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BANG CHU VIET TAT

1. Kinh thanh Font: bold. Befo.re paragraph: 12pt.
| Left: Ocm. Hanging: 0.5cm

Theo quy tic. .. [vi du (cua Nhoém Phién dich cac Gio kinh Phung vu)]

2. Tai liéu huin quyén

(Hodic theo tiéng Viét)

GH Hién ché Tin 1}'1 vé& Giao hoi | Font: regular. Ky hiéu viét tat: All caps.
’ - Before paragraph: 6pt. Left: 0.5cm. ‘
| Hanging: tuy thudc va do dai cla ky ty viét tit. |

TH Tong huan Doi séng Thanh hién
(Hodc theo tiéng Latinh)
LG Lumen Gentium

VC Vita Consecrata

3. Tai liéu Hi dong

QCTD Quy ché Tinh dong Pa Minh Viét Nam

SHC  Sach Hién phap va Chi thi Dong Anh Em Giang Thuyét
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CHUONG I
THAN KHi TRONG POI SONG PHUQNG TU

Font: Regular, all caps. Left: Ocm. Hanging: 0.5cm.

A. THAN KHi HUONG DAN CAUNGUYEN  alignment: Left ftuomg ty vei muc thir cép]
Cong vu Tong dd thuat lai cac Téng d6 mdi ngay hop nhau chuyén can cau nguyén

cfmg voi Pie Maria.l - [N&i dung bai] Font: Regular. First line: 1.25cm. Alignment: Justify.

Cong vu Tong d6 thuat lai: “Tat ca cac ong déu dong tAm nhat tri, chuyén can cau
nguyén ciing voi may nguoi phy nir, véi ba Ma-ri-a thdn mau Dtc Gié-su, va véi anh em

cua Puc Gié-su 552 [Trich tryc tiép] Font: Not italic. Hai cham. Ngodc kép. Viét hoa ky ty dau. Dat cudce cha.

Cong vu Tong do thuat lai cAc Tong do “dong tadm nhat tri, chuyén can cau nguyén
cung v&i may nguoi phu nir, voi ba Ma-ri-a than mau Ptc Gié-su, va vdi anh em cua Dic
GiB-su.”®  [Poan trich khéng Ia mét ménh d& hoan chinh] Khong viét hoa ky tu dau.

< e '>Bay gio cac ong tir nai goi 14 ntii O-liu tro vé Gié-ru-sa-lem. NUi nay< >
& gan Gié-ru-sa-lem, cach doan duong dugc phép di trong ngay 12>m
Sa-béat. Vao tdi trong thanh, cic 6ng 1én lau trén, 13 noi cac ong tra
ngu. Céac 6ng ay la: Phé-rd, Gio-an, Gia-c6-bé, An-ré, Phi-lip-phé,
T6-ma, Ba-t0-16-meé-0, Mat-théu, Gia-c6-bé con 6ng An-phé, Si-mon
thuéc nhom Qua Khich, va Giu-da con 6ng Gia-co-bé. Tat ca cac
ong déu dong tam nhat tri, chuyén can cau nguyén ciing véi may
ngudi phu nit, véi ba Ma-ri-a thdn mau Dtrc Gié-su, va v6i anh em
ctia Puc Gié-su.*
. [Trich dan dai hon 3 hang] Xudng hang. Khéng ngodc kép. Font: Regular. Left: 2.5cm. Right: 1.25cm.

First line: Ocm. Single spacing. After paragraph: 12pt. Allgnment justify.

1. TI'Ollg den thO’ Font: Bold. Left: 0.5cm. Hanging: 0.5cm.

a. .... . Font: Regular. Left: 1cm. Hanging: 0.5cm.

(1) «e.... | Font:Regular. Left: 1.5cm. Hanging: 0.5cm.

Font: Regular. Left: 2cm. Hanging: 0.5cm.

2. Tai tu gia

1X.Cv1,12-14.

| Font: 10pt, Regular. Left: Ocm. First line: 1.25cm. Single spacing.
2Cv1,14. | Before paragraph: 6pt. Alignment: Justify.

' Tham chiéu ldy v, khéng trich dan truc tiép, thém viét tit: X.
$Cv1,14. | [C6 thé dé cudc chu Kinh Thdnh ngay sau trich dén, trong ngodc don]

4Cv1,12-14.




| Font: 12pt, normal. Alignment: Center.
2 | Header position:1.25cm. Banh s Arap
- [Khéng ddnh s6 dGu cdc Chuong, Thu muc]

B. THAN KHi CUNG CO NIEM TIN

Cong doan Kitd hiru Giésusalem ngay tir budi dau da phai déi dién véi nhitng bach
hai tir chinh nhitng anh em ddng dao Do Thai trudc ddy cua minh. Trong nhiing thi thach
duc tin ndy, ho da hop nhau cau nguyén va tim kiém sic manh nang d& tir noi Thién Chua.
Tin tudng vao cudc chién thing cua Puc Kitd Phuc sinh, “ho dong tam nhét tri cit tiéng
l&n cling Thién Chla: ‘Lay Chaia, Ngai 1a Pang tao thanh troi dat véi bién khoi cung muén
loai trong d6; [...] Xin gio tay chira lanh, va thuc hién nhiing dau la diém thiéng, nhan
danh t6i t¢ thanh ciaa Ngai 1a btc Gié-su”” (Cv 4,14.30).

[Trich dén truc tiép phurc tap]

— Truong hop nay khong viét hoa tir dau clia phan trich dan, cho du ban vin
gdc duoc trich dan viét hoa.

— Khi can bd bét phan giita clia doan trich dan, dung ngodc vudng va ba
chadm.

— C6 thé chon cach d&t cwde chid Kinh Thanh ngay sau trich dan.

— Nguyén géc trich dan cé chira ngoidc kép, d6i ngodc kép thanh ngodc don
(Lwu y trich ddn lam thanh doan riéng, thi khéng cdn doi).
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1. Kinh thanh

. Tai liéu huan quyén

3. Tai liéu Hi dong

. Sach

THU MUC

| Font: bold. Before paragraph: 12pt.

Font: regular.
. Line: single. Left: Ocm. Hanging: 0.5cm.

Tén tai liéu: Italic.

Left: 0.5cm (hodc Ocm
Kinh Thanh. Ban dich cia nhom CGKPV. Ha No§i: Ton gido, 2011, néukhéng phan loai tai
liéu). Hanging: 1.5cm.
[Lwu y viéc si¥ dung cdc
ddu céu]

Céng dong Vatican II. Ban dich cia UBGLDT-HDPGMVN. Ha Néi: Tén gido, 2012.
B¢ Gido ludt 1983. Ban dich cta HDGMVN. Ha Noéi: Ton gido, 2007.5

Sach Gido ly cua Hoi thanh Cong giao (1992). Ban dich cia UBGLDT-HDGMVN. Ha
Noi: Tén gido, 2010.”

buc Gioan XXIII. Thong diép Xay dung hoa binh gifra cadc dan tdc trén chan ly, cong
binh, bac 4i va tu do Pacem in terris (1963).8 © N&m ban hanh trong ngojc don.

Duc Gioan Phaold II. Tong huén Doi séng thanh hién va st vu clia doi séng thanh hién
trong Gido hoi va trén thé gidi Vita Consercrata (1996).°

Sdch Hién phdp va Chi thi Dong Anh Em Gidng Thuyét (2010).1°

Quy ché Tinh dong Pa Minh Viét Nam (2011).1

Ashley, Benedict M., O.P.. “The Priesthood of Christ, the Baptized, and the Ordained.”
The Theology of Priesthood. Bt. Donald J. Goergen va Ann Garrido.
Collegeville, Ninnesota: Claretian Pubications, 2007.  [sdch duoc bién tap] Truéc tén

. Bién tap vién, thém: Bt.

P4 Pinh Tiém (Lm.) va tgk.. Nghé thudt giao tiép va chi huy. Tp. HCM: Thanh Nién,

2000.12 " [Nhigu hon 3 tdc gid] Ghi tén téc gia dau, thém: va tgk.

. [Tdc gié déu c6 danh xwng] D4t sau tén tac gia, trong ngodc don.
| [Twa dé bai viét c6 sén ddu céu ( ?) hodc (!)] B& dau chdm (.) sau tua dé.

5 Vatican 11, Hién ché Tin Iy vé Hgi thanh, sb 5. hosc Lumen gentium, s§ 5. [Cudc chul Ghiténtailieu |
- Cong dong, s6 tham khao. :
6 GL 156.
7 GLCG 1123.
8 Pirc Gioan XXII1, Pacem in terries, s 6.
9TH, s. 7. hoic VC, s. 7.
- S&rdung céch nay,
10 SHC 200. ' néu d3 quy dinh trong

" Bdng chir viét tdt.
1 QCTD 12.

- Can xac dinh quy téc trong Bdng chi viét tét.

12 Lm. P4 Pinh Tiém va tgk., Nghé thudt giao tiép va chi huy (Tp. HCM: Thanh Nién, 2005), tr. 15.
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Lé T Thanh. Logich hoc va phwong phdp nghién ciru khoa hoc. In lan thtr 3. Tp. HCM:
Tre, 1996.13 | [Sdch ¢6 hon 1 [én xudt ban] Xc dinh 13n xust ban.

Neusch, Marcel va Bruno Chenu. Tham quan xit sé than hoc. Dg. Lm. Nguyén Hong
Gido, OFM. Tp. HCM: 2004. ' [C6 nhieu tdc gid] Chi ddo ho clia tac gid thir nhit.
- [C6 dich gié] Truwdc tén dich gia, thém: Dg. ‘
Nguyén Hiru Ai va Nguyén Mai Phuong. Phong tuc c6 truyén Viét Nam. Ha Noi: Vin
ho4 Thong tin, 2003.24

Nguyén Thira Nghiép, bs.. Con nguoi va quy lugt. Tp. HCM: Tp. HCM, 2005.1°
- [Sdch bién sogn] Sau tén soan gia, thém: bs.
Nguyén Trung Vii, Luu Kiém Thanh va Nguyén Hong Duong. Nghi Ié va 16i song Cong
gido trong van hoa Viét Nam. Ha Noi: Khoa hoc Xa hdi, 2001.

Phan T4n Thanh. Gidi thich Gido ludt. 5 Tap. Tp. HCM: Hoc vién Pa Minh, 2012.

- [Sdch nhiéu tap] Xac dinh s6 tap. Nam XB cla tap cudi, néu cac tap XB vao nhitng ndm khac nhau.

Ratzinger, Joseph. God is near us. San Francisco: Ignatius Press, 2003.
- [Sdch ngogi véin] Gilt nguyén tén géc clia tac pham.

. Tinh than phung vu. Bd. Nguyén Luét Khoa, OFM va Pham Thi Huy, OP. Ha

N61 To6n giéO, 2008. | [Cung mét téc giG] Thay cho tén tac gid: Gach dai 1,5cm va diu chdm.
- [Puoc bién dich] Trudc tén ngudi bién dich, viét tat: Bd.

5. Tir dién
Dictionnaire de la Vie Spirituelle. Bt. Stefano de Fiores va Tullo Goffi. Paris: Cerf,

2012.Y7 " [C6 bién tap vién vé nhidu tdc gié cho tirng d& muc] Trudc tén bidn tap vién, thém: Bt.

Thudt ngit Than hoc Anh-Viét. Bs. Hoc vién Pa Minh. Ha Noi: Ton gido, 2014.18

. [Tdc gié hodic nhém tdc gié bién soan] Trudc tac gia bién soan, thém: Bs.

6. Tap chi, bao

binh Thi Sang. “Chua Ba Ngoi va Gido hoi.” Thoi sw Than hoc, s6 65 (thang 8-2014):
tr. 54-92.19 [Tap chi chuyén nganh] Thang, Nam &n hanh: Dau ngoac don.

Tiép theo 13 hai chdm. Xac dinh s6 trang cla bai viét.

GB. Bui Tuan. “Vi¢c buc Gido hoang Bénédictd XVI tir nhiém 1a mdt st di€p cia Nam
Dric Tin.” Cong gido va Dan téc. Thang 02-2013, tr. 20-24.%

[Tap chi phé théng] Thang, ndm an hanh: khéng ngodc don.

Tiép theo la d4u phdy. Xac dinh s6 trang cla bai viét.

13 L& T Thanh, Logich hoc va phwong phdp nghién ciru khoa hoc, in lan thir 3 (Tp. HCM: Tre,
1996), tr. 27.

14 Nguy@n Hitu Ai va Nguy@n Mai Phuong, Phong tuc cé truyén Viét Nam (Ha Noi: Van hoa Thong
tin, 2003), tr. 102.

15 Nguyén Thura Nghiép, bs., Con nguoi va quy lugt (Tp. HCM: Tp. HCM, 2005), tr. 50.

16 phan T4n Thanh, Gidi thich gi4o lugt: Nhdp mén, tap 1 (Tp. HCM: Hoc vién Pa Minh, 2012),
tr. 56.

17 G. Dumeige, “Histoire de la spiritualité,” Dictionnaire de la Vie Spirituelle, Bt. Stefano de Fiores
va Tullo Goffi (Paris: Cerf, 2012), tr. 475-476.

18 “Theologian,” Thugdt ngit Than hoc Anh-Viét, Bs. Hoc vién Pa Minh (Ha N¢i: Ton giéo, 2014),
tr. 341.

19 Pinh Thi Sang, “Chta Ba Ngdi va Gio hoi,” Thoi su Than hoc, s6 65 (thang 8-2014): tr. 69.

2 GB. Bui Tuin, “Viéc Puc Gi4do hoang Bénédictd XVI tir nhiém 1a mot si diép cua Nam Duc
Tin,” COng gido va Dan tgc, thang 02-2013, tr. 21.
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Pham Anh. “Tiéu hoc: Rén cam xtic, ding rén diém s0.” Phdp lugt. 22-04-2013.%
. [Bdo] Ngay, thang, ndm phat hanh: Khéng ngodc don. Khdéng xac dinh s trang cla bai bao.
. Luan van, Gido trinh

Chu Thanh. “Khé ché trong cac hoi dong hoat dong.” Luan an tién si, Pai hoc Chicago,
1982.22

Lé Thanh Tét. “Luan Iy hoc.” Gido trinh, Hoc vién La San, 2010.%

. Tai lléu Sé hoa va trén trang mang [Trén trang mang] Néu tai liéu duoc xac dinh 18y tir sach, tap chi, ... nao,
- thi ghi lai ngudn da cung cap. Xdc dinh thoi gian va dia chi truy cap.

Phan Tén. “Hién chuong cta cic nhan vién y t8.” Thoi si Than hoc, s6 5 (thang 03-

1999). Truy cap ngay 23-04-2013, http://tsthdm.blogspot.com/2013/04/hien-

chuong-cua-cac-nhan-vien-y-te.htm].?*

Smith, John. “The Golden Gate Bridge.” Encyclopedia Britanica, 2003 ed. [CD-
ROM].%®

tr. 55.

cap ngay 23-04-2013, http://tsthdm.blogspot.com/2013/04/hien-chuong-cua-cac-nhan-vien-y-te.html.

21 Pham Anh, “Tiéu hoc: Rén cam xuc, dimg rén diém s6,” Phép lugt, 22-04-2013, tr. 9.
22 Chu Thanh, “Khé ché trong cac hoi dong hoat dong” (Luan &n tién si, Dai hoc Chicago, 1982),

23| & Thanh Tét, “Luén Iy hoc” (Gido trinh, Hoc vién La San, 2010), tr. 28.

24 Phan Tén, “Hién chuong cua c4c nhan vién y té,” Thoi sir Than hoc, s6 5 (thang 03-1999). Truy

% John Smith, “The Golden Gate Bridge,” Encyclopedia Britanica, 2003 ed. [CD-ROM].




PHU LUC

I. CUGC CHU

Lap lai cung mot tac gia
! Phan Téan Thanh, Nhdp mén than hoc (Tp. HCM: Hoc vién Da Minh: 2010), tr. 25.
2 Sdd.. [Tiép lign cling mot téc gia, tac pham va s trang]
3Sdd., tr. 40. [Tiép lign cling mt tac gia, tac pham, nhwng khac trang]

4 Phan Tén Thanh, sdd., tr. 5. [Cung mot tac gia, tdc phdm, nhung khong ti€p lién hodc qua
trang mai]

5Phan T4n Thanh, Vé nguon, tap 2 (Tp. HCM: Ns. Btc Ba Hoa Binh, 2016), tr. 30.

®Sdd., tap 1, tr. 25. [Tiép lién cing mét tac gia, tdc pham va thong tin xuat ban, nhung khac
tap]

7 Phan T4an Thanh, Nhégp mén than hoc..., tr. 45. [Cing mét téc gia, nhung c6 hon mot
tac pham dugc tham chiéu]
Mot tac gia dwerc trich lai béi mét tc gia khac

' C. Méac va Ph. Angghen, Toan tgp (Ha Noi: Chinh tri quoc gia, 1994), tr. 245
trong Nguyén Htu Vui, Lich si Triét hoc, in lan thir 3 (Ha Noi: Chinh tri quoc gia, 2006),
tr. 244,
M@t tac gia cia mat bai viét trong mét tuyén tap dwoc bién tap

! Benedict M. Ashley, O.P., “The Priesthood of Christ, the Baptized, and the
Ordained” trong Donald J Goergen va Ann Garrido, ed., The Theology of Priesthood
(Manila: Claretian Publications, 2007), tr. 141.

M@t tac gia viét Lai giéi thiéu, DAn nhap, Loi ngé, Loi bat, v.v.. cho mét tac gia khac

! Timothy Radcliffe, O.P., “L&i gigi thiéu” cho Erik Borgman, Linh dao Pa Minh
(Tp. HCM: Thoi bai, 2013), tr. 9.

1. TRICH DAN

Trwong hop trich dan khong xuong hang véi dogn riéng: Néu doan trich dan ¢ [dau nhay
kép], doi thanh [d&u nhay don].
Cd hai triong hop trich ddn khéng xuong hang hodc xuong hang véi doan riéng: Néu tac
gia cd y nhan manh bang [in dam, in nghiéng, gach chan] thi van gitr nguyén céch trinh bay cua
tac gia va thém (sic)
[Vi du doan vin gbc can trich dan nhu saul] Truyén théng cho doan van St 3,15 1a “Tin
Marng nguyén thuy” loan bao cudc chién thang.

[Trich dan trong bai s& 1a] Theo linh muyc Tanila Hoang Pic Anh, “truyén théng cho doan
van St 3,15 1a ‘Tin Mang nguyén thuy’ (sic) loan bao cugc chién thang.”

I11. KY HIEU VIET TAT

V.V. etc. et cetera nhitng thir tuong tu nhu vay
Sdd. Ibid. ibidem cing mat cho 3
Petrus, sdd.  Petrus, op. cit.  opus citatum tac pham da duoc trich dan
sic sic sic erat scriptum trich ding nhu vay.

vd. e.g. exempli gratia vi du, chang han

X. Cf. confer so sanh



MOT VAILUU Y VE AN LOAT

1.Banin:
- Tiéu luan duoc danh may va in trén 1 mat, khé gidy A4.
- Nop 01 ban c6 chir ky xac nhan caa gido sw huéng dan cho Vin phong.
- Nop 01 ban (khdng can xac nhdn ciia gido sir) cho Van phong dé luu ¢ Thu vién.

2.Canh 1é :

. L& trai (left) : 3 centimét

2. Lé phai (right) : 2.5 centimét
3. Bién trén (top) : 2.5 centimét
4

[EEN

. Bién dudi (bottom) : 2.5 centimét

3. Mau chir va ¢ chir :
- Mau chix (font) : Times New Roman
- Co chir (size) : 12
- Céach hang (line spacing) : 1.5 lines (chur khdng phai la Double)

4. Ngi dung cia mot tiéu luan :
Mot bai Tiéu luan gé)m thor tu :
- Biacung
- Loi nhan xét cia Gido su huéng dan va thang diém
- Muc lyc va bang biéu (néu co)
- NOoi dung
- Phu luc (néu co)
- Tai liéu tham khao

5. Cach danh sb trang :

- Biacung : Khong danh sé trang

- Trang nhan xét : Khong danh sé trang

- Céc trang Muc luc va bang biéu (néu c6) : danh sb theo chir La-ma thuong (vi du :
1, i1, 1ii, 1v,....)

- Céc trang Noi dung va Phu luc (néu cd) : danh theo sd A-rap (vidu: 1,2.3,4,...) va
dat gitra dinh cua trang (centered on the top).

- Céc trang Tai liéu tham khao : khdng can danh sb.



