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l. TONG QUAN VE LE TAN NGOAI GIAO

1. Khai niém

1.1. Lé tan ngoai giao
L& tan ngoai giao la tdng hda cac quy dinh
va tap quan vé phép x& suw qudc té dwa trén
co s& ton trong tat cad nhirng gi 1a biéu
treng, dai dién cho qudc gia, dwoc thira
nhan va ton trong
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1.2. Lé tan doi ngoai

L& tan doi ngoai va |& tan ngoai giao co ban gidng nhau vé tinh chat,
vai trd va nguyén tac rng x&, chi khac nhau vé cach van dung nhuw
thé nao cho phu hop, t&c la cé thé linh hoat trong cach thé hién
nhwng nhat thiét phai chat ché trong nguyén tac.

- Béi twong phuc vu cla I& tan ngoai giao hep hon I1& tan déi ngoai.
Lé tan ngoai giao c6 quan hé chd yéu vOi cac vi lanh dao nha nudc
va chinh phu, cac co quan ngoai giao, cac dai str quan va vién chirc
ngoai giao...

- L& tan dbi ngoai c6 quan hé véi cac td chire phi chinh phd nwéce
ngoai, co quan dai dién kinh té, thwong mai, van hoa, xa hoi, tw
thién nwéc ngoai, du khach nwéc ngoai thudéc du loai cdng dE‘)ng cac
dan téc, cac tén gido, nghé nghiép.
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2. Vai tré cua Lé tan ngoai giao
Tl xa xwa dén nay cac nha hoat dong ngoai giao déu
thay ré va céng nhan vai trd cua Lé tan ngoai giao:

-Lé tan ngoai giao tao khung canh va bau khéng khi cho
moi quan hé gitra cac quoc gia.

- Lé tan ngoai giao c gang bdo dam quyén binh dang cho
cac quoc gia.

- Nghi thtre ngoai giao la mot trong nhirng cong cu quan
trong trong cac hoat déng doi ngoai.



l. TONG QUAN VE LE TAN NGOAI GIAO

- Trong thuwc tién ngoai giao, nhiéu viéc da duoc giai
quyét tot, nhiéu kho khan da dwoc vwot qua bang cach
van dung tot cac thé thirc vé L& tan ngoai giao. Thdng
qua nhirng bién phap Ié tan da dwoc cong nhan, nguwoi
ta c6 thé tranh dwoc nhirvng kho khan twéng chirng nhuw
khéng thé vwot qua va tién hanh céng viéc mét cach
thuan loi. C6 thé thay trong moi hoat ddng dbi ngoai, /&
tan ngoai giao la phan it thay nhung ludn déng vai tro hét
strc quan trong, khéng thé thiéu.
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Cé phéi tat cé nhitng ai tham gia hoat ddng dbéi ngoai
déu céan cé hiéu biét vé céng tac 18 tan?

Trong thwe té, tat ca nhirng ai c6 hoat ddng doi ngoai du
& cwong Vi cong tac nao, it nhiéu déu co lam cong tac I1&
tan. Cac vj 1anh dao chi dao cong tac Ié tan, ngoai viéc
cho y kién chi dao vé phwong cham, vé mirc dé don tiép
khach nhwng cling trwe tiép lam nhirng cdng viéc I& tan
cu thé. Ong B6 trwdng chu tri mét cudc chiéu dai ngoai
giao, ra san bay don, tién mot doan khach, 6ng Thd
twéng trong 1& dat vong hoa slra sang lai bang viéng
trwdc khi cdi dau mac niém, vi Nguyén tht quoc gia
dwng lai tredc dbi quan Ky, cui chao trwwdc khi di duyét
doi danh dw.v.v... cling da lam nhirng dong tac lé tan



l. TONG QUAN VE LE TAN NGOAI GIAO

3 . Nguyén tac co’ ban cia Lé tan ngoai giao
3.1. Nguyén tac tén trong Ian nhau
Nguyén tac nay dwoc hiéu la sw tén trong nhirng gi la
biéu trwng cho ddc lap, chd quyén qudc gia cla nhau, tén
trong nhirng dai dién qudc gia cia nhau, tén trong phong
tuc tap quan cua nhau.
Nhirng biéu twong qudc gia gom cé:
- Qudc hiéu: tén goi chinh thirc ciia mét nwdc:
- Quoc ky: c& twong treng ciia modt nwdc;
- Quéc ca (nhac va 1&i): bai hat chinh thirc ciia mdt nuéc,
dwoc hat trong cac dip trong dai;
- Quéc thiéu: nhac cua quodc ca;
- Qudc huy: huy hiéu twong trwng cho mot nwée.
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Céc biéu twong quoc gia mang tinh chat thiéng liéng, 1a
vat twong trwng cho chd quyén qudc gia, tw hao dan toc,
can dwoc xt ly hét stre tran trong va chu dao.

3.2. Nguyén tac binh dang, khéng phan biét d6i xur
Pay 1a mot nguyén tac rat co ban cla luat phap quoc té,
dwoc ghi rd trong Hién chwong Lién Hop Qudc va Céng
wde Vién 1961 vé quan hé ngoai giao.

Khéng phan biét doi x& vé dan toc, van hda, can khac
phuc phan biét doi xr vé mau da, tén gido, tw cao va tw
ti dan toc, lich sw voi khach nwédc ngoai nhwng khong
ngan ngai udbn nan an mac, c chi trai thuan phong my
tuc Viét Nam.



l. TONG QUAN VE LE TAN NGOAI GIAO

3.3. Nguyén tac cé di cé lai:

Nguyén tac nay la hé qua Id-gich clia hai nguyén tac
trén, ham y rang khi mét bén doi x& nhw thé ndo thi bén
kia c6 quyén dap lai nhw vay. Nguyén tac nay dwoc ap
dung trong nhirng tredrng hop mirc dd hwdng cac quyén
wu dai, mién trir ngoai giao rong hay hep.
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3.4. Két hop ludt phédp quéc té véi qui dinh quoc gia
va truyén thong dan toc:

- Theo Phap lénh vé quyén wu dai, mién trir danh cho co
qguan dai dién ngoai giao,, Co' quan lanh sw va co quan
dai dién ija, td chirc quoc té tai Vié"[ Nam ngay 23-8-
1993, cac doi twong dwoc hwéng quyén wu dai mién trov
qui dinh tai Phap Iénh c6 nghia vu:

- Ton trong luat phap va phong tuc, tdp quan cua
Viét Nam;

- Khéng can thiép vao céng viéc ndi bb cua Viét Nam;

- Khéng dwoc str dung tru s& cua co quan va nha & cua
cac thanh vién co quan vao muc dich trai voi chirc nang
chinh thirc cda minh.
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4. Quy dinh vé ngéi th trong co’ quan dai dién ngoai giao,
co’ quan lanh sw va co’ quan dai dién cua to churc quoc té
4.1. Ngwoi dieng dau co’ quan dai dién ngoai giao

- Ngt’rc‘)’i dirng dau co quan dai dién ngoai giao dwgc phan lam
ba cap nhuv sau:

(1) Cap Pai sur.
(2) Cap Cbng sur.

(3) Cép Dai bién (Pai bién lam thoi thwong la ngwoi dieng thay
hai sau Dai sw).
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- Nguwoi dirng dau co quan dai dién ngoai giao chi dwoc coi la
da nham chure khi da trinh chinh thdrc Qudc thw 18n Nguyén tha
quoc gia nwoc tiép nhan.

- Khi t6 chirc hoat ddng néu moi ca Pai s, Dai bién, Truwdng
dai dién cta td chirc qudc té thi xép vi tri theo thr ty: Pai sw,
Pai bién (Iam thoi), Trwdng dai dién cda té chirc qudc té.

- Tuy nhién, khi moi cac co quan dai dién ngoai giao duw cac
hoat déng, ta ciing linh hoat trong cach bd tri sap xép.



. TONG QUAN VE LE TAN NGOAI GIAO

4.2. Ngoi thwr gitra cac vién chwc trong cac co quan dai
diéen ngoai giao dwoc sap xép theo ham ngoai giao nhw
sau:

- Dai sw

- Cong sw

- Tham tan Cong sw

- Tham tan

- Bi thw th&r nhat

- Bi thu thr hai

- Bi thw thir ba

- Tuy vién (Luury: Tuy vién Qudc phong la trwdng hop dac biét,
thuwong dwoc xép sau vi tri nguwdi thr hai hoac thir ba cua co
quan dai dién ngoai giao).
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4.3. Cdc co’ quan dai dién ngoai giao gom:

- Pai str quan (do Pai st ddc ménh toan quyén dirng dau)

- Pai bién quan (do Pai bién thworng tri dieng dau).

Trong thuc tién ngoai giao hién nay, hau hét cac nuoc thiét 1ap
quan hé ngoai giao cap Pai st* va mo co quan dai dién & cap
Dal sir quan.



. TONG QUAN VE LE TAN NGOAI GIAO

4.4. Co’ quan lanh sw gom:
- Téng Lanh sy

- Pho Téng Lanh sw

- Lanh sw

- Phé Lanh su

- Tuy vién Lanh sw.



. TONG QUAN VE LE TAN NGOAI GIAO

4.5. Cach sap xép céac co’ quan dai dién ngoai giao

Trong mot hoat déng doi ngoai cé sw tham gia cua co quan dai
diép ngoai gigo, co quan lanh sw, co quan dai dién cua to chirc
quoc té thi xep theo thu tw:

- Co quan dai dién ngoai giao: la co quan dai dién ngoai giao
cua nuwdc ngoai tai Viét Nam (thwdng tru va khéng thwdng tra).
- Co quan lanh su: Ia co quan dai dién lanh sy nwéc ngoai tai
cac dia phwong.

- Co’ quan dai dién cla td6 chlrc quc“'gc té: la t6 chirc qubc té
thudce hé thong LHQ va to chire quoc té lien chinh phu ngoai hé
thong LHQ tai Viét Nam.
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* Hién nay tai Viet Nam c6 91 co quan Ngoai giao
doan (1 Phai doan, 80 BSQ, 1 van phong hop tac
phat trién cia Luych-xam-bua, 01 VP KT-VH Dai Bac,
08 VP cua cac TCQT va cac CQ LHHQ); 24 TLSQ tai
TP H6 Chi Minh; 3 TLSQ tai Pa Nang.

* Hién nay Viét Nam c6 96 CQBPD Ngoai giao & nuwdc
ngoai (69 BSQ, 4 Phai doan, 1 van phong, 22 TLSQ).



II. MOT SO QUY DINH VE LE TAN DOl NGOAI

1. Pac diem cua lé tan doi ngoai Viét Nam
- An toan, chu dao, trong thi
- Pon gian, thiét thwe
- Mém déo, linh hoat
- Dam da ban sac dan tdc
- Thong nhat gitra Lé tan doi ngoai Dang va lé
tan doi ngoai nha nuoc



. TONG QUAN VE LE TAN NGOAI GIAO

2. Mot so van ban chi dao lién quan den lé tan doi
ngoai:

2.1. Van ban quéc té:

- Coéng wac Vién vé Quan hé ngoai giao, nam 1961.

- Céng wdce Vién vé Quan hé 1anh sw, ndm 1963.

- Cong wéc vé Quyen wu dai va mién trir clia Lién hop
quoéc, nam 1946.

- Cac diéu wérc, hiép wéc quoc té song phuwong va da
phwong khac ma Viét Nam tham gia ky két.
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2. M6t so van ban chi dao lién quan dén Ié tan do6i ngoai:

2.2. Van ban cua Viét Nam:

- Hién phap nwdc Cong hoa xa hoi chi nghia Viét Nam ndm 2013.

- Quy ché quan ly thong nhat cac hoat ddng doi ngoai (ban hanh kém
theo Quyét dinh s6 272-QB/TW ngay 21/01/2015 cua Bo Chinh tri khéa
XI) (goi tat la Quy chée 272) va Hwong dan so O5-HD/BQNTW, ngay
26/3/2019 cua Ban Boi ngoai TW vé viéc thwe hién Quy ché 272 va Két
ludn s6 33 ctia B6 Chinh trj;

- Két luan sé 35-KL/TW, ngay 05/5/2022 cta B Chinh tri vé danh muc
chirc danh, Ch,l'J’C vu lanh dao va twong dwong cua hé thdong chinh tri tw
Trung wong dén co s&

- Quy dinh s6 02-QBi/TW ngay 18/7/2018 cla Ban Bi thw yé [ tan doi
ngoai Déng va Hwong dan 06-HD/BDN, ngay 29/6/2020 vé mot s6 noi
dung cu thé thwe hién Quy dinh 02 vé Lé tan Doi ngoai dang

- Nghi dinh 18/2022/ ND-CP, ngay 18/02/2022 cua Chinh phu veé nghi &
AAi nanai (thav thA Nlahi Ainh 145/201 )
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-Théng tw 05/2017/TT-BNG clia B6 Ngoai giao vé nghi I& doi
ngoai va don tiep khach nuwéc ngoai tai dia phwong

- Luat cac co quan dai dién nwédc Cong hdoa Xa hbdi Chu nghia
Viét Nam & nuwdc ngoai nam 20009.

- Phap 1énh cla Uy ban Thuong vu Quoc héi ngay 12/6/1995 ve
Ham, cap ngoai giao.

- Phép I1énh cla Uy ban Thuong vu Quoc hdi ngay 23/8/1993 ve
Quyén wu dai, mién trir danh cho co quan dai dién,nggai giao,
co quan lanh sw va co quan dai dién cua tdé chirc quoc té tai Viét
Nam.

- Nghi dinh s6 73/CP ngay 30/7/1994 cua Chinh phu Quy dinh
chi tiét thi hanh Phap l1énh vé quyén wu dai, mién trlr danh cho
co quan dai dién ngoai giao, co quan lanh sw va co quan dai
dién cla td chirc qubc té tai Viét Nam.
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- Nghi dinh 136/2007/ND-CP cla Chinh pht ngay 17/8/2007 vé
xuat cadnh, nhap canh cta céng dan Viét Nam.

- Nghi dinh 94/2015/ND-CP cua Chinh phu ngay 16/10/2015 Stra
doi, bé sung mét sb diéu cta Nghi dinh 136/2007/ND-CP ngay
17/8/2007 vé xuat canh, nhap canh clia cdng dan Viét Nam.

- Théong tw 26/2006/TT-BNG ngay 02/8/2006 cua B Ngoai giao
vé Hwéng dan glri va nhan tui ngoai giao, tui 1anh sy clia cac co
guan dai dieén ngoai giao, co quan lanh sw va co quan dai dién
cua td chirc qudc té tai Viét Nam van chuyén bang dwdng hang
khong do BO Ngoai giao ban hanh.
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- Théng tw 03/2009/TT-BNG ngay 09/7/2009 cua B6 Ngoai giao
vé Hwéng dan dich qudc hiéu, tén cac co quan, don vi va chic
danh lanh dao, can bd cdng chirc trong hé thong hanh chinh nha
nwdc sang tiéng Anh dé giao dich di ngoai.

- Théng tw sb6 05/2006/TT-BCA-C11cia B& Céng an ngay
09/5/2006, cac doan khach nwéc ngoai dén Viét Nam cé xe canh
sat giao thong dan dudng.

- Théng tw lien tich 03/2007/TTLT-BCT-BTC-BNG ngay
15/10/2007 cua B6 Cbéng thwong, B6 Tai chinh va B6 Ngoai giao
vé Hudng dan tam nhap khau, nhap khau hodc mua mién thué
tai Viét Nam, xuat khau, tai xuat khau, chuyén nhwong va tiéu
hay nhirng vat dung can thiét phuc vu cho nhu cau céng tac va
sinh hoat cua cac co quan dai dién ngoai giao, co quan lanh s
va co quan dai dién cac tdé chirc qudc té dwoc hwdng quyén wu
dai.
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3. Vé mét so ndi dung lé tan doi ngoai
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3.1. Danh nghia chuyén tham:

+ Tham cap nha nwéc:

La chuyén tham duoc ap dung mirc do nghi I& nha nwéc cao nhat theo
quy dinh vé Ié tadn cua nw&c chu nha.

- La chuyén tham nwéc ngoai clia Doan dai biéu cap cao ctia Bang va
Nha nuwdce ta do dong chi Tong Bi thier hoac Chau tich nwdc dan dau;

- La chuyén tham clia nguyén thd quoc gia nwéc ngoai hodc ngudi dirng
dau dang cam quyén dén Viét Nam theo I&i m&i cua Tong Bi thw va Cha
tich nwéec.

* Poi voi Lao: thdm hau nghi chinh thie
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+ Tham chinh thoece:

- La chuyen tham duoc ap dung cac nghl |é va bién phap Ié
tan thap hon so v&i chuyén tham cap nha nwdc theo quy
dinh vé Ié tan cda nwdc chi nha.

- La chuyén tham nwéc ngoai cia cac doan cap cao Pang,
Nha nuworc ta;

- La cac chuyén tham cla cac doan khach cap cao nuéc
ngoai theo I&i m&i chinh thirc cua LAnh dao Pang, Nha
nwdc Viét Nam;
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+ Tham lam viéc:

La chuyén tham cla tat cd cac cap dé thuc
hién chwong trinh lam viéc da dwoc hai bén f
trao doi, thong nhat va v&i cac bién phap Ié tan NGOAI GIAO
rut gon, don gian hoa; f@ptonaey
+ Tham néi bé: la chuyén tham khéng mang
tinh nghi 1€, thwe hién theo théa thuan riéng
gitba Lanh dao Bang, Nha nwdc ta véi cac doi
tac dé trao doi vé cac van dé riéng trong quan
hé gilra hai bén.

+ Tham c& nhén 1a chuyén tham thwc hién cac
muc dich ca nhan nhw: tham quan, nghi
dwéng, kham, chira bénh...; dong thdi, cling
c6 thé két hop thwe hién muc dich tdng cwdng
quan hé song phwong thbng qua quan hé ca
nhan v&i ca nhan.
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3. 2. Thir tw Ié tan Viét Nam

+ Nguyén tac:

« DPoi v&i cac hoat déng ctia Bang: xép‘ theo chlrc vu trong
Pang, co tinh den chire vu chinh quyén.

» C4c hoat dong clia chinh quyén: Xép theo chirc vu chinh
quyén, c6 tinh dén chirc vu trong Dang.

» Céc hoat déng Qubc hoi: Xép theo chirc vu trong Qubc
hdi, c6 tinh dén chirc vu trong Dang va chinh quyén.
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3.2. Vé ther tw 1€ tan cua Viét Nam dwoc xép nhw sau:

Sl 170 s et Ead i e

Téng Bi thw

Chu tich nwoc

Tha twéng Chinh phu

Chu tich Qubc hoi

Uy vién BO Chinh tri, Thwong triec Ban Bi thuw

Uy vién B6 Chinh tri, Chu tich UBTW Mat tran T qudc Viét Nam
Uy vién Bd Chinh tri, Bi thw TW Dang, Trwdng cac ban dang

Uy vién Bd Chinh tri, Phé Thi twéng Thwdng trwe Chinh pha, Pho
Chu tich Thwdng trwec Qudc hoi

Uy vién B Chinh tri

. Bi thw TW Dang
11,

Uy vién TW DPang, Pho Chu tich nwdc/Pho Thu twdng Chinh
phud/Phé Cha tich Quoc hoi



55
14.
{5
16.
17.
18.
22k
20.
21.
22.
iSE
24.
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Uy vién TW Pang, Trwdng cac ban cia Dang
Uy vién TW Déang, Bd trwdng va twong dwong
Uy vién TW Dang, Phé Truwéng ban BPang

Uy vién TW Déang, Bi thw cac tinh Qy, thanh Gy
Uy vién TW Déang, Th trwdng va twong dwong
Uy vién dw khuyét TW Dang

Pho Trwédng ban Dang, Thi trwdng va twong dwong
Uy vién Uy ban Kiém tra TW

Tro' ly Uy vién B Chinh tri, Bi thw TW Dang
Téng Cuc trwdng va twong duwong

Phé Téng Cuc trwdng va twong duong

Vu trwvdng va twong dwong
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* Péi voi cdc tinh/thanh dy:

- Bi thw tinh/thanh ay

- Phé Bi thw Thuong trwee tinh/thanh ay

- Pho Bi thw, Chu tich UBND, Cha tich HDND tinh/thanh phd

- Phé Bi thw tinh/thanh ay

- Thwdng vu tinh/thanh ay, trwédng cac ban cua dang

- Thwdng vu tinh/thanh dy, Phé Chu tich UBND, Pho Chu tich HDND
tinh/thanh phd

- Tinh ty vién, thanh uy vién, Pho Chu tich UBND, Phé Chu tich
HDND tinh/thanh pho

- 'I:inh ay viép, thanh ay vién, trwdng cac ban, nganh, td chlrc doan
thé, bi thw cap uy quan huyén thudc tinh/thanh uy
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Péi véi cac phu nhan/phu quan cla cac chirc
danh chu chét khi tham gia cac hoat dong doi
ngoai thi dwoc gidi thiéu cung voi chire danh
chi chot

Boi v6i cac chire danh nguyén Lanh dao:
Nguyén chirc danh nao thi xép ngay sau chuc
danh Lanh dao dwong chure do.
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4. Vé cac hoat dong doi ngoai:

- Pon tai Sé&n bay, ctra khau

Lé dén chinh thire
HOI dam

Hoi kién

Ky két

Hop bao

Tiép xuc

Tham quan, thuc té
Chiéu dai
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4.2. Hoi dam:

- La cubc lam viéc chinh thirc gilra
lanh dao déng cap cla hai bén;

- Tuy theo tinh chat, mrc do va noi
dung cua chuyén tham, ngoai hdi dam
réng, co thé bd tri hoi dam hep hoac
gap hep.

_ Hinh thtec hoi dam: ngdi déi dién hai
phia ban hoi dam, trwéng doan ngoi &
vi tri trung tdm ctia méi bén, cac thanh
vién ngoi hai bén trwdng doan theo
thir tw 1& tan tr cao xudng thap

- P&t bién tén bang tiéng Viét va tiéng
nwdc khach (hoéc tiéng Anh);

- Thoi gian: thwong khoang 90 phut.

- Phién dich: ca-bin hoac dich duoi.
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4.3. Héi kién:

- L4 cudc gap g&, trao dbi gitra
lanh dao nw&c ngoai v&i lanh dao
Dang, Nha nwéc ta hoac nguworc lai
trong khuén khd mot chuyén tham.
- Hinh thtre bé tri: hinh thire ngdi
sa-lon.

-Thei gian: téi da khédng qua 45
phut.

- Trong cudc hdi kién, bd tri ngudi
phién dich ngdi phia sau hodc bén
canh hai lanh dao va dich theo
hinh thire dich dudi.

i e
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4.4. Gap g&, tiép xuc:

- La cudc gap gd, tiep xtc gitka khach quoc té voi cac to chire, ca nhan
hoac tap theé.

- Hinh thirc bo tri tiép xuc cé thé ngoi theo ban 1am viéc hoéc sa-long.
Viéc bo tri ngwoi phién dich giong nhw doi véi hoi kiéen.




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

4.5. Ky két, Hop bdo
4.6. Khao sat, tham quan: La hoat déng tim ,hiéu thuwe ,tién cac linh vuwc
hoac thém,di tich lich str, van hoa va danh thang cua dat nwéc hoac dia
phuwong dén tham.
4.7. Tiéc chiéu dai

1)  Québc yén

2) Chiéu dai chinh thirc

3) Tiéc chiéu dai

4) Com than

5) An sang lam viéc, an trwa lam viéc hoac &n tbi lam viéc

6) Tiéc dung

7) Tiéc tiép tan

8) Tiécruwou

9) Tiéctra



II. MOT SO QUY DINH VE LE TAN DOl NGOAI

(1) Qubc yén (State Banquet) 1a hinh thirc tiéc chiéu dai cao nhat danh
cho Lanh dao cap cao nuwdc ngoai thdm cap Nha nwdc dén Viét Nam.
Tiéc chiéu dai nay Ia hinh thire tiéc cao nhat do Téng Bi thw hodc Chu
tich nwéc chu tri danh cho cac doan quéc té ma trwéng doan la nguyén
tha qudc gia hodc Chu tich ddng cam quyén, dong thdi 1a nguyén thu
quoc gia.

(2) Chiéu dai chinh thure (Official Luncheon/Official dinner) 1a hinh thirc
chiéu dai danh cho lanh dao cac dang, dong thoi 1a 1anh dao cac nuwéce
tham chinh thirc Viét Nam.

* T6 chirc Qudc yén va Chiéu dai chinh:

- La tiéc ngoi, thwdng té chire vao budi toi;

- Nhiéu nghi thire trang trong: ¢t qudc thiéu; chii nha phat biéu chao
mirng, trwdng doan khach phat biéu dap tu;

- B4 tri biéu dién nghé thuat.




Il. MOT SO QUY DINH VE LE TAN DOI NGOAI

- C4c ban tiéc can dwoc bai tri sang trong, co bién tén nguwdi tham duw,
sap xép choé ngodi xen ké gitra chl va khach.

- Thwe don Iwa chon can dam bao dung thwc té van héa am thuc Viét
Nam va phu hop voi khach;

- Trang phuc: 1é phuc.

-Thanh phan tham dw: Phia Viét Nam 1a nhirng ngudi tham dw hdi dam
chinh thire, trong trwdng hop can thiét, moi mét sé quan chire, nhan sf,
tri thiee, dai dién cac co quan co nhiéu quan hé voi nwdc khach cung
dw; phia khach gobm: cac thanh vién chinh thirc, modt sd quan chire tuy
tung va mot s6 can bd ngoai giao Pai st quan.

-Lwu y: Trong Qudc yén va Chiéu dai chinh thirc, ngoai viéc dich dién
van va dap ti lic khai tiéc, thwdng bo tri modt sé ngwdi phién dich ngdi
phia sau cac nhan vat quan trong cla hai bén dé phuc vu viéc giao tiép
gitra hai bén.

Thoi gian cho Qudc yén hodc Tiéc chiéu dai chinh thire thuong toi da la
90 phut.



II. MOT SO QUY DINH VE LE TAN DOl NGOAI

(3) Tiéc chiéu dai:

- La tiéc phd bién nhat trong khudn khé mét chuyén thdm, thwdng dwoc
ap dung cho cac doan khach qubc té.

- Tiéc chiéu dai cling thwong 13 tiéc ngdi; ban tiéc dwoc bai tri sang
trong, co bién tén ngudi tham dw, sap xép chd ngdi xen ké gitra chl va
khach; thwc don duoc lwa chon tuy theo mire dé cua doan khach.

- Thanh phan tham dw thuwérng bao gom: Phia Viét Nam 1a nhivtng ngudi
tham dw hoi dam chinh thirc, trong trworng hop can thiét, moi mot sé
quan chtrc, dai dién cac co quan c6 nhiéu quan hé v&i nwdc khach
cung dw; phia khach gém: cac thanh vién chinh thirc, mét sé6 quan
chbec tuy ting va mdét sb6 can bd ngoai giao Pai
str quan.

Thoi gian cho moi cudc chiéu dai thuong tir 60 - 75 pht.




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

(4) Com than: La tiéc gan giong véi chiéu dai, do mét ca nhan hay co
gquan cO quan hé dac biét v&i nwdc khach td chlc danh cho doan
khach, nhwng khong doi héi nghi 1€ nhw chiéu dai. Com than thwong
dwoc té chire tiéc ngdi, nhwng linh hoat vé thanh phan tham dw va bb
tri vi tri ngoi cta hai bén.

(5) An séng lam viéc, &n trura lam viéc hodc &n toi lam viéc: La tiéc ngoi
va la tiéc vira an, vira trao ddi cong viéc. Doi vai tiéc nay, xép chd ngoi
xen ké gilra chu va khach.

(6) Tiéc dirng (buyp-phé): Thwérng duwoc bd tri cho nhirng cudc cd dong
ngwdi tham gia, trong budi tiéc, nhirng ngwei tham dw cé thé giao lwu,
trao doi.




Il. MOT SO QUY DINH VE LE TAN BOI NGOAI

5. Vé stir dung cac biéu twong quoc gia

5.1. Quoc hiéu:

Quoc hiéu la tén goi chinh thirc cia mét nwérc:

VIET NAM DAN CHU CONG HOA (tir 1945-1976)

CONG HOA XA HOI CHU NGHIA VIET NAM (tir 1976 dén nay)



II. MOT SO QUY DINH VE LE TAN DOl NGOAI

5.2. Qudc huy:
- Quéc huy Ia huy hiéu hodc hinh twong twong trung
cho moét nwoc




Il. MOT SO QUY DINH VE LE TAN BOI NGOAI

Treo quodc huy: §
- Pha Chu tich, Tru s& Chinhg
phu, Tru s& Quodc hoi oot
- Tru s& cac Bo, UBND céc c& ]l

- Co quan dai dién Ngoai glao, [ 1) REUG AR
& nwdc ngoai T




II. MOT SO QUY DINH VE LE TAN DOI NGOAI

Ruwdc Quoc huy
v/ Mit tinh t6 chire ngay 1-5, 2-9
v" Ngay |é trang trong cla dat nuwéce




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

In qudc huy S —
= Huan, Huy chuong, Bang khen =
Clia CTN, TTgCP

= Quoc thw, Uy nhiém thuw

= Coéng ham, thiép mdi, phong bi
Cua CTN, TTgCP, cac B6 S

= Danh thiép, thiép mei, phong bi
Clia CTUBND cac cap, Pai st quan,
Toéng lanh sy quan

= Ho chiéu

TANG :
HUAN CHUONG DOC LAP
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II. MOT SO QUY DINH VE LE TAN DOl NGOAI

5.3. Qudc ky:
Qudc ky 1a biéu turong cho mét quéc gia




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

Kich thwdc, mau sac qudc ky
- “Quéc ky nuwée COéng hoa Xa héi Chu nghia Viét Nam hinh
chi¥ nhat, chiéu rong bang hai phan ba chiéu dai, nén da,
co ngdi sao vang ham canh”
(Didu 141, Hién phap 1992)

*




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

Treo quoc ky:

Co quan nha nuoc

Lwe lwong vi trang, cra khau qudc té
Tai hoi treong, phong hop, phong khach
Ngoai nha nhirng ngay |é tét

Treo hay mang di tuan hanh, mit tinh...
Ky niém Quéc khanh nwdc ngoai

Lé tiép don cac doan dai biéu nwdc ngoai



II. MOT SO QUY DINH VE LE TAN DOl NGOAI

Céch thire treo quoc ky

Theo chiéu ngang, canh sao quay thang lén trén
Theo chiéu doc cdnh sao quay vao bén trai (nhin
tr ngoai vao)

Co Viét Nam bén Phai, c& nwdc khach bén trai
Treo d6 cao bang nhau

Kich thwéc bang nhau



II. MOT SO QUY PINH VE LE TAN DOI NGOAI

Céach treo quoc ky:
®» Theo chiéu ngang, mét canh sao quay lén phia trén
®» Theo chiéu doc, phia trén sang trai




Il. MOT SO QUY DPINH VE LE TAN DOl NGOAI

** Kém anh lanh tu




Il. MOT SO QUY DPINH VE LE TAN DOl NGOAI

* Treo c& Dang va cd Té qudc

LM CHEF-HANH 'F.‘.l!'l.: (hictil
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II. MOT SO QUY DINH VE LE TAN DOl NGOAI

* Treo hai c& hai qudc gia cung mét lic




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

% Treo c& nhiéu qudc gia cuing mét luc




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

Quoéc ca

- “Quobc ca nuée Cong hoa xa hoi

Chu nghia Viét Nam la nhac va loi
bai “Tién quén ca”
(Diéu 143, Hién phap 1992)

7 één guén ea -

(QUOC CA)

Nhlp di - Hing manh & Nhae va loi: VAN CAO
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Doan quan Viét Nam dichung long cttu quéc.Budc chan
(Poéan quén We't) Nam di sao vang phap phéi. Dat giéng
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Nam ta ving bén. Doan quéan Viét...
Nam ta  ving.. bén.




II. MOT SO QUY DINH VE LE TAN DOl NGOAI

S& dung Québc ca:

< Lé chao c&

% L& tiet chinh thirc clia lanh dao Bang, Nha nwéc, Chinh
phu, Quoc héi va Mat tran T qudc

% L& don cac vi dirng dau Bang, Nha nuwéc, Chinh ph,
Quoc hdi cac nwdce

% Khi cac vi lanh dao Bang, Nha nudc di tham nuwdc ngoai.



IIl. QUY TRINH PON TIEP KHACH NUOC NGOAI

THAM DPIA PHUONG

« Khéach nwéce ngoai thdm dia phwong gom:

- Cac doan khach cap cao clia Pang, Nha nuwdc va cac co
quan TW dén tham dia phwong.

Céac doan khach qudc té cla dia phwong.

- Cac co quan dai dién nwéc ngoai tai Viet Nam, cac doanh
nghiép nwoc ngoai tai Viét Nam.



lIl. QUY TRINH DON TIEP KHACH NUO'C NGOAI

THAM DIA PHUONG

2. Phan loai cac hoat dong
- Pon/Tiép khach
- H6i dam/Hoi kién/Lam viéc
- L& ky/Lé cong bd
- Chiéu dai/Tham dw chiéu dai
- Tham quan thuc té



lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

3. Nguyén tac xay dwng ké hoach
- Xac dinh cac muc tiéu cua sw kién
- Mrc d6 don tiép/td chire
- Thanh phan tham dw
- Pia diém
- Lich trinh
- Kich ban
- Kinh phi



lll. QUY TRINH PON TIEP KHACH VA TO CHUC SU KIEN

3.1. Xay dwng chwong trinh
- Xac dinh mdc do td chire/don tiép
- Lam viéc v&i doi tac dé tim hiéu ké hoach
- Xac dinh cac hoat dong
- Xay dwng lich trinh chi tiét (ngay, gi®, thdi gian di chuyén,
phuwong tién)
- Chi tiét héa cac hoat dong (kich ban, thanh phan, phién
dich, trang phuc, dia diem)

- In chwong trinh (cudn khd A5)



lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

3.2. Chuan bi néi dung
- Tai liéu co ban (vé nwdc khach, doi tac, tinh hinh hop
tac...)
- N6i dung phat biéu ctia Lanh dao.

- Cac van ban thpé thuan h,c_yp tac (MOU,, Hiép dinh,
Thoa ‘thuén...)., Néu dée ki két trong Chuyén, tham, hai
bén can hoan tat cac van ban nay trwd'c chuyén tham.



lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

3.3. Ké hoach truyén théng
- Pham vi: Bao nhiéu bao, dai truyén hinh, tin
- Tan suat: Trudec, trong, sau
- NOi dung: Nhirng ndi dung chinh sé dwa
- Hinh thire: Hop bao, phdng van, tin, bai, anh
- Théng céo bao chi: tiéng Viét, Anh



lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

3.4. Bon, tiép khach
* Kiém tra cong tac chuén bi:
- Trang tri: c&, hoa, phéng, bién tén
- Hinh thirc: 1am viéc, tiép salon
- Phong doii
- Thanh phan phia chd nha
- Phong vién, phién dich
- Ché ngoi.
- Kich ban (don tiép, lam viéc)
- Trang phuc :
- Phién dich (dich dudi, cabin)
- Giai lao/ Tea- break



lll. QUY TRINH PON TIEP KHACH VA TO CHUC SU KIEN

* Chuwong trinh, kich ban:
- T6 chirc don khach: ngoai sanh, ctra xe, phong tiép
- Chup anh lwu niém (co thé trwdc hodc sau bubi tiép)
- On dinh chd ngoi
- Chu nha phat biéu chao mirng
- ]'rwé’ng doan khach phat biéu dap ttr va ndi dung trao
doi
- Chud nha phat biéu néi dung trao doi
- Trao dbéi thao luan
- Chd nha phat biéu két thuc cudc tiép
- Trao qua, chup anh lwu niém
- Tién khach



lIl. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

3.5. Ky két
- Nguoi ky
- Nguwoi chirng kién
- MC, phién dich
- Nguwoi phu ky
- Do ky, c& ky
- Van ban ky
- Hinh thire ngoi ky:
- Chuc rwou sau lé ky



lIl. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

Co nwéc khach @ .C(‘J’ Viét Nam

Lanh dao khach chirng kién 1€ ky Linh dao Viét Nam chimg kién 1€ ky

Nguai ky phia khach ] () Nguiky phia Viét Nam

Ban ky

Phéng vién




Nguoi ky phia khach

CJ

DPoan khach

Co nwdc khach @

Lanh dao khach

@ Co Viét Nam

Lanh dao Viét Nam

Ban ky

Nguwoi ky phia Viét Nam

CJ

Phéng vién

weN RIA ueoq




lll. QUY TRINH PON TIEP KHACH VA TO CHUC SU KIEN

3.6. T6 chirc chiéu dai

* Céng tac chuéan bi:

- Dia diém: Nha khach, khach san, nha hang

- Hinh thirc: tiéc trwa, tiéc toi, buffet

- PO an: Moén dan toc, Au, A, hdn hop, an kiéng
- Trang tri: hoa,

- So do chiéu dai, bang tén, thwc don

- Chuc ruvou

- Phuc vu mén an

- Xt ly cac tinh hudng: thiéu khach, thém khach, khach dén
muon, mon an khéng phu hop...



lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

3.6. Chiéu dai
* Tham duw chiéu dai:
- Kiém tra théng tin giady moi: thdi gian, dia diém
- Khang dinh tham du
- Kiém tra yéu cau trang phuc
- Pén dung gi®, mang theo giay moi
- Mang theo danh thiép
- Khdéng ngoi trwde khi chi tiéc ngoi
- Quan sat xung quanh dé rng x&/ st dung dung cu
- Khéng binh luan vé do &n, do udng trong bira tiéc
- San sang tham gia cau chuyén trén ban tiéc



lll. QUY TRINH BDON TIEP KHACH VA TO CHUC SU KIEN

% Ban tron ngdi mot phia

PHONG

73



ll. QUY TRINH PON TIEP KHACH VA TO CHUC SU KIEN

< Ban tron ngdi hai phia

PHONG
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lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

<+ Ban dai ngdi hai bén

PHONG
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lll. QUY TRINH PON TIEP KHACH VA TO CHU'C SU KIEN

% Ban dai ngdi hai dau

PHONG
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lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN
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lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN
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lll. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

< Ban dai két hop ban tron + van nghé

79















lll. QUY TRINH BDON TIEP KHACH VA TO CHUC SU KIEN

*Lwu y khi duw tiéc:

- An d6 Au: Tay phai dung dao, tay trai dung dia. St dung
dung cu theo th tw tir ngoai vao trong.

- Lay khan lau, lay banh & bén trai/ bang tay trai. Cam ly
nwéc/ reou bang tay phai.

- An dén dau cat dén day. Khong cat vun thirc &n trén dia
roi an.

- Khan an dé trén dui, hodc cai dwdi dia 16t.

- Khi roi dao gTa, khan an, khong cul xuodng nhat ma hay
goi phuc vu doi cho d6 maoi.






Chua an xong (Kiéu Chau Au)

Chua an xong (Kiéu My) Pa an xong (Kiéu My)
86



lIl. QUY TRINH PON TIEP KHACH VA TO CHUC SU KIEN

3.7. Qua tang
- Hinh thtrc trao: truc tiép, qua lé tan
- Théi diém tang:
= Sau lam viéc
= Sau chiéu dai
= Trwdc khi vé nwéce
- Gi®i thiéu vé y nghia, gia tri phi vat chat ciia mén qua
- Danh thiép, phong bi
- Nhat ky qua tang



lll. QUY TRINH PON TIEP KHACH VA TO CHUC SU KIEN

3.8. Tham quan, di dia phwong

- Kiém tra chwong trinh trwdc khi di

- Phuong tién

- Thanh phan (tach doan)

- Ché nghi doc dwdng (di qua 2 tiéng, co hoat ddng
nqay..:)

- An udng, chi phi tham quan

- Tiép xuc

- Phoi hop véi dia phwong

- X ly trwdng hop khan cap



lIl. QUY TRINH DON TIEP KHACH VA TO CHUC SU KIEN

* M6t s6 lwu y khi don tiép khéach

- Tw tin, linh hoat, c&i m&

- Chi tiét tao I&n sw chuy@n nghiép

- Rén luyén k¥ nang giao tiép

- Xay dwng mang lwdi quan hé

- Hiéu rd vé gia tri cua thoi gian

- Chia sé théng tin

- Tranh dé xay ra céac tinh huéng gay bat ng®, ngac nhién, kho
chiu, gian doan

- Ludn dwa ra cac vi du, dat minh vao cac vj tri khac nhau, dam
bao vi tri cho moi ngu o



IV. KY NANG GIAO TIEP POl NGOAI

1. BO tri ché ngoi

- Trong & tan ngoai giao, viéc sap xép chd ngdi [ mot van dé hét
strc quan trong. Thwe chat, diéu cot yéu nam trong van dé ngoi
ther.

- B6 tri ché ngdi giup dam bao cho mot sw kién dién ra cé td chire,
trang trong, thé hién Iy do, muc dich cta budi I1& va thé hién théng
diép, y do cla nguwdi td chirc.

- Vi tri cac ngbi thr cang ré thi nha tdé chirc cang han ché dwoc
nhi¥rng sai sét va phat sinh trong viéc bo tri chd ngoi.



IV. KY NANG GIAO TIEP BOI NGOAI

2. Vi tri danh dw

Trong cudc gap go
cua cac nhan vat
ngoai giao, bén phai
lubn dwoc cong
nhan la vi tri wu tién.




IV. KY NANG GIAO TIEP POl NGOAI




IV. KY NANG GIAO TIEP BOI NGOAI

e Nguwoi lai xe bao gi® cling phai d6 xe phia ngudi
khach chinh ngdi, trwdc clra nha khach, clva ga...
dé khach xudng xe la trwc dién véi chi nha don
khach va la ngudi bat tay chi nha trwdce tién

e DOi v&i khach quy, thuwdng bd tri nguwei dirng tai
cho dé m& clra xe va dong clra xe cho khach



IV. KY NANG GIAO TIEP DOI NGOAI

4. Vi tri phién dich:

Trong cac budi toa dam hodc chiéu dai: trong hoi dam
va cac cudc chiéu dai ma chd khach ngoi doi dién
nhau thi phién dich thwérng bo tri & bén tay trai cha va
khach chinh

Néu ngdi ban tron ma khong bo tri phién dich ngoi
phia sau thi bo tri gi(bta khach chinh va phu nhan chu
nha, gilta chu chinh va phu nhan khach tham



s
|

=
."..l.u r
7]
=
k2l
=







IV. KY NANG GIAO TIEP BOI NGOAI

5. K§ nang giao tiép:

* Chao hoi, gidi thiéu

- Khi chao can té thai do dung mwc, than thién va ton trong nhau.
- Nguoi it tudi chao nguoi cao tudi trwée, ngudi co dia vi thap
chao ngu’(‘)’[ co dia vi cao hon trwdc. Néu gilra nhirng nguwoi co
cung do tuoi, dia vi xa hoi twong dwong thi nam nén la nguoi
chao phu nir trwoec.

- Nguoi tr ngoai phong bwoc vao chao nguwoi trong phong.
Nguwol moi dén chao nguwoi dén trwoc.



- Khi dang ng0i, chao khach hay dap lai & chao clia nguwdi khac
can dirng day, nhwng phu nhan cé thé van ngoi va chao dap lai,
tuy nhién doi véi nguwdi cé chirc vu cao, nguwdi Ion tudi, ngudi
dwoc kinh trong rat nén dirng day.

- Khi chao khdng ngdm thudc 14, khéng dut tay vao tui, khdng
chao khi dang an hoac nhai keo cao su.

- Khi chao khdng nén d6i md, non; Phu nir co thé doéi ma, non khi
chao; Khdng mang gang tay khi bat tay, phu ni c6 thé mang gang
tay dang —ten khi bat tay.

- Ngwoi dwoc chao co can chao dap lai.



IV. KY NANG GIAO TIEP BOI NGOAI

* Gioi thiéu:

- Gioi thiéu ngudi co chire vu thap véi ngudi cé chire vu cao.

- Gi®i thiéu nguwdi tré véi ngudi Ion tudi.

- Gi¢i thiéu nam voi nir.

- Gii thiéu dong sw, can bd, nhan vién cta minh véi khach.

- Khi gi¢i thiéu, noi tén va chirc danh nguwoi minh gidi thiéu voi
Khach, sau do la tén va chirc vu khach v&i ngwol minh gidi thiéu.
- ,Khi gioi thiéq moét ngudi véi Lanh dao cap cao hodc nguwdi noi
tieng thi‘ chi can gidi thiéu ngwdi minh gi&i thiéu véi khach ma
Khong can noi tén va chwc vu hay chirc danh khach.

- Khi gi¢i thiéu nhiéu ngyﬂb’i v®i khach, nén theq ther tw, gidi thiéu
tr nguoi co ght'fc cao dén ngu’b’i’ coO chue vu thap, nlr trwdc nam,
nguwoi I&n tudi trvdc ngudi treé tudi.



IV. KY NANG GIAO TIEP BOI NGOAI

* Xwng ho:

- Your Excellency/ Your Honorable/ Ngai
- Your Majesty/ Your Royal Highness/

- Sir /Ngai

- Mr. Ambassador/ Minister

- Ngai B6 trirang/Ngai Dai s

-Ong / Ba

- Pong chi



IV. KY NANG GIAO TIEP POl NGOAI

Cach trao danh thiép Cach nhan danh thiép
- Pé danh thiép ¢ noi dé lay|- Nhan bang hai tay
nhz“i’t (tui ao tl‘é’ﬂ) - Ciii dau chao vé huwéng danh
- Lay danh thiép khi gap khach |thiep
hang. - Pé danh thiép trén ban, ngay
- Phai trao trwdc mat, phia tay |trwdc mat.
phai cua khach. 9 - Néu khédng c6 ban, sau khi nhén
- Nén djmg hai tay deé trao|ban n§n bo danh thiep vao tui
danh thiéep hoac so tay.

- Khong nén am tham dé lén|- Khong nén cho danh thiép vao
mat ban tui quan hoiac vra cam, vira man
- Vira trao, vira noi meé hoac xem di, xem lai nhiéu lan.




IV. KY NANG GIAO TIEP DOI NGOAI

* Bat tay:

- Khi bat tay nén td thai dd& niém né, than mat, chan thanh
nhwng khéng sudng sa, siét tay vira di chat dwoc coi la phi
hop.

- Mat nhin huwdng vao ngwdi minh chao, nguwdi minh bat tay,
than mat, dau hoi nghiéng vé phia ngwdi do, nhwng khéng
cui gap nguwoi mot cach khum ndam.

- Néu 1a ngudi co6 quan hé gan gii va than tinh, gitra nam
gi&i v&i nhau co thé siét chat hon binh thuwdng va git it 1au.
Néu bat tay nir thi nén nam vira phai, nam gi®i khi bat tay nov
gi&i khédng nén siét chat



IV. KY NANG GIAO TIEP BOI NGOAI

* Bat tay:

- Chd nha cha déng bat tay tirng ngwdi khach. Trong trwdng
hop clng chong tiép khach, nguwdi phu ni* can niém né va
cha déng bat tay khéach.

- Chao hai va bat tay lan lwot, ngudi dén trwde bat tay trwdrc,
dén sau bat tay sau. Khong dwa hai tay bat hai nguwdi cung
mét luc. Khéng bat tay nguwdi no chéo qua ngwodi kia hodc
vira bat tay vira ngodnh mat di.

- Khi chao héi mot nhom ngudi, khi chao va bat tay nén bat
tay tat cd moi ngwoi trong nhom do, dirng dé sét nguwdi nao
dé gay hiéu lam c6 sw phan biét.



IV. KY NANG GIAO TIEP BDOI NGOAI

* Bat tay:

- Khéng chd ddng bat ngwi cao tudi hon, nguwdi co chire vu
cao hon, cac chirc sac tén gido, khi ngwoi dé chi dong bat
tay mai bat tay dap |1é.

- Khéng bat tay qua lau, 1ac manh, Iac nhiéu lan, nhat 1a khi
bat tay phu niv.

- Khéng ding trén bac thang dé bat tay nguwdi dirng dudi
bac thang hoac dirng trong clra bat tay ngwdi ngoai clra.

- Chao hai, néi chuyén can tranh nhirng ct chi va tw thé bat
nha nhw ngo nguay ngwdi, ngoay tai, can mong tay, nho rau,
rung dui, rung chan...



IV. KY NANG GIAO TIEP BOI NGOAI

* Bat tay:

Chwa quen biét thi khdng nén chi ddng bat tay khach. Nén
cho nguoi gioi thieu hay tw minh chu déng gi&i thiéu lam
guen roi moi bat tay.

- Khi ¢6 nhiéu nguwdi cung gio tay cho minh bat, can cha bat
tay trwdc nguoi co cwong vi cao, nguwoi lon tudi. Gap ban
than quen khéng nén bat tay qua lau dé nguwdi khac phai ch&
doi.



IV. KY NANG GIAO TIEP BDOI NGOAI

* Om hén:

- O mot s6 nwdc, dic biét 1a @ Chau My Latinh co thoi quen
om hon khi gap nhau va khi tam biét.

-Trong giao tiép xa giao, &m hén nguwdi ta thwérng chi ap ma
vao nhau, lan lvot ca hai ma va vdi vong tay 6m ho.

-Khi gap nhau, khi mét ngwoi véi hai tay dang rong nhw mot
dong tac don chao la mét cr chi mudén dm hén va dbi tac
clng can dap lai bang dong tac twong tur.



IV. KY NANG GIAO TIEP BDOI NGOAI

* Trang phuc:

- Poi v&i nhivtng nguwdi ta méi gap lan dau hay nhirng ngudi
khac nwdc ngodi ma ta it co dip giao tiép, trwdce tién ho danh
gia chung ta qua dang vé bé ngoai, do do chung ta can phai
tao cho ho mét an twong tot vé ban than.

- An mac thich hop la biét cach cw x& nén phai tinh dén tap
quan cla tirng moi trwedng xa hdi hodc nghé nghiép, phai tinh
dén cwong vi va tudi tdc cua tirng ca nhan ciing nhw hoan
canh cu thé.

- Poi v&i mét hoat ddng chinh thirc can thong nhat trwdc trang
phuc thich hop va ghi rd trén giay moi (1& phuc, thwdng phuc).

- Néu dén mét noi la, nén tham khao co quan phu trach I& tan
& noi do dé co trang phuc phu hop



IV. KY NANG GIAO TIEP bOI NGOAI

*Lwu y khi chon trang phuc:

- Chon cac mau don, vest (Sang mau mac ban ngay, toi
mau mac bat ky thoi diem nao)

- Chon cac mau toi hodc trung tinh (Mac trong tang |&: toi
mau)

- Nam khéng nén st dung 4o khoac mau trang, dd

- Chon vest, ao khoac khong nén c6 qua 3 cuc. Khéng bao
gio’ cal cuc duwoi cung



IV. KY NANG GIAO TIEP DOI NGOAI

- Tat phu hop v&i mau quan va giay.

- KHONG BAO GIO Bl TAT TRANG véi GIAY BEN.

- Chu y gilr sach giay

- Pau téc gon gang.

- Phu ndr nén Iwa chon trang phuc phu hop v&i co thé, tinh
chat sw kién va vai tro caa minh.

- Mang giay phu hop véi tinh chat cong viéc va sy kién



IV. KY NANG GIAO TIEP BOI NGOAI

- Khéng mac ao so mi co in hoa tiét trang tri loe loet

- Khéng mac ao vest qua rong hoac qua chat

- Khdng mac céac loai vai co thé nhin xuyén qua

- Khéng dwoc quén tat: cd nam va niy

- Khéng di cac loai giay, dép hd ngén chan

- Khéng str dung céac loai trang strc phat ra tiéng déng



IV. KY NANG GIAO TIEP BDOI NGOAI

* Giao tiép qua dién thoai:

- Can sl dung t ng® lich sw va phat am chuan, tranh néi
qua to/ qua nhé/ qua nhanh/ qua cham.

-Doi v&i cudc goi l1an dau, 1&én gidi thiéu rd minh 1a ai, dwoc
al gioi thieu va ly do cudc goi.

-Str dung ngdn ngl/ xwng hé phu hop, lich sw. Kiém ché
cam xuc trong moi tredng hop.

- Khi trao doi bang ngoai ngtk, can héi rd lai nhirng tlr minh
khéng chac dé dam bao khéng hiéu sai ndi dung cudc goi.
-Chao hoi/ cam on truwée khi cup dién thoai.



IV. KY NANG GIAO TIEP DOI NGOAI

* Giao tiép qua email:

- Chao haéi, gi¢i thiéu rd vé ban than khi viét,thu lan dau.
Nén gioi thieu xem minh dwoc ai gioi thieu de lién hé.

- NOI dung ro rang, nén chia thanh cac doan khac nhau
néu email co nhiéu vy.

- Ludn c6 cau chao va cdm on khi két thac email.

- Kiém tra k¥ chinh ta/ file dinh kém trwde khi gl

- Khéng gtri email chi co file dinh kém ma khdong c6 ndi
dung.




IV. KY NANG GIAO TIEP BOI NGOAI

Mot s6 yéu cau doi véi can bd lam cong tac Ié tan doi
ngoai:
+ Can nam rd luat phap qudc té, dwérng 16i, chd trwong,
chinh sach cua bang, Phap luat cua Nha nuwéc va cac
quy dinh vé déi ngoai.
+ Clng nhw moi can bo lam cong tac doi ngoai, can b6
lam cong tac |é tan phai tinh théng chuyén mén nghiép
vu, thanh thao ngoai ngir.
+ Vé pham chat chinh tri: Nguwdi lam céng tac & tan
thwdng tiép xuc véi ngudi nwdc ngoai, dodi khi lai phai x&r
ly cac van dé lién quan dén quyén, lgi ich cla qudc gia,
dan tdc, vi vay phai tuyét doi trung thanh véi To quoc;



IV. KY NANG GIAO TIEP DOI NGOAI

+ VVé dao dirc, 16i song: Ngudi lam cong tac 1& tan thwdng
tiép xuc cac van dé lién quan dén vat chat vi vay can
thwe hién can, kiém, liém, chinh, biét coi trong tai san
cia Nha nwéc, khdng dé cac van dé "loi ich vat chat"
lam gidam gia tri tinh than cha ngwdi can bd va lam anh
hwédng khéng tot dén doan két ndi bo.

+ \Vé tac phong, phuwong phap lam viéc, can bd 1& tan
can:

- Tinh than quan xuyén céng viéc, khéng coi thwdng viéc
nhd, khdng chl quan doi véi nhivng viée thuwdng lam.



IV. KY NANG GIAO TIEP DOI NGOAI

- Di sau, di sat, cu thé, nghe tan tai, thay tdn mat do 1a
nhirng tdc phong va phwong phap cong tac khdng thé
thiéu dwoc & ngudi can bd lam cong tac & tan.

- Khan trwong nhanh nhen, nhwng binh tinh khéng voi
vang, dang hoang, chixng chac nhwng khong khénh
khang, kénh kiéu.

- Than trong nhwng khdng rut ré, khiém ton nhwng khéng
tw ti, linh hoat nhwng dam béo nguyén tac.



TRAN TRONG CAM ON!



