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THU VIEN HOC VIEM .QUCC GIA SA!'JTI cznm 

N 0 I Q U Y 

Di~u thu I 

Duoc vao Thu-vi@n cua Hoc Vi~n Quoc Gi a Hanh Chinh: 

al Giao-su cu~ truong n~~~ . chinh 
b Sinh-vien 
c Nhan-viln truong TI~nb-chinh 
d) l~nan-vien cac .Bo, CUC So kh i co aiay ~ioi thi@u. 

Dieu t hu II 

Kl~i toi :loc se.ch :;1oi oin;1 vie::i c~i cltn -:;rinb. tr.:c nin:'.1-vien. 

Dieu thu III 

Thu-vien Eoc-vien Quoc-gia Tian~-chinh hanz ngay mo cua tu: 

Diau thu IV 

Sang tu 7G30 toi 12gio 
C~ieu tu 14g30 toi 17g30 
(tru c!2i eu thu bay, chu nh.§t ·va ngi:.y le). 

a) Muon do c sac~ bao, sinh-vien co t he tu tay lay s~ch 
bao de tren gia, r:,o..ne;: ve b~n de H.::: viec. 

b) Truoc khi r :::; ve, :; in:-.-vie11 lei tu ts.y oer sn.ot bao len 
cho cu , :i~m:lg ::le ng::ieng ( •.~e co ::ie;uoi oo a.t lai truce khi d.ung len) 
con bao t::i cu de nz'.J.9-en tren M .. n, roi ltly l::d t!le.-sin!:.-vien de 
tr@n bsn giti.y cua vi T!rn-thu ' luc vto xeu 9':1.Ch. Naung G'.1Ch nao co 
nhieu ::uy&n, :.:u6n ~mon ve nl:~, sin:.:-vie~ ::.~ei ky ~i&,y J e lai -thu.-
vi en. 

c) Sinh-vien co t he c::n.r..: tung cu8n s :;.c?.'1 :~. 8t ve nha k;.:co 
cuu. T~c i ~~n ~uon s ~ch la ~at tuan. Tt oi n~~ n~y co the ngan hon 
khi $:1C~i. ::tang Ve CO n!;,,i~u n~uoi c.!n den.• .. 

d) Tu-di~n dun~ tai cha. 

Dieu thu V 

Xin d8c-giu :£iU etc th~t yen l ang, dung hut thuSc la, dung vut 
~i~y xuong dSt. 

Dieu thu VI 

D8c-gic nco danh ~e.t s~ch cua Thu-vien, kilons nhuns phai rau~ 
den quy~n sach khac, na con phai nap n8t oe ti~n phnt b~ng eia 
ti8n quyen sact da::ih ri§t. 

Saicon niay 3 t ha:J.g 2 n a.2 1956 
T.hu-thu 

Rules for use of
Library

THU VIEN HOC VIEN QUOC GIA HANH CHINH

NOI QUY

Dieu thu I

Ducc vio Thu-vien cua Hoc Vien Quoc Gis Hanh Chinh:

a) Giao-su cua truong Hanh chinh
b) Sinh-vien
c) Nhan-viên truong Honk-chinh
d) Nhan-viên cac B6, cac So khi CO giay gioi thieu.

Dieu thu II

Khi toi loc sach moi sinh vien chi can trink the sinh-vien.

Dieu thu III

Thu-vien Hoc-vien Quoc-gia Hank-chinh hang ngay no cua tu:

Sang tu 7g30 toi 12gio
Chieu tu 14g30 toi 17g30
(tru chieu thu bay, chu nhit va ngdy le).

Dieu thu IV

a) Muon doc sach bao, sinh-vien CO the tu tay lay such
bao le trên gia, mang ve bdn dê 1dx viec.

b) Truoc khi re vê, sin\-vien lai tu tay sêr such bao len
chô CU, nhung de nghieng (18 CO aguoi soot lai truoc khi dung len)
con bao thi cu de nguyen trên bin, roi 18y lai the-sink-vien de
trên bAn giay cua vi Thu-thu luc vic xem such. Nhung such não CO
nhieu quyên, mun uuon vê nhd, sinh-vien phai ky gily de lai thu-
vien.

c) Sinh-vien CO the many tung cuon such 18t vê nhà khao
cuu, Thei han euion such 1à not tunn. Thoi han ndy CO the ngan hon
khi sach mang vê CO nhieu agusi can dên.

d) Tu-dien dung tai chô,

Dieu thu V

Xin doc-gio giu cho that yên lang, dung hut thuôc la, dung vut
gify ruong dat.

Dieu thu VI

Doc-gia ndo danh nit such cus Thu-vien, không nhung phai mun
dên quyên sach khac, mè con phai nôp not 30 tion phat bang gia
tien quyên such danh nât.

Saigon ngay 3 thang 2 nail 1956
Thu-thu



HOi'! TO !."I IJD A BOO:<? 

Card Catalog 

'i'l:e card cata log is an inde}~ to t ::e boo:rn and periodicals in t h e 
library. It consists ol cards 2.rran5ed nlpl1abe tic al ly in drawers. The 
publications in t be li:-:; rary are r ecorded in t~:e care-: c c.tnlos; by entri es . 
TI1e various types inc lude author cntry 1 title entry, a:::id subject entry. 

In t h is libr;.:-.ry ti1e card catalog is divided into t~1ree s ections 
eac~-. of ubicl:. is :plainly la~e led. One section co nt a ins the · f'~ut::..or 

cards , t~-:-.e ?.nd. T:i,. t le c ;;:.r d n, and tbe t:1irC. t he Subject cards. 

For eac~: book t:1e c e rd catalog gives t :1c folloving in:.:'onnation: 
call number (aluays i n t he uper left corner}, aut Lor, title, p l a ce of 
puolice,ti on, publis!.1cr , de.te of puolice.tj.on, m.lra!)er of pages, :.1e i gbt , 
a nd olte:i sup:)lerilentary i nfor mat ion presented in abbrevia t ed :form re­
garding illustrations, pl :J..tcs , portraits, nmps, or di <;',,gr runs. 

To fi r~d .3, boo:<: by a certain author look under t he autI1or' s surnane 
in the AutLor C.::1-talog . 2oo~rn by t bis aut~~or e r e arranged a lp!:abeticnlly 
by ti tie·, eac:'l. on a separate card . (Tbe -rrq:r~cs on c-, given subject 2.re 
listed .under t he subject in the Subject Cata log and 8.re ar!'an3ed a lpha­
betica lly by aueior under eac:1 subject headine. 

Author Zn-!:ry~ I 

Suppooe you want to find "Jilfrid J:-Iarrison' a govern.--::ient o f !:;.ri t2.in 
loo::: for it in the aut::,.or Catalog un.der I-!u.r:;:-ison ~7i.1ere you will :find 
tl1e entryg 

Author 

"'itle 

Page 

:- 342 .42 
; r-I24 
I ! ·----·----- -Ha.rrison, Uilfrid ----! 
f --------- -- -- The goverrr:1ent o f Bri tein. Londorl; ' 
I new Yor ~ , Hutc:linson's Univcroity Library -- ·- ·· ~ 
I 1~8 · -

1

----- --·· 175 P• 19 cm. (Eutc~~inson' s uni~-~rs- - --, 
ity: Politics-)---- J -----11 ?u rt her r e;;i.ding11 : p. 15/-160 ______ · . 

1. st . Brit. - Pol. and govt. 

J N321. I-I27 

Library 9f Congreos 
' 
1_· ---~-----~-~-- ---· ---- --

,342.42 
1 

i:;sc -_,. 2 

1. Title. 

49-15290 

Ple..ce of 
pu~lication 

Publicher 

Copyri3l1t 
date 

He ig~~ t o :'; 
book 

HOW TO FIND A BOOK?

(Dictionary arrangement)Card Catalog

The card catalog is an index to the books and periodicals in the
library. It consists of cards arranged alphabetically in drawers. The
publications in the library are recorded in the card catalog by entries.
The various types include author entry, title entry, and subject entry.

In this library the card catalog is divided into three sections
each of which is plainly labeled. One section contains the Author
cards, the 2nd Title cards, and the third the Subject cards.

For each book the card catalog gives the following information:
call number (always in the uper left corner), author, title, place of
publication, publisher, date of publication, number of pages, height,
and often supplementary information presented in abbreviated form re-
garding illustrations, plates, portraits, maps, or diagrams.

To find a book by a certain author look under the author's surname
in the Author Catalog. Books by this author are arranged alphabetically
by title, each on a separate card. (The works on a given subject are
listed under the subject in the Subject Catalog and are arranged alpha-
betitally by author under each subject heading.

Author Entry:

Suppose you want to find Wilfrid Harrison's government of Britain
look for it in the author Catalog under Harrison where you will find
the entry:

Call number 342.42
H24

Place of
Harrison, WilfridAuthor

publication
The government of Britain. London,Title

New York, Hutchinson's University Library Publisher
1948

Copyright(Hutchinson's univers-175 P. 19 cm.Page date
ity: Politics)

"Further reading": P. 155-160 Height of
book

1. Title.1. Ct. Brit. - Pol. and govt.

49-15290342.42JN321.H27

55c 12Library of Congress
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Though the author entry is usually ~ person 1 it ~QY inste~d be e 
c-0rpor ~tion, an inotitution, ~ governn ent e~ency, or 2n ~ssociation. 

Title Entry: 

If you do not know the author'n n1:me, you will find an entry under 
the title · in t l1 e Title Cate.l og. Therefore would ap;ear in the Author 
Cat'.1log; 

-----------------~-------------------------~----------. 

342.42 
H24 

The 3overnment of Britain 
Harrison, Wilfrid 
. The govcrnL1ent · of Brita in, London, New 

York, ,Hutchinson's University Libr ary 1940. 

175 p. 
library: 

19 en. (Hutchinson's University 
Politics) . 

"Further reeding": p. 155 - 160 

1. Gt. Brit. - Pol. and govt. 1. Title 
JN32I.B27 
LibrGry of Congre3s 

342.42 49-!5290 
55c 1/2 

---~--------------------------------------------~-----
You will notice that ca?italizstion of titles in t he c ~~d c at ~log 

differs from the U3ual practice. Only the ~roper nouns and .t he first 
word of t~e title ~re c apiteliz ed . 

Subj ect entry: 

To fini books on a civen subject, look in t~e Subj ect c~talog for 
the subject in. w;::lich you £::.re interan-ted, For exe~·::;;l e, if you ~v .:::.::,ted a book 

·on the Govc:c~n::.::.e:r".; of Britain you 7roultl . fine~ inf nrr:c..tion und~r "Gr e::i.t Br i i :J.. in 
Politics a~d 1overn~ent 11 , If c book c ont~ins infcr~ation on aever~l Qubject 
it 2ey a~; e ir nore t~~n once i n tte Subject CQt ~lo~ · 

The Subject car dc h~ve t~e s ubject heQdinG ty; e1 in capital l ettere 
across t~e top . The title ~p; eer3 on t~e line belaw t~ e &uttor ~s on 
t ~ ... e 0th.er c ards . 

342.42 
H24· 

Grea~ Lritcin - Politics and Govern~e~t 
Har~ison, Wi lfrid 

T~:.~ Gover:n:;:.ent of Bri tai.n. Lond.on,­
Ne~ t~rk, ~utciinson's University Li br2ry 
1948. 

175 p . 19c~. (Hutcninson 's universi~y 
libr~ry: ?oliticn) 

155-160 

1. Gt. Brit . - Pol, & Govt. 1, Title I 
342.42 49-15290 f 

l,.. ______________ 5_s_c~------------~-J 
JN321 . H27 
Library of Coneress 

2

Though the author entry is usually 3. person, it may instead be a

corporation, an institution, a government agency, or an association.

Title Entry:

If you do not know the author's name, you will find an entry under
the title in the Title Catalog. Therefore would appear in the Author
Catalog:

The government of Britain
342.42 Harrison, Wilfrid
H24 The government of Britain, London, New

York, Hutchinson's University Library 1948.

175 p. 19 cm. (Hutchinson's University
library: Politics)

"Further reading": p. 155 - 160

1. Gt. Brit. - Pol. and govt. 1. Title
JN32I.H27 342.42 49-I5290

55c 1/2Library of Congress

You will notice that capitalization of titles in the card catalog
differs from the usual practice. Only the proper nouns and the first
word of the title are capitalized.

Subject entry:

To fini books on & given subject, look in the Subject Catalog for
the subject in which you are interested. For exemple, if you wanted a book
on the Government of Britain you would find information under "Great Britain -
Politics and government", If a book contains information on several subject
it may appear more than once in the Subject Catalog.

The Subject cards have the subject heading typed in capital letters
scross the top. The title appears on the line below the suthor as on
the other cards.

Great Britain - Politics and Government
342.42 Harrison, Wilfrid
H24 The Government of Britain, London,

New York, Hutchinson's University Library
1948.

175 P. 19cm. (Hutchinson's university
library: Politics)

"Further reading": P. 155-160

1. Gt. Brit. - Pol, & Govt. 1. Title

JN321,1H27 342.42 49-15290
Library of Congress 55cm



Phi~u k~ sach. 

, ' , .... , ' 
M Ngan phieu ke sach dung de chi dan· sach ya tap chi trong thu 

vi~n ngan nay g8m co nhung tam phieu xep theo thu tu·A.B.C. 

, Trong thu~vien, nhung ~ach ~ao gdi tdi deu ghi vao phieu, va 
sep thanh tling lo~i theo ten tac gia, de tai· va a~ m~c. 

Ngan phieu sach chia ra lam 3 phgn, co de nhan hieu phan minh. 

Mot phan co,nhung tam phie~ ghl ten tac gia, 1 phan co nh¥ng 
t~ phieu ghi ten sa~h; phgn kia co nhung tam phieu ghi de muc sach 'l 
doi voi moi quyen s~ch, ~am phieu,cho ~iet nhung dieu sau~day~ so cht 
dan (oqphia tren, gocqtrai) ten tac gia, tya sach, ndi phat h~nh, nha 
xuat bfn, ngay xuat ban~ so trong, kho sach, va ~hudngqkhi co nhung 
ldi chi dan phu dudi hinh thuc van tat nhu tranh anh, bang phu, chdn 
dung, ban do hay ludc do. 

M - • A , q A , q ~ - • , q uon tim 1 guyen sach 9ua m~t ta£ gia,nao, ~ay,xem ~en,cua · 
tac gia trong ng~n ph~eu,ten tac gia. Nhung sa~h cua tac gia do xep 
theo thu tu A.B.C. cua cac de tai, m8i quyen co mot phieu rieng tung 
van de ve mot,de m~c nao dude ghi duoi de muc a9 trong ngan phieu 
de muc. Ten tac gia ghi dudi de muc chanh. 

,. ; .,.. 
Tim ten tac gia "the Government of Britain" 

Vi du ban muon kiem 9uye~ timberland Times cu~ ta9 gi~.Harrison.,.Wilfrid. 
Trude het tim ten sach do trong ngan phieu "ten tac gia", ban se th~y 
tam phieu trong do ban thay ghi: Harr~son, Wilfrid. · 

~--------------------------------------------------
i . 
l 342 .42 Harrison, Wilfrid. 
I H24 The government of Britain. London 

New York, Hutchison's Univ. Lib. 1948, 

175 p, 19cm (Hutchinson's university 
libra~y: Politics) 

°Further reading": p. 155-160 • 
... ;• 

1. Gt. Brit. - Pol. & govt. 1. Title 

JNJ21.H27 
Library of Congress 

Mac du ten tac gia thuong la mot nguoi, nhung c~ng co the la 
mot nghiep doan, mot co quan, mot so cua chinh ~uyen hay mot hiep hoi • 

• • -·I . .• 

Phieu ke sach.

Ngan phieu ke sach dung de chi dan sach ya tap chi trong thu
vien ngan nay gom CO nhung tam phieu xêp theo thu tu A.B.C.

Trong thu vien, nhung sach pao goi tdi deu ghi vao phieu, va
sep thanh tung loai theo ten tac gia, de tai va de muc.

Ngan phieu sach chia ra lam 3 phan, Có de nhan hieu phan minh.

Mot phan CO nhung tam phieu ghi ten tac gia, 1 phân CO nhung
tam phieu ghi ten sach; phan kia CO nhung tam phieu ghi de muc sach
dôi voi moi quyen sach, tam phieu, cho biet nhung dieu sau day; so chi
dan (8,2 phia tren, goc, trai) ten tac gia, tua sach, noi phat hanh, nha
xuat ban, ngay xuat ban, so trong, kho sach, va thuong, khi CO nhung
loi chi dan phu duoi hinh thuc van tat nhu tranh anh, bang phu, chôn

dung, ban do hay 1u8c do.

Muon tim 1 guyen sach cua mot tac gia, não, hay, xem ên, cua
tac gia trong ngan phieu ten tac gia. Nhung sach cua tac gia do xêp
theo thu tu A.B.C. cua cac de tai, moi quyen CO mot phieu rieng tung
van de ve mot de muc nao duoc ghi dudi de muc ay trong ngan phieu
de muc. Ten tac gia ghi duoi de muc chanh.

Tim ten tac gia "the Government of Britain"

Vi du ban muon kiem quyen timberland Times cua tac gia, Harrison Wilfrid.
Truoc het tim ten sach do trong ngan phieu "ten tac gia", ban se thay
tam phieu trong do ban thay ghi: Harrison, Wilfrid.

342.42 Harrison, Wilfrid.
The government of Britain. LondonH24

New York, Hutchison's Univ. Lib. 1948,

175 p, 19cm (Hutchinson's university
library: Politics)

"Further reading": p. 155-160.

1. Title1. Gt. Brit. - Pol. & govt.

342.42 49-15290*JN321.H27
Library of Congress

Mac du ten tac gia thuong la mot nguoi, nhung cung CO the la
mot nghiep doan, mot CO quan, mot so cua chinh auyen hay mot hiep hoi.

.../...



Tim d~ tai 
Neu ban k~6ng bi~t tSn tac gia, pot d6i khi ban se tim thay su ghi chu duoi 
d@ tai tro~g ngan phieu "T@n tac gia." 

-------------------------------------------~--------------
The government of Britain. 

; 342.42 
; 

Harrison, Wilfrid. 
: H24 The government of Britain. London, New York, 

Hutchinson's Univernity Library 1948. 

175 p. 19 cm. (Hutchinson's university li­
brary: Politico) "Further reading": p,155-160. 

1. G·t. Brit. -Po.1. & govt. 

JN32I.H27 

Library of Congre3s 

1. Title. 

342.42 

55cl/2 

49-15290 

--------------------------------~-------~-----------------

Ban se nhan thay each viet chu ho~ cac d8 tai trong ca c tao phi eu 
khac voi 16i viet thuong khi. Thi nhung dan.h tu ricng v a chu dau cu.a de tai 
~oi viet bang chu hoa . -

Tim ten de rmc 

Muon ti2 s~ch ve m8t de ~uc nao, ban hny kie~ trong ngan phieu 
"d@ :::me" de tim ra de :::me· na. ban nc;hien cuu. Vi du, neu ban muon tim l 
quyen sacl! ve "t8 chuc chinh tri cua nuoc Anh", ban co t:ie dicu trG. duoi de 
.'.?lUC "Anh qu8c - cb inh tri" • Neu ul>t quyen oach noi v@ nhieu van de, quy~n 
do co the thu8c ve nhieu ta:.:i r;h ieu tronJ n~a:Q. "phieu tle ;:me". 

Nhung ta:.:J phieu "de :2Uc" nang ten i:_;e 1.mc chanh , d .:mh :csy bang chu 
hoa nccy tren tlftu. De tai dat duoi hang ten t ac gi~ c ~ng nhu tren nhung tan 
phi~u khac, 

> 

~--------------------------------J~--------~--------------~ 
i 
. 342.42 
I H24 

I 

Great Brita in - P~litics and government. 
Harrison, Wilfrid, · 

The govern:ment of Brito.in. London, Nevr York 
H~tchinson 1 s University Library 1948. 

175 p. 19cn. (Hutchincon's university libra­
ry: Politics) "Furthe~ reading" : p.155-160. 

i ! l, Gt. Brit.-Pol,& govt. 1 Title. 

I JN32I.H27 342.42 

'. Library of Congress 55cl/2 

L-----------~-------------------~~~----------------___j 

49-15290 

2

Tim dê tai
Nêu ban kh6ng biêt tên tac gia, nôt d6i khi ban se tim thay su ghi chu duoi
de tai trong ngan phiêu "Tên tac gia."

The government of Britain.
342.42 Harrison, Wilfrid,

The government of Britain, London, New York,H24
Hutchinson's University Library 1948.

175 p. 19 cm, (Hutchinson's university li-
brary: Politics) "Further reading": p.155-160.

1. Title.Gt. Brit.-Pol. & govt.

49-I5290342.42JN32I.H27

55cl/2Library of Congress

Ban se nhan thây cach viet chu ho2 cac de tai trong cac tan phiêu
khac voi 16i viet thuong khi. Thi nhung danh tu ricng va chu dau cua de tai
moi viet bang chu hoa.

Tim tên de nuc

Muon tim such v8 môt de Fue nao, ban hay kiem trong ngan phieu
"dê muc" dê tim ra de nuc na ban nghien cuu. Vi du, nêu ban nuon tim 1

quyên sach vê "t6 chuc chinh tri cua nuoc Anh", ban CO the dieu tra duoi de
muc "Anh quoc - chinh tri" Nêu côt quyên sach noi vê nhieu van dê, quyen
do CO the thuôc vê nhieu tau phieu trong ngan "phiêu de nuc".

Nhung tan phieu "dê cuc" mang tên dpe muc chanh, danh may bang chu
hoa ngay trên dau. De tai dat duoi hang tên tac gia cung nhu trên nhung tam
phieu khac.

Great Britain - Politics and government.
342.42 Harrison, Wilfrid,

The government of Britain. London, New YorkH24
Hutchinson's University Library 1948.

175 p. 19cn. (Hutchinson's university libra-
ry: Politics) "Further reading" : p.155-160.

1. Gt. Brit.-Pol & govt. 1 Title.

342.42 49-I5290JN32I. H27

55cl/2Library of Congress


	UA2-9-5-5_001029_1
	UA2-9-5-5_001029_2
	UA2-9-5-5_001029_3
	UA2-9-5-5_001029_4
	UA2-9-5-5_001029_5
	UA2-9-5-5_001029_6

