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ThS NGUYEN THI HA 

1. Ngdn ngtr ddng vai trd quan trgng 
trong hoiil ddng giao tiep giira con ngudi 
vdi con ngudi trong cdng ddng xa hdi. 
M.A.K. Halliday cho rdng, ngdn ngii cd 
ba sieu chiic nang (metafunctions): sieu 
chiic ndng kinh nghiem (experietial meta-
function), tu tudng hay bieu y (ideational 
melafunction) hay cdn ggi la sieu cbirc 
nang phdn dnh (reflective melafunction); 
sieu cbirc ndng lien nhdn (interpersonal 
melafunction) hay sieu chiic nang ho<il 
ddng (active melafunction); sieu cbirc 
nang ngdn ban (textual melafunction). 

Vay, tai sao nghien ciiu ngdn ngtr tir 
gde do "chiic nang", Halliday cho rdng, 
thir nhdi dl lam rd ngdn ngii dugc sir diing 
nhu the ndo? Thir hai la xay dung nguyen 
ly CO ban ve sir dung ngdn ngtr. Nguyen 
nhdn quan trgng hon la nghien ciru mdi 
quan he gitra chiic nang ngdn ngtr va bdn 
than ngdn ngtr. Theo chiing tdi, viec 
nghien ciiu ngdn ngii tir gde do chiic nang 
cdn giiip cho viec ii^g dung nd mdt each 
rdng hon vdo trong nhieu llnh vuc ciia 
cudc sdng. 

Chiic ndng tit tiichig hay bieu y 
(ideational melafunction) va viec ting 
dung nd vao soan thao van ban quan ly 
hanh chinh nhd nudc (QLHCNN). 

Sieu cbirc ndng tu tudng la su bieu hien 
kinh nghiem ciia chiing ta vl the gidi, bao 
gdm cd ludng tugng. Tiic la chiing la xem 
xel cac yeu id. cac sir vat, hien tugng xung 
quanh va ca nhtrng yeu td, y tudng, quan 
diem d trong mdi ngudi ma ngdn ngtr la 

cdng cu quan trgng de bilu hien cac yeu 
td, y ludng, quan diem, ddng thdi nd cd 
vai trd ket ndi, cd dinh hda lai cdc su vat, 
hien tugng ma con ngudi nhin thdy. O ddy. 
nghia bieu hien dugc xem nhu la "ndi 
dung". Chiic nang bilu hien tuong irng vdi 
cdc yeu td bieu dat kinh nghiem nhu: "qud 
trinh, tham the va chu ednh". Vay. sieu 
cbirc nang tu ludng hay bieu y nd cd 
nhtrng irng dung gl vao trong qud trinh 
socin thao van'bdn QLHCNN? 

Thii nhdt, soan thao van ban QLHCNN 
xet tren each nhin ciia sieu chirc nang tu 
ludng thi day la giai doiin dau lien, diem 
khdi ddu cho cbiing la hinh thanh y ludng, 
xem xet. cdn nbdc cdc va'n dl. Tdc la giai 
doan nay trong soan thao van ban QLHC­
NN tbi ngudi soan thao bay ban soan thao 
cdn xem xet den cdc van dl cd the dang 
diin ra d xung quanh vd cdn xdc dinh 
dugc van de. Van dl dd dat ra se gidi 
quyei dugc van de gi trong thirc te? Hien 
tai nd dang diin ra nhu the nao? Vd tdc 
dung ciia nd dd'i vdi thirc tiln ma chfnh 
xdc dd la dd'i vdi ddi sdng xa bdi. Chdng 
han. van dl ve gidm ach tdc vd lai nan 
giao thdng. ngudi soan ihdo hay ban soiin 
thao van ban phdi xem xet ldi nhilu van 
dl dang diin ra trong thuc te, lir nhting 
kinh nghiem trong thuc te chung ta thu 
nhan dugc va ca y tudng d trong chiing 
ta... tiic la hinh thanh y tudng, dl lir dd dl 
xudi sang kien va van diing nd vao viec 

Hoc vien Hdnh chfnh. 
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soan thao thdng qua cdng cu bieu dat dd 
la ngdn ngii. Ddi vdi van ban QLHCNN 
cd the ke den cac yeu td quan trgng nhu 
thdm quyen ban hanh van ban, hieu Iiic 
ciia van ban, nguon luc, mdi trudng tdc 
ddng, pham vi dp dung, ddi tugng dp diing 
rdng hay hep... d day ciing phai ke den 
yeu td (tham the, chu canh). 

Thd hai, lira chgn, xac dinh cdc phucfng 
thiic ngdn ngtr the hien chiic nang tu 
tudng trong van ban quan ly nha nudc. Cd 
the ndi, chiing ta khdng the tao ra dugc 
mdt van ban cd chdi lugng, the hien dugc 
y chi menh lenh ciia nha nudc neu nhu 
chiing ta khdng lira chgn va diin dat ngdn 
ngii trong van ban ciia chiing ta mdt each 
phu hgp. 

Chiic ndng lien nhdn (interpersonal 
melafunction). 

Sieu chiic nang lien nhan the hien d tdi 
ca viec sir dung ngdn ngtr de diin dat cac 
mdi quan he xa hdi va cac ca nhdn. Dilu 
nay bao gdm nhiing each khde nhau ma 
ngudi ndi sir diing trong tinh hudng ndi va 
thuc hien hanh ddng ndi. Sieu chiic nang 
ndy dugc hien thuc thdng qua he ihd'ng 
thirc (mood system) vd he thdng llnh thai 
(modality system). Thiic chi rd vai trd ma 
ngudi lira chgn trong tinh hudng ndi vd vai 
trd ma anh ta an dinh cho ngijdi nghe. 
Neu ngudi ndi chgn thiic cau khien thi anh 
la cho minh vai trd ra lenh va sdp dat 
ngudi nghe vao vi tri tudn lenh. Tinh thai 
dugc dinh rd ngudi ndi thi hien sir danh 
gia hoac ndi ra du doan ciia minh. Chiic 
nang lien nhan the hien khdng khi chung 
ciia diin ngdn (Tenor of discourse), mdt 
Irong ba khdi niem ve mdi trudng xa hdi 
ciia van ban theo quan diem eua Halliday. 
Ve thuc chdi van ban QLHCNN la sir the 
hien bdng mdi quan he gitra ben ra van 
bdn va ben thuc thi; giiia ben phat va ben 
nhdn. Tuy nhien. he ihd'ng van ban 
QLHCNN cd nhtrng loai van ban mang 

tfnh chdi bdt budc thuc hien. chdng ban, 
quyei dinh, chi thi, nghi dinh (quy pham 
phap luat) ... nhung cung cd loai van bdn 
chi mang tfnh chai truyen dat thdng tin 
ma thdi. Vf du. mdt bien ban cudc hgp thi 
nd chi mang tfnh chdi truyen dat thdng 
tin. 

Cd cau hdi ddt ra d day la, chiic ndng 
lien nhan nd cd thi giiip gi, iing dung 
duoc nd nhu the nao vao trong soan thao 
van ban QLHCNN? 

Theo chiing tdi, mdt mat tir nhiing 
thdng tin phan hdi, thdng tin trao ddi nhu 
chiing ta da phan tfch d tren se giiip cho 
ngudi soan thao hoac ban soan thao xac 
dinh dugc loai van ban minh can soan 
thao, nd thude loai van ban gi? Quyei 
dinh, chi thi, nghi quyei hay thdng tu, nd 
thude loai van ban quy pham phdp ludt 
hay van ban hanh chinh thdng thudng... 
Ddng thdi, xac dinh rd dugc ndi dung, 
thdng tin minh can dua vao van bdn va dd'i 
tugng Ihirc thi van bdn, lira chgn hinh thiic 
cho van ban, kei ca'u cho van bdn. Mai 
khde, giiip cho ngudi soiin thao Irong viec 
lira chgn ngdn ngtr thich hgp vao tirng loai 
van ban nhdm dat dugc muc dich, hieu 
qud giao tiep. Cac phuong thiic ngdn ngtr 
the hien chiic nang lien nhdn trong van 
ban hanh chinh dugc hien thuc hda qua he 
thdng thuc(mood system) va he thdng linh 
thai (modality system). 

Sieu chiic ndng ngon bdn (textual 
melafunction). 

Sieu chiic nang ngdn ban de cap den 
viec ngdn ngii cd co cbe lam cho mdt bdn 
thuyet trinh d dang ndi hoac viei thanh 
mdt van ban mach lac va nhdi qudn, tao ra 
mdt thdng diep sdng ddng khac vdi mdt 
tap hgp cdc cau nhung khdng cd lien kei 
chii de. Tiic la, lam the nao de cac bd phdn 
trong van ban ndi hoac viei cd mdi quan 
he vdi nhau. nghia la lam thanh mdt van 
ban cd ca'u true ndi tai, lam cho cac edu 
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trong doan. trong van ban khac vdi cau 
minh hga trong tir dien hoac irong sdeh 
ngtr phdp. 

Nhu vay, chiing ta cd the hieu cin'fc 
ndng thii nhdt, chiic nang tu tudng la chiic 
nang bieu hien qua trinh hinh thanh y 
tudng, bieu hien kinh nghiem, phat triln y 
tudng, ddng thdi, nd phdn dnh qud trinh 
hoiit ddng tu duy eua mdi mdt con ngudi 
ma ngdn ngii la cdng cu de chuyen tdi, de 
bieu hien cdc qud tnnh dd. Chuc ndng thii 
hai, la chiic nang lien nhan (giao tiep, trao 

doi) tir nhiing van dl, ndi dung da dugc 
the hien ra the' gidi ben ngodi, con ngudi 
mdi cd sir phdn hdi (tiep nhdn hoac khdng 
tiep nhdn...) tir dd mdi hodn thanh "san 
phdm". Cu the ca'u true de. thuyei. cdc 
each thiic lap luan va mdt sd phuong tbiic 
lien kei tuong ting vdi chiic nang td chiic 
van bdn. Nhu vay, chinh hai chiic nang 
nay ldm tiln de cho chirc nang thii: ba la 
chiic nang ngdn ban (van bdn). Chiing ta 
cd the khdi qudi van dl nhu sau: 

Qua trinh tu duy, bieu 
hien kinh nghiem: qua 

hdnh ddng, bien cd, 
tdm ly, quan he 

Thuc te 
Qud trinh trao ddi, 

lac ddng 

Sdn phdm 
Ngdn ban 
(van bdn) 

Dd'i vdi cdc cbiic nang nay, viec dp 
dung vdo soiin thao van ban QLHCNN 
dugc the hien tren cac yeu td lien kit eua 
van bdn, cd ve lien kei ndi dung Idn lien 
kei hinh thiic. Mat khde la "san pham" 
eua llnh vuc quan ly nhd nudc tbi cdn can 
phdi linh den ye'u td the thiic, hieu luc va 
linh khd thi ciia van ban. 

De thdy rd hon viec dp dung ba sieu 
chu'c nang vao viec soan thao van ban, 
chiing ta cd the xem vf du phan cudi bai. 

Theo cdch hieu ve ba sieu chirc nang 
ngdn ngtr ndi tren, tai van ban nay bao 
gdm cd ba chiic nang. Chirc nang thir nhiii 
the hien qua trinh binh tbanb, thiei hip cac 
yeu td cho van ban (kinh nghiem d mdi 
trudng ben ngoai va d ben trong). Ddng 
thdi. nd ciing bieu hien trong dd ca yeu td 
qua liinh, tham the va chu canh. Chirc 
nang thii hai the hien dd'i tugng tiep nhan 
van ban, ten loiii van ban, thdm quyen ban 
hanh va chiic nang cudi ciing the bien day 
chinh la mot "sdn pham" - mdi van ban 
dam bao ca yeu to ndi dung, the ihiic... 

2. Van ban QLHCNN thuc chdt la mot 
cdng cu de td cbiic. dilu hanh va quan ly 
xa hdi. Su ra ddi ciia van ban nay nham 
thuc thi phap lual, ddng thdi dilu chinh 
mgi hoiil ddng ciia xa hdi mdt each cd 
hieu qud cung nhu la viec nhiin thirc va 
kien tao lai nhiing van dl thirc tiln mdt 
each chinh xdc va khoa hge hon. Khac vdi 
mgi loai van ban khac. van ban QLHCNN 
ihl hien quan he gitra ben ndm quyIn lire 
va ben chiu sir dilu chinh ciia quyIn lire, 
giira cdc co quan nhd nudc vdi nhau hoiic 
gitra nha nudc va cdng dan. Cd iKe ndi. 
day la mdt loaii van ban rdi "dac thii". Viiy 
lam the nao dl loai van ban "dac thii" nay 
phdt huy dugc hieu qua ciia nd? Theo 
chiing ldi. ngudi soan ihdo hoac ban soiin 
thdo hoac la ca quan soiin thao phai ludn 
theo mdi trinh lu. thu luc nhdt dinh. Quy 
trinh dd bao gdm: Sdng kien vd soan thao 
van bdn; Lay y kien tham gia; Thdm dinh 
van bdn; Xem xet. thdng qua; Cdng bd; 
Giri va hm van ban. Trinh tu nay dirge quy 
dinh mdt cdch cu ibl. cd linh the ehe bat 
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