TU LIEU GIAO DUC VA REN LUYEN
KY NANG THU'C HANH XA HQI
“Chao mirng 10 niim ngay thanh lap Tong Poan Sao Bic Pau
HOA 10 MUA TOA SANG

KY NANG HOAT PONG TAP THE
Huynh Toan
Téng trwéng — Tong Poan Sao Bic Piu
Truwéng khoa Hudn luyén ky ning

CHU PE : MAT THU

1. Khai ni¢m:

Mat thu 1a mdt dang thong tin dac biét duge qui uwdc dudi dang ky higu. béi
vO1 mat thu, nguoi truyén va nhan phai dugc quy udc trude cach gidi va theo mot
quy tac nhat dinh. Trong hoat dong k¥ nang da ngoai, mat thu thuong dung trong tro
choi 16n, tro cho1 dém...

Mat thu gitip cho chiing ta rén luyén tinh suy luan, phan doan, tinh kién nhan,
cach tap trung y chi, phan xa tot, c6 tri nhé lau. ..

2. Cach soan va giai mat thu:

Mudn soan va giai mot loai mat thu chung ta phai nim k¥ cac nguyén tic quc
ngir dién tin. V& dau thanh, dau mii... dong thoi phai hiéu va thude cac quy dinh
trong khi soan va giai mat thu.

MBoi chiing loai mat thu déu phai c6 3 phan nhu sau:
2.1. Ban viin goc:

bay 1a nd1 dung chinh ctia ban tin, can phai soan ra trudc d€ chuyén sang mat
ma cho chinh xac (ngan, gon).

2.2. Chia khoa:

La mot phuong tién dung d€ gidi ma, tim ra ndi dung cua ban van goc, nén khi
viét can phai ngan, gon, chinh xac, rd rang, hop 1y ding nhu nhiing gi da quy udc.

2.3. Bin mat ma:

La mdt ban tin dugc ma hoa tir ndi dung gbe dé chuyén cho ngudi nhin dudi
dang ky hiéu.



3. Gi6i thiéu mét s6 dang mat thw thong thuwong:
Pay l1a nhiing dang mat thu don gian gidi thiéu dén cac ban dé tham khao.
3.1. Mat thw xé rap:

- Loai mat thu nay rat don gidn dé st dung, chi can viét 1én to gidy, sau do cat
o1 ra tung manh giao cho nguoi nhén rép lai.

Luu y: Viét theo qudc ngir dién tin.
3.2. Mat thu doc nguge:
- Chia khoa (dugc ngoc)

- Loai mat thu nay cling rat don gidn, rat dé sir dung, c¢6 rat nhiéu dang dé viét
nguoc.

3.2.1. Dang A: Poc tir bén phai qua:
Vi du: Chia khoa (dugc ngoc)
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(Pi vé huéng Pong).
3.2.2. Dang B: Poc tur dudi 1én
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(di vé hudng Dong)

Chia khoa: Pugc ngoc
4.2.3. Dang C: Poc tir bén phai qua chir viét:

Vi du: Mat nhiéu mang nguoi gap duong dau theo Di.



Chia khoa: Pugc ngoc
TAt ca khoa cua dang mat thu nay co thé goi la “dugc ngoc”
3.3. Mat thu chudng:

Loai mat thu nay ciing rat don gian mau tu dugc thay thé bang nhitng khung
chudng. Mat thu chudng c6 rat nhiéu dang khung khac nhau, chiing ta thuong goi la
chuong bo — chudng bo cau...

* Dang chuong bo:

Khi dau chdm nam & phia nao cta khung chudng thi mau tu nam & phia do.
Moi khung chuong déu c6 2 mau ty, dau cham la dau xac dinh cho ta biét dé la mau
tur nao.

3.4. Mat thu lugn song:

bay 1a mot loai mat thu duge quy dinh chir léy, vai chir bé di theo ky hiéu
luon song. Mudn soan loai mat thu nay, nguoi soan phai soan trudc ndi dung. Cach
soan ciing rat don gian ¢t 1 dong trén 7 chit thi dong dudi 8 chit, ma trén 8 chir thi
dong dudi 9 chir...

Khi soan danh cho ngudi méi choi mat thu nén soan 2 dong 1a du, luu y dé
cho nguoi choi dé nhan dang, thi chia khoa nén c6 ky hi¢n luon song.

3.5. Mat thu toa do:

Pay 1a mot loai mat thu viét ra bang ky hiéu tung — hoanh. Hai truc nay xéac
dinh cho ta biét nhitng mau tu nam & vi tri nao. Khi soan phai v€ ban ky hiéu ra
trudce, sau d6 mai thuc hién ndi dung mat thu. Pay 1a loai mat thu tuong d6 khé phai
chu ¥ k¥ dén khoa giai loai mat thu nay phai di tir truc tung rdi méi t6i truc hoanh.
Pay la ban mat thu toa do.

3.6. Mat thw so thay chir:

Pay 1a mot loai mat thu rat kho ma ciing rat dé&, khé hay dé do nguoi soan va
dat khoa giai, vi khoa giai dat khong hop 1y hoac qua phuc tap thi khoé giai, c6 khi
ngudi nhan khong giai duoc, nhu vy mudn giai mot mat thu dudi dang nay phai 1ap
ra mot ban mau ty c6 nhiing con sé kém theo, vi cir mdi con s6 déu twong tmg véi 1
mau tu, nhu vay khi soan thao lay ra 1 con sb tuong ting véi ndi dung ma minh can
soan. Khi soan xong ndi dung ta phai cho 1 khoa giai hop 1y dé nguoi nhan tir d6
suy ra nhitng noi dung ma ho can tim.

Sau day xin mdi cac ban hdy dich (giai) 2 mat thu sd thay chit:



Chia khéa: NUOC VIET NAM LA MOT (TUC S =1)

24,16,9,17,26/11, 23, 23, 1/15,9, 5, 22, 15, '4, 16,9, 22, 16, 14/11, 23, 23,
22,5 5/AR (Ban van gbc: Phai cd ging thanh cong).



