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MO PAU

1. Li do chon dé tai

Phan tich dién ngdn hién 1a mot linh vuc dang dwgc cac nha
ngdn ngit hoc trén thé gidi quan tam. O Viét Nam, so véi cac linh
vuc khéc ctia ngdn ngir hoc nhu ngir &m hoc, tir vung hoc, ngir phap
hoc va ngit nghia hoc thi cho dén nay, sé luong cac cong trinh
nghién ctu vé din ngdn con chua nhiéu. Tuy vay, trong nhitng nim
gan day, linh vuc nay dang ngay cang thu hat sy quan tdm caia nhiéu
nha nghién ctru va da thu dugc nhirng két qua ban dau rat quan trong.
C6 thé ndi, day chinh 1a huéng di méi cua ngdn ngit hoc.

Trong nhitng nghién ctu vé didn ngdn, di c6 mot vai cong
trinh nghién ctru quan tim dén dién ngdn van ban hanh chinh boi
tinh can thiét cua loai hinh van ban ndy trong hoat dong xa hoi.
Trong qua trinh nghién ctu va khao sat, ching toi nhan thay hién
nay, mot bo phan cong chirc van phong con han ché vé mat ngdn ngi
trong soan thao vin ban hanh chinh va ho can duoc bdi dudng nhiéu
hon & khia canh nay. Tir thyc té trén, ching tdi thiét nghi, nghién ctu
ngdbn ngir vin ban hanh chinh cip dia phuong tir goc nhin phan tich
didn ngdn 1a van d& can lam ddi v6i ngudi nghién cau ngdbn ngir va
dac biét 1a nghién ctru ngbn ngl van ban hanh chinh.

Vi nhiing |i do trén, chung tdi chon dé tai Ngon ngi vin ban
hanh chinh cdp dia phwong tir goc nhin phan tich dién ngon (khdo

sat tgi tinh Qudng Nam va thanh phé Pa Ning) véi mong mudn
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lam rd hon cac chirc nang cta ngdn ngd van ban hanh chinh théng
thudng cip dia phuong trén co s cua |i thuyét phan tich dién ngon.

2. Muc dich nghién ciru

- Nghién ctru dé tai nham lam sang to dac trung dién ngon
van ban hanh chinh tir quan diém ngén ngit hoc chirc ning hé théng
cua Halliday.

- Két qua nghién cau cua luan an gop phan vao viéc lam
ngudn tai lidu tham khao phuc vu cho cdng tac giang day va hoc tap
vé van ban quan Ii hanh chinh nha nuéc.

3. Nhiém vu nghién ciru

Luén an xac dinh nhitng nhiém vu nghién ctru co ban sau:

- Hé thdng héa nhitng véan dé Ii luan vé dién ngén, phan tich
dién ngdn va vé van ban hanh chinh, ngén ngit van ban hanh chinh;

- Nghién ciru tong quan 1am co sé cho viéc thuc hién dé tai;

- Khao sat, phan tich nglr liéu ¢ cac phuong dién: chirc nang
kinh nghiém, chirc ning lién nhan va chirc ning tao van ban cua dién
ngdn van ban hanh chinh cip dia phuong.

4. Pbi twong va pham vi nghién ciu

4.1. Péi twong nghién ciru

Ngdn ngit vin ban hanh chinh cép dia phuong tai tinh Quang
Nam va thanh ph6 Da Néng.

4.2. Phgm vi nghién caru

- Thoi gian: tir ndm 2016 dén nam 2018

- Khéng gian: tinh Quang Nam va thanh phé Pa Néng
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- Noi dung: ching t6i lya chon duong huéng phan tich dién
ngdn dua trén co so Ii thuyét ngdn ngir hoc chirc ning hé thong cua
Halliday. Cu thé:

+ V& chtic nang kinh nghiém, ching t6i tim hiéu phuong
thirc thé hién chie nang kinh nghiém qua cac kiéu qué trinh.

+ V& chire nang lién nhan, ching toi tim hiéu tir ngir xung ho
thé hién vai giao tiép va hanh vi ngdn ngir biéu hién luc ngén trung.

+ V& chuc ning tao vin ban, ching toi tim hiéu cau tric dién
ngdn; Bé - Thuyét; lién két, mach lac trong dién ngon.

5. Phuwong phap nghién ciru va ngudn ngir liéu

5.1. Phuong phap nghién ciu

Thuyc hién luan an, ching téi sir dung phuong phap miéu ta.
Phuong phéap nay duoc trién khai cu thé qua cac thii phap sau:

5.2.1. Thu phép phén tich ngdn canh

Véi tha phap nay, ching toi sir dung khung 1i thuyét ngén
ngit hoc chirc nang hé théng ciia Halliday dé phan tich dién ngon vin
ban hanh chinh trong nhitng ngir canh cu thé, nham Iam rd cac chic
nang cua dién ngdn van ban hanh chinh: chac nang kinh nghiém;
chtrc nang lién nhan; chlrc nang tao van ban.

5.2.2. Thui phap phan logi, thong ké va hé thang hoa

Ching t6i str dung tha phap thng ké dé xac dinh sb luong
va tan sé xuét hién; tinh ti 1& theo tan sb xuit hién cua cac dbi twong

nghién ctu nhu cac kiéu qua trinh, tir ngit xung ho, hanh vi ngdn



ngit, D& - Thuyét... Tir d6, ching t6i phan loai, hé théng hoa thanh
nhitng bang biéu twong tng va rat ra nhitng két luan.

5.2. Nguon ngiv ligu

Chung t6i lya chon va khao sat 1a 288 vian ban hanh chinh
thong thuong ciia Uy ban nhan dan cac cdp tai tinh Quang Nam va
thanh ph6 Pa Ning tir nim 2016 dén nam 2018. Trong d6, chlng toi
khao sat 6 loai van ban hanh chinh dugc ban hanh twong dbi thuong
xuyén tai cac co quan la: quyét dinh, cong van, ké hoach, bao céo,
thong bao, to trinh; mdi loai chung t6i khao sat 48 van ban.

6. Dong gop cua luin an

- Vé mat i lugn, cac két qua cua luan an s& gop phan lam
sang t6 mot s6 dac diém ciia ngdn ngit vin ban hanh chinh tir goc
nhin phan tich dién ngon. Thong qua viéc phan tich dién ngdn vian
ban hanh chinh, luan 4n gép phan hinh thanh mét phuong phap phan
tich c6 hé théng va hiéu qua vé mot loai hinh dién ngon cu thé.

- Vé mdt thuc tién, cac két qué cua luan an co thé ung dung
Vao viéc nghién ctru, giang day va soan thao van ban hanh chinh.

7. B6 cuc ciia ludn an

Ngoai phén mé& dau, két ludn, danh muc tai liéu tham khao,
ndi dung chinh ctia luan an dugc trién khai thanh 4 chuong:

Chuong 1: TONG QUAN VAN BPE NGHIEN CUU VA CO
SO Lf LUAN

Chwong 2: CHUC NANG KINH NGHIEM CUA DIEN
NGON VAN BAN HANH CHINH
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Chuong 3: CHUC NANG LIEN NHAN CUA DIEN NGON
VAN BAN HANH CHINH

Chuong 4: CHUC NANG TAO VAN BAN CUA DIEN
NGON VAN BAN HANH CHINH



Chuong 1
TONG QUAN VAN PE NGHIEN CUU VA CO SO Li LUAN

Trong chuong nay, chung téi trinh bay téng quan tinh
hinh nghién vé vin ban hanh chinh; tinh hinh nghién ctru tng
dung li thuyét phén tich didn ngén va tinh hinh nghién ctru dién
ngdn vian ban hanh chinh. Bén canh dé, chung toi tim hiéu vé
dién ngdn va phan tich dién ngdn; vin ban hanh chinh va dién
ngdn van ban hanh chinh.

1.1. Téng quan van dé nghién ciru

1.1.1. Tinh hinh nghién ciru vé vin bin hanh chinh

Chiing t6i trinh bay tinh hinh nghién ctru vé vin ban hanh
chinh & nudc ngoai va trong nudc. Ddi véi tinh hinh nghién ciru &
trong nudc, ching t6i khao sat tinh hinh nghién ctru van ban hanh
chinh tir goc d6 phong cach hoc; hanh chinh hoc; tng dung thuc té.

1.1.2. Tinh hinh nghién ciru vrng dung Ii thuyét phan tich
dién ngon

Mic du li thuyét phan tich dién ngén du nhap vao Viét Nam
tuong d6i muodn, nhung dén nay, sb lugng cong trinh nghién ctru tng
dung li thuyét phén tich dién ngdén da kha nhiéu, nhat 13 nhitng nim
gan day. Nhimng cong trinh nay di khing dinh duoc vai trd, vi tri cua
li thuyét phan tich dién ngdn trong qua trinh tim hiéu va phan tich
ngon ngit; dong thoi, cho thay nhitng wu diém cua 1i thuyét phan tich
dién ngén so v6i nhitng phan nganh khoa hoc lién quan, gop phan
hinh thanh huéng nghién ciru ngdn nglr moi.

1.1.3. Tinh hinh nghién civu dién ngon vin ban hanh chinh

Di c6 nhidu cong trinh nghién ctru tng dung i thuyét phan

tich dién ngdn hodc nhitng van dé lién quan dén phan tich dién ngon
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duoc thuc hién. Tuy nhién, cho dén nay, chua cé cong trinh ndo
nghién ciru vé ngdn ngir van ban hanh chinh cap dia phuong tir goc
nhin phan tich dién ngdn, qua thyuc té khao sat vin ban hanh chinh
cép dia phuong tai Quang Nam, Pa Ning.

1.2. Co s6 li ludn

1.2.1. Dién ngén va phan tich dién ngon

Chlng t6i trinh bay cac khai niém lién quan nhu: “Dién
ngon”, “Phan tich dién ngon”; qua trinh phét trién ctia phan tich dién
ngdbn; mot s van dé vé ngir phap chirc ning hé thdng: chirc ning
kinh nghiém, chirc nang lién nhan va chirc nang van ban.

1.2.2. Véin bin hanh chinh va dién ngén vin ban hanh chinh

Chung t6i trinh bay cac khai niém: “Van ban hanh chinh”,
“Dién ngon van ban hanh chinh”; khio sat cic loai van ban hanh
chinh; phan tich dic trung ctia dién ngdn vin ban hanh chinh.

1.3. Tiéu két chwong 1

Vin ban hanh chinh da duoc quan tdm nghién ctu ¢ nhiéu
goc d6. Qua khao sat, chung t6i thdy di c6 mot s6 cdng trinh nghién
ctru ung dung 1i thuyét phan tich dién ngoén hodc nhimng vin dé lién
quan dén phan tich dién ngén vao vin ban hanh chinh dugc thuc
hién. Tuy nhién, cho dén nay, chua c6 cong trinh nao nghién ctru vé
ngdn ngit van ban hanh chinh cdp dia phuong tir goc nhin phan tich
didn ngon, qua thuc t& khao sat van ban hanh chinh cdp dia phuong
tai Quang Nam, Pa Nang. Nhitng dudng hudng lya chon ciing nhu
cach thirc tiép can dbi twong va két qua nghién ctru cua nhiing cong
trinh nghién ciru di trude trén s& 1a nhitng goi ¥ 1am co s& quy gia dé
chung t6i co thé tham khao cho qua trinh thyuc hién dé tai luan an.

Dién ngdn 1a ddi tugng cua nhiéu nganh khoa hoc, trong d6

c¢6 khoa hoc ngon ngir. Phan tich dién ngon la duong hudng nghién
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clru méi voi ddi tugng nghién ctru 13 ngdn ngir trong giao tiép, trong
qua trinh st dung; nhin manh dén chuc nang va tinh muc dich cua
cac hinh thirc ngdn ngit trong qué trinh hanh chirc cua minh.

Trong cac duong huéng phan tich dién ngon, dudng hudng
phan tich dién ngdn dya trén 1i thuyét ngdn ngit hoc chirc ning hé
théng ctia Halliday 13 mot trong nhiing dudng hudéng tiéu biéu.
Nhiing quan diém cua Halliday vé céac siéu chirc ning cuia ngdn ngir
s& 1a cong cu dé chung t6i tién hanh cac budc phan tich va thuyét giai
ngdn ngit trong vin ban hanh chinh cép dia phuong.

Nhirng két luan trén két hop vé6i viée trinh bay mot s6 van dé
lién quan dén li thuyét phan tich dién ngon ciing nhu khai quat nhiing
dic trung va ndi dung co ban cua vin ban hanh chinh s& 1a nén tang
I luan va ciing 13 nhimg dinh hudéng quan trong dé ching toi tién
hanh trién khai nghién ctru nhitng chirc ning ctia ngdn ngir van ban
hanh chinh trong cac chuong tiép theo.



Chuwong 2
CHU'C NANG KINH NGHIEM
CUA DIEN NGON VAN BAN HANH CHiNH

CU ¢6 vai trd rat quan trong, nd chira dung mot nguyén tic
chung dé mé hinh hoa thé gigi kinh nghiém, do 13, nguyén tic thyc té
duoc hinh thanh bai cac qua trinh. Ba thanh phan: qua trinh, tham thé
va chu canh cung cip mot khung tham chiéu dé giai thich ¥ nghia kinh
nghiém cua cu, nghia 1a kinh nghiém cua ching ta vé nhiing gi dang
dién ra. Trong chuong nay, ching t6i s& trinh bay nhitng van dé lién
quan dén chirc ning kinh nghiém cua dién ngén vin ban hanh chinh,
Chure nang nay duoc thé hién qua céac kiéu qua trinh va qua hién tuong
danh hoa nhu 1a mét an du ngi phép.

2.1. Chire ning kinh nghiém ciia dién ngdn vin ban hanh
chinh thé hién qua cac kiéu qua trinh

2.1.1. Cac kiéu qua trinh trong dién ngdn

Pé lam co so nghién ciu trong phan chirc nang kinh nghiém
cia dién ngdn vin ban hanh chinh, ngoai viéc van dung mé hinh
chuyén tc cac kiéu qua trinh cta Halliday, ching t6i ciing tham
khao cach van dung md hinh hé théng chuyén tac, cac kiéu qué trinh,
nghia kinh nghiém cua tac gia Hoang Vian Van dé phan tich céc kiéu
qua trinh trong dién ngdn van ban hanh chinh.

2.1.2. Céc kiéu qué trinh trong dién ngén vin ban hanh chinh

Duya vao sau kiéu qué trinh (vat chét, hanh vi, tinh than, phat

ngdn, quan hé, hién hiru) theo dé xuét cua Halliday va van dung cua



Hoang Vian Van, ching t6i khao sat cac kiéu qua trinh trong dién
ngbn van ban hanh chinh. Khao sat 288 van ban hanh chinh théng
thuong cua Uy ban nhan dan céac cip tai tinh Quang Nam va thanh
phd Pa Ning, qua phan tich ngir liéu, c6 1478 qua trinh, trong d6
qua trinh phat ngdn chiém ti 1& cao nhat 46,34%; tiép dén 1a qua trinh
vat chit 39,51%; cac qua trinh con lai chiém ti 18 thip hon (quan hé
5,65%; hanh vi 3,92%; tinh than 3,24% va hién hitu 1,4%).

2.2. Chike ning kinh nghiém ciia dién ngon vin ban hanh
chinh thé hién qua hién tweng danh hoa

2.2.1. Danh hoa va hién tuwgng danh hod trong tiéng Viét

Chuyén loai 12 mét hién twong kha phé bién trong cac ngdn
ngit. Do 1a hién tuong mot tir von thudc tir loai nay dwoc bién doi
thanh mot tir loai khac hodc duoc sir dung trong vai trd mot tir loai
khéc. Danh héa chinh 1a mot trong cac phuong thic chuyén loai nhu
thé. Nghién ciru danh héa nhu mét qué trinh y niém hoa, hay nhu
mot hién tugng ngir phap cé gia tri kinh nghiém trong van ban hanh
chinh 1a mot hudéng di can thiét va hitu ich cho viéc 1am sang to dic
diém ngdn ngir didn ngdn vian ban hanh chinh.

2.2.2. Danh hoa trong dién ngon vén ban hanh chinh

Danh hoa la mot trong nhitng phuong thuc thé hién chic
nang phan anh kinh nghiém. Chinh danh hoa di phan anh, lam néi
bat cac qua trinh va ddy qua trinh vao hau canh tir d6 chtrc ning phan
anh kinh nghiém duoc boc 16 rd hon. Viéc quan I, viéc td chuc, viéc

xem xét danh gia, viéc dé& nghi yéu cau... 1a nhiing viéc thuc hién
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thudng xuyén trong hoat dong quan 1i nha nude va né duoc thé hién
qua céac van ban hanh chinh.

Viéc str dung danh hoa trong van ban hanh chinh 1a phuong
thirc rat hiéu qua, vira tiét kiém dwoc ngdn ngir, vira dam bao nguyén
tac don gian va dé hiéu cua van ban hanh chinh. Danh héa c6 tac
dung cung cap thdng tin ngin gon, chinh xac nhit cho ngudi nhan
van ban. Thong tin ndy chi 15 dbi tuong chi dao hanh dong va chi
dao theo phwong thirc nao dé viéc thuc hién dugc nhanh chéong, dé
dang va chinh xac hon.

2.3. Tiéu két chwong 2

Trong chuong nay, ching toi 4p dung md hinh chuyén tac,
cac kiéu qua trinh caa Halliday dé nghién ctu hé thdng chuyén tac
trong van ban hanh chinh. Chung t6i da khao sat, miéu ta, phan tich
cac kiéu qué trinh trong dién ngon van ban hanh chinh cap dia
phuong cua tinh Quang Nam va thanh phé Pa Néing. Trong dién
ngdn van ban hanh chinh, qua trinh phat ngdn chiém ty Ié cao nhat
bai qué trinh phat ngdn cung cap nhirng thdng tin can thiét trong hoat
dong quan If nha nudc. Viéc phan anh kinh nghiém thuc té, phan anh
thdng tin mot cach chinh xac va khach quan 1a dic diém ndi bat cua
van ban hanh chinh. Bén canh qué trinh phat ngbn la qué trinh vat
chat chiém ti 1& cao tht 2 trong céc kiéu qué trinh. Qua trinh vat chat
chiém ti 1& cao bai 18 qua trinh nay tdn tai phd bién ma qua do gitp
nguoi soan thao vin ban tai tao, 16t ta dugc burc tranh sinh dong cua

hién thuc. Tan sb xut hién caa quéa trinh vat chét cao cho thiy dic
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trung cua van ban hanh chinh Ia tran thuat, khai quat nhiing van dé
dang dién ra hoic duoc thyc hién trong thé gigi vat chat bén ngoai.
Bén canh do, dé 1am rd chirc niang phan anh kinh nghiém
trong dién ngdn vin ban hanh chinh, & chuong nay, ching t6i con
khao sat, miéu ta, phan tich hién twong danh hoa. C6 thé thay rang,
viéc st dung danh hda trong dién ngdn vin ban hanh chinh la
phuong thirc rt hiéu qua, dwa dugc mot luong thdng tin I6n vao
thanh phan tham t6 cua qua trinh, trén co s& do giit duoc cau trdc
chinh coa cau, mat khac, n6 dam bao dugc nguyén tic chinh xac

nhung don gian, d& hiéu cta van ban hanh chinh
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Chuong 3
CHUC NANG LIEN NHAN CUA DIEN NGON
VAN BAN HANH CHiNH

Chuc nang lién nhan dugc boc 16 qua nhitng nhan dinh,
nhitng cau hoi, nhitng d& nghi, nhitng ménh Iénh, kém theo nhiing
tinh thai nhat dinh. Pay 1a chirc ning mang tinh xa hoi rd nhét, vi
ban chat ngdn ngit, suy cho cuing, 1a lam méi day lién hé giira nguoi
VGi nguoi trong mot cong dong da duoc xac dinh. Trong chuong nay,
dé 1am rd chtrc ning lién nhan cia dién ngdn van ban hanh chinh,
ching t6i khao sat, phan tich xung ho trong dién ngdn van ban hanh
chinh va lyc ngon trung trong dién ngén vin ban hanh chinh.

3.1. Chitc niing lién nhan ciia dién ngdn vin ban hanh
chinh thé hién qua tir ngir xung hd

3.1.1. Xung hé va cdc chirc ndang ciia tivr ngiv xung ho
trong giao tiép

Xung ho 14 hanh dong dién ra thuong xuyén, lién tuc trong
cac di®n ngon. Khi nhan vat giao tiép lua chon tir ngit nao dé dé
xung ho, thi s€ 1€ thudc vao cai khung quan hé do chinh tir xung ho
mang lai. Xung h6 gin lién voi cac nhan t6 giao tiép nhu: dbi tugng,
n6i dung, hoan canh, cach thirc va muc dich giao tiép.

Céc chirc ning ciia tir ngit xung ho trong giao tiép dugc thé
hién & nhiéu phuong dién. Tuy nhién, trong khudén kho cua viéc
nghién ctru vé& vin ban hanh chinh, ching t6i chi d& cip dén hai
phuong dién chi yéu c6 lién quan 1a chtre ning dinh vi va chirc ning

thé hién quan hé 1ién nhan cua tir ngit xung ho.
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3.1.2. Xung hé trong dién ngdn véin bdn hanh chinh

Qua cac cach xung hé trong van ban hanh chinh, ching toéi
thdy rang, mdi quan hé lién nhan giita cac nhan vat giao tiép o day la
mbi quan hé céng vu, mbi quan hé cd khoang cach nhat dinh trong
giao tiép hanh chinh. Pay chinh 1a dic trung ctia xung hd trong vin
ban hanh chinh.

Chuc niang dinh vi va chirc ning thé hién quan hé lién nhan
cua tir ngit xung hd trong dién ngdn vian ban hanh chinh khéng tach
bach doc lap ma tich hop vai nhau. N6 duoc boc 16 rd nét ¢ cac vai
giao tiép trong dién ngon vin ban hanh chinh. Di vai vai giao tiép
trong dién ngdn vin ban hanh chinh, ching téi khao sat tir ngit xung
hd thé hién vai giao tiép cip trén ddi voi cap dudi; vai giao tiép cip
duéi d6i véi cap trén; vai giao tiép ngang cap.

3.2. Chitc niing lién nhan ciia dién ngon vin ban hanh
chinh thé hién qua luc ngdn trung

3.2.1. Lwc ngén trung trong dién ngéon

Hanh vi ngén ngit dugc tao ra khi ngudi ndi trao mot phat
ngdn cho nguoi nghe trong mdt ngit canh nhét dinh. M3i hanh vi
ngdn ngit déu chuyén tai mot luc tai 101 goi 14 luc ngdn trung.

3.2.2. Luc ngbn trung trong dién ngén véin ban hanh chinh

Luc ngén trung trong dién ngdn vin ban hanh chinh duoc
thé hién qua cac hanh vi ngdn ngir. C6 ba loai hanh dong ngdn ngi
I6n: hanh vi tao 161, hanh vi muon 161 va hanh vi tai 1oi. Hanh vi tai
l6i dem lai cho phét ngdn nhiing hiéu luc nhat dinh. Trong van ban
hanh chinh, do yéu cau vé tinh don nghia va twong minh cua ngon
ngir, ching téi quan tam khao séat cac hanh vi tai 1oi thé hién qua
dong tir ngir vi. Cac hanh vi ngdn ngir cha yéu trong dién ngén vin
ban hanh chinh 1a hanh vi cau khién, chap thuan, bao céo.
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3.3. Tiéu két chwong 3

Trong chuong nay, chiing toi trinh bay chirc nang lién nhan
trong dién ngdn van ban hanh chinh dugc thé hién qua xung hd trong
giao tiép. Tir viéc tim hiéu cac chirc ning ciia xung hd trong giao
tiép; cac nhan td chi phdi viéc xung ho trong giao tiép chung t6i phan
tich vai giao tiép thé hién trong dién ngdn vin ban hanh chinh boi bat
ki mot cude giao tiép ndo ciing khong thé thiéu duoc tir ngir xung ho.
Qua xung hé, chirc ning lién nhan duoc boc 19, cu thé do 1a cac vai
giao tiép. Cac méi quan hé vé xung ho trong giao tiép phu thudc vao
ting bi canh giao tiép cu thé. Xung ho trong didn ngdn vin ban
hanh chinh thé hién vai giao tiép cap trén vai cap dudi; cap dudi véi
cép trén; va cc co quan ngang cap. M4i quan hé lién nhan giita cac
nhan vat giao tiép trong van ban hanh chinh khéng phai 1a méi quan
hé than mat gan giii nhu xung ho trong quan hé than toc ma 1a mbi
quan hé coéng vu, mdi quan hé ¢ khoang céch nhat dinh trong giao
tiép hanh chinh. Pay chinh 13 dic trung cia xung hé trong vin ban
hanh chinh.

Chtic ning lién nhan trong dién ngdn vin ban hanh chinh
con duoc thé hién qua luc ngdn trung. Luc ngdn trung trong dién
ngdn vin ban hanh chinh gan véi cac hanh vi ngdn ngir. Trong dién
ngdn vin ban hanh chinh, hanh vi ngdn ngir thuong duoc thé hién &
phan ndi dung cua vin ban, ma cu thé 1a trong nhitng yéu ciu dua ra
& cudi phan noi dung cia van ban. Nhitng yéu cau nay chinh la
nhitng hanh vi ngbn ngit chii dao ciia mdi loai van ban hanh chinh
khéac nhau. C6 thé thay rang, hanh vi cau khién cta co quan cip trén
Xuét hién kha thuong xuyén trong cic van ban hanh chinh, dic biét
né hau nhu xuat hién trong tat ca cac cong van hanh chinh cta co

quan cip trén giri cho co quan cdp dudi. Hanh vi cau khién nay
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thuong la nhimg dé nghi, yéu cau, chi dao ciia co quan cip trén ddi
Véi co quan cap dudi (hodc d6i véi nhirng té chic, doanh nghiép, céc
nhan thudc sw quan li cua co quan cap trén) vé nhitng noi dung,
nhitng sy viéc, nhitng cong viéc ma co quan cap dudi (hodc ddi véi
nhitng t chuc, doanh nghiép, cac nhan thudc su quan Ii cua co quan
cap trén) bét budc phai thuc hién. Dé co co s xtr 1, danh gia két qua
thuc hién, co quan cap trén c6 thé cho mdc thoi gian hoan thanh
codng viéc. Mbi quan hé lién nhan trong hoat dong giao tiép nay mang
tinh quy pham, nghi thirc, ménh Iénh, chap hanh.
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Chuong 4
CHUC NANG TAO VAN BAN
CUA DIEN NGON VAN BAN HANH CHINH

Trong chuong nay, ching toi trinh bay nhiing vain d¢ lién
quan dén chirc ning tao vin ban cua didn ngdn vin ban hanh chinh,
Chtre nang tao van ban cua dién ngon van ban hanh chinh duoc thé
hién thong qua cac dic diém t6 chuc cau trdc dién ngdn; cau tric Dé
- Thuyét va t6 chirc ndi dung dién ngon trong van ban hanh chinh.

4.1. Chire niing tao viin ban cia dién ngén vin ban hanh
chinh thé hién qua cau trac

4.1.1. Vé céu triic dién ngén

Thong thuong, ciu trac dién ngdn gdm bén phan (mo, than,
két va dau dé) hodc ba phan (md dau, phat trién, két thuc). Tuy thudc
vao muyc dich giao tiép, nguoi viét sé lya chon cau trac phu hop.

4.1.2. Cdu trac dién ngén vin ban hanh chinh

Cau trGc dién ngon van ban hanh chinh 1a sy sip xép, phan
bé cac thanh phan thugc thé thic va cac thanh phan noi dung van ban
mét cach phu hop nham dam bao tinh hop i caa vin ban. Xét vé b
cuc ndi dung vin ban, ngudi ta chia ra 1am hai loai, d6 1a: bb cuc ngi
dung vin ban hanh chinh mang tinh quy dinh, quyét dinh va b cuc
ndi dung vian ban hanh chinh khong mang tinh quy dinh, quyét dinh.

4.2. Chirc ning tao viin ban cia dién ngdn vin ban hanh
chinh thé hién qua D& - Thuyét

4.2.1. Vé ciu triic Dé - Thuyét

D¢ 14 thanh t6 dong vai tro nhu 1a diém xuat phat cia thong
diép, 1a phuong tién trién khai cdu, 1a mot thanh t6 ma nguoi viét

muon lam cho noi bat; ndé déng vai tro nhu mot cai khung, boi canh
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nglt nghia cho viéc dién giai phén con lai cua thong diép. Viéc lua
chon Bé phu thudc vao yéu td ding trude, dung sau quy dinh. biéu
nay lam cho van ban c6 tinh mach lac vé chu dé.

4.2.2. Pé - Thuyét trong dién ngén vin ban hanh chinh

Khao sat cac loai Dé theo cach phan chia cua Halliday, dua
trén ngir liéu khao sét, ching toi thay xuat hién chu yéu 1a Bé chi dé.
Dé chu dé c6 thé 1a Bé chi dé danh dau (Bé ngir khong tring khop
v6i cha ngir) hodc Bé chu dé khong danh dau (Dé ngir tring khép
Vv6i chu ngir). Ddi voi Dé cha @& danh dau, ching tdi khao sat Dé
danh dau chi thoi gian, khong gian, muc dich, hoan canh, qué trinh.
Dbi véi DBé chi d& khong danh diu, ching toi khao sat Bé chu dé
khong danh diu dwoc quy chiu 1a cac dbi tuong cu thé, xac dinh
nham goi tén co quan, t6 chic va Dé chii dé khong danh dau la danh
tir, ngit danh tur bat dinh.

4.3. Chirc niing tao viin ban cia dién ngdn vin ban hanh
chinh thé hién qua lién lién két va mach lac

4.3.1. Lién két va mach lac trong dién ngén

Y nghia, noi dung cua dién ngdén duoc hién thyc hoa thong
qua cac phuong thirc lién két: lién két noi dung va lién két logic.

T chirc van ban phu thudc vao nhiéu yéu t6, trong d6 mach
lac 12 yéu t6 quyét dinh. Mach lac 1a mot van dé cét yéu cia phan
tich dién ngdn, c6 vai trd quan trong trong viée t6 chirc dién ngon.

4.3.2. Lién két va mach lac trong dién ngén vin ban hanh
chinh

Khao sat lién két trong dién ngén van ban hanh chinh, ching
t6i thay xuat hién phép ndi, phép lap tir vung va phép tinh lugc.
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Mach lac trong dién ngdn vian ban hanh chinh c6 nhiéu biéu
hién khac nhau. O tiéu muc ndy, ching tdi tim hiéu biéu hién cua
mach lac qua quan hé nhan qua va quan hé lap luan.

4.4. Tiéu két chwong 4

O chuong 4, chiing t6i tap trung tim hiéu nhitng van dé lién
quan dén chirc ning tao vin ban cua dién ngdn vin ban hanh chinh
dugc thé hién théng qua cac dic diém to chuc cau tric didn ngon;
céu trac P& - Thuyét; va to chic noi dung dién ngdn trong vian ban
hanh chinh.

D4i v6i cau trdc didn ngdn van ban hanh chinh, ching toi
nhan thay rang bd cuc ndi dung vian ban hanh chinh mang tinh quy
dinh, quyét dinh (vin ban quyét dinh) gom hai phan 1a mé dau va noi
dung chinh. Phan m& dau chinh 1a nhimg co so, nhimg cin ctr dé dua
randi dung cac diéu ¢ phan ndi dung chinh. BS cuc noi dung vin ban
hanh chinh khong mang tinh quy dinh, quyét dinh (cong van, thong
bao, to trinh, ké hoach, bao c4o) gom ba phan chinh cé quan hé mat
thiét véi nhau dé tao nén mot chinh thé tron ven d6 1a mé dau, noi
dung chinh va két thic. Phan m¢ dau néu li do ban hanh vin ban;
phan noi dung chinh néu noi dung thé hién Ii do ban hanh ¢ truéc; va
phan két thdc nham két lai hoac nhan manh nhiing van dé da trinh
bay & noi dung chinh.

Dbi vai cau trac Bé - Thuyét, P& chu dé khong danh diu
chiém ti 1& cao. Trong D& chu d& khong danh dau thi Bé chu dé quy
chiéu dé goi tén co quan, t6 chic chiém sé lwong 16n hon ca. Bé chu
dé tring véi chu ngir va ding dé goi tén co quan to chic xuét hién
nhiéu trong van ban hanh chinh cho thay tinh chat dinh danh caa van
ban hanh chinh. Viéc st dung céc biéu thirc quy chiéu 1a mot trong
nhitng phwong thic tao nén su da dang cua nhitng Dé ngit khong
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danh dau. Qua do, viéc lién két giira cac cau tric Dé - Thuyét vé mat
noi dung ciing duoc thé hién.

Déi véi t6 chic noi dung didn ngdn trong vin ban hanh
chinh, chiing t6i khao sat lién két va mach lac trong dién ngon vin
ban hanh chinh. V& lién két, chinh lién hop, lap tir vung va phép tinh
luge di 1am twong minh cac mdi quan hé vé nghia gitra cac cau. Vé
mach lac, biéu hién cia mach lac trong dién ngén van ban hanh
chinh qua quan hé nguyén nhan hé qua giai thich nguyén nhan cho
nhitng van dé, sy viéc dién ra trong hoat dong cua cac co quan, don
vi. Biéu ndy g6p phan lam sang to tinh chinh xac twong minh cua
ngdn ngir van ban hanh chinh. Bén canh do, biéu hién caa mach lac
trong dién ngdn vin ban hanh chinh qua quan hé Iap luan thé hién
qua cé4c luan ctr két luan trong vin ban hanh chinh. Cac luan cir chinh
1a co so dé dua ra nhitng két luan c6 tinh kha thi.
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KET LUAN

1. Trong dién ngdn vin ban hanh chinh, chirc ning phan anh
kinh nghiém duoc thé hién théng qua qua trinh chuyén tac va chac
nang tu tuong logic duoc thé hién bang cac phuong thirc tao cac moi
quan hé dang két va phu thudc vai cac thanh tb trong cau. Chire nang
nay cung cap truyén dat thong tin trong van ban hanh chinh chi yéu
dugc thdng qua céc kiéu qua trinh. Bén canh do6, viéc str dung danh
hoa trong vin ban 1a phwong thuc rat hiéu qua, dua dugc mot luong
thdng tin 16n vao thanh phan tham té cua qué trinh; trén co s¢ do, giir
duoc cau truc chinh cua cau, mat khac, né dam bao duoc nguyén tic
chinh xac nhung don gian, d& hiéu cia van ban hanh chinh.

2. Chtic ning lién nhan trong dién ngon vin ban hanh chinh
dugc thé hién qua xung hé trong giao tiép. Cac mdi quan hé vé xung
hd trong giao tiép phu thudc vao ting bdi canh giao tiép cu thé.
Xung hé trong dién ngdn vin ban hanh chinh thé hién vai giao tiép
Cap trén voi cap dudi; cap dudi Véi cap trén; va cac co quan ngang
cap. Mbi quan hé lién nhan giira cac nhan vat giao tiép trong van ban
hanh chinh khéng phai 12 méi quan hé than mat gan giii nhu xung ho
trong quan hé than toc ma 1a mbi quan hé cong vu, mdi quan hé cé
khoang cach nhat dinh trong giao tiép hanh chinh. N6 1a méi quan hé
giira tap thé voi tap thé. Pay chinh 1a dic trung cua xung ho trong
van ban hanh chinh.

Chtic ning lién nhan trong dién ngdn vin ban hanh chinh
con duoc thé hién qua lyc ngdn trung. Luc ngdn trung trong dién
ngdn van ban hanh chinh gan véi cac hanh vi ngdn ngit. Trong dién
ngdn van ban hanh chinh, hanh vi ngén ngit thuong duoc thé hién &
phan ndi dung cia van ban, ma cu thé 1 trong nhiing yéu cau dua ra
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& cudi phan nodi dung caa van ban. Nhitng yéu cau nay chinh la
nhitng hanh vi ngdn ngit chii dao ciia mdi loai van ban hanh chinh
khac nhau. C6 thé thdy rang, hanh vi cau khién cta co quan cap trén
Xuat hién thuong xuyén trong cac van ban hanh chinh. Hanh vi cau
khién ctia co' quan cap trén trong van ban hanh chinh thé hién ré nét
méi quan hé lién nhan giira cac nhan vat giao tiép trong van ban. Mbi
guan hé lién nhan nay mang tinh quy pham, nghi thirc, ménh lénh,
chap hanh. Do d6, thudng trong nhimg vin ban nay, khi dua ra yéu
cau cua minh, co quan ban hanh vin ban st dung nhitng yéu t6 ngon
ngit mang tinh chit ménh Iénh va yéu cau dbi tuong tiép nhan bit
budc phai thuc hién.

3. Chtrc niing tao vin ban ciia dién ngon vin ban hanh chinh
dugc thé hién théng qua cic dic diém té chuc cau tric dién ngon;
céu trac Pé - Thuyét va t6 chirc noi dung dién ngdn trong van ban
hanh chinh. Pdi véi cau tric dién ngén van ban hanh chinh, bd cuc
noi dung van ban hanh chinh mang tinh quy dinh, quyét dinh (vin
ban quyét dinh) gom hai phan l1a mo dau va noi dung chinh. Phan mé
dau chinh 1a nhimg co sd, nhitng cin ctr dé dua ra noi dung cac diéu
& phan nodi dung chinh. B4 cuc noi dung van ban hanh chinh khong
mang tinh quy dinh, quyét dinh (cong van, thong bao, to trinh, ké
hoach, bdo c4o0) gom ba phan chinh c6 quan hé mat thiét voi nhau dé
tao nén mot chinh thé tron ven d6 1a mé dau, noi dung chinh va két
thiic. DSi voi ciu trac Dé - Thuyét, Bé chu dé khong danh dau chiém
ti 16 cao. P& chu dé trung vai chu ngit va dung dé goi tén co quan td
chic xuat hién nhiéu trong van ban hanh chinh cho thay tinh chat
dinh danh cua vin ban hanh chinh. Di véi t6 chac noi dung dién
ngdn trong van ban hanh chinh, chinh phép néi, phép lap tir vung va
phép tinh lugc da lam twong minh cac mdi quan hé vé nghia giita cac
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cau; dong thoi biéu hién caa mach lac trong dién ngdn vian ban hanh
chinh qua quan hé nhan qua giai thich nguyén nhan cho nhitng van
dé, su viéc dién ra trong hoat dong cua cac co quan, don vi. Piéu nay
gop phan lam séng to tinh chinh x4c twong minh cua ngdn ngir vin
ban hanh chinh.

4. Khao sat ngdbn ngit van ban hanh chinh céc cip chinh
quyén dia phuong tir goc nhin phan tich dién ngdn, chdng t6i nhan
thdy rang, da sd cac vian ban soan thao dam bao duoc tinh chinh thé
va tinh tron ven; thé hién rd quan diém, tu tuong quan i cia cc co
quan nha nudc cip dia phuong; tao dugc mbi quan hé lién nhan giira
cac co quan don vi t6 chiic thong qua vin ban. Diéu nay gép phan
khing dinh ning luc, tinh nghiém tic, chuyén nghiép cia co quan
ban hanh van ban.

5. Qua nghién ctau, ching t6i nhan thay ring, khi nghién ctu
ngdn ngir, can nghién ciu nd trong méi quan hé véi cac yéu té ngoai
x& hoi, gin hé théng ngdn ngir véi qua trinh hoat dong va xem né
nhu mét qué trinh giao tiép. Can thiy duoc su tac dong cua cac yéu
t6 ngir canh dén qua trinh lya chon va cach thic s dung ngbn ngi
ctia nguoi tao 1ap dign ngdn. Nghién ciru ngdn ngir can thay duoc cac
chtrc nang co ban nd 1a chic nang phan &nh kinh nghiém, chic nang
lién nhéan va chirc nang tao van ban.

6. M6t s6 han ché cua luan an va nhiing van dé can dt ra

Trong bét cir hoat dong nao, ké ca hoat dong soan thao va
ban hanh van ban hanh chinh, viéc sai sot 1a diéu khoéng thé tranh
khoi. Nhiing han ché trong st dung ngdn ngit & cac van ban hanh
chinh cap dia phuong do nhiéu nguyén nhan gay ra nhu: vé quy dinh
phép Ii vé ning luc st dung ngdn ngit caa doi ngii can bo cong chirc;
vé ché tai trach nhiém cua céc cha thé soan thao, ki ban hanh va quy
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dinh kiém tra, tham dinh...Van d¢ nay can tiép tuc dat ra va nghién
ctru & quy md ctia mot luan an.

Soan thao va ban hanh van ban hanh chinh Ia cong viéc dién
ra hiang ngay trong cac co quan, don vi thudc cac nganh, cac cap. Co
thé noéi, van ban hanh chinh 14 co s phap 1i dé tién hanh giai quyét
cong viéc, thuyc hién chirc nang, nhiém vu cua co quan don vi. bé
thuc hién tét chirc ning trén, doi hoi van ban hanh chinh dwgc soan
thao va ban hanh phai c6 chat lwong cao, thé hién do chinh xéc téi da
khong chi vé mat tham quyén, vé quy trinh soan thao, ban hanh van
ban, ma con vé ca miat ki thuat soan thao. Trong do, su chinh xac,
chuan myc cua ngdn ngir trong vin ban 1a mot yéu cau co ban. Day
la vin dé can duoc dit ra va co nhirng nghién ctu tiép theo.
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INTRODUCTION

1. Reasons for choosing the topic

Nowadays discourse analysis is a field of interest to linguists
around the world. Compared with other fields of linguistics in
Vietnam such as phonology, lexicology, grammar and semantics, up
to now, there is still small number of research works on discourse.
However, in recent years, this field has attracted the attention of
many researchers and has obtained very important initial results. It
can be said that this is the new direction of linguistics.

In the studies of discourse, there have been a few research
works on the administrative text discourse because of the necessity
of this type of text in social activities. During the research and survey
process, we have found that a part of office civil servants is currently
still limited in terms of language in drafting administrative texts, so
they need to get more training in this aspect. From the above fact, it
is thought that studying the language of local-level administrative
texts from the perspective of discourse analysis is a must-do issue for
language researchers and especially administrative textual language
researchers.

For the above reasons, we chose the topic “Language of local-
level administrative texts from the perspective of discourse
analysis (a survey in Quang Nam province and Da Nang city)”
with the desire to clarify the functions of ordinary administrative text

language at the local level on the basis of discourse analysis theory.



2. Research purposes

- The research aims to elucidate the features of administrative
text discourse from the point of view of Halliday's theory of
Systemic functional linguistics.

- The research results of the thesis will be served as a
reference source for teaching and learning activities on state
administrative texts.

3. Research tasks

The thesis identifies the following basic research tasks:

- Systematize theoretical issues about discourse, discourse
analysis and administrative texts, language of administrative texts;

- Have an overview of research as a basis for the
implementation of the topic;

- Survey and analyze corpus in aspects: experiential function,
interpersonal function and text-creating function of local-level
administrative text discourse.

4. Research subject and scope of the research

4.1. Research subject

Language of local administrative texts in Quang Nam province
and Da Nang city.

4.2. Research scope

- Research time: from 2016 to 2018

- Space: Quang Nam province and Da Nang city.



- Content: we chose a discourse analysis approach based
on Halliday's theory of Systemic functional linguistics.
Specifically as follows:

+ Regarding the experiential function, we learnt how to
express the experiential function through various types of process.

+ Regarding the interpersonal function, we learnt that the
vocative words represented the communicative role and the speech
acts represented the illocutionary force.

+ Regarding the text-creating function, we learnt about
the structure of discourse; Theme - Rheme; connection,
coherence in discourse.

5. Research methods and source of materials

5.1. Research Methods

To carry out the thesis, we used descriptive method which was
implemented in detail through the following techniques:

5.2.1. Contextual analysis techniques

With this technique, we used Halliday's theory of Systemic
functional linguistics to analyze administrative text discourse in
specific contexts with the aim to clarify the functions of
administrative text discourse: experiential function; interpersonal
function; text-creating function.

5.2.2. Technique of classification, statistics and
systematization

We used statistical technique to determine the number and

frequency of occurrence; calculated the frequency-based ratio of the



research subjects such as process types, vocative words, language
acts, Theme - Rheme... Accordingly, we classified and systemized
them into corresponding tables and come to conclusions.

5.2. Source of materials

We selected and surveyed 288 common administrative texts of
People's Committees at all levels in Quang Nam province and Da
Nang city during the period from 2016 to 2018. In which, we
surveyed 6 types of administrative texts that are issued relatively
frequently at agencies, which includes: decisions, official letters,
plans, reports, notices, reports; we surveyed 48 texts for each
category.

6. Contribution of the thesis

- In terms of theory, The results of the thesis will contribute
to clarifying some characteristics of administrative text language
from the perspective of discourse analysis. Through the analysis
of administrative text discourse, the thesis contributes to the
formation of a systematic and effective analytical method on a
specific type of discourse.

- In practical terms, The research results of the thesis will be
served as a reference source for research, teaching & learning and
drafting on state administrative texts.

7. Thesis layout

In addition to the introduction, conclusion, list of references,

the main contents of the thesis are arranged into 4 chapters:



Chapter 1: OVERVIEW OF RESEARCH ISSUES AND
THEORETICAL BASIS

Chapter 2: THE EXPERIENTIAL FUNCTION OF
ADMINISTRATIVE TEXT DISCOURSE

Chapter 3: THE |INTERPERSONAL FUNCTION OF
ADMINISTRATIVE TEXT DISCOURSE

Chapter 4: THE TEXT-CREATING FUNCTION OF
ADMINISTRATIVE TEXT DISCOURSE



Chapter 1
OVERVIEW OF RESEARCH ISSUES AND
THEORETICAL BASIS

In this chapter, we present an overview of the research on
administrative texts; on application of discourse analysis theory
and on administrative text discourse. In addition, we learn about
discourse and discourse analysis; administrative texts and
administrative text discourse.

1.1. Overview of research issues

1.1.1. Research situation on administrative texts

We present the research situation on administrative texts
at home and abroad. Regarding the research situation in the
country, we examine the research situation on administrative texts
from the perspective of stylistics; administrative studies; practical
application.

1.1.2. Research situation and application of discourse
analysis theory

The theory of discourse analysis was introduced to Vietnam
relatively late, but the number of research works applying the theory
of discourse analysis has been quite large up to now, especially in
recent years. These works have confirmed the role and position of
discourse analysis theory in the process of learning about and
analyzing language; at the same time, it showed the advantages of
discourse analysis theory compared with related scientific sub-
disciplines, which contributes to the formation of a new language
research direction.



1.1.3. Research situation of administrative text discourse

There have been many research works applying the theory of
discourse analysis or issues related to discourse analysis. However,
so far, there has been no research on the language of local-level
administrative texts from the perspective of discourse analysis
through a survey conducted on local-level administrative texts in
Quang Nam and Da Nang.

1.2. Theoretical basis

1.2.1. Discourse and discourse analysis

We present related concepts such as: “Discourse”, “Discourse
analysis”; the development of discourse analysis; some issues about
systemic functional grammar: experiential function, interpersonal
function and text-creating function.

1.2.2. Administrative texts and administrative text discourse

We present the concepts: "Administrative texts",
"Administrative text discourse™; conduct a survey on types of
administrative texts; analyze the characteristics of the administrative
text discourse.

1.3. Sub-conclusion of chapter 1

Administrative texts have been studied from various
perspectives. Through the survey, we found that there have been a
number of research works applying the theory of discourse analysis
or issues related to discourse analysis to administrative texts.
However, so far, there has been no research on the language of local-
level administrative texts from the perspective of discourse analysis,
through a survey conducted on local-level administrative texts in
Quang Nam and Da Nang. The selection directions as well as the
approach to the subjects and the research results of the previous

7



research works will be valuable references for us during the process
of implementing our thesis.

Discourse is the object of many sciences, including linguistics.
Discourse analysis is a new research direction in which the research
subject is language in communication and in the process of using;
emphasize the function and purposefulness of linguistic forms in the
process of their function.

Among the directions of discourse analysis, the direction of
discourse analysis based on Halliday's theory of Systemic functional
linguistics is one of the typical ones. Halliday's views on the meta-
functions of language will be the tools for us to conduct linguistic
analysis and interpretation steps in local-level administrative texts.

The above conclusions combined with the presentation of a
number of issues related to the theory of discourse analysis as well as
an overview of the basic features and contents of administrative texts
will serve as the theoretical foundation and also the most important
orientations for us to conduct research on the functions of
administrative text language in the following chapters.



Chapter 2
EXPERIENTIAL FUNCTION OF ADMINISTRATIVE TEXT
DISCOURSE

Syntax is very important since it contains a general principle
for modeling the world of experience, that is, the principle that
reality is shaped by processes. The three components: process,
subject, and context provide a frame of reference for interpreting the
syntax’s experiential meaning, that is, our experience of what's going
on. In this chapter, we will present issues related to the experiential
function of administrative text discourse. This function is expressed
through various types of process and through the phenomenon of
nominalization as a grammatical metaphor.

2.1. The experiential function of administrative text
discourse is expressed through various types of process

2.1.1. Types of processes in discourse

In addition to applying Halliday's model of transference of
process types to serve as a basis for research in the experiential
function of administrative text discourse, we also referred to how to
apply the transfer system model, process types, author's experiential
meanings by the author Hoang Van Van to analyze process types in
administrative text discourse.

2.1.2. Types of processes in administrative text discourse

Based on six types of processes (material, behavioural, mental,
verbal, relational, and existential) as suggested by Halliday and
applied by the author Hoang Van Van, we investigated the process
types in administrative text discourse. We conducted a survey on 288
common administrative texts of People's Committees at all levels in
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Quang Nam province and Da Nang city, through corpus analysis,
there were 1478 processes, in which the verbal process accounted for
the highest rate of 46.34%; followed by the material process of
39.51%; the remaining processes accounted for a lower percentage
(5.65% of relational; 3.92% of behavioural; 3.24% of mental and
1.4% of existential).

2.2. The experiential function of administrative text
discourse is expressed through the phenomenon of
nominalization

2.2.1.  Nominalization and the phenomenon of
nominalization in Vietnamese language

Language shifting is a fairly common phenomenon in
languages. It is the phenomenon in which a word of one category is
changed into another category or used as a word of another category.
Nominalization is one of such methods of Language shifting. The
research on nominalization is similar to a conceptualization process,
or as an experientially valid grammatical phenomenon in
administrative texts, which is a necessary and useful direction for
elucidating the linguistic characteristics of administrative texts.

2.2.2. Nominalization in administrative text discourse

Nominalization is one of the methods of expressing the
function that reflects experience. It is the formalization that reflects,
highlights processes and puts them in the background so that the
experiential function is more clearly shown. The management,
organization, review and evaluation, request... are regular activities
in state management activities which are expressed through
administrative texts.
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The use of nominalization in administrative texts is a very
effective method which both helps save language and ensure the
principle of simplicity and ease of understanding with respect to
administrative texts. Nominalization has the function of providing
the most concise and accurate information to the recipients of the
texts. This information indicates who directs the action and how to
direct it to make it faster, easier, and more accurate.

2.3. Sub-conclusion of chapter 2

In this chapter, we apply the transfer model, the process types
of Halliday to study the transfer system in administrative texts. We
have surveyed, described and analyzed the types of processes in the
discourse of local-level administrative texts in Quang Nam province
and Da Nang city. In the discourse of administrative texts, the verbal
process accounts for the highest proportion since it provides
necessary information in state management activities. Reflecting
accurately and objectively actual experience is a prominent feature of
administrative texts. Besides the verbal process, the material process
accounts for the second highest proportion of the process types. The
material process accounts for a high proportion because this process
exists widely to help text editors reproduce and depict a vivid picture
of reality. The high frequency of occurrence of the material process
shows that the characteristics of administrative texts are narrative, it
generalizes what’s going on or done in the external physical world.

Besides, in order to clarify the experiential function in the
administrative text discourse, in this chapter, we also survey,
describe and analyze the phenomenon of nominalization. It can be
seen that the use of nominalization in the discourse of administrative
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texts is a very effective method to bring a large amount of
information into the argument component of the process, on the basis
of which the main structure of the sentence is preserved while it still
ensures the accurate but simple and easy-to-understand principle of
administrative texts.
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Chapter 3
INTERPERSONAL FUNCTION OF ADMINISTRATIVE
TEXT DISCOURSE

Interpersonal function is expressed through statements,
guestions, suggestions, commands accompanied by certain moods.
This is the most obvious social function because the nature of
language, after all, is to make a connection among people in a
defined community. In this chapter, in order to clarify the
interpersonal function of the administrative text discourse, we survey
and analyze the vocative words in the administrative text discourse

and the illocutionary force in the administrative text discourse.

3.1. The interpersonal function of the administrative text

discourse is expressed through the vocative words

3.1.1. Addressing and the functions of vocative words in

communication

Addressing is an action that occurs frequently and
continuously in discourses. When the communicator chooses a
certain word to address, it will depend on the relational framework
brought by the vocative words themselves. Addressing is associated
with communication factors such as: subject, content, context,

method and purpose of communication.

The functions of vocative words in communication are
expressed in various aspect. However, within the framework of the

study of administrative texts, we only mention two main related
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aspects, namely the positioning function and the interpersonal

relationship function of the vocative words.
3.1.2. Addressing in the administrative text discourse

Through the ways of address in administrative texts, we find
that the interpersonal relationship between the communicators here is
a public relationship in which there is a certain distance in
administrative communication. This is the characteristic of address in

administrative texts.

The positioning function and the interpersonal relationship
function of the vocative words in the administrative text discourse
are not independent but integrated with each other. It is clearly
expressed in the communicative roles in the administrative text
discourse. For the communicative role in the administrative text
discourse, we examine the vocative words representing the
communicative role between superiors and subordinates; the
communicative role of subordinates to their superiors; peer-to-peer

communicative role.

3.2. The interpersonal function of the administrative text

discourse is expressed through the illocutionary force
3.2.1. Hlocutionary force in discourse

Linguistic behavior is produced when a speaker gives a speech
to a listener in a given context. Each linguistic act conveys a force in

speech called the illocutionary force.
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3.2.2. The illocutionary force in the administrative text
discourse

The illocutionary force in the administrative text discourse is
expressed through speech acts. There are three major types of speech
acts: locutionary. illocutionary, and perlocutionary. Acts of speech
give utterances certain effects. In administrative texts, due to the
requirement of language's simplicity and clarity, we surveys the
perlocutionary acts expressed through indicate verbs. The main
speech acts in the administrative text discourse include imperative,

acceptance, and reporting.
3.3. Sub-conclusion of chapter 3

In this chapter, we present the interpersonal function in the
administrative text discourse which is expressed through addressing
in communication. From learning the functions of address in
communication and the factors that govern the use of address in
communication, we analyze the communicative role shown in the
administrative text discourse because any communication cannot be
without the vocative word. By means of address, interpersonal
functions are revealed, namely communicative roles. The
relationship of address in communication depends on each specific
communication context. Addressing in the administrative text
discourse represents the communicative role between superiors and
subordinates; subordinates to their superiors and peer-to-peer. The
interpersonal relationship between the communicators in the

administrative texts is not a close intimate relationship as in kinship
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relationships but a public relationship in which there is a certain
distance in administrative communication. This is the characteristic
of address in administrative texts.

The interpersonal function in the administrative text discourse
is also expressed through the illocutionary force. The illocutionary
force in administrative text discourse is associated with speech acts.
In the administrative text discourse, speech acts are often expressed
in the contents of the text, in particular in the requirements made at
the end of the body of the text. These requirements are the main
speech acts of different types of administrative texts. It can be seen
that the imperative act of the superiors appears quite often in
administrative texts, especially it appears in almost all administrative
texts sent by the superiors to the subordinates. This imperative act
usually includes the suggestions, requests, and directions of the
superiors to the subordinates (or to the organizations, enterprises, and
individuals under the management of the superiors) regarding
contents, events, and jobs that the subordinates (or organizations,
enterprises, and individuals under the management of the superiors)
are required to perform. To have a basis for processing and
evaluating performance results, the superiors can give a timeline for
completing the work. The interpersonal relationships in this

communication are normative, ritualistic, imperative, and observable.
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Chapter 4
TEXT-CREATING FUNCTION OF ADMINISTRATIVE
TEXT DISCOURSE

In this chapter, we present issues related to the text-creating
function of administrative text discourse. The text-creating function
of the administrative text discourse is shown through the features of
the discourse structure; Structure of Theme - Rheme and
organization of discourse content in administrative texts.

4.1. The text-creating function of the administrative text
discourse is expressed through the structure

4.1.1. Regarding discourse structure

Usually, the discourse structure consists of four parts
(opening, body, conclusion, and heading) or three parts (introduction,
body, and conclusion). Depending on the purpose of communication,
the writer will choose the appropriate structure.

4.1.2. Structure of administrative text discourse

The structure of the administrative text discourse is the
arrangement and distribution of the elements of the format and the
text contents in an appropriate way to ensure the legitimacy of the
text. In terms of content layout, it is divided into two types, namely:
prescriptive layout and non-prescriptive layout.

4.2. The text-creating function of administrative text
discourse is expressed through Theme - Rheme

4.2.1. Regarding the structure of Theme - Rheme

Theme acts as the starting point of the message, a means of
sentence development, an element that the writer wants to highlight;
it acts as a framework, the semantic context for interpreting the rest
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of the message. The choice of Theme depends on the factors that
come before and after it. This makes the text coherent on the subject.

4.2.2. Theme - Theory in the administrative text discourse

Surveying the types of Themes according to Halliday's
division, based on the survey data, we realized the appearance of the
title themes. Title themes can be Marked (Clause does not match the
subject) or the Unmarked (Clause matches the subject). For Marked
title themes, we survey Marked title themes indicating time, space,
purpose, circumstances, and process. For Unmarked title themes, we
survey Unmarked title themes that are referred to as specific, defined
objects to name agencies, organizations and Unmarked title themes
as nouns, indefinite noun phrase.

4.3. The text-creating function of the administrative text
discourse is expressed through linkage and coherence

4.3.1. Linkage and coherence in discourse

The meaning and content of the discourse are realized through
linking methods: content linkage and logical linkage.

Text organization depends on many factors, of which
coherence is the decisive factor. Coherence is an essential issue of
discourse analysis, which plays an important role in the organization
of discourse.

4.3.2. Linkage and coherence in administrative text
discourse

Examining the linkage in the administrative text discourse, we
found the appearance of conjugation, iteration and ellipsis.

Coherence in the administrative text discourse has many
different manifestations. In this subsection, we learn about the
manifestation of coherence through cause-and-effect relationships.
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4.4. Sub-conclusion of chapter 4

In chapter 4, we focus on learning about issues related to the
text-creating function of the administrative text discourse expressed
through the organizational features of the discourse structure;
structure of Theme - Rheme; and organization of discourse content in
administrative texts.

As for the structure of the administrative text discourse, we
has found that the layout of the content of the prescriptive, decisive
administrative texts (decisive texts) consists of two parts, the
introduction and the body. The introduction part is the basis for
making the contents of the articles in the body part. The layout of the
content of non-prescriptive, non-decisive administrative texts
(official letters, notices, reports, plans, statements) consists of three
main parts that are closely related to each other to create a complete
whole. It is the introduction, the body and the conclusion. The
introduction part states the reason for the promulgation of the texts;
the body part states the contents to clarify the reasons for
promulgation mentioned above; and the conclusion part is intended
to conclude or emphasize the issues presented in the body.

For the structure of Theme - Rheme, Unmarked title themes
account for a high proportion. In the Unmarked title themes, the ones
used to name the agencies or organizations accounts for the largest
number of all. The title themes coincides with the subject and are
used to name agencies and organizations that appear a lot in
administrative texts, showing the identifying nature of administrative
texts. The use of referential expressions is one of the ways in which
the variety of Unmarked themes is created. Thereby, the connection
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between the Theme - Rheme structures in terms of content is also
shown.

Regarding the organization of discourse content in
administrative texts, we have surveyed the linkage and coherence in
the administrative text discourse. Regarding the linkage, it is the
conjugation, iteration and ellipsis that make clear the relationships of
meaning between sentences. Regarding coherence, the expression of
coherence in the administrative text discourse through the cause-and-
effect relationship explains the causes for problems and events
occurring during the operation of agencies and units. This contributes
to clarifying the accuracy and explicit of administrative text
language. In addition, the expression of coherence in the
administrative text discourse through the argumentative relationship
is reflected in the concluding arguments in the administrative texts.
These arguments are the basis for coming up with possible
conclusions.
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CONCLUSION

1. In the administrative text discourse, the experiential
function is expressed through the transference process, and the
function of logical thought is expressed by methods of creating
isostatic and dependent relationships with the elements in the
sentence. This function provides communication in administrative
texts mainly through various types of process. In addition, the use of
nominalization in the texts is a very effective method to bring a large
amount of information into the argument component of the process;
Accordingly, it helps keep the main structure of the sentence, on the
other hand, it ensures the accurate but simple and easy-to-understand
principle of administrative texts.

2. The interpersonal function in the administrative text
discourse is expressed through the address in communication. The
relationship of address in communication depends on each specific
communication context. Addressing in the administrative text
discourse represents the communicative role between superiors and
subordinates; subordinates to their superiors and peer-to-peer. The
interpersonal relationship between the communicators in the
administrative texts is not a close intimate relationship as in kinship
relationships but a public relationship in which there is a certain
distance in administrative communication. It is the relationship
between the group and the group. This is the characteristic of address
in administrative texts.

The interpersonal function in the administrative text discourse
is also expressed through the illocutionary force. The illocutionary
force in administrative text discourse is associated with speech acts.
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In the administrative text discourse, speech acts are often expressed
in the contents of the text, in particular in the requirements made at
the end of the body of the text. These requirements are the main
speech acts of different types of administrative texts. It can be seen
that the imperative act of the superiors appears quite often in
administrative texts. This imperative act of superiors in
administrative texts clearly shows the interpersonal relationship
among the communicators in the texts. This interpersonal
relationship is normative, ritualistic, imperative, and observable.
Therefore, often in these texts, when making their request, the
issuing agencies use imperative language elements to require the
recipients to comply.

3. The text-creating function of the administrative text
discourse is expressed through the features of the discourse structure;
Theme - Rheme structure and organization of discourse content in
administrative texts. As for the structure of administrative text
discourse, layout of the content of the prescriptive, decisive
administrative texts (decisive texts) consists of two parts, the
introduction and the body. The introduction part is the basis for
making the contents of the articles in the body part. The layout of the
content of non-prescriptive, non-decisive administrative texts
(official letters, notices, reports, plans, statements) consists of three
main parts that are closely related to each other to create a complete
whole. It is the introduction, the body and the conclusion. For the
structure of Theme - Rheme, Unmarked title themes account for a
high proportion. The title themes coincides with the subject and are
used to name agencies and organizations that appear a lot in
administrative texts, showing the identifying nature of administrative
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texts. Regarding the organization of discourse content in
administrative texts, it is the conjugation, iteration and ellipsis that
make clear the relationships of meaning between sentences; at the
same time, the expression of coherence in the administrative text
discourse through the cause-and-effect relationship explains the
causes for problems and events occurring during the operation of
agencies and units. This contributes to clarifying the accuracy and
explicit of administrative text language.

4. By surveying the language of administrative texts at all
levels of local government from the perspective of discourse
analysis, we found that most of the drafted texts ensure the integrity
and completeness; clearly express the views and management ideas
of local state agencies; create interpersonal relationships among
agencies and organizations via texts. This contributes to affirming
the capacity, seriousness and professionalism of the issuing agencies.

5. By doing this research, we found that, during studying
language, it is necessary to study it in relation to extra-social factors,
to associate the language system with the operational process and to
consider it as a communication process. It is necessary to realize the
impact of contextual factors on the process of choosing and using
language of the creators of the discourse. The study of language
needs to realize the basic functions, which are the experiential
function, the interpersonal function and the text-creating function.

6. Some limitations of the thesis and issues to be raised

In any activity, including drafting and issuing administrative
texts, mistakes are inevitable. The limitations in language use in
local-level administrative texts come from many reasons, such as:
legal regulations on language ability by cadres and civil servants; on
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the sanctions on the liability of the subjects who draft, sign and
promulgate and the regulations on examination and appraisal... This
issue needs to be further raised and studied within a thesis.

Drafting and issuing administrative texts is a daily work in
agencies and units of all branches and levels. It can be said that
administrative texts are the legal basis for handling work, performing
functions and tasks of agencies and units. In order to perform the
above function well, it is required that administrative texts drafted
and issued must be of high quality with maximum accuracy not only
in terms of authority, drafting and issuing procedures, but also in
terms of drafting techniques. In which, the accuracy and standards of
the language in the text are of basic requirement. This issue needs to
be raised and further researched.
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