngang B§ va van ban quy pham phap lugt lién tich.

Poi twong hoc: Can bd cong chire, gido vién.

4. Ky nang thuc hanh ~
Huong dan mét so k¥ nidng va mau soan thao:

- Soan tiéu dé, quoc hiéu ... )

- Don tir (thi dy don xin nghi hoc), giay méi ...

- Quyét dinh khen thudng,

-  Hudng dan ding ky ty dic biét dé thay thé nét ké gach
dudi tiéu dé (Nhur cach lam mau trong Théng tr nay). Céac ky tw gach
ndy c6 thé hién 1én trang web trong khi nét vé khong hién thi duge,

- K¥ ning ding cac biéu bang dé bo tri vin ban (nhu trong
Thong tu nay).

BO GIAO DUC VADAO TAO CONG HOA XA HOI CHU NGHIA VIET NAM

Déc lip - Trr do - Hanh phiic

$6: /2012TT- BGDDT A A ——
Ha Ngi,ngdy thing ndm2012




Két luan

Ki nang soan VB.HC

Van ban
hanh chinh
(= Thong tu 01)

o Can thiét nhung it dwoc quan tam.

= Chi can “mot chat dau tu” va hdy chia sé b swu tp cac mau

VB dé cung cai tién, nang cao chat lvgng cong viéc.



Hoi va dap
-1



Cam o'n cic ban dd Iang nghe!



