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PREPACE 

This report is presented 1n two parts. Part I 1s an aud1t 

report ot the Vietnamese records keePing system, written in APr1l 

1961, by E. H. Adk1na, Jr., Public satety Adv1sor, M1chigan State 

UniverSity V1et Ham Advisory Group. It is a abroad brusha treat­

ment ot records keeping practices and 1s not intended as a detailed 

guide of reorganization of these practices. It is included for the 

1nterest 1t may have for technicisna and students who encounter sim­

ilar problems in other places. 

V1etnamese reoords keeping practices, founded under the french 

penal system, are d1fferent in many ways trom the un1ted States 

common-law system. onder the french method, every scrap ot wr1tten 

informat10n pertaining to an investigatlve jud1c1al case is reta1ned, 

fl1ed, and orols indexed several ways in the natlonal archives 1n 

the belief that someday, somewhere, it may be necessary in invest1-

gation. There 1s little effort to olassify the information as to 

its potentlal value, or whether or not lt is specif1c in nature or 

of national soope. 

Under the United States system, information 1n evaluated in 

the above terma, and, if found not to be of national 1mport, it 1s 

retained on a local basu. The bulk of information filed after an 

invest1gative case 1s closed is never used again. It ls wasted ef­

tort, time, and money to load a system w1th n~~ttal and non-speoific 

data, and makes it mo~ ditticult to locate pertinent information. 

Aleo, information can usually be redeveloped by investigation in 

the concerned geographical area. 
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It is necessary to effect an efficient, practical marriage of 

the common-law English and the French penal records keeping systems. 

Part II of this report is a free English translation of a Viet­

namese text prepared by Mr. Ho~ng Kham Sen, Division Chief of the 

Records, Identification, and Technical Laboratory Services of the 

National Directorate General of Police and Suret~ in saigon, Viet 

Ham. This text was the basis of a series of lectures given by Mr. 

Sen in local law enforoement educational programs. Jt presents a 

detailed account of some olassification and fiUng practices now in 

use. 

It is not the writer1s intention to disoard per se the present 

system as reflected in Mr. Senls text. There are many worthwhile 

aspeots outlined there. However, an effort will be rrAde to take 

the best of the United Stetes and Vietnarr.ese systems to arrive at 

a series of records keeping Pllctices which will meet the local 

needs of Viet Nam. 

The writer would like to express his appreoiation to Mr. Hoang 

Kham Sen for furnishing the textual material and for his enthusi­

astic cooperation in other programs. 

E. H. Adkins, Jr. 
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INTRODUCTION 

Th1s 1s a report of a survey made by agreement between M1ch-

19an State un1vers1ty V1et Nam Adv1sory Group and the Directorate 

General of the Pol1ce and Secur1ty Servioes of V1et Nam, in Novem­

ber 1960. The purpose of the. survey was to assess in broad terms 

the ourrent s1tuation of the reoords keeping system of the Polioe 

and Security Serv1oes, Th1s was not a detailed or methods-type 

review wh10h would deal w1th the mechanics of paper handling. On 

the oontrary, the surveyls aim was to make broad reoommendations 

for 1mprov1ng and modern1zing the present reoords keeping praot1oes. 

These reoommendat10ns appear at the end of the survey report. 

Th1s survey covered the following: Central Reoord Bureau, 

Camp des Mares, Saigot!l'r Recbzrd eu.reaus of the Delat Polioe De­

pl!.litment, Central Highlands Su.rete and Po11oe Department at Ban-' 

MeThllot, the Central Lowlands Surete and Police Department at HUe, 

the Surete and Police Department at Innang (Tourane); the Records 

System 1n the JUdicial Bureau, ,Technical Servioes Division, Surete 

at Camp des Mares. The files of the Central Intelligenoe Bureau 

were not exam1ned because of a temporary heavy work load on the 

Bureauts staff. 

The wr1ter interviewed the head of eaoh organization unit, 

explored the table of organizat1on,jurisdj,ot:ton and souroe of 

reoords, and followed the handling of doouments step by steP to 

. their final storage. Mr •. Bui Xuan Toan assisted the writer in 

these stUdies. 
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I In consideration ot this report and in the tmplementation ot

II atlJ recommendations" reterenoe should be made to nprel1minary Re ... 

port on the Establishment at a Central Record Bureau Service" by 

Protessor Ralph J'. Turner, MSUG, August 1957, and "Organization 

... 
Survey ot the Second Precinot ot Saigon Municipal Police and Ree ...· 

ommendations tor Centralization ot Records" by MSUG Advisor Ray­

mond C. Johnston, 1959. 

... . 
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SURET~ CENTRAL RECORD BUREAU, SAIGON 

Generally, information arrives at the Surete Headquarters in 

the form of Incident or Individual' Reports. There are also in­

quiries concerning either incidents or individuals which must be 

answered. When a document arrives at Surete Headquarters, it 

first goes to the Clerical Bureau under the Surete Administrative 

Division where the matter is recorded. It is then sent to the 

Chief of the Cabinet!s off.ice where it is assigned to the appro­

priate division for action. The persons interviewed advised that 

it was necessary to make the assignments at this high level as 

only there would be found the judgement and authority necessary 

to demand proper attention and evaluation, 

The sending agency normally classifies the documents under 

Judicial, Intelligence, or Administrative Reports. The Central 

Record Bureau acts principally as a depository for records. Only 

upon request does the Bureau fu~nish the sending agency any infor­

mation contained in the files. 

An Organization Chart of the Central Record Bureau is in­

cluded as Exhibit No.3, 

The Secretar1.!,l Sectiol2 

This is the receiving section of the Central Record Bureau. 

Documents may be received from the Chief of Cabinet1s off1ce or 

any other d1vision of the SUl'ete. The sending division maintains 

its own file while a matter is under action and it is not until 

their work is fin1.shed that they forward all material to the Reo­

ord Bureau. 

• 
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The Secretarial Section classifies the dossiers into Incident 

or Indiv1dual Reports which are subsequently processed by two sep­

ara te routes. 

Incident ~ Seot10n 

Each.document rece1ved 1n this section is registered in a 

bound ledger w1th columns for the number of doouments received, 

the date, serial numbers of the documents, their origin, and the 

date of the report. It .was noted that some of the send1ng agen" 

cies were the Intelligence Divis10n of the Suret~, saigon Mun1ci­

pal Police Department, Army Commandos, Department of Interior, 

and the Department ,of Publio Works. 

The doss1ers arrive in 11ghtweight manila folders (see Ex­

h1bit No. I), and are stamped with the receiving date. A search 

1s then made of the Incident indices which are mainta1ned on)" Jt5" 

cards. If any previous record is found perta1ning to a newly ar­

rived dossier, 1t 1s consolidated. 

The send1ng agenoy marks the dossiera "A" I "B", "C", "D", Or 

"E" in descending order of raliability of the information con­

ta1ned in thim. 

A typical Incident Report ("affaire") was a report from a 

uniformed polioe offioer stating that on a particular n1ght he 

had observed five persons near the Chi-Hca railroad station. As 

they were hanging around and' wearing d.pk clothing, he suspected 

they might be Viet Congo He told them \0 move on and turned in his 

report wh1ch was ultimately given a separate file number and jacket 

to beoome another InCident Report at the national level. 
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Another report concerned 15 people who were picked up in Cholon 

in a gambl1ng raid. Each person was named and physically described. 

The entire incident was oompiled in an Incident DOSSier and sent to 

the Incident Report Section wherG individual files or dossiers were 

made for each person mentioned in the report. Again, all informa­

tion was filed at the na tiona 1 lev:e 1. 

Ina1dent and Ind1vidual Dossier jaokets are manila-type fold­

ers, legal size, '&Ppropria tely printed, in which the documents are 

fUed loosely in chronological order held together with a straight 

pin. (See Exhibits Nos. land 2.) All enclosed documents are reg­

istered on the inside of the jacket as are any withdrawals. ~lith­

drawals may be made at the request of various agencies, For ex­

ample, if the Judioial Division of the Suret~ wishes the reoords 

searohed for particular informs tion, it fOl'Vlards a mimeographed 

request form to the Incident Report Section. Information tound on 

file is del1vered in its entirety to the requesting agency and the 

Secretarial Section of the Reoords Bureau retains the request slip 

as their receipt for the file. The Record Bureau has no oontrol 

over the fUes after they leave the offioe except for these re­

ceipts. 

The Inoident Report Section handles daily ,about 500 dossiers 

from all parts of Viet Nam. There is no standard report torm and 

information usually comes in letters or memoranda. 

Individual IX:nrte.r Section 

Here the dossiers are received from the Incident Report Seo­

tion, olassified into tYj)es of offenses and assigned a file number 

5

Another report concerned 15 people who were picked up in Cholon

in a gambling raid. Each person was named and physically described.

The entire incident was compiled in an Incident Dossier and sent to

the Incident Report Section where individual files or dossiers were

made for each person mentioned in the report. Again, all informa-

tion was filed at the national level.

Incident and Individual Dossier jackets are manila-type fold-

ers, legal size, appropriately printed, in which the documents are

filed loosely in chronological order held together with a straight

pin. (See Exhibits Nos. 1 and 2.) All enclosed documents are reg-

istered on the inside of the jacket as are any withdrawals. with-

drawals may be made at the request of various agencies, For ex-

ample, if the Judicial Division of the Sureté wishes the records

searched for particular information, it forwards a mimeographed

request form to the Incident Report Section. Information found on

file is delivered in its entirety to the requesting agency and the

Secretarial Section of the Records Bureau retains the request slip

as their receipt for the file. The Record Bureau has no control

over the files after they leave the office except for these re-

ceipts.

The Incident Report Section handles daily about 500 dossiers

from all parts of Viet Nam. There is no standard report form and

information usually comes in letters or memoranda.

Individual Densier Section

Here the dossiers are received from the Incident Report Sec-

tion, classified into types of offenses and assigned a file number



6 

it none has been previously noted. 

A copy ot the Incident Report is made for each name appear-

. ing in the dossier. There are no duplicating machines in this 

section and all copies are typewritten. In one instance ob­

served by the writer, seventy copies were prepared ot a report 

concerning a relatively minor gambling raid. 

Archives Section 

The dossiers then proceed to the Archives Section on the 

second floor of the new Records Building where they are made up 

into books of some fifty doss1ers each. There are appr~imately 

200,000 Incident Dossiers and 1,000,000 Individual Dossiers in 

this building stored on steel racks, tour rows h1gh. It was 

stated that original doss1ersare still maintained at BanMeThuot 

and Hue for incidents under their jurisdict10n as there is not 

sufficient room at Camp des Mares to consolidate these records. 

Only brief resumes of these dossiers are sent to Saigon. 

The Records Building, which also oontains an Index Section 

referred to later in this report, appeared to have 95 per oent 

of its spaoe utilized, with the exception of half of the seoond 

floor which seemed about half full. Some 500 to 700 dossiers 

of both catezories are received daily. The Saigon Municipal 

Polioe Department and other municipal police departments and the 

Immigration Service generally maintain the1r own records. 

The Incident Dossiers remain filed in books unless some in­

terested agency requEl.sts them. 
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Index Section 

As mentioned before, the Individual Dossier Section makes 

Individual Dossiers for each name in the Incident Dossier, as-

signing a tile number and makir.g a jacket. After registration 

and before the Individual Dossiers are enclosed in the jackets, 

each name is searched through the index cards in the Records 

Building. It is noted that the Individual DOSSier Section is 

not in this same building. 

There are six separate sets of indices through which each 

name must be searched. There are also varied sizes of index 

cards as follow: (also see Exhibit No. 4-.) 

1. New Master Index 
10 1/2 c. X 8 c. 

2. Old Suret~ Index 
15.5 c. X 10.5 c. 

3., Special Police of the west 
5.3 c. X 8 c. 

4-. General Archives of the 
Old Police of the South 
15.5 c. X 10.5 c. 

5. Special Archives of the 
Police of South Viet Nam 
15.5 c. X 10.5 c. 

6. Special Order of Cholon 
5.3 c. X 8 c. 

It was observed that with the exception of-Number 1, the 

newniaster index, which is typewritten and uniform in size, all 
, 

other cards vary in size and are handwritten, as shown in Ex-

h1bit No. 4-. The new master index cards are slightly shorter 

than a standard 3" X 5" card. 

If identification of a name is made, the jacket _ of that dos­

sier 1s withdrawn and sent to the Assembly Section where non- ' 

1dent1f1oat10ns are likewisereoe1ved with appropriate notations. 

In the Assembly Sect1on, inq\l.iries are answered, jackets are made 

and index oards typed. File number registers are maintained here 
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Index Section

As mentioned before, the Individual Dossier Section makes

Individual Dossiers for each name in the Incident Dossier, as-

signing a file number and making a jacket. After registration

and before the Individual Dossiers are enclosed in the jackets,

each name is searched through the index cards in the Records

Building. It is noted that the Individual Dossier Section is

not in this same building.

There are six separate sets of indices through which each

name must be searched. There are also varied sizes of index

cards as follow: (also see Exhibit No. 4. )

4. General Archives of the1. New Master Index
Old Police of the South10 1/2 C. X 8 C.
15.5 C. X 10.5 C.

Old Sureté Index2.
5. Special Archives of the15.5 C. X 10.5 C.

Police of South Viet Nam

15.5 C. X 10.5 C.3. Special Police of the West
5.3 C. X 8 C.

6. Special Order of Cholon
5.3 C. X 8 C.

It was observed that with the exception of Number 1, the

new master index, which is typewritten and uniform in size, all

other cards vary in size and are handwritten, as shown in Ex-

hibit No. 4. The new master index cards are slightly shorter

than a standard 3" X 5" card.

If identification of a name is made, the jacket of that dos-

sier is withdrawn and sent to the Assembly Section where non-

identifications are likewise received with appropriate notations.

In the Assembly Section, inquiries are answered, jackets are made

and index cards typed. File number registers are maintained here
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and the jMkets are assembled 1nto the 50-doss1er books. SUch 

consolidation as 1s required is done in this section. The books 

of dossiers are then sent back to the other building ~lhere they 

are filed until there is further use for them. (Photographs 
• 

of the indices files are shown in Exhibits 5 and 6.) 

Crim1nal Bulletin Section (detailed in Part II) 

The "Criminal Bulletin" is a weekly report sent to various 

police agencies. It is mimeographed in 500 copies in legal-s1ze 

volume. The cover oonta1ns the usual organizational data and 

instructions to respective agenc1es, such as requests for complete 

descript10ns, fingerprints, canoellat10n requests upon arrests, 

p);,operty reoovered, me.thods of report1ng to headquarters, and 

class1f1oat10n of 1nformat10n. 

The Bulletin oonta1ns not1ces of fugitives, stolen property, 

abandoned children, military deserters, draft dodgers, oancella-

t10ns, and a table of contents. Officials state. they have been 

unable to obtain necessary funds to pr1nt PhotograPhs or finger­

prints in the "Crim1nal Bullet1n". 

This Seot10n oompiles a monthly stat1st1cal re.port of pr1nted 

information. The follow1ng f1gures were reported for the months 

of October and November, 1960. 

ITEM 

Cancellat10n ot :e..1ttY,.,;,nJiltices 
Stolen property reports 
Bicycles and MotorbikeS. stolen 
J'ugitl:venotUe$ published 
. Unservedwar~"rt'ts 
Escaped prisoners 
Fugitives sentenced en absent1a 
Army deserters . 
Draft dodgers 

OCTOBER 

37 
208 
1J.97 
526 
136 

2 
')7 

1,779 
176 

NOVEMBER 

38') 
1J.8 

189 
31J.9 

81J. 
7 

102 
1,169 

92 

8

and the jackets are assembled into the 50-dossier books. Such

consolidation as is required is done in this section. The books

of dossiers are then sent back to the other building where they

are filed unt11 there is further use for them. (Photographs

of the indices files are shown in Exhibits 5 and 6.)

Criminal Bulletin Section (detailed in Part II)

The "Criminal Bulletin" is a weekly report sent to various

police agencies. It is mimeographed in 500 copies in legal-size

volume. The cover contains the usual organizational data and

instructions to respective agencies, such as requests for complete

descriptions, fingerprints, cancellation requests upon arrests,

property recovered, methods of reporting to headquarters, and

classification of information.

The Bulletin contains notices of fugitives, stolen property,

abandoned children, military deserters, draft dodgers, cancella-

tions, and a table of contents. Officials state they have been

unable to obtain necessary funds to print photographs or finger-

prints in the "Criminal Bulletin".

This Section compiles a monthly statistical report of printed

information. The following figures were reported for the months

of October and November, 1960.

NOVEMBEROCTOBERITEM

38337Cancellation of fugitive notices
48208Stolen property reports
189497Bicycles and Motorbikes stolen
349526Fugitive notices published
84136Unserved warrants
72Escaped prisoners

10237Fugitives sentenced en absentia
1,1691,779Army deserters

92176Draft dodgers
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In a room approximately 5 X 10 meters, in a small building, 

the bulletin is mimeographed on an eleotrio machine whioh is old 

and often out of oommission. In this same room, six people work 

on a separate set of 10.5 o. X 15.5 o. index cards whioh refer to 

dossiers containing the information sent to this seotion for pub-

lioation. When .. a general searoh is made :l:n the Record Bureau, 

this set of indioes is also searohed. It was stated that this~t 

of indioes is kept to show what material was published in the 

"CJ:liminal Bulletin." 

General 

There are 169 emPloyees in the Reoord Bureau. There is no 

uniform orime reporting system, or Central Statistical ·Bureau. 

There are no stolen property files. If serial numbers of weapons 

or other stolen Property are reported, they are published once in 

a single notioe in the Bulletin. If stolen property is recovered, 

all issues of the Bulletin must be searched to locate the offended 

party. No aooident reports are reoeived here. Fugitive notioes 

are published once unless otherwise requested, which happens 00-

oasionally. 

As far as the Reoord Bureau is conoerned, there is no tiokler 

system or method of following up fugitive matters. There are no 

systems of Dead storage or of duplication for Remote storage of 

Reoords. There are now an estimated 1 to 1 1/2 milll.on duplioate 

Pottecher System oards and registry slips 'at the Identification 

Bureau, and i1 1s expeoted that they will be consolidated into 

the Reoord Bureau, although it has not bee.n deoided how it will 

be done. 
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lication. When a general search is made in the Record Bureau,
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of indices is kept to show what material was published in the
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General

There are 169 employees in the Record Bureau. There is no

uniform crime reporting system, or Central Statistical Bureau.

There are no stolen property files. If serial numbers of weapons

or other stolen property are reported, they are published once in

a single notice in the Bulletin. If stolen property is recovered,

all issues of the Bulletin must be searched to locate the offended

party. No accident reports are received here. Fugitive notices

are published once unless otherwise requested, which happens OC-

casionally.

As far as the Record Bureau is concerned, there is no tickler

system or method of following up fugitive matters. There are no

systems of Dead Storage or of duplication for Remote Storage of

Records. There are now an estimated 1 to 1 1/2 million duplicate

Pottecher System cards and registry slips at the Identification

Bureau, and 11 is expected that they will be consolidated into

the Record Bureau, although it has not been decided how it will

be done.
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DALAT, TUYEN DUC PROVINCE 

At the Suret~ Record Bureau in Dalat, employing five persons, 

the same basic system as in saigon was in use, i,e., Individual 

DOSSiers, Incident Dossiers, index cards on 8 X 6 em cards, a 

numerical and classification register, and the customary book­

type files on wooden shelves. 

Records are received from investigative divisions of the 

Surete after all action has been taken. 1.n most matters, copies 

of reports are sent to BanMeThuot and in important matters, to 

Saigon as well. The method of determining the importance of a 

report was rather vague, The Dalat Record Bureau maintains some 

15,600 dossiers and has no Dead storage or Destruction of Rec-

0rda program, 

Mr. Trinh Van Giue, Chief of the Dalat Police, reviewed the 

report making and record keeping practioes of his department, 

When a crime is reported, such as burglary, his offioers visit 

the scene, make sketches ( he presented some which were satis­

factory), interview witnesses, and report their findings. If a 

latentpr1nt search is required, the surete is requested to make 

it and 1fthe oase appears'to be "improtant", the Surete con­

ducts the investigation. The SuretG also handles all matters 1n­

volving internal security, 

The record system is essentially the sa.me as 1n the Central 

Record Bureau, but only a small amount of informa.tion in kept 1n 

Dalat as the local court directed the Chief not to keeP any, but 

he does retain copies of reports on important cases. (No Similar 
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it and if the case appears to be "improtant", the Sureté con-

ducts the investigation. The Sureté also handles all matters in-

volving internal security.

The record system is essentially the same as in the Central

Record Bureau, but only a small amount of information in kept in

Dalat as the local court directed the Chief not to keep any, but

he does retain copies of reports on important cases. (No similar
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restrictions 'were discovered in any other areas visited during 

the study.) There is no index card system at the Delat Record 

Bureau. 

lW/ME'rHUOT, DARLI\C PROVINCE 

Mr. Truong Duc Trieu, Chief of the Record Bureau, is a for­

mer participant. He has 16 employees in his bureau located in 

the home of the Director of Police and Security for the Highlands. 

The bureau space is very crowded and the 15 stacks of files ob­

served on the staircase test1tied to the lack of adequate.·facU1-. 

ties. 

Reports are received at BanMeThuot from all provinces in the 

Highlands and processed about the same as in Dalat and Saigon. 

No statistics are kept and no stolen property file is meintained. 

An index oard is made for eaoh name in the "Criminal Bulletin." 

The Bureau prepares an average of 100 Individual and 50 Inoident 

Doss1ers per day. 

Mr. La Quang Dong, Chief of the BanMeThuot Police, a110 a 

former part1oipant, mainta1ns a modest reoord system of the 

Suret~ type. He handles no 1nternal secur1ty matters and he and 

the Suret~ both 1nvestigate orimes. He sends cop1es of reports 

on important cases to the Suret~ birector • 

• 

TOURANE (DANANG1, QUANG NAM PROVINCE 

Mr. Nguyen Van Suong, Chief of the ReoordBureau, stated 

he had five people, inoluding h1mself in the Bureau. In December 
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mer participant. He has 16 employees in his bureau located in

the home of the Director of Police and Security for the Highlands.

The bureau space is very crowded and the 15 stacks of files ob-

served on the staircase testified to the lack of adequate facili-.

ties.

Reports are received at BanMeThuot from all provinces in the

Highlands and processed about the same as in Dalat and Saigon.

No statistics are kept and no stolen property file is maintained.

An index card is made for each name in the "Criminal Bulletin."

The Bureau prepares an average of 100 Individual and 50 Incident

Dossiers per day.

Mr. Le Quang Dong, Chief of the BanMeThuot Police, also a

former participant, maintains a modest record system of the

Sureté type. He handles no internal security matters and he and

the Sureté both investigate crimes. He sends copies of reports

on important cases to the Sureté Director.

TOURANE (DANANG), QUANG NAM PROVINCE

Mr. Nguyen Van Suong, Chief of the Record Bureau, stated

he had five people, including himself in the Bureau. In December
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1960, they received 272 Individual and 70 Incident dossiers. There 

were a'total of 6,000 Incident and 17,200 Individual Doseiers 01\' 

file and about 6,000 Inoident files yet to be consolidated. The 

information in the II Criminal Bulletin" is not indexed here. The 

equipment includes one typewriter but there is no tYPist on the 

staff. The office space of the Bureau is very crowded. The same 

system with the same defioienoies was observed in Tourane. 

Mr. Duong Chanh Vinh, Chief of Police, maintains a record 

system in which reports are filed chronologically. Each .action 

of the police department keeps its own files and there is little 

olassification of offestes and no index card tile. 30 or 40 of-

fenSes are registered eaoh month, investigated by the Polioe Chief 

and the Suret6. The reporting praotices here are similar to those 

of the other police departments. 

HUE, THUA THIEN PROVINCE AND 
QUANG TRI PROVINCE 

Mr. Than Trong Tinh, Chief of the Central Record Bureau at 

Hue, is under the direotion of Colonel Thuong. They operate the 

usual system and their bureau spaoe is also orowded. They pre­

pare about 600 Ind1vidual Dossiers per month and, at the time of 

this stUdy, had some 110,000 Indiv1d~ and 34,500 Incidnet Dos-

Siers on file. They had requested permission from Saigon to form 

a Com\ll11ttee for the Destruction of Rec9rds, but had reoeived no 

reply. There are 30 people in the bureau, three typewriter., but 

no typists. The "Cr1minal Bulletin" 1. ln4exed, taking the full 

time ot three employees. The same limitation. were noted here as 
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Mr. Than Trong Tinh, Chief of the Central Record Bureau at

Hue, is under the direction of Colonel Thuong. They operate the

usual system and their bureau space is also crowded. They pre-

pare about 600 Individual Dossiers per month and, at the time of

this study, had some 110,000 Individual and 34,500 Incidnet Dos-

siers on file. They had requested permission from Saigon to form

a Commiittee for the Destruction of Records, but had received no

reply. There are 30 people in the bureau, three typewriters, but

no typists. The "Criminal Bulletin" is indexed, taking the full

time of three employees. The same limitations were noted here as
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1n ath~r burea~s,. 

CAMP DES MARES, SAIGON 

Mr. Va Van Sang had been Chief ot the JUd1c1al Bureau Tech­

n1cal Serv10es Divis10n for three years. He stated the JUdic1al 

BureaU was empowered to investigate matters 1n the general cr1mi­

nal field, municiPally, provincially, and nationally under certain 

oircumstances. These matters extend from theft ot government 

funds to crimes ot violence. 

Local crimes are usually reported to the Saigon Municipal ' 

Police who conduct the preliminary investigation and send a re­

port ,to a court whioh is roughly equivalent to a United states, 

Court of Crimes. The court reviews the report and it additional 

evidenoe is neoessary the matter is referred to the Judioial Bur­

eaU whioh the,n conduots a II complementary" investigation. The 

Judicial BUreau also conducts investigations upon direction of 

the Director General of the Police and Security Services or upon 

specitic request from province chiefs. The Judicial Bureau does 

not initiate investigations on their own or ~on complaints trom 

the general public. Mr. Sang stated that nearly all of the in­

vestigations in Viet Nam involved intra-city or intra-provincial 

crimes and only oooasionally would there be inter-provincial act­

ivity. 

Mr. Sang direoted 200 emplOyees ot whom 120 were 1nvestiga­

tors, divided into seven brigades, each of which is assigned a 

series ot related crimes to investigate. A constant organizational 

.'. -
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nical Services Division for three years. He stated the Judicial

Bureau was empowered to investigate matters in the general crimi-

nel field, municipally, provincially, and nationally under certain

circumstances. These matters extend from theft of government

funds to crimes of violence.

Local crimes are usually reported to the Saigon Municipal

Police who conduct the preliminary investigation and send a re-

port to a court which is roughly equivalent to a United States

Court of Crimes. The court reviews the report and if additional

evidence is necessary the matter is referred to the Judicial Bur-

eau which then conducts a "complementary" investigation. The

Judicial Bureau also conducts investigations upon direction of

the Director General of the Police and Security Services or upon

specific request from province chiefs. The Judicial Bureau does

not initiate investigations on their own or upon complaints from

the general public. Mr. Sang stated that nearly all of the in-

vestigations in Viet Nam involved intra-city or intra-provincial

crimes and only occasionally would there be inter-provincial act-

ivity.

Mr. Sang directed 200 employees of whom 120 were investiga-

tors, divided into seven brigades, each of which is assigned a

series of related crimes to investigate. A constant organizational
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problem 1s that the Bureau looks to the court 1n investigative 

matters and to the SureM for administrative support.. 

The Judioial Bureau.reoeives reports and pro'08sses them much 

the same as was observed in other un1ts of the Suret6. There is 

no att·empt to nationally supervise or coordinate 1nvestigative 

act1v1ty exoept as ment10ned in the preceed1ng paragraPh. 

The phys10al fac1lities of the Bureau, housed 1n two build­

ings, were' 1nspeoted and the space for handling records and con;' 

duct1rig1nterv1ews was found to be inadequate. All records are 

maintained in the JUdic18:1 Bureau until an 1nvest1gation is oom-

plated and the court has ·disposed of the case; the records are 

then sent to the Central Reoord Bureau. 

~~ERAL R§£Q~NDAT!OTI1 

The following is offered as a basis for 1mplement1ng spe-

011'1e i recommendat1ons. 

A Records AdVisor should be assigned to the project of 

improving the records keep1ng system of Viet .Nam, ,Thie 

aSSignment could be either: (1) a full-tima projeot for 

an adVisor for a per10d of three to six months .to out­

line improvements, or (2) as an addition to other duties 

of an advisor for an extended period. The· first solu­

tion has the advantage of ooncentrated attention and ef­

fort but laoks the time faotor for an effective follow-

up ,and oontinued development. The _lllernative has the 
: .. i " .,', '" ' 

<lisadvaIltage of divided interest on the part of the 
, ,.'\ ',.' " . "·8 
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problem is that the Bureau looks to the court in investigative

matters and to the Sureté for administrative support.

The Judicial Bureau receives reports and processes them much

the same as was observed in other units of the Sureté. There is

no attempt to nationally supervise or coordinate investigative

activity except as mentioned in the preceeding paragraph.

The physical facilities of the Bureau, housed in two build-

ings, were inspected and the space for handling records and con-

ducting interviews was found to be inadequate. All records are

maintained in the Judicial Bureau until an investigation is com-

pleted and the court has disposed of the case; the records are

then sent to the Central Record Bureau.

GENERAL RECOMMENDATIONS

The following is offered as a basis for implementing spe-

cificirecommendations

A Records Advisor should be assigned to the project of

improving the records keeping system of Viet Nam. This

assignment could be either: (1) a full-time project for

an advisor for a period of three to six months to out-

line improvements, or (2) as an addition to other duties

of an advisor for an extended period. The first solu-

tion has the advantage of concentrated attention and ef-

fort but lacks the time factor for an effective follow-

up and continued development. The alternative has the

disadvantage of divided interest on the part of the
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advisor but does allow time for adequate follow-up 

at the national and local levels. 

SPECIFIC RECOMMENDATIONS 

1. An exce.sive amount of non-speoific and relatively un­

important information i. maintained in the Central Record Bureau. 

A uniform system ot claasitioation and evaluation should be set 

up on a national basis to decrease the amount of non-specitic 

intormation and the purely looal data. Provisions should be 

made for munioipal and provincial recording of tM .• intormation 

for future reference. 

2. The present system of preparing an Incident DoSSier and 

and Individual Dossier for each person mentioned in a report should 

be eliminated. There should be one dOSSier prepared at the inves­

tigative level containing all pertinent'facta and the names of 

the principal subjeots and their aliasea used as the case caption. 

These should be thoroughly indexed according to important individ­

uals 1n the report. A broader classifioation system relating to 

specifiC criminal statutes should be installed in lieu of the 

present conseou1!1ve nUlllbering system and l1mited breakdown. 

3. All reoords should be microfilmed and then deatroyed. 

Miorofilm negatives Should be stored in a remote, aecure loca­

tion such as a bank vault, and the indexing and positive micro­

fl1m storage should be In the present Reoords Building. Adequate 

miorofilming, vlewing, and prooe •• ing equiPment and faollities 
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important information is maintained in the Central Record Bureau.

A uniform system of classification and evaluation should be set

up on a national basis to decrease the amount of non-specific
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made for municipal and provincial recording of this information

for future reference.

2. The present system of preparing an Incident Dossier and

and Individual Dossier for each person mentioned in a report should

be eliminated. There should be one dossier prepared at the inves-

tigative level containing all pertinent facts and the names of

the principal subjects and their aliases used as the case caption.

These should be thoroughly indexed according to important individ-

uals in the report. A broader classification system relating to

specific criminal statutes should be installed in lieu of the

present consecutive numbering system and limited breakdown.

3. All records should be microfilmed and then destroyed.

Microfilm negatives should be stored in a remote, secure loca-

tion such as 8 bank vault, and the indexing and positive micro-

film storage should be in the present Records Building. Adequate

microfilming, viewing, and processing equipment and facilities
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should be provided. Alao, a seoure method of destruotion of the 

til •• should be installed. It is noted that the Viet Nam Press 

has been microfilming all it. records sinoe 1956. 

4. All 1ndex oards in the var10us files should be oonsoli-

dated into a single 1ndex 8yatem, preferably on }" x 5" index 

oarda wh10h are standard for United states fil1ng cab1neta. Suf­

fic1ent tiling cab1nets, preferably of the rotarr type, should 

be procured. 

5. A manual of 1nstruotions based on a uniform nat10nal 

record keep1ng system should be prepared, and central and pro-

vinclal tralning oourses should be 1nstituted. 

6. Cons1deration should be g1ven to the establishment ora' 

central staat1cal sect10n w1th1n the structure of the ReoordBur-

eau and a system ot unitorm crime reports should be developed. 

Thls reporting system should be nat10nal and uniformly applicable 

7. Cons1derat1on should be g1ven to inst1tut1ng a standard 

system ot 1nvest1gat1ve report wr1t1ng w1th adequate report torms, 

inoludlng abstraot sl1ps to be f1led at the national level. A 

manual ot 1nstruot1ons and a training program should be imple-

mented. 

S. Nat10nal and local stolen property tUes should be 1naug-
. . 

urated and ma1ntenanoe instruot1on and tra1n1ng 1nstituted. 
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should be provided. Also, a secure method of destruction of the

files should be installed. It is noted that the Viet Nam Press

has been microfilming all its records since 1956.

4. All index cards in the various files should be consoli-

dated into a single index system, preferably on 3" x 5" index

oards which are standard for United States filing cabinets. Suf-

ficient filing oabinets, preferably of the rotary type, should

be procured.

5. A manual of instructions based on a uniform national

record keeping system should be prepared, and central and pro-

vincial training courses should be instituted.

6. Consideration should be given to the establishment of a

central stastical section within the structure of the Record Bur-

eau and a system of uniform crime reports should be developed.

This reporting system should be national and uniformly applicable

to all areas.

7. Consideration should be given to instituting a standard

system of investigative report writing with adequate report forms,

including abstract slips to be filed at the national level. A

manual of instructions and a training program should be imple-

mented.

8. National and local stolen property files should be inaug-

urated and maintenance instruction and training instituted.
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9. The weekly ·Crimlnal Bullet1n" should be studied for re­

,vls1ons to Include flngerpr1nt class1t1catlon, photographs, end 

a slngle"tlngerprlnt of 1mportant fug1tlves. Th~ necEssary e­

qu1pment and suppUes must be I:rovlded. A mult111th r:achlne cf 

adequate capaclty 1s presently ass1gned to Camp des /I'",<res. it 1s 

receommended that the Bulletln be 1ssued monthly end the Infcrma­

t10n pr1nted lim1ted to Inter-prov1nc1al cr1n:inal actjivlty, For 

Instance, there Is Uttle po1nt In reportLng to Hue bicycles 

stolen in Saigon. A Qn1torm review and indexlng of pertlnent 

informat1on 1n the Bulletln should be established at munlc1P!'<l 

and provlncial levels. 

10. Based On a study of space reqUirements for microf:l~d 

records, recommendatiOns should be made for any additional build­

ings or space required tor the Record Bureau. At!' condlt1on:l.r:g 

should be installed in the m1crofilm storege ereas. 
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9. The weekly "Criminal Bulletin" should be studied for re-

visions to include fingerprint classification, photographs, and

a single fingerprint of important fugitives. The necessary e-

quipment and supplies must be provided. A multilith rachine cf

adequate capacity is presently assigned to Camp des Mares. it 1s

receommended that the Bulletin be issued monthly and the informa-

tion printed limited to inter-provincial criminal activity. For

instance, there is little point in reporting to Hue bicycles

stolen in Saigon. A uniform review and indexing of pertinent

information in the Bulletin should be established at municipal

and provincial levels.

10. Based on a study of space requirements for microfilmed

records, recommendations should be made for any additional build-

ings or space required for the Record Bureau. Air conditioning

should be installed in the microfilm storage areas.
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I. CRIMINAL BULLETIN 

A. Purpose and US!! of the "Criminal Bulletin" 

JUdiCial, administrative, and military organizations of all 

countries must apprehend and prosecute criminals to maintain so-

ctal security and order. To expedite.justioe administration, many 

countries oirculate Periodic printed reviews containing informa-

tion on prosecuted oriminals who have not served sentences --es-

caped prisoners, military deserters, draft dodgers, etc. In ad­

dition, the following information is also included in these pub­

lications I 

- stolen and lost property 
- bannsd mOVing pictures, 
- material for. which publication is prohibited, etc. 

The weekly review in Viet Naill, entltled 11 Criminal Bulletin'l is 

published by the Central Reoord Bureau and distributed to all 

governmental agencies. 

B. Source 

The "Criminal Bulletin" was established during the French 

rule by authority of the following documents: 

- the ArreMs of November 22, 1930 (Article 7) and December 
1934 (Article 2) signed by the Governor of Indochina; 

- the Ciroulars # 284, 310, 135, 294, and 335, of August 13, 
1933 and August 20., 1935, signed by former Governors of 
Cochinchina. 

The Vietnamese-F~enC!l'lag:t'eement of-March 8, 1949, and the 

Vietnamese-French Convention of December 30, 1949, stipulated 

the maintenance of the "Criminal Bulletin." 
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I. CRIMINAL BULLETIN

A. Purpose and Use of the "Criminal Bulletin"

Judicial, administrative, and military organizations of all

countries must apprehend and prosecute criminals to maintain so-

cial security and order. TO expedite justice administration, many

countries circulate periodic printed reviews containing informa-

tion on prosecuted criminals who have not served sentences --es-

caped prisoners, military deserters, draft dodgers, etc. In ad-

dition, the following information is also included in these pub--

lications:

- stolen and lost property
- banned moving pictures,
material for which publication is prohibited, etc.-

The weekly review in Viet Nam, entitled "Criminal Bulletin" is

published by the Central Record Bureau and distributed to all

governmental agencies.

B. Source

The "Criminal Bulletin" was established during the French

rule by authority of the following documents:

- the Arretés of November 22, 1930 (Article 7) and December

1934 (Article 2) signed by the Governor of Indochina;

- the Circulars # 284, 310, 135, 294, and 335, of August 13,

1933 and August 20, 1935, signed by former Governors of

Cochinchina.

The Vietnamese-French agreement of March 8, 1949, and the

Vietnamese-French Convention of December 30, 1949, stipulated

the maintenance of the "Criminal Bulletin."
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C. Aotivities of the' Criminal Bulletin Seotion of the Central 
Reoord Bureau 

The Criminal Bulletin Seot1on is responsible for: 

1. Reoe1ving and classifYing all oriminal documents from 
var10us military and adn.inistrative agencies l 

2. Wr1ting and ed1ting all copy for the Bulletin; 

}. Printing and distributing, copies to military and admin­
istrative agencies; 

4. Establishing, classifying, and filing oriminal name 
index cards, and searching them. 

The Section Chief is in charge of the coordination, super-

vision, and resolution of all matters concerning the Section, and 

he and the Deputy Chief are responsible for the reoeption and 

olassifioation of all documents • 

. All criminal documents sent to the Criminal Bulletin Section 

are olassified by the Seotion Ch1ef as follows. 

a. Notioes or warrants 

1. Exeoution of justice warrants I 
- subpoenas 
- arrest warrants 
- arrest warrants signed by the Military Court 
- arrest warrants s1gned by the Court of APpeal. 

2. Individuals wanted for exeoutions of petitiOns in 
bankruptcy. 

3. Searoh orders concerning escaped prisonsrs: 
- sentenoed polit1cal prisoners ' 
- exlledordinary prisoilers 

, - incaroerated m1litary prisoners 
- ord:!.nar)T and politioal prisoners sent to agricul­

tural oenters and oorrection oenters 
- young delinquents sent to eduoational oenters 
- prostitutes sent to vocational oentera. 

4. ' Indiv1duals wanted for sentenoing. 

5. Individuals wanted for exeoution of penalties: 
-judgements by default becoming defin1te 
- oontrad1otory judgements beoom1ng definite 
- definite judgements •. 
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Activities of the Criminal Bulletin Section of the CentralC.
Record Bureau

The Criminal Bulletin Section is responsible for:

1. Receiving and classifying all criminal documents from
various military and administrative agencies;

2. Writing and editing all copy for the Bulletin;

3. Printing and distributing copies to military and admin-
istrative agencies;

4. Establishing, classifying, and filing criminal name
index cards, and searching them.

The Section Chief is in charge of the coordination, super-

vision, and resolution of all matters concerning the Section, and

he and the Deputy Chief are responsible for the reception and

classification of all documents.

All criminal documents sent to the Criminal Bulletin Section

are classified by the Section Chief as follows.

a. Notices or Warrants

1. Execution of justice warrants:
- subpoenas
- arrest warrants
- arrest warrants signed by the Military Court
- arrest warrants signed by the Court of Appeal.

2. Individuals wanted for executions of petitions in
bankruptcy.

3. Search orders concerning escaped prisoners:
- sentenced political prisoners
- exiled ordinary prisoners
- incarcerated military prisoners
- ordinary and political prisoners sent to agricul-

tural centers and correction centers
- young delinquents sent to educational centers
- prostitutes sent to vocational centers.

4. Individuals wanted for sentencing.

Individuals wanted for execution of penalties:5.
- judgements by default becoming definite
- contradictory judgements becoming definite
- definite judgements.
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6. Individuals wanted for having evaded forced rel1dences., 

7. Ind11flduals wanted for sening notification ot cancel­
lation of sojoUl'n., 

8. Individuals wanted for: 
- execution of a deciSion ot deportation 
- execution of an awet' sending them b"ck to their 

birthplace 
- incorporation into a special formation ot labor 

battalions 
- notification of a deois10n keeping them ott certain 

zones and loca11ties 
- failUl'e of subm1ssion of their ident1ty card! for 

visas 
- notification of dec1.ions concern1ng the1r alsigned 

residences. 

9. Military deserters. 

10. Sailors wanted by Marine Inscr1ption. 

11. Disobedients. 

12. Workers break1ng the1r contracts" 

n. Requ1sit1oned workers who desert, 

14. Vietnamese sa1lors departed to serve a foreign power. 

b. Request for search: 
- Jud1cial 
- Adm1nistrative 
- Information concern1ng,family interests, 

c. Repression of crimes and criminals. 

d. Jewelry and other objeots stolen or lost; 
- stolen bicycles 
- false 1dentity cards 
- cancellations of passes sening tor temporary identity 

cards. 

e. Proh1bited publications. 

t. 
pictUl'es. 

g. Announcemants of detect1on: ' 
- announcements concerning lost seale. 

h. Cessation of searoh. 
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6. Individuals wanted for having evaded forced residences.

7. Individuals wanted for serving notification of cancel-
lation of sojourn.

8. Individuals wanted for:
- execution of a decision of deportation
- execution of an arreté sending them back to their

birthplace
- incorporation into 8 special formation of labor

battalions
- notification of 8 decision keeping them off certain

zones and localities
- failure of submission of their identity card for

visas
notification of decisions concerning their assigned-

residences.

9. Military deserters.

10. Sailors wanted by Marine Inscription.

11. Disobedients.

12. Workers breaking their contracts.

13. Requisitioned workers who desert.

14. Vietnamese sailors departed to serve a foreign power.

b. Request for search:
- Judicial
- Administrative
- Information concerning family interests.

C. Repression of crimes and criminals.

d. Jewelry and other objects stolen or lost:
- stolen bicycles
- false identity cards
- cancellations of passes serving for temporary identity

cards.

e. Prohibited publications.

f. Counterfeit money:
- prohibited moving pictures.

g. Announcements of detection:
- announcements concerning lost seals.

h. Cessation of Search.
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1. Supplementary information. 

3. Rectification of errors. 

k. Table of Contents. 

D. Responsibility of Each Criminal Bullet1n.SUb-Seot1on . 
The aot1v1t1es of the Criminal Bulletin Section are oarr1ed 

out by the following sub-sections. 

1. Editing Sub-Seot1on: . This sub-seotion is responsible for 

writing the Bulletin copy aceording to the above ohapters and 

items. Each issue is oompo'ad 1none ·week. Basad on documents 

assigned by the Seet10n Chief, eaoh worker prepares the material 

first in a simple summary form, then in the final approved form 

for printing, and finally, aceord1ng to chapters and items. 

The following is a dooument received by the Criminal· aul1etin 

Section to be edited. 

Republic of Viet Nam 
saigon Jud101al Serv10e 
An Giang·Court 

Case #1 1.073 PubUcProseeutor 
267 Magistrate 

SUBPOENA 

ON BEHALF OF THE VIETNAMESE PEOPLE, 

I; .Ngo Tan Canh, Magistrate at the 
An-Giang Court, inform all military off1ol8ls of the Republic 
of Viet Nam that thej muSt, aooording to 3ustioe, bring before 
us the hereafter named: . 

- THIEtJ-VAN-.LAP ,Southern' about ~7 years old, about lm70 tall, 
slender, light oomPlexion, thinfsoell.nd aquiline nose, three gold­
en teetlt..at the right and two at ~)le left of the lower jaw, living 
at Khanh~An, An~Giang: . 

Aoeused of Violation. 
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1. Supplementary information.

I. Rectification of errors.

k. Table of Contents.

D. Responsibility of Each Criminal Bulletin Sub-Section

The activities of the Criminal Bulletin Section are carried

out by the following sub-sections.

1. Editing Sub-Section: This sub-section 1s responsible for

writing the Bulletin copy according to the above chapters and

items. Each issue is composed in one week. Based on documents

assigned by the Section Chief, each worker prepares the material

first in a simple summary form, then in the final approved form

for printing, and finally, according to chapters and items.

The following is a document received by the Criminal Bulletin

Section to be edited.

Republic of Viet Nam
Saigon Judicial Service
An Giang Court

SUBPOENA
Case #: 1.073 Public Prosecutor

267 Magistrate
ON BEHALF OF THE VIETNAMESE PEOPLE,

I, Ngo Tan Canh, Magistrate at the

An-Giang Court, inform all military officials of the Republic
of Viet Nam that they must, according to justice, bring before
us the hereafter named:

- THIEU-VAN-LAP, Southern, about 27 years old, about 1m70 tall,
slender, light complexion, thin face and aquiline nose, three gold-
en teeth at the right and two at the left of the lower jaw, living
at Khanh-An, An-Giang;

Accused of violation.
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Must be questioned about his crime. 

All responsible military officials of the Republic of Viet Nam 
are requested to help us to serve this subpoena; and in order for 
this to be sUccessful, we have·signed and sealed this8ubpoena. 

Issued at An-Giang, this subpoena is dated November 111-, 1958. 

Cal Clerk of the Magistrate1s 
OfUce. 

MAGISTRATE 

(signed) NGO-TAN-CANH 
(seal) An-Giang Court of 

Peace with extended 
jurisdiction. 

After editing, the above information would·appear in the 

"Criminal Bulletin" 1n the chapter titled II Notices of warrant", 

under the section "Execution of Tribunal Orders", sub-section 

" SubPoenas," in this form: 

THIEU-VAN-LAP, birthplace: south, about 27 years old, 
living at Khanh-An (An-Giang), is accused of violation. 

IDENTIFICATION: about Im70 tall, slender, aquiline nose, 
thin face, light skin; baving 3 golden teeth at the right 
and 2 at the left of the lower jaw. 

Subpoena #1. 07) -BL!267 -DT of November 111-, 1958, signed by 
Mr. NGO-TAN-CANH, Magistrate at the Court of Peace .with 
extended jurisdiction of An-Giang. 

Here is a seoond dooument 1.1e.ce:\.ved for publ1cation in the 

"Criminal Bulletin." 
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Must be questioned about his crime.

All responsible military officials of the Republic of Viet Nam

are requested to help us to serve this subpoena; and in order for

this to be successful, we have signed and sealed this subpoena,

Issued at An-Giang, this subpoena is dated November 14, 1958.

MAGISTRATE

(signed) NGO-TAN-CANH
(seal) An-Giang Court of

Peace with extended
jurisdiction.CC: Clerk of the Magistrate!s

Office.

After editing, the above information would appear in the

"Criminal Bulletin" in the chapter titled "Notices of Warrant",

under the section "Execution of Tribunal Orders", sub-section

"Subpoenas," in this form:

THIEU-VAN-LAP, birthplace: South, about 27 years old,

living at Khanh-An (An-Giang), is accused of violation.

IDENTIFICATION: about 1m70 tall, slender, aquiline nose,
thin face, light skin; having 3 golden teeth at the right
and 2 at the left of the lower jaw.

Subpoena #1.073-BL/267-DT of November 14, 1958, signed by
Mr. NGO-TAN-CANH, Magistrate at the Court of Peace with

extended jurisdiction of An-Giang.

Here is a second document received for publication in the

"Criminal Bulletin.It
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FORM #6 
(Art101e 24 of General Instruotion) 

FUGITIVE ANNOUNCEMENT 
Conoern1ng a Deserting Soldier 

Republio of Viet Nam 
Vietnamese Republio Army 

First Military Zone 
Field D1v1s1qn #4 

Infantry Regiment #10 
Battalion #3 

Company #1 
#1293/DDI/3/58 

Please try to looate Can Van D1nh, soldier of second class, 
military number 193.371. 

Absent from the oompany since December 14, 1958. 

Has been considered as a deserter since December 15, 1958. 

WHEN THE DESERTER IS ARRESTED: please detain him and inform the 
Commanding Officer of APo.4906 and the Commanding Officer of Re­
gional Administrative Unit #1 - APO.4.204. 

DESERTION CASE: The concerned sold1er'voluntarily left his post 
when the Company was moving on December 14, 1958; he was oon­
sidered as a deserter since December 15, 1958. 

~ None 

MILITARY CLOTHING: 
- Khaki shirt; 2 pcs; - socks (2 pairs) 
- Trousers with shirt (khaki): 2 different kinds 
- Tin can: 1 set - Saddle bagl 1 pc. - Individual Tent: 

1 pc. 

----------
IDENTIFICATION i 
Born in 1937 in Thai-B1nh provinoe, lion of Mr. Dam Hiong and 
Mrs. te-Thi-Hoa, living at An Loc, Xuan Loc, Long-Khanh. 

APPEARANCE: 
Black hair, blackeyes, normal front, flat nose, oval faoe, 
Im50 tall. 

MILIRARY DUTY DETAILS: 
New reoru1t since February 26, 
3/10. 

Addresses: 
- Chief of Province, B1en-Hoa 
- Chief of Gendarme Group 
- Chief of Police 

1958, was assigned to Battalion 

- Direotor of VN Police 
and Security, saigon 

- Commander of VN Gendarmerie 
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FORM #6
(Article 24 of General Instruction)

Republic of Viet Nam
Vietnamese Republic Army

FUGITIVE ANNOUNCEMENT First Military Zone
Concerning a Deserting Soldier Field Division #4

Infantry Regiment #10
Battalion #3
Company #1

#1293/DDI/3/58

Please try to locate Can Van Dinh, soldier of second class,
military number 193.371.

Absent from the company since December 14, 1958.

Has been considered as a deserter since December 15, 1958.

WHEN THE DESERTER IS ARRESTED: please detain him and inform the
Commanding Officer of APO.4906 and the Commanding Officer of Re-
gional Administrative Unit #1 - APO.4.204.

DESERTION CASE: The concerned soldier voluntarily left his post
when the Company was moving on December 14, 1958; he was con-
sidered as a deserter since December 15, 1958.

ARMS: None

MILITARY CLOTHING:
- Khaki shirt; 2 pcs; - socks (2 pairs)
- Trousers with shirt (khaki): 2 different kinds
- Tin can: 1 set - Saddle bag: 1 pc. - Individual Tent:

1 pc.

IDENTIFICATION:
Born in 1937 in Thai-Binh province, son of Mr. Dam Hiong and
Mrs. Le-Thi-Hoa, living at An Loc, Xuan Loc, Long-Khanh.

APPEARANCE:
Black hair, black eyes, normal front, flat nose, oval face,
1m50 tall.

MILIRARY DUTY DETAILS:
New recruit since February 26, 1958, was assigned to Battalion
3/10.

Addresses:
- Chief of Province, Bien-Hoa - Director of VN Police
- Chief of Gendarme Group and Security, Saigon
- Chief of Police - Commander of VN Gendarmerie
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. APo.4, 906, Decembor l.6, 1958 
Byo:rder of Captain CAO VAN CHON, 
Chief of BS.ttallon 3/10, 

Lteutenant NGUYEN'TrtANlI NGUYEN, 
Supervisor of Batt.al1on :Offt.oe • 

(signed and$ealed) 

REQUEST FOR INVESTIGATION AND CLARIFICATION OIl REPORT IN CRIMINAL 
POLICE IDENTIFICATION RECORDS: 

-Secretary of State, DOD (~!i11 tary JUdicial Service HO.ll-, 386) 

- the Colonel, Commander ,of 1st ~lll1tary Region (Si;aff 2 and 
Ch1ef of Jud101al Serv1oe, 1st Mil.itary Region, APO 4772) 
(for oonvenienoe). 

- Commanding Off;toerof Administrative Unit, 1st Military .Re-
g1on, APO ll-20ll-. . 

- Warrant Offioer ( 3 cOPies)-, Ch1ef of Pers,onnel Sect.10n 

'- Reading file 

This document would appear In the follow1ng form i.n the "Crim-

inalBulletin", under the item "M111tal'y Deserters," 

, , . --------------------------------
DAM VAN DINH, soldier of second class defending ill Company 

I, Battalion 3/10, APO l~.906, military number 193.371, born in 
1937 at Thai Blnh (North), son of Dam Huong and Le Th1 Hoa, de­
serted.s.1nce Deoember 15, 1958 (not requil'ed tQ desoribe m1li­
tary olothes, but it is necessary to desoribe !\ny arra(l li1l.ken 1. 

by the deserter or any money stolen by him. ) 

Ident1fioation: Helght Im50, flat nosed, oval faoe., ,- , 

--------------------------------
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APO.4. 906, December 16, 1958
By order of Captain CAO VAN CHON,
Chief of Battalion 3/10

Lieutenant NGUYEN THANH NGUYEN,
Supervisor of Battalion Office

(signed and sealed

REQUEST FOR INVESTIGATION AND CLARIFICATION OF REPORT IN CRIMINAL
POLICE IDENTIFICATION RECORDS:

- Secretary of State, DOD (Military Judicial Service APO.4.386)

- the Colonel, Commander of 1st Military Region (Staff 2 and
Chief of Judicial Service, 1st Military Region, APO 4772)
(for convenience).

Commanding Officer of Administrative Unit, 1st Military Re--

gion, APO 4204.

- Warrant Officer ( 3 copies) - Chief of Personnel Section

- Reading file

This document would appear in the following form in the "Crim-

inal Bulletin", under the 1tem Military Deserters."

DAM VAN DINH, soldier of second class defending in Company
I, Battalion 3/10, APO 4.906, military number 193.371, born in
1937 at Thai Binh (North), son of Dam Huong and Le Thi Hoa, de-
serted since December 15, 1958 (not required to describe mili-
tary clothes, but it is necessary to describe any arms taken 1

by the deserter or any money stolen by him. )

Identification: Height 1m50, flat nosed, oval face.
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When all copy has been edited, the Editing Sub-Section then 

prepares a "guilty name list" for the chapter "Pugitive Notioes 

and Request for Fugitive Investigation," A "Table of. Contents," 

listing each chapter and item and its page numbe~ is also pre­

pared as the first page of the "Criminal Bulletin." 

The "guilty name list" appears on the last page of the Bulle-

tin and includes; 

1. Issue number of the Bulletin; 

2. Fugitives; 

3. Birth dates; 

4. Province or APO (Army Post Office), and the order or the 
request for Pursuit. 

This information appears as follows: 

--------------------------------
Alphabetioal list of fugitive names 

I 

In Bulletin # ____ _ 

FUGITIVE NOTICE, ___ _ 

84.621 Bu1-Van-A 1932 APO 4.131 

2. Publication Sub-Section: The completed Bulletin copy is sent 

to the Publioation Sub-Section which has responsibility for cutting 

stencils, mimeographing, binding, and distribution. ~'he entire 
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When all copy has been edited, the Editing Sub-Section then

prepares a "guilty name list" for the chapter "Fugitive Notices

and Request for Fugitive Investigation," A "Table of Contents,"

listing each chapter and item and its page number, is also pre-

pared as the first page of the "Criminal Bulletin."

The "guilty name list" appears on the last page of the Bulle-

tin and includes:

1. Issue number of the Bulletin;

2. Fugitives;

3. Birth dates;

4. Province or APO (Army Post Office), and the order or the

request for pursuit.

This information appears as follows:

Alphabetical list of fugitive names

1

:

1

1

In Bulletin #

FUGITIVE NOTICE

1932 APO 4.13184.621 Bui-Van-A

2. Publication Sub-Section: The completed Bulletin copy is sent

to the Publication Sub-Section which has responsibility for cutting

stencils, mimeographing, binding, and distribution. The entire
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«~emQtt'Onis similar t'O that of a printing sh'Op. It .if were 

i'~osUble t'O have the Bulletin printed by a commercial printer, 

,phot'Ographs and fingerprints 'Of fugitives could be inoluded, 

aiding'-in the apprehension of rhese wanted persons. 

~. ',IridexCard Filing Sub-Sect1..<:!!.: This section is in c~arge of 

.dlassigylng and filing all index cards, a;1d checking index cards 

with p'Ol1oerecords received from various militGlry and adm1.nis­

.trat1ve agencies. Although these ax'e technical operati'Ons, this 

sub-secti'On maintains liais'On with the Ed.iting and Publicati'On 

Sub-Sections. This will be explained lat8r in tile section deal-

ing with "Sea:rch of Records." 

a. Index Card Filing Metho9; 

Index cards on fugitives ax'e filed in pa1:,~s at the time 

the If Criminal Bullet;1n" is pubHshed. On the;Je cards., 

family names and middle names are written in small let-

tel'S, and prl1:ted letters are used for the given names. 

This facil1tates searches. 

If a document provides all detai13 cOrl(:erning a fugitive, 

the index card is completed as foHows: 

- Family names andgiv9n name, date, birthple,ce, parents 1 
names., 

- For a soldier, hiB military nurrlber must appear above 
the Une of ds,te at:d bi)['thplace. 

- The year of birth is added on the lower left side of 
the oard; on the rj,ghtside at the bottom is written 
the names of tl1eprovince or army post off"tce (APO) 
of the 1ssu:\;ng' agenoy, In the lOHer center of the 
oard ts a reotangle divided tnto two parts;: on tqe 
left is w!'itten the Bulletinl,number j a.nd on the right, 
the ord.ernumber within .the Bulletin" The item n\lm­
bel' 1s ple.oedabove thiarectangle. 
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operation is similar to that of a printing shop. It if were

possible to have the Bulletin printed by a commercial printer,

photographs and fingerprints of fugitives could be included,

aiding in the apprehension of these wanted persons.

3. Index Card Filing Sub-Section: This section is in charge of

classigying and filing all index cards, and checking index cards

with police records received from various military and adminis-

trative agencies. Although these are technical operations, this

sub-section maintains liaison with the Editing and Publication

Sub-Sections. This will be explained later in the section deal-

ing with "Search of Records.

a. Index Card Filing Method

Index cards on fugitives are filed in pairs at the time

the "Criminal Bulletin" is published. On these cards,

family names and middle names are written in small let--

ters, and printed letters are used for the given names.

This facilitates searches.

If a document provides all details concerning a fugitive,

the index card is completed as follows:

- Family names and given name, date, birthplace, parents
names.

For a soldier, his military number must appear above-

the line of date and birthplace.

- The year of birth is added on the lower left side of

the card; on the right side at the bottom is written
the names of the province or army post office (APO)
of the issuing agency. In the lower center of the

card is a rectangle divided into two parts: on the

left is written the Bulletin number ; and on the right,
the order number within the Bulletin. The item num-

ber is placed above this rectangle.
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The following is an example of a fugitive index card. 

Dam Van DINH 

M.N.193371 

Born in 1937, in Thai-Binh 
(North) 

.Dam-Huong 
son 01'1 

Le-thi-Hoa 

l 
! 15.5 em 

high 

8 --------------------- ----item no~ 

Bulletin - ------------------1 B.612 I 5735 7 ------------- -----order no. 
no. 

Birth 
date 

10.5 em wide 

APO.4.906 -----Army Post 
Offioe 

28

The following is an example of a fugitive index card.

Dam Van DINH

M.N.193371
15.5 cm
highBorn in 1937, in Thai-Binh

(North)

Dam-Huong
son of :

Le-thi-Hoa

item no.8

Bulletin order no.B.612 7 5735
no.

Birth Army PostAPO.4.9061937
date Office

10.5 cm wide
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E. Numbering the Bullet:tn, DOcuments and Index cards: 

When all copy is oompleted for publication, a clerk in the 

Publishing Section writes the order numbers on the draft copy. 

These nUlllbers are a continuaticn of the chapter numbers from 

the previoua Bulletin (every chapter has a number). For example, 

11" the chapter ".Fugitive Notices" :tn the previous Bulletin ended 

with the number 1,000, the first chapter of the next issue would 

be #1,001. 

When all ohapters in the draft are numbered with red ink or 

pencil, the originsl documents and the index cards are marked 

with oorresponding numbers. 
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E. Numbering the Bulletin, Documents and Index Cards:

When all copy 1s completed for publication, a clerk in the

Publishing Section writes the order numbers on the draft copy.

These numbers are a continuation of the chapter numbers from

the previous Bulletin (every chapter has a number ). For example,

if the chapter "Fugitive Notices" in the previous Bulletin ended

with the number 1,000, the first chapter of the next issue would

be #1,001.

When all chapters in the draft are numbered with red ink or

pencil, the original documents and the index cards are marked

with corresponding numbers.
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II. DOCUMENT FILING 

A. Types ot Documents 

The word "document" reters to any letter, oert1tioete, or 

written materl8l which is relevant to the interest or the obliga­

tIon ot a publIc adminIstratIve agenof or an individual. 

Usually, an agencf or indIvidual preserves a certaIn amount 

ot Important correspondence tor reterenoe. The,e are caretully 

maIntaIned In archive bureaus or record ottlces ot the respectIve 

agencies, whIle older documents are sent to the Central Reoord, 

Bureau which lerves al a depolltorJ tor the agencIes and II not 

authorIzed to increase or decreale the number ot documents in a 

tile without stIPulation trom the conoerned agencf. 

Documents maf appear In the tollowing torma: 

1. OrIginal and carbon: A dratt (ot an otttc181 letter, 

telegram, arret~, eto.) must be submitted tc a responsible 

supervIsor tor approval, atter whIch it 18 tJped in several 

copie.. The orIgInal cOPJ appeara on paper bearing a letter­

head with the name ot the Issuing agenCJ and carbon copIes are 

on onion skIn paper. The origInal i. signed bf the approv­

Ing ottlcl8l and Bent to the addressee, who 1IIIl)' retaIn 111 or 

send It to the Central Reoord Bureau where It il tIled under 

tbe receiving agency. The issuing agency retaIns a OOPf ot 

the letter and senda one copy to the Central Reoord Bureau 

where it 18 included in the tIle ot the IssuIng agenoJ. 

2. £2I!l.: Copies may be made ot or1g1nal documents or trom 

copies already on tUe. They alwafll beer the notatIon, d A 
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II. DOCUMENT FILING

A. Types of Documents

The word "document" refers to any letter, certificate, or

written material which is relevant to the interest or the obliga-

tion of a public administrative agency or an individual.

Usually, an agency or individual preserves a certain amount

of important correspondence for reference. These are carefully

maintained in archive bureaus or record offices of the respective

agencies, while older documents are sent to the Central Records

Bureau which serves as a depository for the agencies and is not

authorized to increase or decrease the number of documents in a

file without stipulation from the concerned agency.

Documents may appear in the following forms:

1. Original and carbon: A draft (of an official letter,

telegram, arreté, etc.) must be submitted to a responsible

supervisor for approval, after which it is typed in several

copies. The original copy appears on paper bearing a letter-

head with the name of the issuing agency and carbon copies are

on onion skin paper. The original is signed by the approv-

ing official and sent to the addressee, who may retain it or

send it to the Central Record Bureau where it is filed under

the receiving agency. The issuing agency retains a copy of

the letter and sends one copy to the Central Record Bureau

where it is included in the file of the issuing agency.

2. Copy: Copies may be made of original documents or from

copies already on file. They always bear the notation, "A
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true oopy of the original," and the title of the signing of­

fioial. 

J. Duplioate: A "duPlioate differs from a "copy" in that 

the former is a seoond original of· the initial document. 

Duplicates are signed and have the same value as the original. 

They are sent to administrative agencies which have executive 

responsibility for classifying these duplicates. The classi­

fying agency may make any number of copies of the duplicates 

but no copy has the same value as a dupl1ca te. 

B. Arohive Resouroes 

All documents, register4, or records retained by an adminis­

trative agency, an association, or an individual are called ~Ar­

chive Resources,"and may be described as follOWS. 

1. Registers I Most registers are bound books with numbered 

pages, and fall in three categoriesl 

a. In-Coming and Out-Going Registers- - All official in­

coming and out-going documents must be registered. 

In-coming doouments are date stamped and entered in 

the appropriate register; oopiesof . out-going docu­

ments are attached· to a register ( this is in addi­

tion to the file copies of doouments). 

b. Aooounting Registers -- The accounting operations of 

each agency are daily noted in registers whiohare pro­

vided by the Financial Agenoy. There are separate 

registers for expenditures, trevel, funds, ohecks, etc. 

c. Special or Technical Registers -- OPerations of var­

ious agencies may requil'e speoial'registers for keeping 
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true copy of the original,"
If and the title of the signing of-

ficial.

3. Duplicate: A "duplicate differs from a "copy" in that

the former is a second original of the initial document.

Duplicates are signed and have the same value as the original.

They are sent to administrative agencies which have executive

responsibility for classifying these duplicates. The classi-

fying agency may make any number of copies of the duplicates

but no copy has the same value as a duplicate.

B. Archive Resources

All documents, registers, or records retained by an adminis-

trative agency, an association, or an individual are called "Ar-

chive Resources, "and may be described as follows.

1. Registers: Most registers are bound books with numbered

pages, and fall in three categories:

a. In-Coming and Out-Going Registers- - All official in-

coming and out-going documents must be registered.

In-coming documents are date stamped and entered in

the appropriate register; oopies of out-going docu-

ments are attached to a register ( this is in addi-

tion to the file copies of documents).

b. Accounting Registers -- The accounting operations of

each agency are daily noted in registers which are pro-

vided by the Financial Agency. There are separate

registers for expenditures, travel, funds, checks, etc.

C. Special or Technical Registers -- operations of var-

ious agencies may require special registers for keeping



32 

. records of'civil status, taxation, vital stat~sticsj 

etc. 

C. Files 

All documents conoerning the same incident are kept 1n one , 
. . . " ' , ,.',.' f .,J . 

f11e. This f11e 1s enclosed 1n a lightwe1ght, st1ff folder or 
, " . ,-:..' ," , . " 

jacket, w1th the file's ser1~1 number, t1tle"and opening date. 
" 

noted on the cover. The number of documents 1n eac\,! file de.~ends 

on the importance of the inc1dent documented~ 

Files are not to be confused w1th folders or boxes, 'wll1ch are 

only used. (Dr cla!ls1f'led material. l A folder or box may oontain 

several f11es numberedli1th the serial nUnibers of the fl1e's~ 

ThUs, a folder or box represents a complete unit of one kind of' 

incident •. 

1. DOo.uments 'in a file-The following types of documents 

may appear ina file: 

a. Off'1cialletters, telegrams, communiqu~s, ~to. are 

rued as origln!i.ls or oopieS i 

b. Copies (never originals) of off'1Oialregula'tfons,' 

ordinanoes, ciecrees, arreMs, dec1s10n~, cUI'oular's, 

etc; 

c. InVOices I 

d. Reports1 " 

,.1 

1 "Piles" are enclosed in a heavy man;!!la jaoket oommon inthe , 
United st~tes.wFoidersll are .l/S"thjjCk cal'dboard oontainers, 
tied w1thstring on the open ,,1(1e •. ,and oonta1ning a nUll!ber 
(usually 50) 1'11es; '. ,ugoxes"ai:'e fJ:at, wooden, and malnta:1ne(l 
il1 staoks w1th re1'erenoe numbel's noted on the exposed en(ls. 

• 'i~ :~::,: 1;',,,, I:'>,.'" ;'" , ::, . q .' " 
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records of civil status, taxation, vital statistics,

etc.

C. Files

All documents concerning the same incident are kept in one ,

file. This file is enclosed in a lightweight, stiff folder or

jacket, with the file's serial number, title, and opening date

noted on the cover. The number of documents in each file depends

on the importance of the incident documented.

Files are not to be confused with folders or boxes, which are

1 A folder or box may containonly used for classified material.

several files numbered with the serial numbers of the files.

Thus, a folder or box represents a complete unit of one kind of

incident.

1. Documents in a file- The following types of documents

may appear in a file:

a. Official letters, telegrams, communiqués, etc. are

filed as originals or copies;

b. Copies (never originals) of official regulations,

ordinances, decrees, arretés, decisions, curculars,

etc;

C. Invoices;

d. Reports;

1 "Files" are enclosed in a heavy manila jacket common in the
United States. "Folders" are 1/8" thick cardboard containers,
tied with string on the open side, and containing a number
(usually 50) files. "Boxes" are flat, wooden, and maintained
in stacks with reference numbers noted on the exposed ends.
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e. MaPs, charts; 

f. Name lists, inventories; 

g. Acoounting reoords; 

h. Mater1sl accompanying or enclosed with the above doo­
uments. 

D. Seals 

There are many types of seals which vary according to eras 

and nat.ions. The principal types are signature seals, dry seals, 

and wet seals, and are used daUy by various agencies,., Original 

doouments may bear many types of certifying seals and copies may 

be made for authenticating duplicate-doouments. 

E. Signatures 

A Signature is the writer's name written-by him at the end 

of a letter or dooument and verifies the authenticity of that 

document. Usually, a signature oonsists of the family name and 

the given name, but there are some people who use. only some simple 

strokes whiohma~ be illegible but nevertheless are authoritative, 

An "X" or oross written by an illiterate cannot be considered 

a signature. Engraved or printed signatures are not valid.. A 

signature on a document or letter validates only the writing whioh 

appears above the Signature and nothing which may follow. Any 

following portion must carry its own signature. Usually, the 

first initial of.a name is suffioient for a seoond Signature. 

Clerks must learn to recognize Signatures 0/ ofric1s.1s even 

though they aresome,Mmes illegible. S1.gnstures 'may be .. ohecked 

aga:ins.t .. the "Official Gazette." 
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e. Maps, charts;

f. Name lists, inventories;

g. Accounting records;

h. Material accompanying or enclosed with the above doc-

uments.

D. Seals

There are many types of seals which vary according to eras

and nations. The principal types are signature seals, dry seals,

and wet seals, and are used daily by various agencies. Original

documents may bear many types of certifying seals and copies may

be made for authenticating duplicate documents.

E. Signatures

A signature is the writer's name written by him at the end

of a letter or document and verifies the authenticity of that

document. Usually, a signature consists of the family name and

the given name, but there are some people who use only some simple

strokes which may be illegible but nevertheless are authoritative,

An "x" or cross written by an illiterate cannot be considered

a signature. Engraved or printed signatures are not valid. A

signature on a document or letter validates only the writing which

appears above the signature and nothing which may follow. Any

following portion must carry its own signature. Usually, the

first initial of a name is sufficient for a second signature.

Clerks must learn to recognize signatures of officials even

though they are sometimes illegible. Signatures may be checked

against the "Official Gazette."



F. Administrative stamps 

Administrative stamps are usually made of' metal, most often 

lead and brass. Sorr.ot~,nies sUver and gold stamps are used by 

heads of state and kings, The;'e stamps are affixed to diplomatic 

documents (conventions, treaties, etc.) and judicial documents. 

Judicial agenoies often use stamps to verify document'J used as 

eVidence b 

1. Dry Sta!!~ - A dry stamp is a seal HUh tHO faces -­

co.nvex and concave. All images and letters on a dry 

stamp are of equal height. These stamps are usually 

made of cast iron or brass and are used to seal photos 

and documents of the Registration Service (agreements, 

oontracts, etc.). 

2. Wet Stamps - Made of brass or Hood, thes';! stamps have 

one face with oonvex ~mages or letters and use a special 

ink. All documents with Het stamps must be signed and 

sealed to be official. 

counter-signatures are added to documents' to certify that a 

oertain Signature is authentio. Also, in oertain oases, oounter­

Signatures are added under the Signatures of prime ministers or 

seoretaries of state. 

Various regimes ha"", dif'~erent fO!'mB for placing oounter­

Signatures, such as;"Ey the Prime Ministerls OrdeI'(l," or "To 

exeoute the Orders of the Prime M'.n:l.ster/ etc. The signatures 

of the authorizing offioials fo1101, these U()'tations. 
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F. Administrative Stamps

Administrative stamps are usually made of metal, most often

lead and brass. Sometimes silver and gold stamps are used by

heads of state and kings. There stamps are affixed to diplomatic

documents (conventions, treaties, etc.) and judicial documents.

Judicial agencies often use stamps to verify documents used as

evidence.

1. Dry Stamps - A dry stamp is a seal with two faces --

convex and concave. All images and letters on a dry

stamp are of equal height. These stamps are usually

made of cast iron or brass and are used to seal photos

and documents of the Registration Service (agreements,

contracts, etc.).

2. Wet Stamps - Made of brass or wood, these stamps have

one face with convex images or letters and use a special

ink. All documents with wet stamps must be signed and

sealed to be official.

Counter-signatures are added to documents to certify that a

certain signature is authentic. Also, in certain cases, counter-

signatures are added under the signatures of prime ministers or

secretaries of state.

Various regimes have different forms for placing counter--

signatures, such as: "By the Prime Minister's Orders," or "To

execute the Orders of the Prime Minister," etc. The signatures

of the authorizing officials follow these notations.
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G. Rules for F1l1ng and Estab11sh1ng L1sts 

Documents are filed alphabet1call~ ten 1tems under each letter 

of the alphabet and numbered decimally. For example, f1led under 

the letter" A" is the un1t "Organization of the Central Interior," 

subd1v1ded into ten 1tems numbered A.O, A.l, A.2, A.3,A.4, AS, 

etc. An expanded un1t may be further subd1vided into A.lO, A.ll, 

A.l2, A.l3, A.14, A,l5, etc. 

Even when div1ded into sub-d1v1s10ns, this un1t will retain 

1ts title "Organization of the Central Interior" •. 

H. Organiz1ng Documents and Opening New F1les 

Sometimes documents arr1ve in the'Filing Section in a disorgan­

ized state, and must be separated into n class1fied" and ",tlnolassi-
, 1 

fied" doouments. The ',' olass1fied'" documents are 1n f1nal order. 

The respons1ble clerk checks the dates and oontents of each doo-

ument and modifies any titles not in aocordano.e with the texts. 

Then, beginning with the older doouments, all ser1al numbers are 

recorded on the oovers. 

The "unclassif1ed" doouments are of many kinds and must be 

separated and oategorized by the file clerk before he numbers them., 

A speoial ink· is IlI.!9'd for numbering the doouments and then a 

filing inventory is prepared for numerioal, alphabetical, and meth-

odioal fU1ng. These three oategories are made s1multaneously on 

a typewr1ter. The f1rat copy 1s used for the. numer1cal listing of 

t~e dooument 1n the reg1ster. The other two oop1es of the 

1 The term II olassified" dO~1l not refer to seourity restriotions, 
but ref'ers to classification aooord1ng to criminal of'fenses. 
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G. Rules for Filing and Establishing Lists

Documents are filed alphabetically, ten items under each letter

of the alphabet and numbered decimally. For example, filed under

the letter "A" is the unit "Organization of the Central Interior,"

subdivided into ten items numbered A.O, A.1, A.2, A.3, A.4, A.5,

etc. An expanded unit may be further subdivided into A.10, A.11,

A.12, A.13, A.14, A.15, etc.

Even when divided into sub-divisions, this unit will retain

its title "Organization of the Central Interior".

H. Organizing Documents and Opening New Files

Sometimes documents arrive in the Filing Section in a disorgan-

ized state and must be separated into "classified" and "unclassi-

1
The "classified" documents are in final order.fied" documents.

The responsible clerk checks the dates and contents of each doc-

ument and modifies any titles not in accordance with the texts.

Then, beginning with the older documents, all serial numbers are

recorded on the covers.

The "unclassified" documents are of many kinds and must be

separated and categorized by the file clerk before he numbers them.

A special ink is used for numbering the documents and then a

filing inventory is prepared for numerical, alphabetical, and meth-

odical filing. These three categories are made simultaneously on

a typewriter. The first copy is used for the numerical listing of

the document in the register. The other two copies of the

The term "classified" does not refer to security restrictions,1
but refers to classification according to criminal offenses.



lnventory are pasted on index oards to serve as filed referenoes 

of the file title and type of inoident oonoerned. Thus J eaoh 

f11e is reoorded 1n a register and'-n .two index fUes. 

I. File TUles 

. The title of a document f11e must be suocinot and olear but 

s.ufficient to desoribe the -contents of the file. Care must be 

exeroised in wording the title to insure eff101ent aearah of the 

fUes • 

For example, here is the title g1ven to one f11e; . "A por-

tion of land of SAIGON munioipa11ty 1s sold to Mr. NGUYEN THANH 

MAl for oonstruot1on of an 1ce faotory." 

Some words in thiB title are not essent1al to descr1be the 

transaotion. It is neoessary to f1nd the key words in the op­

eratton .- for instance, "ioe faotory;tI "munioipal prope!.'ty," 

and the name of the buyer, "Mr. Nguyen Thanh Ma1." 

J. Indexing Names 

All given names and family names are handled unifo!.'mly when 

~king index oards. Name oards are filed under the first letter 

ot the family name. For example: • 
a. Frenoh names: -

. L _"''-' .;. 

Alphonse de Lamartine would be written 
Lamartine (Alphonee de), and would be 
filed under "Lamart1ne." 

Marquis Pierre de Barthelemy would be 
wrUtenllarthelemy (",rQulla Pierre de) 

Henr1 du Paqu1er WOuld be Du Paqu1er (Henri) 

Pierre Rheinartdes Easarts would be Rhe11lart 
des .Essarts (Pierre) - and a seoond OIW~ . 
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inventory are pasted on index cards to serve as filed references

of the file title and type of incident concerned, Thus, each

file is recorded in a register and in two index files.

I. File Titles

The title of a document file must be succinct and clear but

sufficient to describe the contents of the file. Care must be

exercised in wording the title to insure efficient search of the

files.

For example, here is the title given to one file: "A por-

tion of land of SAIGON municipality is sold to Mr. NGUYEN THANH

MAI for construction of an ice factory."

Some words in this title are not essential to describe the

transaction. It is necessary to find the key words in the op-

eration -- for instance, "ice factory," "municipal property,"

and the name of the buyer, "Mr. Nguyen Thanh Mai."

J. Indexing Names

All given names and family names are handled uniformly when

making index cards. Name cards are filed under the first letter

of the family name. For example:

Alphonse de Lamartine would be writtena. French names
Lamartine (Alphonse de), and would be
filed under "Lamartine."

Marquis Pierre de Barthélemy would be
written Barthélemy (Marquis Pierre de)

Henri du Paquier would be Du Paquier (Henri)

Pierre Rheinart des Essarts would be Rheinart
des Essarts (Pierre) - and a second card



would be made for Des Elaarta (Plerre 
ilhelnart) 

Charles le Myre de Vilera would have 
two carda -- Le Myre de Vl1ers (Charles) 
and Vl1ers (Charles le Myre de). 

'lI. ~ cl!lgl1aI1'Hallllllll : Most English names have three words 
. the fam11y name and the flrst two g1ven names. An Eng-

11shman l s name 1s fl1ed under the fam11y name. Kames 
beglnn1ng "Mac" or "Mc" are fUed under 1fN", such as I 

C, German namas I 

MacAulay 
MacBride 
MoCombes 
MICooh 

Pr1nce Von Bi110u -- B1110u (Prince Von) 

d, Vietnamese names: 

e. Ch1nese names: 

Nguyen Van Cat -- Cat (Nguyen Van) 
Pharo Chu -- Chu (Pharo) 

Iao Pong Yo .... Yo (Iao Pong), w1th a 
second card reading (Iao Pong Yo). 
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would be made for Des Essarts (Pierre
Rheinart)

Charles Le Myre de Vilers would have
two cards -- Le Myre de Vilers (Charles)
and Vilers (Charles le Myre de).

b. English Names : Most English names have three words --
the family name and the first two given names. An Eng-
lishman's name is filed under the family name. Names
beginning "Mac" or "Mc" are filed under "M", such as:

MacAulay
MacBride
McCombes
M'Cooh

C. German names :

Prince Von Biilou -- Billou (Prince Von)

d. Vietnamese names:

Nguyen Van Cat -- Cat (Nguyen Van)
Pham Chu -- Chu (Pham)

Chinese names:e.

Lao Pong Yo I Yo (Lao Pong), with a
second card reading (Lao Pong Yo).
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(EXHmIT No.1) 

89 N91-VY 

NHA TONG GIAM-96C CANH-SAT vo CONG-AN 

TONG VAN-KH6 

RECORD BUREAU 
. CARro", BOX 

INCIDENT I}OSSIER 

HO-SO SV-VTJ 
SUBJECT: 

Trich yeu ! ______ --'-
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DATE: 
NgGlI ___ ...... llulng .. _- .. _ .. __ ffllm 195_. __ 

CLASSIFICATION

LOAI MUC
(EXHIBIT No. 1)

VIET-NAM CONG.HOA

B O Nôi-vu

NHA TONG GIAM-DOC CANH-SAT và CONG-AN

TONG VAN-KH- ^

HQP
RECORD BUREAU

CARTON BOX

INCIDENT DOSSIER

HÖ-SO
SU-VU

SUBJECT :

Trich yeu :

DATE :

Ngay ndm 195thang
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VltT.NAM C()NG·HOA 

19 N91-VI,I 

NIiA TONG GIAM-96C CANtl-sA T 
vA CONG.AN 

TbNG VAN.KK6 

RECORD BUREAU 

(EXHffiIT No.2) 

INDIVIDUAL DOSSIER 

'A , 
HO-SO CA-NHON 

NAMES 
89 va nn __ _ 
ALIASE 
BI danh ____ ~_ 
CITIZENSHIP 
Quoe-tjch __ _ 
OATE OF BIRTH 
Ngay sanh. __ ..... ___ . __ 
PLACE OF BIRTH 

No. 
53 

Nrri sanh - .... -~----. ............. -~ .... --.------
FATIIER 

NAMES OF ~ ella 
Do vii Ten MOTHER . Me ___ __ 
I. 0, CARD No. • 
So Can-emle ____ ~ _________ _ 
PROFESSION 
N!lM-nghi~p __________ _ 
ADllRESS 

Bia-cbi------------~-----

DATE 
S"lgon. ngall __ lh&ng . __ nlim 196_ 

No.

soVIET-NAM CONG-HOA

BO NOI-VV (EXHIBIT No. 2)

NHA TONG GIAM-DOC CÂNH-SAT

VA CÔNG-AN

TONG VAN-KHÓ

RECORD BUREAU

INDIVIDUAL DOSSIER

HO-SO CA-NHON

NAMES

Ho và Ten
ALIASE

Bí danh
CITIZENSHIP

Quoc-tich
DATE OF BIRTH

Ngay sanh
PLACE OF BIRTH

Noi sanh
FATHER
ChaNAMES OF

Ho và Ten MOTHER
Me

I.D, CARD No.

Sô Cän-curoe
PROFESSION

Nghé-nghiep
ADDRESS

Dia-chi

DATE
tháng nam 196Salgon, ngdy
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EXHIBIT NO. $ 

ORGANIZATION CHART OF CENTRAL RECORD BUREAU 

CHIEF OF BUREAU 

Nguy'" • van· Vin" 

TECHNICAL ADMINISTRATIVE 
ASSISTANT ASSISTANT 

Hoang • Ililft • Qua.. N93 - trClno - C,/ 

CLERICAL INCIDENT DOSSIER INDIVIDUAL DOSSIER CRIMINAL BULLETIN 
SECTION SECTION SECTION SECTION 

Nga - t,C!nO - CII 
... ... a' .. ~ N,uyait - vln • Noqc N,uy'n • vln • Thu Tr n • von • Nhot 

EXHIBIT NO. 3

ORGANIZATION CHART OF CENTRAL RECORD BUREAU

CHIEF OF BUREAU

Nguyen - vdn - Vinh

TECHNICAL ADMINISTRATIVE
ASSISTANT ASSISTANT

Hodng - kim - Qudn Ng8 - trong - cy

CLERICAL INCIDENT DOSSIER CRIMINAL BULLETININDIVIDUAL DOSSIER
SECTION SECTION SECTIONSECTION

Tran - van - NhatNg8 - trong - Cu Nguyen - vdn . ThuNguyan - von - Ngqc
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INDEX CARDS 

f f , Ia 

I 
I I I 

I I I 
I I , 

I!J' , 
I I 

ICIJ I I I 0 
13 , , I 
IX I I 

101 , I I 

10 101 I I 
,3 0 , I 13 

I I 

L Ix ICIJ Ie; , 
I II Ie." 

T ... IX 10 

I~ I til 13 
IX II) I ::: 
I~ 

1
3 I lin 
I 

, 
10 

I I 3 

~ I . 
I 
I 
I 
J, 

J, 

Exhibit N° 4

INDEX CARDS



EXHIBIT S". 5 

Tili ......... 1M nri_ Iy_ of ~. 

EXHIBIT No. 5

This shows the various types of indices.

Para
Pie

HI



f.XIIIBIT No.5 (cOII,'d) 

V.,ion 'ypca of iadi""", 

EXHIBIT No. 5 (cont'd)

Various types of indices.

1



uuum '10. 6 

This .100 ... ~ lile. Me .,ored. 

EXHIBIT No. 6

This shows how files are stored.
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