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Tom tit: Vin ban hanh chinh la cong cu quan trong trong hoat déng quan Iy, diéu hanh ciia cac co quan nha nude, c6
vai tro triec tiép trong viéc td chu"c thuec thi nhzem vu céng vu va phuc vu nguweoi dan, doanh nghiép. Trong boi canh cdi cdch
hanh chinh va chuyén déi sé quéc gia, yéu cau doi véi chdt heong va ky thudt xdy dung van ban hanh chinh ngay cang cao,
khéng chi dirng lai & viéc tudn thii thé thire, ky thudt trinh bay ma con doi héi néi dung khoa hoc, ngén ngit chudn mire va
tinh kha thi trong thye tién. Bai viét phan tich co s6 Iy ludn vé chdt heong van ban hanh chinh, lam ré cdc tiéu chi danh gid
chdt hegng van ban trén cdc phirong dién ndi dung, ngén ngiv, cdu triic va thé thire ky thudt; dong thoi danh gid thue trang
chat lwong van ban hanh chinh o Viét Nam dén hét nam 2025 trén co sé cdc 6 liéu théng ké, bao cao chinh thirc. Trén co
s6 d6, bai viét dé xudt mot sé giai phdp nham ndng cao chdt lwong va ky thudt xdy dwng vin ban hanh chinh, gép phan
ndng cao hiéu qua quan Iy nha nude va chat lwong cdi cach hanh chinh trong giai doan hién nay.

Tir khéa: Van ban hanh chinh; k thudt soan thao; chat lwong vén ban; cdi cach hanh chinh; quan Iy nha nuée.

QUALITY AND TECHNIQUE OF DRAFTING ADMINISTRATIVE DOCUMENTS
IN THE CONTEXT OF ADMINISTRATIVE REFORM IN VIETNAM TODAY

Abstract: Administrative documents are an important tool in the management and operation of state agencies, playing a direct
role in organizing the execution of public duties and serving citizens and businesses. In the context of administrative reform and
the national digital transformation, demands on the quality and drafting techniques of administrative documents are increasingly
high, not only requiring adherence to form and presentation techniques but also demanding scientifically grounded content,
standardized language, and practical feasibility. This article analyzes the theoretical basis of administrative document quality,
clarifies the criteria for assessing document quality in terms of content, language, structure, and technical form, and assesses the
status of administrative document quality in Vietnam up to the end of 2025 based on statistical data and official reports. On that
basis, the article proposes a number of solutions to improve the quality and drafting techniques of administrative documents,

contributing to enhancing state management effectiveness and the quality of administrative reform in the current period.
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I. PAT VAN PE

Trong hoat dong quan ly nha nude, van ban
hanh chinh gilt vi tri trung tam, la phuong tién
co ban dé cac co quan hanh chinh truyén dat ¥
chi quan ly, t6 chuc thuc hién nhiém vu va diéu
hanh cong viéc thuong xuyén. Chat lugng vin
ban hanh chinh ¢6 anh hudng tryc tiép dén higu
luc, hi€u qua quan 1y nha nude, ky luat hanh chinh
va murc d6 hai long ciia nguoi dan, doanh nghiép.
Thuec tién cai cach hanh chinh & Viét Nam trong
nhitng nim gan day cho thay, bén canh nhiing két
qua tich cuc dat dugc trong ing dung cong nghé
thong tin va s6 hoa quy trinh xir Iy cong viée, chat
lugng ky thuat va ndi dung ctia mot by phan van
ban hanh chinh van con nhting han ché nhét dinh.
Nhiéu vin ban chua bao dam day du yéu cau vé
no6i dung, ngdn ngi, cdu tric va thé thic trinh bay,
gay khé khin cho qué trinh t6 chirc thyc hién.

Trong bdi canh Chinh phii day manh xay dung
nén hanh chinh chuyén nghiép, hién dai va phuc
vy, viéc nghién ciru mot cach co6 hé théng vé ky
thuat xay dung van ban hanh chinh, danh gié thyc
trang chét lugng van ban va dé xuat giai phap
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nang cao chat lurong 13 yéu cu c6 y nghia ca vé Iy
luan va thyc tién. Xuat phat tir yéu cau do, bai viét
tap trung 1am rd co so 1y luan vé chét luong van
ban hanh chinh, phan tich thuc trang chét luong
vin ban hanh chinh & Viét Nam dén hét nim 2025
va dé xudt mot sb giai phap nhim ning cao chat
luong, k¥ thuat xay dung van ban hanh chinh
trong giai doan hi¢n nay.

II. NOI DUNG NGHIEN CUU

2.1. Co s6' 1y ludin vé chit lwong va ky thuat
xay dung van ban hanh chinh

Vin ban hanh chinh duoc hiéu 13 loai van ban do
co quan, to chirc nha nude c6 thim quyén ban hanh
nham thyc hién chirc ning quan Iy hanh chinh, truyén
dat thong tin, chi dao, diéu hanh hodc giai quyét cac
cong viéc cu thé trong hoat dong cong vu. Khac voi
van ban quy pham phdp luat, van ban hanh chinh
khong dit ra quy tic xir s chung ma chi yéu mang
tinh ca biét, ap dung di v6i nhimg dbi twong, vu viée
cu thé. Do d6, chit lwong vin ban hanh chinh khéng
chi dugc danh gid ¢ gid tri phap Iy ma con ¢ kha nang
phuc vu hiéu qua hoat dong quan 1y va diéu hanh.
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Chat luong vin ban hanh chinh trudc hét dugc
thé hién & yéu cau vé ndi dung. Noi dung vin ban
phai bao dam tinh muc dich, tirc 1a phan anh ro
rang myc tiéu ban hanh va két qua can dat dugc;
d6ng thoi thé hién tinh cong quyén thong qua viéc
xac dinh ding tham quyén, trach nhiém cia co
quan ban hanh. Bén canh dd, van ban hanh chinh
can bao dam tinh khoa hoc, duoc thé hién & lap
luan logic, ndi dung chat chg, su dung thuat ngtr
chinh xé&c va phu hop véi linh vuc quan ly. Trong
diéu kién nén hanh chinh hudéng téi phuc vu,
yéu cau vé tinh dai chung ciing ngay cang duoc
nhan manh, doi hoi van ban hanh chinh phai co
ndi dung rd rang, d& hiéu, tranh dién dat phuec tap
hodc mo hd. Ngoai ra, tinh kha thi va tinh phap 1y
1a nhitng yéu cau bit budc nham bao dam vin ban
6 thé duoc thuc hién trong thuc té va khong trai
véi cac quy dinh cia phép luat hién hanh.

Bén canh ndi dung, chit lugng vin ban hanh
chinh con phu thudc vao viéc tuan thi phong cach
ngon ngtt hanh chinh - cong vu. Phong cach nay
doi hoi su trang trong, khach quan, chinh xac va
thong nhét, thé hién 15 quan hé quyén lyc - trach
nhiém trong quan ly nha nudc. Ngon ngit van ban
hanh chinh phai han ché tdi da tinh cam xuc, tranh
sir dung tir ngit da nghia hodc mang tinh khau
ngit, dong thoi bao dam chudn myc vé ngit phap
va thudt nglr hanh chinh.

Céu triic ngdn ngit cia van ban hanh chinh
cling 1a mot tiéu chi quan trong dé dénh gia chét
lugng. Mot van ban hanh chinh cé chét lugng cin
duoc t6 chuc theo trinh tu logic, c6 mé& dau xac
dinh can ctr va muc dich ban hanh, phﬁn ndi dung
trinh bay rd rang cac yéu cau hodc thong tin can
truyén dat, va phﬁn két thuc x4c dinh trach nhiém
t6 chirc thuc hién. Viéc thiéu chit chd vé ciu trac
thuong dan dén kho khan trong viéc tiép nhan va
trién khai noi dung van ban.

Cubi cing, yéu cau vé thé thire va ky thuat trinh
bay 12 bo phan khong thé tach roi ciia ki thuat xay
dung van ban hanh chinh. Viéc tuan tha dung céac
quy dinh vé qudc hiéu, tiéu ngit, sé va ky hiéu vin
ban, bd cuc, phong chir, can 1& va cach trinh bay
khong chi bao dam gia tri phap 1y ma con thé hién
tinh chuyén nghiép va ky luat hanh chinh cua co
quan ban hanh.

2.2. Thue trang chit lwgng vin ban hanh
chinh & Viét Nam hi¢n nay

Dén cudi nam 2025, cung véi viéc day manh
cai cach hanh chinh va chuyén doi s, cong tac
soan thao va ban hanh van ban hanh chinh & Viét

Nam di ¢6 nhiéu chuyén bién tich cuc, ty 1€ trao
d6i van ban giita cac co quan hanh chinh Nha
nude dudi dang dién tr da dat gan 100% (trir vin
ban mat), didu nay cho thdy nhiéu b, nganh va
dia phuong di trién khai dong bd hé thong quan
ly va diéu hanh vin ban dién ti, tao tién dé viing
chic cho viéc xay dung Chinh phu sb. Viéc tng
dung chit ky s6 va van ban dién tir da gop phan rat
ngan thoi gian xir Iy cong viéc va nang cao tinh
minh bach trong hoat dong hanh chinh.

Tuy nhién, thuc tién cho théy chét luong noi
dung va k¥ thuat cua vin ban hanh chinh van con
nhitng han ché nhit dinh. Theo mot sé béo cio
thanh tra, kiém tra cong tac van thu - luwu trit va cai
cach hanh chinh tai mot s6 bo nganh, dia phuong
thi két qua cho thay van ban hanh chinh van con
c6 nhiing sai sot vé thé thirc, k¥ thuat trinh bay va
cdu tric ngdn ngi dao df)ng tur khoéng 5% dén
7%, tap trung cha yéu ¢ cap xa. Thuc té tai mot
sd dot kiém tra cong vu cip co sd, cac 16i pho
bién thudng gip nhu trinh bay khong ding miu
quy dinh, str dung thuat ngit khong thong nhat,
dién dat dai dong, chua lam r6 myc dich va dbi
tuong ap dung cua vin ban, 16i chinh ta, trinh bay
khong dung thé thirc theo Nghi dinh 30/2020/ND-
CP van xuat hién, anh huéng khong nho dén tinh
chuyén nghiép ciia nén hanh chinh.

Pang chu ¥, bén canh cac sai s6t vé hinh thirc,
chét lugng ndi dung cua mot bd phan van ban
hanh chinh chwa dap tmg diy du yéu cau quan
ly. Theo mot sd cac bao cdo danh gia cai cach
hanh chinh va kiém tra chat lugng van ban ciia cac
co quan chuyén mon thi trong cac van ban hanh
chinh duoc kiém tra van con vin ban c6 ndi dung
chua bao dam tinh khoa hoc hodc tinh kha thi, dan
dén viéc phai stra d6i, bd sung hodc giai thich lai
trong qué trinh thyc hién. Diéu nay cho thay, mic
du qué trinh s6 hoa van ban hanh chinh dat duoc
nhiéu két qud, song vi¢c nang cao chét luong ndi
dung va k¥ thuat soan thao van la van dé dat ra
cp thiét.

Nguyén nhan ciia thyc trang trén xuit phat tir
nhiéu yéu tb. Trudc hét, k§ nang soan thao vin ban
hanh chinh cia mdt bd phan can bd, cong chuc
chua dép tng yéu cau cia nén hanh chinh hién
dai, dac biét 1a kha nang dién dat logic, stc tich
va chuan myc theo phong cach hanh chinh - cong
vu. Bén canh d6, ap lyc cong viéc va yéu cAu ban
hanh van ban nhanh trong qué trinh céi cach thu
tuc hanh chinh khién khau ra soat noi dung va ky
thuat van ban doi khi chua duogc chi trong diing
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muc. Ngoai ra, céc hé thong quan 1y van ban dién
tu hién nay chu yéu tap trung vao quy trinh xtr 1y,
chwa hd tro hiéu qua viéc kiém tra chét lugng noi
dung va ngén ngir van ban trude khi ban hanh.

2.3. Mt s6 giai phap nang cao chit lwgng va
ky thuat xay dung van ban hanh chinh

T co s& 1y ludn va thyc trang néu trén, viéc
nang cao chat lwgng van ban hanh chinh can duoc
thuc hién dong bo trén nhiéu phuong dién. Trude
hét can tiép tuc hoan thién nhan thirc v& vai tro
cua k¥ thuat soan thdo van ban trong quan 1y nha
nudc. Van ban hanh chinh khong chi la cong cu
truyén dat thong tin ma con 1a biéu hién tryc tiép
cta ndng luc quan ly, ky luat cong vu va van hoa
hanh chinh. Do d6, viéc nang cao chét luong van
ban phai dugc coi 1a mot ndi dung trong tam cuia
cai cach hanh chinh.

Mot trong nhu:ng giai phap quan trong la tang
cuong dio tao, bdi dudng chuyén sau vé kj nang
soan thao van ban hanh chinh cho ddi ngii can bg,
cong chirc. Noi dung dio tao cin tap trung vao cac
tiéu chi danh gia chat lugng van ban, dic biét la
yéu cau vé ndi dung, phong cach ngon ngit hanh
chinh - cong vu, cdu triic ngdn ngit va k¥ thuat
trinh bay. Viéc dao tao khong nén dimng & viéc phd
bién quy dinh ma can chi trong rén luyén k¥ nang
phan tich, 1ap luan va dién dat.

Bén canh d6, can day manh tng dung cong
nghé trong viéc hd tro kiém soat chat lugng van
ban hanh chinh. Cac hé théng quan ly vin ban
dién tir can duoc tich hop chirc nang kiém tra thé

thirc, thudt ngit va cdu trac ngdn ngit, qua dé glup
giam thleu sai sOt trude khi ban hanh. Viéc chuan
héa mau vin ban va bo thuat ngit hanh chinh ding
chung cling la g1a1 phap quan trong nhim bao dam
tinh thong nhét va khoa hoc cua van ban.

Cudi cung, can ting cuong cong tac kiém tra,
danh gia chat lugng van ban hanh chinh gin voi
trach nhiém ctia nguoi dung dau co quan, don vi.
Viéc ban hanh vin ban kém chét lugng khong chi
gay kho khan trong thuc thi ma con lam giam uy
tin ctia co quan hanh chinh. Do d6, kiém soét chat
lugng van ban can duoc thuc hién thuong xuyén,
c6 hé théng va gin véi danh gia két qua cai cach
hanh chinh hang nam.

1. KET LUAN

Chat lugng va ky thuat xay dung van ban hanh
chinh 14 yéu t6 co y nghia quyét dinh d6i véi hiéu
luc, hi¢u qua quan ly nha nudc va chét lugng
phuc vu nguoi dan, doanh nghiép. Mac du cong
tac soan thao va ban hanh van ban hanh chinh &
Viét Nam da dat duoc nhiéu két qua tich cuc trong
bbi canh cai cach hanh chinh va chuyén doi sé dén
hét nam 2025, song thuc tién van cho thy con ton
tai nhitng han ché vé noi dung, ngdn ngit, ciu tric
va thé thic trinh bay. Viéc tiép tuc hoan thién k§
thuat xdy dung van ban hanh chinh trén co so két
hop gitra nang cao nang lyc cua doi ngii can b,
ung dung cong nghe va tang cuong kiém tra, giam
st 14 yéu cau cdp thiét nham xay dung nén hanh
chinh chuyén nghiép, hién dai va phuc vu trong
giai doan hi¢n nay.
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