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NGU YRN -HJ NG -CUONG

Cac nguyén-tic quan-tri h#-sd khong co gi 1a bi-
mat md ciing ching c&n phdi dieén-td bing nhing danh-td khod
hibu-cda cdc nhd thong-thadl hodc phdi xuft-ngoal a8 hoec
hoéi. TAt ¢4 duge tom tit trong 2 phép (recettes), nhung
trén thyc-t3, cd hai chf 14 mot : thidt-1l2p mot khung
(béng) phén-loai h6-sd that khéo va thyc-hiunh mot 181 sfp-
x8p cAn-than cac vin-kien.

S&p-x8p vat-chit (Le classement matériel) :

Nhan-vien hinh-chanh hing ngdy phdi x8p dEt"hsd-
sa", Mﬁt h®-s3 gBm nhing ménh vin-thu (piéces) lign-quan
@n mot sy viéc (affaire) hay mot ngudi (personne) db vao
mot bla vA 148 don-vi c¥n-ban trong vide shp xBp. Trong hé-
s8, ho sfip xep nhiing sy-wy vin-thu (lettres) sdi dén Yha,
38 cia hp, nhilng bdn thl hav phy (doubles) cac vin-thu do
sd-quan gdi d8n céc cd-quan hinh-chénh khac hav céc ti-
nhan, nhilng thi-bit (notes manuscrites) li&n-cuan d&n su-
vige,v.v... MOt h8:sd phdi dude thinh-14p chinh-tg, mhi-
dy : Néu ching ta nhdn dude mot vin-thu lién-quan &n hai
viéc kha¢ nhau, cﬁﬁng ta phdi sao lai bing may chyp hinh
{photocopie) vEn-thu do v& x8p ban chanh véo mot hB-sd va
bdn sao vdo mot hd-sd thil hai. Trén moi h8-sd, ching ta
ghi ra.bﬁng chil 16n s sfp x8p (ching ta se trd lai vAn-de
ndy), nhan-d®, nam thinh-13p vd nim kBt-thic ho-sd,

Chﬁng ta se sﬁp x8p hB-sd ra sao ? DI nhien co
nhi®u 181 md ching ta khong thi e ra hft. Noi ddy, chung
ta chi trinh-bdy nhilng trudng-hgp thdng-thudng:
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1. Cach sép nim :

Hién nay npgudi ta van hay ding cac bla mong h&-
sd x6p nim ngang (horizontalement), ch®ng-chit 1lén nhau &
k6 hay td ngin. Phudng-sach ndv rdt phbd-thong & thé-ky
115, gl xu Alsace, cédc h¥-sd cua chénh-ph& Dﬁc-tuc trong
nhilng thdi-ky 1871-1919 va 1940-1945 co djc-didm sau diy :
cac midnh vin-thu ddu duge khau lai vdi nhau d% tranh viec
co thd tach rd1 13y ra dude mpt manh, (0 ddy, ching ta

cfn md mot cai ngo¥ic : khong nén 18y 1é cac manh vin-thu

3 n8-s0 ra, vl e ring cac mdnh do s khong trd lai v
neudi sﬁ—dqng h#-sd trong tudng-lai s& b} phién-toai vo
cing, Néu ai c#n mot mdnh vin-thu, ta cho ho midn cd h¥-
SO ; nBu ho cfn giil vinh-vien, ta cho sao lai bing miv
chyp ! ). P& trd lal v&n-d& x8p ho-sd ndm ngang, ai ciing
cong-nhan 14 phudng-sAch dd Xhong A8 ndu ta chf cd mot
ho-sd nhé. Nhurg ndu hang ngdy, ta phai x8p dit hang chuc,
hing trim h8-so, cong viéc cht lai cho ci s& vo cing 16n
lao hodc sy x4o tron s& dien ra.

2. Cach sﬁp dﬁng :

Phudng -sach thd hai 13 dyec 15 chc tai-1lieu va
x8p cac tdi-ligu do vdo trong cac bla cing c¢o moc (chemi-
ses classeurs rigides) kidu "Centra", "Elba", "Leiltz",
"Tuma",v,v,.. d& ding 1lén ke, dua giy ra ngodl : cac rhan
3 gdv that ro-rang. Céc bla cing cb didu At tién 13 gid
a8t va ta cfn phdi kién-tdm v4 cin-thgn khi xBp cac manh
vin-thu vio trong bia cing vl céc manh ndy dé réch khi ta

S
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lu®n cac lo dyec qua cac moc. .

Ta ¢6 th® thav th® cac bla clng ¢6 méc bine cac
hop bla cing de dit ma 8 Vigt-nam vd gid ré hdn 3% x8p
h8-sd dﬁng‘trgn.ké, Ngi.hﬁp ndv co 2 phﬁﬂ : 1) Mot vla
cing co khdp gBm 1 cal pay mang nhan va 2 mit det co efn
3 dd1 & moi mit & bude gill h6-sd khdi tudt ra ncodi
2) ¥ot hop hd, 16ng véo bla trén db gildl chit bia ndv va
bdo-ve h8-s0 &hol byl bdm vd Bm thip,
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3. Cach sép thﬁng :

Phudng-sach thi ba nay cang ngdy céng thinh-
hinh. Theo cach ndy, ngudi ta ding logi td bing thép. BE
cao via neang thm tay de kéo ra, b® ngang via vii bla ho-
sd thong-dyng v4 b& sau trung-binh di chia duge ching 200
n8-sd thudng, Kibu mau vé kich thude negdv nav 43 dude duv-
nhBt. Cac ngEn td dude kéo ra hét cd b& dii d& ta de thhv
ﬁrgn tAt ¢4 hB-sd trong ngin. H8-sd d& thing k8 ti%p nhau,
pav ndm 8 dudi. Céch ndy tien cho viec iﬁv h®-sd hav d&
ho-sd mdi vao, nhung.cac h¥-sd hay syn xubng nén khong
dude degp mét . |

L. Cach sfp treo :

; Phudng-sach thil tu ndy cliing ding loai tu nhu
tren ﬁhﬁng thém co6 cac moc hai bén hong ngin tu ab gid
cho h8-sd duge thing ludn nhd treo lén, Théem mpt diéu 19i
nda 13 ta cO thd doc tén h8-sd ngay trén phfn dep trén
h#-sd, Trd nhilng khi phdi luu-trid cac h8-so ddy, cach sép
ndy hu-hidu vd t18n-1¢i nhBt, Nhung tidc thay, logl td
ndy lai kha @&t ti¢n,

Ngodi cac hﬁ—sd,lééc cd-quan hinh-chanh con
dung : '

1) Cac sb d& ghi :
% @ onﬁ-van dén (Courrier "arrivée").

b) Gnna-van di (Courrier "départ "),

2) Thoi tﬁp cong-vin hay SB sao lyc cOnz-van,
thudng 13 do cdc hén phy cong-vin bine gifv mong dude
t4p hop lai, (Pelurier, Chrono,.lMimutier). SB ndv piup
truéng cd~quan theo doi de-dang dudng-181 t%np -quat cong
v1§c va co th® thay thé sb cong -ViEn gﬁi dl; O dqv, chunp
ta chi minh- @inh 1a trong s® cong-van, cfn ghi cd s sfp
.xep h8-sd : hodc tren vin-thu nhgn dude, heac trén ban

phy viEn-thu gﬁi o A °
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Khung (Réng) phan-loai h8-sd

fte Cadre de classement) :

Moi mpt Phong hay Cd-quan phai co mot khung
-phan logi h#-sd nghia 14.mot h@ thong sép xep gui-dinh cho
: moi h&-sd m@t con 8% vd nhd vay moi h®-sd co mot vi-tri
ro-rang dt dé. tim dude ,

Khung do cfn rat gian-di va #n khap kheo léo vOi
hoat-dQng cia Phong hay Co- quan. Thi - -dg

- Trong mQt Phong chuyen v& begnh-nhan, hf&u h¥ét cac
gify td nhin dugde hay gdi di d®u phdi xBp vio ho- sd bgnh-
nhan vd A nhién cac h®-sd’ phai xep theo thi-ty mau-tu
tén benh-nhan, g

- Trai lai, trong mot S8 BBi-thudng chi®n-tranh,
neudi ta khong thd x&p h6-sd cac bAt-dPng-san theo thii-tu
- mau- ty tén s8-hitu-chd vl cb tht cb nhidu sd-hthi-chi va
mot bAt-dong -sdn bl thiét hai co thd qua nhidu tav, Vav
bit buqc phai cho moi hd-sd mot con sB, nhung mMmi%n de tim
h8-sd, ta phai 18p mot muc-lyc bing thé theo thi-ty tén
ngudi réi cac thé s quv-chi®u vdo sB hé-sd,

Mot vAl cd-quan co s¥n mot khung phan-loai hé-
sd vd ta chi c#n theo db6 n®u khung ndy ﬁhich«hgp v3i nhu-
cfu cua cd-quan, Nhung ph#n nhifu th! khong co hodic c¢0
thi 1ai 10i thdi. Trong trudng-hdp ndy, trudng cd-quan
hay trudng phdng nén tu 1ldp 1By mot khung phan-loai,

Nhung lam th® ndo ? Néu sy hogt-dgng cda mot
phong khong thay dbi, thf-dy : mt phong thiu thu®, mot
sd trudc-ba, thl khong thénh vBn-d€. Nhung ta hiy nghi
t01 vhigm-wy mot tinh, mOt tBng. NOi dfy, ta khong thk: x8p
t&t ¢4 h®-s0 theo thi-ty mau-ty hay thdi-glan : ta phai
dénh sB-mpc. Nhung cing khong th® dinh sB td 1 d%n 150 hay
200, SB-myc canp cao lail cdng kho nhd va tin cav vao trf
oh8 &5 bl EBend & mot tu k¢ ndo do 14 mot diéu khinh-zuft,
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mrf nhd cing co khi thi®%u sot ; nhan-vien phy-trach cong
viée rAt c¢6 thd rdi bd nhifm-sd, vAd ngudi thay th® sé lam

vao sy lﬁng-tﬁng.

MBn ném ving ¢4 tofn khBi h8-sd quan-tri, chi
cO mot phudng-phap : nhan-vien phy-trach vigc nAy phai
thanh-tra céc try-sd cda cd-quan, ghi géc nhan-d€ ho-sd
hién-hlln, r81 tép-hgp vao céc ti€f-myc khung phin-loai
cAng hilu 1v cang tBt va sung cho moi ti8t-mc mot sB La-ma
hav mot chil hoa, Trong nhing ti%t-myc, mol hB-sd cb mot
s6-myc thu-td 1, 2, 3, v.v...

Khong ¢0 mot phudng-sach qubc-t€ ndo cho sB-higu
cd /trong lanh-wvje ky-thugt vin-kh®, sB h8-so 14 sB-hiéu
(Cote) va cach dénh s 1& cho sB-higu (cotation) 7 va
trong cac chuyén-vién v€ vAn-d€ ndy, mol ngudi co 161
riéng bigt. Ngudi thi thieh ghi cac ti%t-myc bing chi hoa,
ngidi thi thich ding sB La-ma.

I. Trudec h€t, ta hay td 181 ding sB La-ma d% ghi
ti€t-myc kém theém sB A-rap 48 ghi h8-sd.

1, Trong mgt cd-quan co nhiéu nhﬁn-vién, phéi co
vin-thu lién-quan dén nhgn-vién. ng trong khung phﬁn-loai
ht-sd, cfn co mot tift-mpc "Vhan-vien" tugng-triung bing
s® La-ma I, Ta ghi sB ndv vdo cac h8-sd thuge ti%t-myc noi
trén. Mot h8-sd s& dinh riéng cho cdc vin-kién "Npuveén-
tfc" v& nhAn-vién nhu : ouv-ch€ nhan-vién, tuvkn-dung, bb-

nhiér, thing-thudng v.v... va sé co sB8-hicu T (1).

Sau g8y 14 thi-dy thd hai, MOt h&-sd khac cia
ti€t-mc nhin-vién s& g8m cac vén—kién tbng -quat nhu cac
thong-tu v& ngdy 12, bubi hop, hién mdu, v.v... vd dav 14
h8-sd sB I (2).

Tiép sau 18 h6-sd 8B I (3) ddnh cho nhan-vién
chinh ngach ZfMéi nhén-vién s& co6 mot hB-sd phy ghi =
I (3) Hai, Nguyén-Van, I (3) Ba, Nguyer-Vin, v.v..._7.
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SB-hi%u I () se gﬁn cho h#-sd v& nhan-vién

neoai neach,

2. MOt ti%t-myc khac sé thadnh-18p cho tieu-d& "vat-
ligu" voi sB~Ei$u IT : HB-s8 IT (1) lién-quan d&n khdo-ria,
d8u thfu; HE-50 II (2) 1lién-quan d8n in &n-loat-phBm ; HB-
sd TII (3) lién-quan d%n tu-bd cong-Bec, dB-dac, V.v...

' II. Weu ta thich ding céc mau-ty d& chi rd ti%t-myc,
cac thi-dy v& ti€t-myc "Nhan-vién" noi trén s& co sB-higu
nhu sau

A-11) Nguvén—tﬁc.
A (2) Thng-quat.
A (3) Nhan-vién chinnh ngach.,
A (L) Nhan-vien ngogi ngach,

ITI. Cung cO ngudi d& cao 18i ding s® thap-phan, L61
ndy g®m nhi & nhft 184 10 ti€t-myc, danh sB td 0 dén 9 ;
chc hB-s0 thuge tiBt-myc O s& dude ghi td s 00 d%n 00,
cac h8-sd v& ti%t-myc 1 s& dudc ghi td 10 d&n 19, cac hd-
sd v€ titt-mc 2 s& tY 20 d8n 29 vd tiZp-tyc nhd vav,

% ~ ~ 2 » - A

I61 xBp theo thip-phan-ch€ co vé hAp-dan vé
tinh-cach toén-hgc'nhdng lai £0 ra d@c-doén vl trong moi
ti€t-myc, theo ding 1v c¢o thd co trén 10 tieu-ae,

Mol phudng-sach (s% La-ma, Mgu—tg, s Thap-phan)
d®u hay cd vOi di®u-kién 14 phdi Ap-dyng mPt cach khéo-1léo,
Mudn tranh sy nhf&m 1an ve vige sfp x€p, co thZ ding bla
h8-s0 khac miu cho méi'ti%t_ch.

MOt cd-quan c¢O nhifu nhigm-vy phdi ¢6 m@t kimng
phan-1lcai h®-s6 nhu vy néu hg mon 1ldm,vigc c6 higu-qua
va nharh choéng. Khung do phai 8 trong tay cac nhan-vién
¢ trach-nhiém., DI nhién, h6-so nhAn-vién vA h6-sd mit
phdi do chi-sy phong gitl cAn-than cdn v& nhing h6-sd khic
thl cic nhine-vién khac co th® zd dinh. Khong co 1v gl
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trudng co-quan gill mot B h8-s0 trong viEn-phdng riéng 4%
nhan-vién phy thuge khong thE tham-khdo va cong viée vi
viy 8% kéo A3l hing thAng v3 khéng aude gidi-quydt mic
atu ad chi 13 mdt sy vo-tinh., HB-sd Khdng thuQe quyén sd-
hilu cda bt cd ai; h8-s6 thugec v& cd-quan,

Kv-thac h8-sd (Lés Versements)

 Sau mdt thdi-glan, céc phdng s¢ dfy chit h8-sd

md da-3® 14 43 duge k€t-thic nhung vén con co thd doi khi
cfn tham-khdo lal. Chc h8-sd ndy khong nen mang chit dbng
vio hfm kho a sau kho tim ra. Chi c6 mdt phudng-sach phai.
18m : ky-thac 8 kho vin-kh® trung-udng Bg, Tinh, cac h8-so
khong c¢&n-thi®t nila cho sy vige dang dién-ti%n cda co-
quan. Thudng thi moi nim 13m mgt 1fn, Neu da& 3, L nim thi
khi midn ky-thdc, viee chuln-bi s& ddi héi nhigu cone-phu
ma nhAn-vieén phg-tréch co Eh% s& thiv neal, Mibn k%-théc,
xin xem nhilng thi-tye vd mau phi%u chuvin h8-sd (bordereau

de versement)_ghi sau,

PHJ -IUC T _
? . . i
THJ -TJ ¢ KY-THAC HO-SO

1, Cot thinh goi cac H3-sd va Sb

CAc vin-kifn phdl xp thi-ty trong moi h8-sd.
Chc HB-s6 vA 8B phdi danh sB voi viét chi mau td 8% 1,
boc véi gify ddy, cot thinh goi, khong ddy qua 10°™, cac
s8 thi-ty. h6-sd, sb duge ghl rd & ngodl gifly boc. Nen cbB
t§p ndp va goi céc hB-sd cing mot loai vdi nhau.

2. Phi®u chuytn h8-sd : (Ding gifly khd 21 X 27).

Mot kv k¥-thac phai kém co mt phi®u chuy®n lim
thanh 3 ban (m;u 3 Pmy-1Iyc II)' Mot phi%u chuy®n 1am kv-
cang Se giup vigc tim hé-sd de—dang va nharh chong sau nav.
hau phigu nén cho in Ronéo. Cac sB h6- sd dude ghl 3 09t aa
dinh cho vigc ndy., Mot ban phitu s@ aude cd-quan nhén hodn
lai kém thém chd kv v ding 1ldm gifv bien-lai,
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3. GUl &%n Phong Vin-kh® Trung-udng B, Tinh :

Khi aa gBi h8-sd vaﬂlép phi%u gii xong, nhan-
vién phy-trach phdi lién-lgc ¥01 cd-quen 1lién-hg d& dinh
‘ngay chuy®n h8-sd, Khong nén chuy®n 1fin h8i cac vin-kign
nhung nén chuyén mgt s8 1dn h6-sd cing mgt chuyén.

li. Thong-tri h&-sd :

MuBn xin thong-tri h8-sdé da kv-thac, cfn ghi
trong don :

- §8-higu h&-sd
- 36 h8-sd
- nhan -d€ h&-sd,

PH] -IJ C II

am, S ~~
MAT PHIRJ CHJYEN HO-SO CHO
PHONG VAN-KHO BO, TiNH
(knd 21 X 2¢)

Ngdy thang ky-thac :

S9 thu-ty ¢ :Ngay thang '. SQ-thu vinh-
(cua cd-quan : Man-d& h#-sd : dfu va :Cude-chi:vien do .Co-quan
kv-thac) @ : : ouds ot :t1€p nhan chAp.
b v e c e cneaDenn cw e - - ——— O s B s e e i i o YISO
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Con luu-trd ¢hn- thén céc phi%y chuvin h&-sd edi
ve Phong VEn-kh'o Eo Tirn, Cac nquven-tac ghi tren rit
glan . Khi uadrwnﬁﬂn lxh r@u c”n co nghi-lie, N&u t o
bén dhl ,hO? g;o titt-kiem va cac sd phién- toaT r‘nh
aude s& 14 phin thudng dich dang eho sy ghng cong cua ta,






