
Nghiin cim - Trao ddi 

NANG CAO CHAT LU^ONG 

CONG TAC XAY D U N G VA BAN HANH 

HE THONG VAN BAN QUAN LY, DIEU HANH 

d HOC VIEN CHINH TRI KHU VlTC II< * 

ThS. PHAN HOANG NGOC ANH*"> 
ThS. TRUONG HOANG DlTC <"*' 

Tom tat: Vdn bdn hinh thdnh trong qud trinh hoat dpng cua cdc co quan de chi ^o, dieu hdnh, 
thdng tin nhirng ndi dung qudn ly duac gpi chung la vdn bdn qudn ly. Bdi viet tap trung phdn tich nhimg 
yeu cdu cm vdn bdn qudn ly, dieu hdnh vd nhimg vdn de dgt ra trong viec xdy dung ban hdnh he thdng 
vdn bdn qudn ly, dieu hdnh d Hpc vien Chinh tri khu vuc II (Hpc vien II). 

Tu khoa: vdn bdn qudn ly. dieu hdnh; xdy dung vd ban hdnh; Hpc vien Chinh tri khu vuc II 

I Tinh hinh xSy dyng va ban hanh he 
thong van ban quan ly dilu hanh d 

# Hpc vien Chinh tri khu vyc H 
Thyc hien nhiing quy dinh ciia Luat Ban 

hanh van ban quy pham pham Mat va cac van 
ban cua cac co quan nha nudc cap trdn cung 
nbu nhung quy dinh, quy che ciia Hgc vien 
Chinh tti qudc gia Hd Chi Minh vd xay dung 
va ban hanh van ban, Hgc vien II da thyc hien 
mdt quy ttinh kha thdng nhit ttong xay dyng 

'•' Bai viet la Ket qud nghien cuu de tdi ca sd ndm 
2019: Xdy dung he thong vdn bdn qudn ly dieu hdnh a 
Hoc vien Chinh tri khu vuc II 
'"'''^ *'"•'Hpc vien Chinh trj khu vuc II, Hpc vien 
Chinh tri quoc gia Ho Chi Minh 

va ban hanh van ban quan ly, didu hanh tir budc 
soan thao, lay y kidn gdp y, thim dinh dy thao, 
xem xet thdng qua, gui va luu trii van ban. Nhm 
chung, cac budc ddu dugc phan cdng nhiem vy 
cu thi cho cac don vi va dugc thuc Men kha 
nghiem ttic dam bao chit lugng cua cac van ban 
dugc ban hanh. Nhan thiic dugc tim quan trgng 
cua vide thyc hien quy ttinh xay dung va ban 
hanh van ban gin vdi chit lugng ciia van ban 
dugc ban hanh, ttdn co sd cac van ban cua cac 
CO quan nha nudc cap trdn, Giam ddc Hgc vidn 
II da ban hanh quy cbi soan thao, thim dinh 
ban hanh, kidm tta va xir ly van ban quan ly' 
dilu hanh. Nhirng nam qua, vin dl xay dung vl 
ban hanh van ban cua Hgc vien II da gdn nhi 
quan ttgng vao vide nang cao hieu qua, hieu luc 
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cua cdng tac quan Iy, dieu hanh cac hoat dgng da chii y gan vdi viec td chiic thyc hien van ban 
chung (xem Bdng). bang cac bien phap tuyen truygn, phd bidn tren 

Sd lieu ttong Bang cho tiiiy, tinh hmh xay cac kenh, nhu 10 Plus, ZaIo, tin nhin thugng 
dung va ban hanh van ban quan Iy cua Hgc vien khan... 

Bang: Thong ke s6 Iirffng van ban quan ly dieu hanh cua Hoc vien H 
ban h^nh giai do^n 2007 - 2018 

Dan VI tinh Vdn hdn 

Nam 

2007 

2008 

2009 

2010 

2011 

2012 

2013 

2014 

2015 

2016 

2017 

2018 

Tong 

LOAI VAN BAN 

Quyet dinh 

230 

873 

866 

838 

815 

1034 

1002 

1005 

937 

1500 

1512 

1598 

12.210 

Cong van 

255 

276 

314 

297 

270 

353 

328 

311 

322 

384 

550 

580 

4.240 

Bao cao 

22 

30 

28 

28 

25 

29 

43 

41 

47 

40 

64 

45 

442 

Ke ho^ch 

07 

14 

11 

21 

22 

23 

40 

39 

49 

80 

215 

209 

730 

Thong bao 

122 

143 

167 

171 

170 

204 

219 

221 

218 

319 

471 

516 
2.941 

ThirmM 

32 

28 

60 

69 

150 

170 

185 

143 

154 

200 

313 

286 

1.790 

Hop dong 

4 

4 

33 

3 

5 

3 

61 

35 

21 

36 

46 

86 

337 

T6ng 

672 

1368 

1479 

1427 

1457 

1816 

1878 

1795 

1748 

2559 

3171 

3320 

22.690 

Ngudn: Phong Hdnh chinh vd Tong hap. Hoc viin Chinh tri khu vuc II 

da cd nhiing budc chuydn bien dang kd tir nam 
2007 - 2018. Hau hgt cac van ban ddu dugc ban 
hanh theo diing tham quyen, trinh ty va thu tuc 
quy dinh, theo cac nam ddu cd kd hoach ban 
hanh van ban, ttong do phan cdng cy thd don vi 
chil tri soan thao, thdi gian ban hanh, sd lugng, 
loai van ban se ban hanh ttong timg thang. 

Cac van ban quan ly, dilu hanh dugc soan 
thao va ban hanh theo diing quy dinh, diing myc 
dich sir dung, ygu cau cdng viec va cd tinh kha 
tM cao, gdp phan phuc vy cho cdng tac quan ly, 
dieu hanh. 

Nang luc cua dgi ngu can bp, vign chiic true 
tiep tham muu cac van ban quan ly, digu hanh 
ngay cang dugc nang cap, tuan thu diing trinh 
tu, thu tuc cac budc ban hanh van ban dugc quy 
dinh ddi vdi moi loai van ban. 

Mat khac, ttong qua trinh xay dyng va ban 
hanh van ban quan Iy, dieu hanh, Hgc vien II 

Dac biet, tinh Mnh thuc hien cac budc ttong 
quy trinh xay dyng va ban hanh van ban ngay 
cang chuygn nghiep, the hien nhu sau: 

- Ve bu&c soan thao vdn bdn 
Tren co sd kd hoach cdng tac nam ciia Hpc 

vien n va su cM dao true tiep cua Ban Giam ddc, 
cac don vi dupe giao chu tri soan thao van ban 
da phan cdng, cM dao, giao ttach nMem cu thd 
cho cac thanh vien thuc hien; thanh lap Ban soan 
tiiao, td soan thao dd xay dung mgt sd van ban 
nhit dinh, nhu Quy chi cM tidu ndi bp, Quy che 
quan ly tai san, Quy chi didm danh van tay... 

Cac don vj chu tii scan thao van ban da chii y 
tdng kit thih Mnh thuc tiln, de xuat nhiing linh 
vyc mdi cin ban hanh hoac can sira ddi, bd sung 
vao van ban Men hanh cho phii hgp vdi tmh hinh 
mdi. Chang ban: nam 2017, Hgc vien U da tiln 
hanh ra soat cac van ban quan ly, dilu hanh vl 
cM tieu ngi bg. Ket qua cdng tac nay da cM ra 
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nhiing vudng mac, bat cap kM ap dung cac quy 
dinh Men hanh vl chi tidu. Do dd, Ban Giam doc 
da cM dao xay dung kd hoach va thanh lap td 
soan thao, ban hanh cac van ban thay the. Ngay 
26/11/2019, Giam ddc Hpc vien H da ky ban 
hanh Quyit dinh sd 1838-QD/HVCTKVn vd 
Quy chd cM tieu ndi bp. Ngoai ra, cac td soan 
thao van ban da td chiic nhilu dgt thuc td, khao 
sat, hgc tap kinh ngMem ttong cdng tac xay dung 
va ban hanh van ban quan ly, dieu hanh ciia cac 
CO quan, don vi khac. 

- Vi npi dung vd hinh thicc cua vdn bdn 
Da sd ndi dimg van ban soan thao phii hgp vdi 

cac van ban cua cap tten, nhu Hidn phap. Mat, 
nghi dinh... van ban hudng din cua Hpc vidn 
Chinh tri qudc gia Hd Chi Mmh. Chat lugng van 
ban ngay cang dugc nang cao, khac phuc tinh 
ttang van ban quan ly, didu hanh ban hanh khdng 
diing tham quydn, khdng dam bao tinh thdng 
lihat, ttai ndi dung cua cac van ban cap ttdn ban 
hanh; chdng cheo, mau thuan vdi cac van ban 
khac... Van ban quan ly, dieu hanh ban hanh da 
xac dinh rd muc tidu, nMdm vy, can cir vao dac 
diem tinh hmh thuc te tai don vi dd dua ra cac 
chuong trinh, hanh ddng cu the, cd quy dinh rd 
chg do khen thudng, ky Mat, ngu ro ttach nMem 
cua timg can bd, vien chiic va ngudi lao ddng 
ttong qua trinh thyc thi cdng vu. 

Cac van ban dupe soan thao bang tieng Viet, 
bao dam do chinh xac cao, khdng su dung nhiing 
tir ngii da nghia, khd bidu, ldi chinh ta dugc khac 
phyc. Cau tnic van ban chat che, logic, bao dam 
dupe cac ydu cau theo quy dinh, nhu dieu khoan 
thi hanh, hieu lyc ciia van ban... Da sd van ban 
ciia Hpc vien H dap iing day dii cac thanh phan 
ve the thiic trinh bay, nhu Qudc hieu, ten co quan 
ban hanh, sd, ky Mdu van ban, ten loai va trich 
yeu ngi dung van ban... 

- Vi bu&c lay y kien tham gia xdy dung du 
thdo vdn bdn 

Nhim gdp phin hoan thien dy thao van ban, 
nang cao chat lugng va tmh kha thi ciia van 
ban ban hanh, ttong qua trinh xay dyng va ban 
hanh van ban quan ly, didu hanh, Hpc vien II da 
tich cue iiy y kien tham gia xay dung dy thao 

van ban. Cac van ban quan ly, dilu hanh cua Hpc 
vidn n diu dupe cac don vi chu tti soan ̂ thao, to 
chiic iiy y kiln cua cac ddi tirang cd lien quan 
ttong qua hinh dy tiiao van ban. Tuy theo tmh 
chit va npi dung cua van ban ma ca quan chii tti 
soan tiiao se td chiic iiy y kiln gdp y cua cac ddi 
tugng khac nhau. 

Vide iiy y kiln ddng gdp cho dy thao van ban 
quan ly, dilu hanh cua Hgc vidn dugc tidn hanh 
thdng qua nMdu hinh tiiuc, nhu giii cdng van 
xm y kiln, to chiic cac cudc hgp, hgi nghi thao 
Man dl cac dan vi chu tti tiiu thap y kiln vl cac 
phuong dien ciia vin de dugc dl cap ttong dy 
thao. Nhd dd, nhilu dy tiiao van ban do tilp tiiu 
dupe cac y kiln ddng gdp ndn sat thuc te ban, 
phan anh dugc nhu ciu, nguyen vgng cua cac ddi 
ttrpng digu chinh. 

- Vi bu&c thdm dinh du thdo 
Tham djnh la budc kidm tta lai van ban ca 

vl hinh thiic va ngi dung, dam bao tinh hpp 
hien, hgp phap va tinh kha thi ciia van ban sau 
khi ban hanh. 

Phdng Hanh chinh va Tdng hgp dugc giao 
nMem vu tham dinh van ban trudc kM trinh 
Ban Giam ddc ky ban hanh. Tat ca cac van ban 
quan ly, didu hanh cua Hpc vidn II sau kM soan 
thao deu dugc chuyen den Phdng Hanh chinh va 
Tdng hgp thuc hien tham dinh. Chang han, nam 
2017, phdng Hanh chinh va Tdng hgp da tham 
dinh gan 1.500 van ban quan ly, didu hanh. 

Nhm chung, ndi dung tiiam dinh dat chat 
lugng tdt, hau hgt cac van ban da dua ra phuong 
an xir ly ddi vdi nhirng vin dg cd y kiln khac 
nhau giua co quan soan thao va cac co quan, td 
chiic khac cd lien quan tham gia y kiln vdi ban 
soan thao. Cdng tac tham dinh dugc thuc Men 
theo diing quy trinh. 

- Ve bu&c xem xet, thong qua vdn bdn 
Van ban quan ly, dilu hanh ciia Hpc vidn H 

ttudc kM ttinh Giam ddc ky ban hanh diu dupe 
Phdng Hanh chinh va Tdng hgp kilni tta thi 
tiiiic va thil hic, dam bao van ban cd hinh thire 
phu hgp vdi tiaim quyen, ttian thu cac ygu ciu vl 
ky tiiuat va ngdn ngtr soan tiiao, dupe ban hanh 
diing trinh tu ma phap luat quy dinh. 
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- Ve bu&c cdng bd, giri vd luu tnc vdn bdn 
Van ban sau kM ban hanh da kip thdi giii 

din noi nhan, giii dang I/O (neu cd) va luu trir 
theo quy djnh. Tinh ttang van ban quan ly, dieu 
hanh khdng dugc luu vao sd, khdng ghi sd, ngay, 
fliang nam, sai sd va ky Mdu ve ca ban da duoc 
khic phuc. 

- Ve cdng tdc kiem tra, rd sodt vd hi thdng hda 
vdn bdn 

Hgc vidn II rit coi ttpng cdng tac kiem tta, 
ra soat, he thdng hda van ban quan ly, dieu hanh 
theo timg linh vuc cu the: dao tao, bdi duang, 
quan ly khoa hgc, tai chinh, td chiic - can bg... 
Day la hoat ddng quan ttpng, gan vdi cdng tac 
xay dyng va ban hanh van ban. Cdng tac nay 
giiip phat hien nhiing van ban mau thuan, chdng 
cheo, hdt Meu luc. 

Ket qua ra soat, hd thdng hda van ban da 
gdp phin quan ttpng ttong cdng tac ban hanh 
van ban ciia Hpc vidn II, kip thdi de xuat Giam 
ddc ban hanh hoac kidn nghi Hpc vien Chinh 
tri qudc gia Hd Chi Minh ban hanh cac van ban 
thay the nhung van ban khdng cdn phii hpp vdi 
thyc tl, tao sy ddng bg, thdng nhit ttong he 
thdng van ban. 

Nam 2018, cdng tac kidm tra, ra soat van ban 
da cd nMeu chuyen bidn va dat dupe mot sd kdt 
qua dang kMch le, vdi tdng sd van ban dugc ttdn 
hanh ra soat la tten 2000 van ban''l 

Nhm chung, quy trinh xay dung va ban hanh 
van ban quan ly, dilu hanh ciia Hpc vien II dugc 
tiiyc hidn kha thdng nhat, tuan thii day dii cac 
budc theo diing quy dinh. 

2. Nhirng van de dat ra trong viec xay dung 
va ban hanh he thong van ban quan Iy, dieu 
hanh & Hoc vi8n H 

- Ve quy trinh xay dung, ban hdnh van bdn 
qudn ly, dieu hanh 

Quy trinh ban hanh van ban di thudng thong 
qua 06 budc: (I) Soan thao van ban; (2) Kilm 
tra the thirc, ky thuat ttinh bay ciia van ban; (3) 
Trinh ky van ban; (4) Dang ky, nhan ban, ddng 
dau va phat hanh van ban; (5) Nhan va td chiic 
tiiyc hien van ban; (6) Theo ddi, kilm tta, ddn 
ddc viec giai quyet van ban. 

Tuy nMen, vide tiiyc hidn ttmg budc do cac don 
vi, ca nhan dugc giao phu ttuch khac nhau, mdi don 
vi tiiyc Men theo mgt each khac nhau va tiiudng hgc 
hdi theo kinh ngMem ciia ngudi di trudc ndn khdng 
dam bao tinh ddng bg, tiidng nhit, gay chdng cheo 
ttong ngi dung thuc Men, khdng Idem soat dupe cac 
khau. Mdt sd khau, ca nhan thyc Men cdn chii quan, 
cM "lam chuydn phat van ban di". Do vay, khd cd 
thd quy ro trach nMdm cho ai, don vi nao. 

- Ve nang luc chuyen mdn, ky nang xay d^mg 
vd soan thdo van bdn ciia vien chirc Hpc vien II 

Trinh do ciia ca nhan/chuyen vien soan thao 
van ban chua ddng deu. Ben canh dd, do ap 
luc cdng viec nen ddi khi viec soan thao van 
ban khdng bao dam ve mat thdi gian nen xay 
ra trudng hgp van ban phat hanh sai ndi dung, 
thd thirc, van phong chua chuan xac. Mot sd dy 
thao van ban chat lugng chua cao, tham chi cd 
du thao van ban khdng dat chat lupng phai gdp 
y nhieu lan. 

Don vi, ca nhan chu tri soan thao cd liic chua 
quan tam diing miic hoac chua thd Men hit tinh 
than ttach nMdm ddi vdi dy tiiao dupe giao soan 
thao; tMdu su tdng kdt, danh gia thyc tien, chua 
due ket dugc nhirng npi dung can didu cMnh. Vi 
vay, nMdu dy thao chua bao dam dupe ndi dung 
cin tMdt, cdn so sai. Vide td chiic lay y kien d Hgc 
vien H chua thuc sy Meu qua, do cdng chiic, vign 
chiic cdn tMeu quan tam ttong viec gdp y dy thao 
van ban; hoac gui dy thao gap khdng dii thdi gian 
de ngMen ciiu gdp y; sy tham gia ciia cac dan vi 
ddi vdi cac du thao van ban chua tich eye, cdn tam 
ly coi dd la viec cua dan vi soan tiiao. Thuc td rat 
nMeu y kidn ddng gdp cM quan tam den ngi dung 
cd lien quan den don vi minh, chua chii ttgng den 
toan bd ngi dung cua du thao van ban. 

NMlu vin dl cd tmh dac tiiii trong quan ly 
nhung chua cd quy dinh cua phap luat hoac cd 
quy djnh nhung khdng phu hgp, vi vay, vide xay 
dyng van ban cua Hpc vien U gap khd khan, phai 
to chiic gdp y nMlu lin, ton nMgu tiidi gian, cdng 
siic nhung vin chua dupe ban hanh. 

~ vi trdch nhiem cua cdc ca nhdn tham gia 
xay dung, soan thdo vd nguoi dung dau dan vi 
khi trinh ky vdn bdn 
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Didu 4 Nghi dinh sd I10/2004/ND-CP, ngay 
08/4/2004 cua Chinh phu ve cdng tdc vdn thic va 
Nghi dinh sd 09/2010/ND-CP, ngay 08/2/2010 
sira ddi, bd sung mot sd didu cua Nghi dinh sd 
1I0/20O4/ND-CP quy dinh Mnh thiic van ban 
hinh tiianh ttong boat ddng cua cac co quan, td 
chiic bao gdm: van ban quy pham phap luat; van 
ban hanh chinh; van ban chuyen nganh... 

Nhu vay, can cii vao quy dinh tten, ttong qua 
trinh soan thao van ban hanh chinh, trudc kM van 
ban dugc ngudi cd tham quygn ttong co quan ky 
chinh thirc tM van ban dd phai dupe it nhat 2 don 
vi (hoac bd phan) ttong Hgc vidn II kidm tra va 
chiu ttach nMem: 

1. Tmdng don vi hoac ca nhan tryc tidp chii tri 
soan thao kidm tra vd ngi dung; 

2. Chanh Van phdng hoac lanh dao Phdng 
Hanh chinh va Tdng hpp, ngudi dugc giao ttach 
nMem kiem tra vd the thirc, ky thuat trinh bay va 
thu tuc ban hanh. Quy dinh nay nham bao dam 
dap ling dupe ydu cau chung khi soan thao van 
ban ca vd ndi dung, gia hri phap Iy, ddng thdi dam 
bao dimg vl mat Mnh thiic, thd thiic, thu tuc. 

Hien nay, viec trinh va ky van ban tai Hgc vidn 
n thudng xay ra theo hai trudng hgp: 

Thic nhdt: Chuyen vidn dupe giao nhiem 
vu xay dung du tiiao van ban (chuyen ddn) ~> 
Trudng dcm vi chu tri soan tiiao dg kiem tta, duyet 
ndi dung va ky nhay/tat vao cudi ngi dung van ban 
(sau dau./.) (chuygn dgn) - > Phdng Hanh chinh 
va Tdng hpp de kiem tra ~> Ban Giam ddc ky 
chinh thiic - > Bp phan Van thu kigm tta va hoan 
chinh van ban de lam tiiii tuc phat hanh, luu van 
ban. Nhu vay, d trudng hpp nay phai cd 3 chii ky 
(2 chii ky tat va I chii ky chinh thiic). 

Tiiic hai: Chuyen vien dugc giao nhiem vu 
xay dung dy thao van ban (chuyen den) ~> Thii 
trudng don vi chii tri soan thao dl kigm tta, duyet 
npi dung va cd the cd hoac khdng ky nhay/tit 
(chuyen ddn) - > Ban Giam ddc ky chinh thirc van 
ban (chuyen ddn) - > Bd phan Van thu kidm tra va 
hoan chinh van ban de lam thii ttic phat hanh, luu 
van ban. Nhu vay, d ttudng hgp nay cd 2 chii ky 
(1 chu ky tit va 1 chii ky chinh thiic). 

Tuy nhidn, thuc te van cdn xay ra rat nMdu 

hudng hgp chuyen vien/don vi soan thao van 
ban khdng 1^ tit, hoac tiinh true tilp den Ban 
Giam ddc dan din lanh dao don vi khdng nam 
dugc ndi dung, khdng diing tiieo tinh than cM 
dao cua Ban Giam ddc, mit tiidi gian chmh sira, 
soan thao lai van ban. 

- Vi tinh thing nhit trong xay dung vd ban 
hdnh hi thdng van ban qudn ly, dieu hdnh 

Do thidu tmh he tiidng vl quy ttinh soan thao 
va ban hanh van ban nen cd nhung quan diem 
khac nhau vl each td chiic ban hanh va sii dung 
van ban ttong thyc tidn Hgc vidn II. Hon nua, 
qua trinh kidm tta viec tiiuc Men van ban d Hgc 
vien II chua dugc thyc hidn nghiem hic, anh 
hudng din vide phat hien, khic phuc nhung ban 
chg ttong qua trinh soan thao van ban. 

Cd su chdng cheo vd ngi dung ttong cimg mdt 
van ban va thieu sy thdng nhat tten nhieu phuong 
didn vd tdn loai van ban va chiic nang thuc td cua 
chiing ttong quan Iy; ve each xii ly thdng tm ngdn 
ngii ttong van ban; vd thd thiic van ban... ndn cd 
van ban tMlu sy phu hgp giiia tdn ggi va ydu cau 
sir dung chiing hoac cd van ban ciing dieu chinh 
vd mdt chu 6.t nhung giiia chimg khdng thdng 
nhat vdi nhau hoac cd nhiing van ban npi dung 
chua phii hgp vdi tinh hinh thuc td. 

- Ve viec ung dung cong nghe thong tin 
trong viec xay dung vd ban hdnh he thong vdn 
bdn qudn ly, dieu hanh 

Viec ling dung cdng nghe thdng tin ttong viec 
xay dung va ban hanh he thdng van ban quan 
ly, didu hanh tai Hpc vien n la ygu ciu mang 
tmh khach quan, gdp phin giai quyit Mianh nhat 
ttong khau chuyin giao va luu van ban, hd so, 
the hien tinh khoa hpc, Men dai ttong giai quyit 
cdng viec. "Cng dung cdng nghe thdng tin vao xay 
dung va ban hanh he thong van ban quan ly, dilu 
hanh tai Hpc vien II la vin dl dupe Ban Giam 
ddc hit siic quan tam, nhung Meu qua mang lai 
vin chua nhu mong dgi. Phin mim Quan ly van 
ban I-Office da ttai qua nMeu phign ban nang cip 
nhung vin chua phat huy tdi da cac chiic nang 
hien cd nhu "dang ky xe", "quan ly van ban den" 
"phat hanh van ban di"... viec tilp nhan van bari 
va phat hanh van ban van mang tinh thu cdng 

Khoa hoc chinh tri - So 3/2020 



Nghiin ciiu - Trao d 

KM Ban Giam ddc, lanh dao don vi di cdng tac 
tM vide trinh ky van ban gidn doan; chua khai 
fliac dugc Igi thd cua cac phan mem quan ly van 
ban, mpt sd chuyen vidn, don vi dugc giao phu 
trach vin chua sir dung tdt cac phan mem soan 
thao van ban, bp cdng cy Microsoft Office... 

3. Mdt so giai phap nham hoan thien viec 
xay dyng he th6ng van ban quan ly, dieu hanh 
if Hoc vien H 

- Tang cu&ng su quan tdm lanh dgo ciia 
Bdng uy. Ban Gidm ddc 

Dd hoan tiiidn he thdng van ban quan ly, didu 
hanh, nhim thyc Men muc tieu chung ciia don vi 
theo xu hudng cai each hanh chinh, Hpc vien II 
cSn quan tam dung miic den cdng tac nay. Do dd, 
de tao su ddng thuan, thdng nhat, Dang uy. Ban 
Giam ddc can tap trung chi dgo vdo nhimg van 
de sau: 

+ Kien todn to chiec cdc bp phdn tham muu, 
soan thdo vdn bdn 

Trong mdi co quan, td chiic, dg thuc Men 
Mdu qua cac nMem vy cd tinh dai han, can cd 
bd phan chuyen ttach dam nMdm cdng vide nay. 
Do dd, de hoan tMen van ban quan ly, dieu hanh 
cin tiln hanh cimg cd, kidn toan cac phdng, ban 
lidn quan, nhu Phdng Hanh chinh va Tdng hgp. 
Ban Td chirc - Can bg... theo hudng tinh ggn, 
chuydn ngMep dd tao didu kidn thuan Igi cho 
viec chuyen mdn hda. 

+ Ndng cao nhan thicc cua cdn bp, vien chiec 
Hpc viin II vi hogt dpng tham muu, sogn thdo. 
ban hdnh vdn bdn 

Tiep tuc quan tridt va nhan thiic sau sic quan 
diem, nguyen tic, quy trinh, quy dinh vg van ban 
quan ly, digu hanh va chat lugng van ban quan 
ly, dieu hanh. Phat huy y thiic tu giac ngMen ciiu 
hgc tap, khdng ngiing nang cao trinh do nang 
lyc ttong cdng tac soan thao van ban dg dap iing 
ngay cang tdt hon ydu cau, nhiem vy dugc giao. 

+ Ndng cao chdt lupng dpi ngu. cdn bp, vien 
chuc true tiip tham gia vdo hogt dpng sogn 
thdo, ban hdnh van bdn qudn ly, diiu hdnh 

Tang cudng dau tu va cd kd hoach lau dai 
ttong cdng tac dao tao, bdi dudng can bd lam 
cdng tac soan thao van ban. Can bg lam cdng tac 

soan thao phai dugc trang bi nhung kiln thiic 
chuydn sau vd linh vuc quan ly hanh chinh, cd 
kinh nghiem va kign thiic quan ly, cd kien thiic 
vd chinh tri, phap Iy can thiet. Ben canh dd, cin 
nang cao nghiep vu, ky nang soan thao van ban. 
Day la yeu td khdng thg tMeu ddi vdi ngudi lam 
cdng tac xay dyng va ban hanh van ban quan ly 
dieu hanh. 

+ Phdi hop vd xdc dinh dung vai tro vd trdch 
nhiem cua don vi chu tri sogn thdo, dcm viphoi 
hap sogn thdo, khac phuc su chdm tri & khau 
lay y kiin gopy doi v&i cdc du thdo vdn bdn 

Xac dinh rd ttach nMem cua tiing don vi 
trong viec cap kinh pM, xay dung ke hoach, chii 
tri soan thao, gdp y... dg khac phuc tinh ttang du 
thao van ban kem chat lugng; gdp y chieu Id; 
dun day hoac khdng xac dinh rd ttach nhiem. 
Cd ke hoach tdng kit thuc tidn thi hanh va Idem 
tta, theo ddi, danh gia vide thyc thi van ban theo 
quy dinh. 

- Hodn thien, doi m&i quy trinh xay dung, 
ban hanh van bdn qudn ly, dieu hanh 

+ Don gidn hoa mot so bu&c trong quy trinh 
Trinh tu xem xet, thdng qua dy an, dy thao 

van ban soan thao theo thii tuc rut ggn dugc thyc 
hidn tuong ty nhu van ban soan thao theo thu tuc 
thdng thudng. NghTa la, Thii trudng don vj chu 
tri soan thao cd ttach nhiem ra soat ndi dung va 
the thirc, sau dd chuyen qua Phdng Hanh chinh 
va Tong hgp kidm tta tinh phap che trudc khi 
trinh Ban Giam ddc ky, phe duyet. 

+ Hodn thien cdc hogt dpng xem xet, thong 
qua, cdng bo, gui vd lieu trii vdn bdn qudn ly, 
dieu hdnh 

Tit ca cac van ban trudc khi trinh Ban Giam 
doc hoac cac ca nhan dugc uy quygn ky ban 
hanh deu phai dugc vign chuc cac bd phan lidn 
quan ttirdc hit la Phdng Hanh chinh va Tdng 
hop kilm tra dam bao the thiic va phap chi. Tuy 
tiieo tinh chit, nhiem vu chinh tri, cac van ban 
dugc dua din cac ca nhan, don vi lien quan va 
cdng bd tten phin mem I- Ofice. 

+ Can thong nhdt cdc quy trinh vd mdu hoa 
mpt so logi vdn bdn qudn ly, dieu hdnh. 

Hoan thien thi chi, quy trinh soan thao va 
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ban hanh van ban quan ly, didu hanh la nhiem vu 
cap bach. Tuy nhign, he thdng quy dinh vl soan 
thao va ban hanh van ban cdn chua day du. Qua 
trinh trien khai thyc bien cac quy dinh vg soan 
thao va ban hanh van ban van cdn nhirng van 
dg tdn tai. Viec thdng nhat quy trinh va sir dung 
mau hda van ban cang phd bien thi tinh chinh 
xac cang cao, giii dupe mdi quan he phap ly giiia 
cac CO quan, ca nhan cd quan he ttao ddi van ban 
ttong pham vi boat ddng theo chiic nang, quyen 
ban dugc giao. Soan thao van ban diing thd thiic 
va chuan hda cac van ban vira mang tinh khoa 
hgc, tinh phap ly va cd tinh kinh te cao. 

+ Cdn CO ca chi thu&ng - phat, bdo ddm 
trdch nhiim ciia cd nhdn, ca quan, don vi sogn 
thdo vd ban hdnh vdn bdn 

Day la van dd can quy dinh rd rang, kip thdi. 
Viec ban hanh van ban khdng diing se gay hau 
qua nghigm ttpng, giam uy tm ciia Hpc vien II. 
Vi vay, thdi gian tdi can nang cao trach nhiem 
cua ca nhan, dcm vi soan thao, ngudi kiem tta, 
ngudi cd tham quydn ban hanh van ban cimg 
ttach nMdm cua ngudi diing dau don vi nham 
han che tdi da nhirng sai sdt va nang cao hoat 
ddng ban hanh van ban. Day dugc coi la mdt 
ttong nhiing ddng luc khuyen khich ca nhan, 
don vi cd thanh tich ttong cdng viec, ciing nhu 
la che tai xir ly danh cho cac ca nhan, don vi 
cd nhiing sai pham trong hoat dpng ban hanh 
van ban. 

+ Tdng cu&ng cdng tdc Idem tra, thanh tra, 
gidm sdt vd hu&ng ddn ve hogt dpng soan thdo 
vd ban hdnh vdn bdn qudn ly, dieu hdnh 

Muc dich ciia cdng tac Mem tta la nham phat 
hien nhiing van ban cd ndi dung chua phii hpp 
de kip tbdi dinh chi vide tM hanh, sira ddi, buy 
bd hoac bai bd van ban, dam bao tinh hgp Mdn, 
hop phap va thdng nhat cua he thdng phap luat. 
Thdng qua viec tien hanh kidm tta, danh gia, cd 
thd nit ra nhiing bai hpc kinh nghiem de thuc 
Men cdng tac tdt hon. Bieu duong, khen thudng 
kip thdi ddi vdi can bg thyc Men tdt cdng vide; 
nhac nhd, phd binh, tham cM dua vao tieu cM 
xet tM dua ddi vdi nhirng ca nhan vi pham. Day 
la ddng luc thiic day cac ca nhan, phdng ban cd 

ttach nhiem va nghiem tiic hon ttong cdng tac 
chuygn mdn, ngMep vy timg budc dua cdng tac 
quan ly van ban dilu hanh di vao ne nep. 

Cdng tac kiem tt^ van ban phai xem la nMem 
vu thudng xuyen, lien tuc chii khdng diyc hidn 
theo dinh ky. Tang cudng cdng tac tap huan, boi 
dudng vl nghiep vy, chuyen mdn, nhat la nghiep 
vu chuygn sau cho dpi ngu lam cdng tac kidm 
tta. c i n lya chgn va bd tii nhiing ngudi dii nang 
luc, nim vung kiln tiiuc phap luat, ddng tiidi cir 
di dao tao d nhung khda bdi dudng chuyen sau 
vl ngMep vu giiip nang cao nang lyc, trinh dp 
chuygn mdn ciing nhu kmh ngMem dd dam bao 
dap ling ydu cau cdng viec. 

+ Ddy mgnh ung dung cdng nghe thong tin 
trong cong tdc sogn thdo, van bdn qudn ly, 
dieu hdnh 

Viec thyc Men nhung npi dung cu thd ciia cdng 
tac quan ly van ban phai gin lidn vdi vide su dung 
cac phuong tidn ky thuat van phdng Men dai theo 
ygu cau hidn dai hda. Bdi vi, cdng tac van thu -
luu trii da va dang ttd thanh mgt ttong nhiing tign 
dg cho cdng tac quan ly va hoat ddng chung ciia 
Hgc vien II, nham nang cao chat lugng he thdng 
thdng tm giiia cac co quan thdng qua mang thdng 
tin ngi bg va cac mang thdng tin qudc gia. 

- Nang cao ndng luc chuyen mdn, ky nang 
xay dung vd sogn thdo van ban cda vien chii'c 
Hpc vien II 

+ Npi dung cdc chuang trinh bdi dudng ndng 
luc chuyin mdn, hy ndng xdy dung vd sogn thdo 
vdn bdn phdi tap trung vao viec cap nhat cai mdi, 
ttang bi ky nang, phuang phap tiiuc Men nMem 
vu va thudng la nhiing khda bdi dudng ngin han. 
Hoat ddng bdi dudng can tap ttung vao muc tieu 
phat trien nang lyc soan thao van ban cua mdi 
vien chiic va tao thdi quen hgc tap sudt ddi lign 
ttic de cd diy dii nang luc, ttinh dp soan thao van 
ban quan ly, didu hanh. 

+ Thiit ki npi dung cdc chuong trinh boi du&ng 
theo hu&ng tich hap, liin thong di tgo diiu kiin 
toi da cho vien chuc. Tiiy theo muc tidu, ygu ciu 
bdi duong cu the dd tMdt ke ndi dung cac chuang 
ttinh khac nhau, nhung cd hen quan chat che vdi 
nhau, giai doan sau bd sung cho giai doan trudc 
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Cac khda hpc cin thilt ke tich hgp hgc phan 
thyc tap. 

+ Chu trpng ndng cao ky ndng nghe nghiep vd 
pham chdt dgo dice cong vu ttong boat dpng bdi 
dudng nang cao nang lyc chuyen mdn, ky nang 
xay dyng va soan tiiao van ban. Can tang cudng 
dao tao, bdi dudng ngMep vy soan thao van ban 
ciing nhu nang cao tinh thin ttach nMem cho dpi 
ngii can bg, cdng chiic trudc cdng viec. 

+Giao quyin cho ngu&i dimg ddu caquan, don 
vi true tiip qudn ly vd sic dung vien chiec trong 
hogt dpng bdi duang di bdo ddm tinh chd dong, 
tinh lap th&i, khd ndng thich ung cua viin chiec. 
Yeu cau vg nang cao nang lyc chuyen mdn, ky 
nang xSy dyng va soan thao van ban ttong cac 
ITnh vuc quan ly khac nhau, do dd giao cac co 
quan, don vi quygn ty chii ttong bdi dudng vidn 
chiic la hudng di phu hgp. Ngoai chuong trinh 
bdi duong ap dung chung, tuy thudc vao timg 
linh vyc, tirng vi tri vide lam ma ca nhan hoac 
thii trudng cac don vi cd quyen de xuat vdi Ban 
Td chiic - Can bp tham muu xin y kidn ciia Ban 
Giam ddc vd viec xay dung cac hgc phan rieng 
phii hgp vdi thuc tidn. Tuy nhien, can kidm soat 
chat che chat lugng chuong trinh va qua trinh td 
chitc hdi dudng. 

- Tdng cu&ng trdch nhiem cd nhan tham 
gia xay dung, sogn thdo vdn bdn vd ngu&i 
dung dau dam vi khi trinh ky ban hdnh 

Co quan, ca nhan chu tri soan thao van ban 
quan ly, didu hanh chiu ttach nhiem trudc Ban 
Giam ddc vd tien dp soan thao, chat lugng dy 
thao van ban quan ly, digu hanh dugc phan cdng 
soan thao. Ngudi diing dau co quan chii tri soan 
tiiao chiu ttach nMem ttong pham vi nhiem vu, 
quygn ban vd miic dp hoan thanh nMdm vu va 
tiiy tiieo miic dp ma bi xir ly ttong trudng hpp dy 
thao van ban khdng bao dam vd chat lugng, tinh 
hgp phap, tmh thdng nhat cham tien dp ciia van 
ban quan ly, dieu hanh dugc phan cdng thuc Men. 

Can thay ddi co chd tham djnh va giam sat 
viec ban hanh van ban. De cd hieu qua thi vide 
giam sat phai cd tinh dgc lap va cdng khai; 
td chuc giam sat cd du quyen ban trong cong 
viec, dupe hd txq vd co che, ngan sach va cac 

didu kien can thiet de boat ddng. Nghien ciiu 
hoan thien ca che tham dinh ndi bg nhim gdp 
phan han che cac sai sdt cua van ban quan ly, 
didu hanh • 
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