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L1 tod sogn : Bal "T3-chic Phing Cung -vin" 1a do Oog Bii-
Quyah, Giam-thd VEn-¥h3 Thu-vién; T30g Thu-
Xy, Luat-khoa DPal-hoc dudog bién-khag xoag
ngav 1 -3-1969, tue 1a mot | agay trude khi
Ong mgnh—ch;ng d@t nggt Tod sogg Thu-viega
Tgp-san chéan-thanh cem ta_ via-phoag Trudag,
Pai -hge Lugt-khoa da co my y chuyda cho T o8
sogan thu-ban cudi ciang oay cua mgt troag .
nhdog vi ky cdu trogg agaoh VEa-kh® Thu-vigo
Eong—dudng cdon Ll . 5 Mi&a Nam, as ddag, tai
vao Thﬂ-vien Tgp -san ngo héu dpc-gia co them
téi-1 eu tham-khao.

Trong chudng-trioh "Ldp Tu-aghigp cdng-chie" do BQ
Qnac gla Glao-dyc t3- chic vado n#Zm 1057 ndi phsn I, doan 3,
eo ghi "T8-chic myt phdog coap -vEa"

Sg-kiéo ds5 chiag £o t&m auan -trong cua Phoag C3ng-v§n
trong mot cd-quao ma viec quda-tr{ via-phdag dudec t3-chic m@t_
cédch ddng afa.

Thye vay, guﬁngméy cua cdaQuan co quay dude didu-hod
v& aZog-xuBt cda chén-vién cao hay thip déu mat-thi%t lien-
quan d%a viéc Phdag Cong-viEan co dude t3-chlc chu-dao hay khoog.

Nytheo dunp-lugng cia cdag vige va t&m quan-trgog cia
cé-man, Phdog Cong-via s& duge th-chic 1ldm sao cho cdag vige
ca-h%éu-qua. Phdng cong-vin cua mot sd st gién-d1 hdn cua mgt
B3, 0 mdt ddn-vi ahd, vigc phan-phdi cdng-vin clng nhu lun-trd
coag-vin kh3ng_cﬁn gl qué vdo chi-tist : cong viéc ph&n-téch
tiBa-trioh vi 1dm d3-bibu ti%a-trioh cling Bn-djoh cdc dau higu
phic-tap td ra khdng cfn-thibt,

MuBa td-chic mpt phdag cdong-vEn hiu-higu, ta céo gigi-
quyét cae vBa-d& sau day :
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thich-lng vdl dunz- ludag cong vigc, afty &l tiga-oghi va dap~‘
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cong viec
ahﬁa-sg.
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Phoag cdng-via phai dgt d chd dé iui td1i ab vige
ah@n cong-vén tu ogodi t41 augc de -déag. Phong phai rqag rai,

ﬂqg dung myc-tieu cuia no_la -
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Tép-trung cong -vin

Phaa -ph3i coag-vin

ChuvEn-van coag

-Van

Luu-trd cong-via.

OTNG-CU

Phdag Cong-vin phai dude traang-bi dfy af s

Ban

Duog—cg

- Gh® (o8u dudc gh® xoav thi 1¢1 hda)

- May chi
- May sao cBng—vﬁn

- May in tay roaéo
- Diga-thoai
- Céa thu

] s
- Cac coa dau

- dau
- dau
- dan
- dau
- d8&u
- dau
- dau
- dau
- d&du

cong-sa _ :
coag-vin d%n (thuaag hinh chd nhgt)
kh&a, tBi khin, hoa th

chuc-vq

thia 1lgah

thia dy-ohi gm

xud-1¥ thuaag—vq

baa sao hay pho béa

kh&u-hisu ({t ddog 480 vd thudag

thay d3i)

- dau

uUﬂ uI"Liéf‘.‘g Cd--q_uaﬂ, v.vnoa :
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II, vin-phdag phim ;
. III, 8% sach

1, S3 cong-vEn &8a va sB clng-via di. Trong mpt cO-

quan nhd, vige ghi cdag-vin a%o va gdi cdoog-vEn di co thd giao
phao cho mot thu-ky kiem chiém,

Tai mot cd 8 160, thu td chigu, neén a& hal nhan-
viéo phq trach rieog biet d% trach nhém 1an va u dpog. -

Co 2 cuBn sB mpt ghi clng-vin ohdn dude, mot ghi
cong-vin gui di. Cac s3 ndy thudng g3m cac cot sau -day :

<3 cong-vin dén

: S9 ¢ 0 H moN H
. _e GO-quan So va : P So vén-kiea Cudc
;tig . gﬁi dén . ongay gﬁi : Trich yeu : afoh kém : chu
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$3 cong-vian di

Tf{ch-veu 59 . Myec-Iye Cudc—:
vén-klen kém theo phaa loai chu

ﬁ%agi Cd-quan nhao:
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Céo cdt tfddg;hai cuda 8% tren aéy, tdy theo cdag
vide cla mol cd-quan, co thd sda adl hay thém bdt cho thuah
tien, V{udq cdt- "Myc-lyc phda logi" 4 sd conguvan di co ths
bd vt {t cOag-dydg thuc-t&., :

N8u chi c5 mot ahdn-vida phy -trach, néa ddang hai
hop gify, khay go hay biag may dan ghi, tdy theo thi tiBag
ding, mot troag cac chid sa diy :

pl - NDépart - Out

Déa - Arrivéé - In

V& visc ghi cong-vEa d8a vd di, tal Hoa-ky cd ahidu
t3-chiic chioh-phi hay tu-doanh thich d& ahda-visa phy-tréch.
£81 sbm a8 vdo s3, dhd viy khi cdc ahBn-vids céc phdag khic -
£81 1&m kndi phi thl g1d chd dAd1l, quyBdt-diah ody rit hay fai
mot cd-quan mé cdag vigc agdy ado ldm h8t ngdy do, cda ahd
tal Vigt-nam phfa 18a cdag-sd bao gid cing dyng lei {t andt
18 myt budi, vige dBa sdm cia ohda-visa phy-trach ghi cong-
vda tudog cing khdog thigt ¢&n thiBt, L& dI ohida cdc clag-
v&a khda déu duge-vao sB_vé phan -ph8i agay ai cac phSag.

4 .

. Theo Oag Lyle Maxwell trdéng cd-quan giaO*huﬁn
thﬁdng-mai va td-chic via-phlng, glao-su tal Michigaa State
UoiverSLty, co thy, bo s3 ghi cdng-vin déo vi ¢ ong-dyag cua
83 ady chi cho bibt ngay (vd gid néu la_qongnvéa thugng-khla
hay hod-t3c) ahén dude clag-vin cﬁng vBa-d€ ma cSng-vén'dS

"1i8o-quan t01, Hal chi-tiBt ady co thb tim thly de ddag tai
Phing Luu-trd Coog- vEn, ddu phdog ady dudc t3-chie -hoda-todn.
Day la mgt v-ki8n hodn-toda moi a%i vl cach td- chuc cd-aida
v81 hai s3 ¢hl cdng-vEa d8n vd al, Cal-cach: nav-de.ap-GQng“tgi
céc co-s8 NQ-quﬁc:vi dga vao viec sﬁ-dqng cac mav ﬁ&c.

Hien trang, theo thién 7, nen duy-tri sb ghi coqg-
via dén a8 c5 thd tim mdt cdch ohabh chdag mdt vEn-thu khi:
bi%t sB va ogay gﬁi xem via-thd do co nhgn ddidge hay khang.
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Troog trudng-hgp coag-vin co ghl sb b} thit lgc, dé djah doat
_tréch-nhigm c&a dhan-vién véa-phaag._ ‘

2. S3 dan phy bda edag-via gt ai, Thuang dude ggi 1a
thdt t8p eOog-vin hay sb sao lyc cdag-vin (pelurier - chroao - -
mimtier) 18 mdt bla cung co 18 ding d% déa cac phy bag cong-
via g&i di. Trudec khi ¢o may chﬁ, ohao-vién phy - -trach ghi cong -
vin gil dai phél chép tay vio mdt quvda s3 opuvén via blie thu
gil ai. GSag viéc ndv budn nédn, chém tré v 1im rt rit chisu
thl g18. V&1 mav daah chi, myt cdne-vin thudnog dude dédoh 1&m
3 bén, Béa thl dhit déch trén Bo-chi ¢d titu-as 1a bda chéoh
gt 41, Hal bdn sau 18 phy bdn dénh tréa giBy mdng, in blag

gifly than : mQt x8p trong h8-sd lieén-hg, mdt daa trong thdi
t8&p caﬁg-vﬁnftheo 3 thi-ty cda s34l aghla 1& cSag-via ci &
dudi, coag-vin mdi J tren,

Trong trudmg -hgp gil thém clag-vEn, phal dénh thém ban
aghla 14 xBp them gidy moag va gify thaa. '

Th81 tgp cdng-vin cb cai 1¢i 1& khi bist sB vi agdy
cua myt cong-viEn, ta ¢d thd tim agay duge cong-vin dd, Cac
thu mat thudag d8 ri€ag va troag thdl t8p cong-vEn ab mdt td
" glfy tréog c5 ghi s% vA agdy cda c3ng-v§n m@t ma thoi ngoal
trd khaog thém chi t18t ndo khéc, N8u cod nhitu cdng-vin mit,
nen dung 83 cong -vin d%a va di cung thot tap cong-vﬁn rieng
biet, Cac tai 11¢u nay nen bd troag hoc co khoa,

\ 3, 53 m@c-lgc Ehi.sﬁ thﬁ-tg, Goi 12 53 vl sen ody adog
.thash sach ohuog e dfu do 18 ohdag trang slBy ddy dadh may
théah ohigu bdn, T3 dfu gify ddy 1dm s3 myc-lyc, cac béa sso
g18y mdog ssu ct ra dén tréa cic phi®u 4k 1&m mye-lye mau -ty
vd mpe-Iye phan-loal, S8 ghi tréa s3 1& s3 vioh-viea cda h3-
sé vi eni chg thi-td td 1 déa s% vo t8n cua h3-sd xBp trong
. b3p ola cling axt tréa gia, ' | |




~ Dudi aav 14 mau s3 mc-luc ghi 83 thu-ty, mit phai
vd mit trai, - iy S LA B
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1. M}c-lgc mgu -td, Lude giéi danh trea cac phu bdn
dudce cﬁt va dao moi 1udc piai tren mgt phidu gildy cting. Cac
phidu ady dung 1am m;c-lqc mau -ty va m‘waqc phan 1.:131

Tai mot cd-quan 1dn co ahidu h3-sd phai. ddng hai tu
phidu ridag bist cd ahiB O kéo. Tel mit cdag-sé ahd co thd
thay th@ hai tud phi®u blog hal hop bla cing. Cic phiBu trea
adly phéi xBp theo mjt qui-tfc ahBt dfch, oBu khdag.sy tim
kiBm h3-3d s& kho khdn, mdt ahidu thi gid vd {t chiah-xde,

_ I“EJ.C-J.I}C mau-t\i x8p theo thi- tgi ABC ,.. ohd troag
mqt cuda tli-vdng.

VT3, 4



18

ay; Nhaa-danh..

Téo Vigt Trn Hiu Hing

Xep HING (Tréa Bk )

Nguyen Minh Neuyen
Xép N YEN (Nguyéa Mioh)

Tea Trung-Hoa

Theo thol quen, tén Trung-Hoa dudc xBp theo hg
Tsal Ping Seng : -

X8p TSAI PING-SENG : phi%u chfah

SENG (TSAI PING) : |

xem TSAT PING-SENG : phi®u tham-chi®u,

Ten Au Tay

'l

- Phap

Jean Racine
Xép RACINE (Jean),.

Teén bit dfu bing De, D' hay chie tudec :
a® trong 2 ngo¥c

T™hi -ay Alphoase de Lamartine

X€ép LAMARTINE (Alphonse de)

Comtesse De Saint—Exupéry :
Xep SAINT-EXTPERY (Comtesse de)

mén bAt afu blng Le, La, Les, Da, Des, V.V,.,
Nhinz chil ndv col ohd 1i8&n vdi ten

Henri Du Pasquier

Xeép IU PASQIIER (Henri)

Tea kép thudsg 18 hai chﬁ song cing cb khi
1a 3 hay L chi

Charleslpe'Myrg.de Vilers

X8p LE MYRE DE VILERS (Charles) : phi®u chish ;
VILERS, Charles Le Myre de -
xem Le Myre de Vilers : phi®u tham-chi%u.
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- Anh Thudng i;'hliang téfw Ach co 3 chil, chu sau chot 14 hg,
hai chi trude 13 tea thgt kep hav téa that va ho me.
X3p theo chi sau chot, i :

- Bude Teén ngudi Dlc thuang cb chil Von
" X8p ohu chil"De”tén Phap, nstha la. g% trong hai agolc.

b, Dla-danh, vo

N30 1im phi%u tda adl ai xdy re sy vide. Thi-dy ha-

88"X3y cit Tod Quia-trudag Thi-duc tfah Gla-dioh"., Lam phi®%u
chiah; Thﬁ-—d{ic, phidu phy Gia-dich xem Thi -dtc, 3

P31 vdi cée 19, cdc dudag hang-khdng, dudag sét,
VeV..., Xép theo Ly va Dudng.

L) saigon - Wog-tau -
Dudng Saigon - My-tho.

¢, Dan h—E.“l

' Néa chon nh{ing danh-td ro nghia gpi dude d::f_ch danh
a3l-dung vEa-kica, holc mc-tidu oid téc-ddag aol troag v’:’m-—,.
kiéa, thi-dy : ho-sd "78 triah v/vr . dilu-tra ohda-coag L.g_"’
cac x{-nghiep coag kv- ngh@, thudngimai Da-thanh" Danh- s

dude chpn lam daoh-myc 13. ohilag chl "r:han ~cong" 'v{ ohiag chi
0dy chf ro mc-tieu cua tac-dgcg "aigu tra" aol ‘troag hb‘—sd

I1. Muc uc phan loai Ifuc -lyc mAu - td phan taa tai-ligu
lien-quan d8n cung mot vBa -d&, VAa-de Bt quyé‘n sd ni"
chﬁtzg hga, gdm ohigu h3-sd, song vl xBp theo mau-tli néa trea
gia cac h3-s8 a6 phan-tan khong as péT;]”n-hau. vt vay phal lam
m;.c-l:;c phao loai ad quy-ty céc phieu (tdc cac hd- sd} thu.;c

cung m.;t van-dé‘ : ' N i ."."f_f..-

Hign mot s 1da coog-sé van theo mgc-lgc phaa 10@1
cua Parl Boudet vd Rémi Bourgeois, dya theo mau -t |,

VTS, 4
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Chll A : d2oh cho céc vin-kiéa chioh-thic
Chu B : daanh cho ‘cdc thu-td tdng-quat
chil ¢ : déoh cho cac gidy td 1i8a-quan d%a

Ohaﬂ Vien, VaVanss

M54 mAu-ty dude phidn logi thép phin ndn myc-luc ady
td ra co ohi®u kha-anfing t{ah, (Xia xem Maouel de 1'Archiviste
qﬁa Paul Boudet, trang 39).

L% a% ohién, vOi céc cdi-t3 co-cBu hiah-chéah sau
ogdy Vigt-oam théu-h3i ddc-18p, khung phan losi oaiy cfo dugde
sda a3 lagi cho phi-hdp véi thUc-trgag Theo thikn ¥, cong
viec lap mgt khung loal mdi co kem theo mqt myc-luc theo thu-
td m&u-tg (index alphabetique) a1 hdi ohidn suy - luan cung
ohd kioh-oghiém ch{ co thd do Nha VEa-kh3 v Thu-vién .Gubc-gia
co dfiy & phudng-tién va th&m-quy&n thi®t-1dp va dem go-dyng cho
cic cB-quan ocdng mA thdi (1),

Cac thi-thu k¥ vQog & Nha VEo-khd vd Thu-vién qudc-
gia d8 sdmca mqt khung logi. thBag-nhBt cho cong vi@c sfp xep
coong-vin,

L. Viec x8p cac h3-sd,

~ TAt ca cac h6 sd d8u phéi x&p theo thi-ty s3 ghi odi
s3 mye-Iye thu-ty td 1 d8a sB v3 tén v&,a%u cb ths, nén ab
trong hop bla cugg d géy hdp cd dén nhiEn-ghl rd hai s3 cic ;_
haag cua cac ha-éd, - - :

(1) Trong khi chB agL co thé tham-khao cuda Luu-trid
hﬂ-sd cua Ong Nguven-Hing- Cudng, nguyen Chaoh Sy-wy S8 Luu-
trd Cdng-vEn, do Hpoc-vign Ouoc-wia Hanh-chanh xuEt-ban n¥im
1965, tr]55 175(L,T.S.)



Thiag thudng cac hJ3-sd dude sfp x8p theo l céch :
sfp ndm (position horizontale ou & plat)

-

_sﬁp-dﬁng (position debout ou'sur-pied)
s &p thﬁng (position verticale ou sur le dos) -

Fw P

sfp treo (position suSpeddué)“‘

- (Oog Nguyén-Hﬁag—Cuang troog Thu-vida Tap-saam, s5 1
aim 1968 v4 Ba Nam-Hudng trong TiBa-thu,sd 13 aBm.1961, d®u co
‘vi%t rd v& bda cach sip xBp tréa day, Mida xem hHioh cac tu
dlang troong phdag cong-vda, xia doc cuda "La Techaique du
classemeat" cua Thérése Leroy - traag 7l d%a 98).

Cin hal cuda s3, myt cuva chuyda cong-vin tdi cac
cd-quan-é agodl vd mot chuyBa clng-vian gilla cac phdag trong
cd-quan, Néu duog-ludag cdoag-vin quan-troag co th® ding ahilu
8%, : : :

c. cONG VIfC KHI NHAN DUJC MOT CONG-VAN

Phai vao éb_d@n'vﬁn-kién do, Miv theo t3-chde a@i—b@
vd do trudar cd-quan hay trudag phdag cdag-vin boc vi phia-
ph3i., ‘ |

Tal myt cd-quan ohd, myt S& chlag han, thdag thudag
trudag cd-quan ddah cOog vigc bic cdag-vEn va phé chi-thi trén
moi cdag-via clog ghl tda ohén-viéo trudag phﬁog-phq-trééh.

Tal cd-quan 1da, vige boc cddg-vEa thudag do trudog
phing ¢dng-vin phy-trach vé cong-vin mat do bi-tmi trudag phy-
trach, ) |

Sau khi bdc cdng-vEn, phdi vao s3 vA phaa-phdi t4i
cac phiag 118n-hg, Nhan-vida phy-tréch phaa-phd3l cdag-via d8a,
phdl quen cSog vide, phii tdag hi®u, 1i%¢c qua clng bi®t cong
vigec do phdag 3o phu-tréch, Thi-dy ¢dag-vin ve thing-thudag
38 do phdag ohdan-vidn 1im, myt thlng-tu hdi ve& dy-thdo ogha-
‘sach s& chuvBa td1 phdng kB-todn dém -nhi 8m,

VTS, 4
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Tai cd-quan 18n, moi phdng gill vin-khd ridag bidt,
phetn ohifh 14 cfn thi%t cho vige gidi-quydt cdng vige, cda &
sd 0hd thudog quv-ty vEa-khd tai phdng cdog-vin, :

Cong viec dfu tién cua phdng cdng-viEn 1la xem td myc-
e, . | s

a, Knong co phiBu tic chua co h3-sd : phdi md h3-so
mdl, aghla 13 vdo sB me-lyc, ghi s3 thu-ty, dach s3, lém
1udc-giai cung cac phi%u mic -lye mau - td, muc-Iyc phan-loai

b, Co s¥n phiBu tic 14 c¢o h3-sd. Nhd & s5 phi tren
phi%u ta co thd tim 18v ngay h3-sd tréa 48 xBp tréa k&, ILic
18y h3-sd ra, nhd d% mdt mioh giBy ghi s h3-s¢ 13v ra, tén
" phoog gil h¥3-sd a bi%t md a3i ve&. Cdog-vin méi dude ghim vao
h3-s0 v& chuy®n blng s3 tdi phdng phy-trach, Phdng ndy sau khi
cta-xet h3-sd, danh thu tré 131, nBu 18 viéc khdng co gi afc-
bigt phdi thiah chi-thi thugaz cBp vd d¢ ky. Seu khi ky, h3-
sé dude hoan lai phdng cong-vin d% vao s3%di” Thu thudmg dach
may 1ldm ba bén (nBu cfa gdi thém cho cd-quan ndo thl phdi
danh bda phy thém), Bdn chis gdi ai, mdt bén phy xBp troag
h3-sd, bén thd ba dén trong thdi tgp clog-via, Seu khi xong
cong vigc h3-sd dudc X€p lai cho cu, Kni tra hS-sd 1@1 chd
cd, nhd hiy phidu. thav the h3-sd adl tréa.

V& cac h3-sd quan- trgng hay mat m3a traach cac sl
thit-lge gi8y td a% bea trong, va ab a6 ki%m—soat nén ghi
001 bla h3-sd cac vHn-kiga (s3, ogidy,. trich-ydu, v.v...).

D. NHAN-sU

AL o%v d&u rd t&m mnén—trgng cua van-d8 nhén—sg
troog mpl hogt-djdng. Tal mot phdog cong-vin, vBu-t3 ohin-su
131 cdmg phdl chi ¥ hdo,

™ dda~v1 trudag t81 tong—thd-vén d8u céo hgi cac
ade tinh ta thudog thAy & cac dhdn-vién t3t.



Ddn-vi truéng phai thao vigc ; 5% s vige phai
Atisah, choag, chfoh-xdc, thio vac 3 Gdag vige ngdy ndo phii
‘1am Xoong ogay agdy hom dB. Ndi bdn eifv cua vilnéy 18 ft xhi
th8y cong-vin chit thdah dong.

Npodl ra, phdi cé agy af uv-tfa, kfa ddo, hod ond,

Cac thu-ky phdai chim vige, c¢d thu-ty, ahifu thiga-

chi.

Vai-tro. cda tﬁng—thd-vin tuy gill mpt dia-vi khiem-
tBa, song rit quaa-troag troag cong viec Dhan—phoi thd, Tong-

thd -vian cﬁn

TVTS 4

mau le troag viéc phﬁnaphét cgng-vﬁn

co ludag-tam agh&-nghidp dB khdi 1am thit- lgc
cong-vén _ .

chim vige khdag 4% dong cSHg-vén

cha-than d& khdi qua lac cdng-via,






