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CACH SU’ DUNG CAC DAU TRONG TIENG VIET
Trong van ban tiéng Viét, ngoai cac I16i ctia dau hodi, ngd — thuwong xuat hién do théi quen phat am
ving mién; dit sai vi tri ddu HUYEN, dau HOI / NANG; con phai biét cach dung cac quy tic vé dau.
Duwdi day 1a hwéng dan chi tiét vé cach st dung cac dau hidu nay trong tiéng Viét.

1. D4u cham (.) va D3u phay (,)

Sai lam ph6 bién nhat déi véi ngudi néi tiéng Anh khi viét tiéng Viét nam & cach ghi s6. Vai trd
cla hai dau nay hoan toan bj ddo nguoc.

DGi véi s6 (Quy tac dao nguorc)

. D4au phay dugc dung lam dau phan cach thap phan.

. D4u chdm dugc dung lam dau phan cach hang nghin.

o Tiéng Anh: $1,250.50

. Tiéng Viét: 1.250,50 S (hodc 1.250,50 dong)

Trong cau

. D4u cham (.): Két thic mot cdu hoan chinh. Tir dau tién sau dau chdm phai viét hoa.

J D&u phay (,): Dung dé ngan céch cdc ménh dé trong ciu ghép, cdc muc trong danh séch,

hodc tach biét cac cum trang nglt mé dau (vi du: Ngay xua, ... / Trong ndm 2026, ...).

2. D3u gach nai (-)

D4u gach néi cé 16i sir dung rat ddc thu va cé su thay ddi theo thoi gian trong tiéng Viét viét.

Tir ghép (kiéu cii so v&i tiéu chuan hién dai)

Trudc day, dau gach néi thuong dugc dung dé ndi cac am tiét trong tir ghép (vi du: ty-do, hanh-
phuc).

Theo huéng dan hién hanh cla Bo Gido duc, khong st dung dau gach ndi cho cac tir ghép tiéng
Viét thdng thudng. Hay viét ching thanh céc tir riéng biét c6 khoang trang nhu ty do, hanh
phuc.
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Céc trudng hop bat budc dung dau gach néi trong van ban trang trong:
e TU muon/Tén riéng nwdc ngoai: Khi phién dm tén nwdc ngoai sang am tiéng Viét.
Vi du: Mat-sco-va (Moscow), Ca-bang (Cabin).
Két hop tién t8/hau td vdi s6: NGi tién t6 hodc hdu t6 véi sé hodc chir cai.
Vi dy: Thé ky XXI-b (th& ky 21-b), Vitamin B-12.
e Khoang (Ranges): Biéu thi mot khodng thoi gian, khodng cach hodc sb lvong.
Vi du: K& hoach 2026-2030, Tuyén dudrng Ha Ndi - Hai Phong.

o Tir thuan Viét / Han Viét (Tivi, ban gh€&, tham thiét, so hii): ) KHONG dung dau gach néi.
Cl viét roi 6 khoang trang binh thuong.

« Tir phién am nwéc ngoai (Ga-ra, s6-co-la, ra-di-6, phi-lé cd): 1+ CO THE dung néu sg ngudi
doc bj 1an Ion.

3. Dau gach ngang ngan (En Dash -) va Dau gach ngang dai (Em Dash —)

Trong céc van ban trang trong (nhu van ban phap ly, bdo cdo va cong van), cdc dau gach ngang
doéng vai trd vé mat cau trdc hon la ngilt phap.

e Gach dau dong / Danh sach (=): Trong cac bao cdo trang trong, diu gach ngang ngan (cé
khodng trang theo sau) 1a ky hiéu chuan dugc si dung cho cac danh sach con hodc cdc muc chi
tiét ndm dudi tiéu dé chinh.

Y kién b6 sung/cht thich (—): Dau gach ngang dai (hodc dau gach ngang ngan cé khoang trang
hai bén) dwoc st dung dé chén thdng tin gidi thich hodc chu thich vao trong cau, tuvong ty nhu
cach dung trong tiéng Anh. Vi du: Cac thanh vién Ban du an— nhitng ngudi truc tiép thue hién
— can cé mat dung gio.

4. Dau gach duéi ()
D4u gach dudi khdng bao gidr duoc st dung nhw mot dau cau ngilt phdp trong van xudi trang
trong, van hoc hay van ban hanh chinh.

Tuy nhién, né cé hai trudng hop sir dung cu thé trong bdi cdnh chuyén nghiép/trang trong:

e Tén tép tai liéu ky thuat s6: Trong moi trwdng chuyén nghiép, dau gach duwdi duoc st dung
bat budc dé thay thé khoang trang trong tén tép k{ thuat s6 nham dadm bdo tinh tuwong thich
cla hé thong.

Chuéan trang trong: Bao_cao_tai_chinh_2026.pdf

e MaAu dién thdng tin: Trong cac biéu mau hanh chinh hodc hop dng dang in, mot chudi cac
dau gach dudi biéu thi dong ké dé ngudi dung ky tén hodc viét ho tén cha minh.

Vidu: Ho va tén:

5) Dau cham phay (;) 13 mot dau cau rat quyén lyc nhung thudng bi "bd quén" hodc dung sai
trong tiéng Viét 13n tiéng Anh. N6 manh hon dau phay nhuwng lai nhe hon dau cham.

Ban nén dung dau cham phay trong 3 trwdé'ng ho'p chinh sau day dé bai viét tré nén muot ma va
chuyén nghiép hon:

e NG&i hai vé cdu ddc 1ap nhwng c6 quan hé mat thiét vé y nghia

Thay vi tach ching thanh hai cdu don bang dau cham, hodc ndi bang dau phay (gay 16i ndi cau),
ban dung dau chdm phay dé ngudi doc thay duoc sy gan két chit ché gitra hai y.



Vi du: Mua hé ndm nay thoi tiét vé cuing khdc nghiét; cdi néng nhuw thiéu nhuw dét khién ai
ciing mét moi.
Meo nhd: Néu ban c6 thé thay ddu cham phay bang tir n6i (vi, do d6, nén...) hodc ddu chdm ma
cau van dung ngit phap, thi chd dé ban dung dau cham phay duoc.

e Tach cac y I&n trong mot danh sach phirc tap (Dic biét khi trong ciu da c6 diu phay)

Khi ban liét ké mot chudi cdc muc ma ban than tirng muc dé da chira dau phay, viéc dung dau

cham phéy s& gitip ngudi doc khong bi rdi mat va phan biét dwoc cac nhém .
Vi du: H6i nghj hém nay c6 su tham gia ctia 6ng Nguyén Vén A, Gidm déc Diéu hanh; ba
Trén Thi B, Trwdng phdong Nhén su; va 6ng Lé Vidn C, Pai dién Phdp ly. (Néu dung toan bd
ddu phdy, nguoi doc sé dé 16m twdng cé 6 ngudi tham gia thay vi 3 ngudi).

e Dirng trwdc cac tir ndi/trang tir lién két
Khi néi hai ménh dé doc 1ap bang cac tir chuyén y nhw: tuy nhién, do dé, mdc du vy, vi thé, trdi
lai (hodc trong tiéng Anh |a however, therefore, focus, meanwhile), ban nén dat ddu chdm phay
trwdc céc tir nay va mot dau phay ngay sau ching.
Vi du: Dy én nay tén rét nhiéu chi phi; tuy nhién, két qud né mang lai hoan toan xing
ddng.
Vi du tiéng Anh: | wanted to go for a walk; however, it started to rain.

Mot quy tic ndm long: Hai vé duoc ngin cach bdi dau chdm phay phai [a hai ménh dé hoan
chinh (c6 d0 chl ngit va vi ngit). Dirng dung né dé ndi mot ciu tron ven vai mdt cum tir cut 1dn
nhé!

6) Quy tac khoang trang trong trinh bay vin ban

Céc quy tac trinh bay vin ban tiéng Viét vé khoang trang xung quanh dau cau rat nghiém ngit.
Viéc dit sai khodng trang s& khién van ban trong thi€u chuyén nghiép ngay lap tuc.

Quy tac khodng trang:

., 13 1 ? Khong cé khodng trang truwdc dau, cé6 mot khodng trang sau dau. Vi du: Hoc hanh, 1am
viéc.

( C6 mot khodng trang trudc dau, khdng cé khoang trang sau dau mé. Vidu: Bao cdo (dinh
kem)

) Khéng cé khodng trang trudc ddu dong, cd mot khodng trang sau dau dong. Vi du: (dinh kém)
clia nam 2026.

“” (D&u ngoac kép) Khong cé khoadng trang bén trong dau ngodc kép; gilt nguyén khoang trang
@ bén ngoai. Vi du: Chu tich néi: “Xin chao”.

Luu y vé dau ngodc kép va ddu chadm: Khac vdi tiéng Anh kiéu MY (d&t ddu chdm bén trong dau
ngodc kép), van phong tiéng Viét thuong dat ddu chdm bén ngoai ddu ngodc kép néu phan trich
dan chi [d mét phan cla cau, hodc bén trong néu phan trich dan 1a mot cau hoan chinh, doc lap.

Trong quy tac trinh bay vin ban tiéng Viét, ludn cé ding mot khodng trang sau ddu cham, dau
phay, dau hai chdm va cac dau cau chinh khac. Tuy nhién, tuyét d6i khéng cé khodng trang truéc
cac dau nay.



Dudi day la quy tac cu thé cho tirng ky hiéu: Mot khodng trang SAU dau (Khdng c6 khoang trang
TRUOC dau).

D&u phay (,)

o Sai: Hoc hanh ,1am viéc. (C6 khoang trang truwdc, khong cé khodng trang sau)
o Pung: Hoc hanh, lam viéc.

D4u chdm (.)

o) Sai: K&t thic ndm 2026 .Sau dé...

o) Pung: Két thic nam 2026. Sau dé...

D&u hai cham (:)

o) Sai: Bao gom :ba yéu to.

o) Pung: Bao gbm: ba yéu té.
D4au cham phéy (;)

o) Sai: Th&r nhat;th& hai.

o DPung: Th& nhat; thi hai.

D&u hai (?) & Dau cham than (!)
o Sai: Ai d6 ? hodc Ai do6?Toi day.
o) Dung: Ai d6? Toi day.

dau gach chéo (/): Duwdi day la ly do tai sao va khi nao chidng ta nén (hodc khong nén) dung
dau gach chéo:

o Khi nao DUNG dau cach trwéce va sau /?

Chung ta dung khoang trang khi dau gach chéo dung dé ngin cach cac cum tir dai hodc
cac cau tron ven.

Ly do: Néu khong cé dau cach, cdc cum tir dai s& dinh chdt vao nhau, khién ngudi doc
cye ky roi mat va khé phan biét ranh gidi gitra cac y.

Vi du khi viét tho'/I&i bai hat:

Pung: Khan thuong nhé ai / Khin roi xuéng dat / Khdn thwong nhé ai / Khin vat [én vai.
Sai (rdt réi mdt): Khan thuwong nhé ai/Khan roi xuéng dat/Khan thuong nhé ai/Khan vat
[én vai.

Vi du khi chon lya cac cum tir dai:

Dung: Dang ky tryc tuyén qua website / Nép ho so truc ti€p tai van phong.

o Khi nao KHONG DUNG d3u cach trudrc va sau /?
Nguoc lai, ban tuyét déi khéng dung dau cach khi ddu gach chéo néi cac tir dorn, chir
s0, hoac ky hiéu viét tat.
Ly do: Luc nay diu / déng vai tro thay thé cho tir "hoac", "va", hodc dau phan cach ngay
théng, don vi. Ching can dirng sit nhau dé tao thanh mot khdi thdng tin ddng nhat.
Vi du:

Lwra chon tir don: C6/Khdng (Khdng viét: Cé / Khdng)

Ngay thdng: 30/06/2026 (Khdng viét: 30 / 06 / 2026)

DPon vij do lwong: km/h, m/s (Khéng viét: km / h)

Cdp tir déi lap/lién quan: Anh/Chi, Gidi tinh Nam/N{x.

Tém lai mot meo nho dé nhé:

Y dai, cum tir dai can khong gian dé thé. Thém dau cach (A / B).



e T ngan, con s6, dau hiéu can gon gang, lien mach. Viét sit nhau (A/B).

DUNG HYPHEN "-" CHO LO1 DOl THOAI VA EMDASH “—* DAU GACH NGANG DAI BE THEM
THONG TIN GIAI THICH HOAC CHU THiCH VAO TRONG CAU.

Viéc dung ddu em-dash (gach ngang dai) dé thém théng tin giai thich vao gitra cu Ia hoan toan
chuan xac va cuwc ky chuyén nghiép trong viét lach.

Tuy nhién, néu xét theo tiéu chudn in an va chinh ta chinh thirc (typography), viéc dung dau
hyphen (-) cho I&i d8i thoai cé6 mét nhuge diém nhé.

1. Tai sao dung hyphen (-) cho ddi thoai lai chuwa ly twéng?

D4u hyphen (gach ndi) von sinh ra dé ndi cac tir don v&i nhau (nhu part-time, self-study). Vi vay,
chiéu dai cGa né rat ngan.

Khi ban d&t né & dau dong d& mé dau mat 16i thoai, dau gach ndi ngan nay nhin sé bj "lot
thdm" va dinh chat vao chit phia sau, khién dong d6i thoai tréng giéng nhu mot danh sach liét
ké (bullet points) hon la mot 1&i ndi.

DE& van ban vira rd rang, vira dung tiéu chuin thdm my cla sach in, ban nén "nang cap" nhu sau:
e Cho I&i d6i thoai: Thay vi dung Hyphen (-), ban hdy dung En-dash (=) hodc Em-dash (—)
va bat budc phai c6 mot khoang trang phia sau.
e Cho phan giai thich/ch thich & giira ciu: Ti€p tuc dung Em-dash (—), nhung chd y quy
tac khoang trang tuy theo ngdn ngir.

Céach dung hién tai (dung Hyphen) Cach khuyén dung (dung En/Em-dash)

- Cho té mot chat. — Cho téd mot chat.

Cau 4y quay lai nhin t6i - anh mat day lo Cau 4y quay lai nhin t6i — anh mat day lo
lang - r6i mdi budc 1én xe. lang — roi mai budce 1én xe.

(Ban c6 thé thay & cdt bén phai, ddu d6i thoai nhin thodng va ré rang 1a mot cau ndi).

Sw nham Ian nay thudng xay ra vi ddu En-Dash (=) va dau Em-Dash (—) c6 hinh déng kha giéng
an” khi viét, ban c6 thé phan biét va xt ly sw nhap nhang nay dua trén

AN

nhau, dé khdng bi "l 1an
cac tiéu chuan duai day:

1. Trong I&i d6i thoai (dialogue)
Theo quy tac cla tiéng Viét (va cd hé thdng tiéng Phap/Nga von anh hudng nhiéu dén van hoc
Viét Nam), dau dugc dung dé mé& dau I&i thoai |a Em-Dash (—) hodc ddu Gach ngang dai, chi
khéng phai En-Dash.

e Plng: — Chao ciu, ngay méi tét lanh! — Cam on ciu, ciu ciling vay nhé.



e Van dé: Nhiéu ngudi dung En-Dash (=) cho |&i thoai vi lwdi gd Em-Dash. Piéu nay lam i
thoai trong ngan ngun va kém chuyén nghiép.

2. Trong phan gidi thich / phu chu (parenthetical / explanation)

D4u gach ngang dung dé chén maot vé giai thich, bd sung y nghia vao gitta hodc cudi cau. O day
mdi la noi cudc chién gitra En-Dash va Em-Dash gy béi rdi nhat vi tuy thudc vao tiéu chuan
ngon ngit (Style Guide):

Theo tiéu chuin tiéng Anh (Oxford, Chicago, v.v.)
o Dung Em-Dash (—) sat chi¥: Ho dung Em-Dash khong cé khoang trang dé giai thich.
Vi du: She had only one care**—her laptop—**and she lost it.
o Dung En-Dash (=) c6 khoang trang: Mot s6 tiéu chuan khac (nhu AP Style hay chuan Anh
quéc) lai dung En-Dash cé céch khodng.
Vi du: She had only one care — her laptop — and she lost it.

Tiéng Viét ching ta linh hoat hon nhung thudng chudng En-Dash (=) hodc Em-Dash (—) cé
khodng trang & hai dau dé lam phan giai thich rd rang, thoang mat.

3. Ban chéat cta En-Dash (-) 1a gi?
DE d& nham 1an nhat, hdy nhé nhiém vu "gbc" va bat bién cla En-Dash (dau gach trung) 1a chi
khoang cach, khoang theoi gian, hoac lién danh:
e Thei gian: 2024-2026 (Cach viét chinh xdc va dep nhat 1a: "Thei gian: 2024-2026"
(khdng c6 khoang trang & hai bén dau gach).
Trong tredng hop chi mét khodng thai gian (tlr ndm nao dén ndm nao), ddu can dung la
dau gach trung (en-dash =), chit khong phai dau gach néi ngan (hyphen -) hay dau gach
dai (em-dash —).
Vé khoang trang: Quy tic |a khéng dit khoadng trang xung quanh dau gach trung khi néi
gilta cac con s& hodc méc thoi gian lién ké.
e Tuyén dwéng: Ha NOi — Hai Phong
¢ Lién danh: Dinh luat Boyle — Mariotte

Meo dé hét "Confusion" khi viét
Né&u ban dang viét truyén, lam ndi dung hodc dich thuat, hiy 4p dung quy tac don gian nay dé
bai viét nhin dep va dung tiéu chuan nhat:

Truwong hop D4u nén dung Cach gd (Windows/Mac) Vi du truc quan
Mé& dau l&i thoai Em-Dash (—) Alt + 0151 — Cau di dau
day?
(Gach dai, Shift + Option + -
khong cach vai
chi?)



Phan giai thich En-Dash (-) Alt + 0150 Cudn sach
nay — tac pham

(Gach trung, cé Option + - dau tay cla anh
khodng trang) ay — ban rat chay.
Khoang/Lién danh En-Dash (-) Alt + 0150 Trang 10**-15 /
Tran dau Dlrc—
(Gach trung, Option + - **Phap.
khéng cach)

Tom lai, néu ban tach bach duoc: L&i ddi thoai = Gach dai (Em-Dash) va Gidi thich/Khoang =
Gach trung (En-Dash), vin ban cla ban s& cyc ky chin chu va khéng so bi 1an 16n nita!

TRU'OC VA SAU "-" HAY EM-DASH CO THEM SAPCE?
Quy tac dit khoang trang (space) trwdc va sau dau gach ngang phu thudc vao viéc ban dang dung
loai ddu nao va theo tiéu chudn soan thdo nao (tiéng Viét hay tiéng Anh).
Dudi day la quy tac chinh xac va dé nhé nhat danh cho ban:

1. B6i v&i dau gach ngang ngan (- Hyphen / Minus)

D4u nay thudng cé san trén ban phim, dung dé néi cac tir hop phan hoic viét cac lién sé.
e Quy tic: KHONG thém khoang trdng & ca trudc va sau.
e Vidu: Ha Noi - Hai Phong (Sai) - Ha N6i-Hai Phong (Pung).
e Vidu: nam 2025 - 2026 (Sai) - nam 2025-2026 (Bung).

2. Ddi véi dau gach ngang dai (— Em dash)
Dau nay thuong dung dé chén mat y giai thich, ngat cau, hodc liét ké, thay thé cho dau ngodc don
hodc dau phay déi.
e Quy tic qudc té (Tiéng Anh - AP Style, Oxford): KHONG c6 khoang trang & ca trudc va
sau.
Vi du: She had one daugher—Jessica—who lived in New York.
e Quy tic Tiéng Viét & Mot so tiéu chuan bao chi (nhw Chicago Style): CO khoang trang &
ca trwdc va sau dé van ban trong thoang va dé doc hon.
Vi du: Biét ngudi biét ta — tram tran tram thang.

3. Ddi véi dau gach ngang vira (— En dash)
DAau nay dai hon gach néi - nhung ngan hon Em dash. Ngudi ta rat chudéng dung En dash thay cho
Em dash khi ngdt cau vi do dai vira phai.
e Quy tac: CO khoang trang & ca trudc va sau.
Vi du: Dy 4n nay — du con nhiéu khé khan — van sé dwoc trién khai.

Meo tém tat nhanh cho ban:



o Né&u dung d4u gach ngan trén ban phim (-) d& n&i chit/sd: Viét dinh lién.
o Né&udung dé ngat cau, giai thich y (du 1a — hay — trong tiéng Viét): Viét cach ra & ca 2 dau.

KHI DU NHAP CHU TU NUG'C NGOAI VA VIET THEO TIENG VIET THi CO NEN THEM "-"

Thi du nhu ga-ra (garage), phi-lé (fillet)?

Hién nay xu hudng chung 1a KHONG NEN (hodc khdng can thiét) dung dau gach ndi nita, trir mot
s6 truong hop dac biét.

DE ban dé hinh dung, ching ta cung nhin lai cach quy dinh nay thay d&i qua cac thoi ky:

1. Thoi ky trwée (quy tac cii)
Trudc day, theo cac van ban quy dinh vé chinh ta cda Bo Gido duc (nhu quyét dinh ndm 1984),
cac tr muwon da am tiét chua duoc "Viét hda" hoan toan déu bat budc phai cé dau gach ndi giita
céac tiéng.
e Mucdich: D& ngudi doc biét cic tiéng nay dinh lién v&i nhau thanh mot tir cé nghta, tranh
doc roi rac tirng tir don nhu tir thuan Viét.
Vi du: ga-ra, phi-l€, ra-di-0, ti-vi, dp-phich.

2. Xu hwéng hién nay (quy tac méi)
Dén ndm 2018, cb quy dinh mdi vé chinh t3 trong sich gido khoa. Xu huéng nay ciling déng bd
v@i cach viét bdo chi va van ban hién dai: Bé hoan toan diu gach ndi va viét lién hodc viét r&i ¢
khoang trang.
Cu thé, cac tir muon hién nay duoc chia lam hai cach xtr ly:
o Cach 1: Viét roi c6 khoang trang (Phd bién nhat) Thay vi viét ga-ra, phi-1&, ngudi ta s& viét
la: ga ra, phi lé, ra di 6, tivi (hoac ti vi), s6 c6 la. Ngudi Viét hién nay da qua quen thudc
V@i céc tlr nay nén khéng so bi doc sai hay hiéu [am nita.
e Cach 2: Giir nguyén chir goc tiéng Anh/Phép (Néu la tir chuyén mén, ky thuat) Néu viét
cho d6i twong hoc thuat hodc cong nghé, ngudi ta gitt nguyén gbc: garage, fillet, radio.

3. Khi nao THYU'C SU’ can dung dau gach ndi?
DU xu hwéng 1a bd, nhung dau gach néi "-" van rat hitu ich va nén dung trong cac truong hop sau:
e Tén ngudi / Tén dia danh nwéc ngoai phién am truc ti€p: PE phan biét rd ho tén hodc
ranh gidi tur.
o Vidu: Nu-ré-xun-tan (tén thanh phé), Mat-xco-va, Vla-di-mia I-li-ich Lé-nin.
e Tranh gay hiéu Iam hoic khé doc: Khi hai nguyén am ding canh nhau dé bj doc dinh
thanh mot van khéc.
o Vidu: 6-t6 (néu viét 6 té thi binh thwdng), nhwng mot sé tr nhu a-it / a-xit (acid)
néu viét a it hay a xit s& rat ky cuc.
e Cac cum tir viét tat hodc lién két qudc té: Cap-6t (capote), Mat-uy (match)... (tuy nhién
nhdm nay hién nay ciing rat it dung).

Tém lai ban nén viét thé nao?
Khi dirng mot minh, dung la "ga" va "ra" cé nghia riéng. Nhwng khi dat vao cau:



e “Tbi ddnh xe vao ga ra.” - Khoéng ai hi€u 1a "dadnh xe vao nha ga roi di ra" ca, vi cum tir
"danh xe vao..." doi héi mét dia diém chira xe, va tir "ga ra" ty dong kich hoat nghfa "noi
dé xe" trong dau ngudi doc.

e “Mua hai miéng philé cd” - Ngudi ta sé hi€u ngay la miéng thit cd loc xuwong, chit khéng

A n

ai dich la "bay Ién

All

(phi) va "ca l&" ca.

4. Su "Viét hoa" va quen thudc

Nhitng tir nhu ga ra, tivi, phi I, xa phong, ca phé d3 vao Viét Nam ca tram nam nay va trd thanh
mot phan cla tiéng Viét. Nguoi Viét d3 qua quen mat chit cla chung rdi, nén khi thay ching di
déi v&i nhau, ndo bd ty dong bat cip ma khong can dau gach ndi "dan dudng" nita.

N&u ban van sg ngudi doc bj rdi hodc trong nhitng cau ma ngit cdnh khéng rd rang, ban cé 2 giai
phap rat hién dai va "an toan" sau:

e Cach 1: Giir nguyén chir gdc (Néu viét trén mdy tinh, mang xa hdi) Thay vi viét ga ra, ban
viét hdn 1a garage. Cach nay ngudi tré va ngudi di lam hién nay dung rat nhiéu, vira chinh
xac tuyét doi vira khéng so nham.

e Cach 2: C dung dau gach ndi néu thay can thiét. Quy tic ngdn ngit 1a dé phuc vu con
ngudi. Néu ban thdy trong van canh d6, viét ga-ra giip ciu van ré rang hon, tranh cho
ngudi doc bi khyng lai vai gidy dé suy nght, thi ban hoan toan cé quyén dung. N6 khdng
sai, chi 1a hoi "c6 dién" mot chut théi.

DGi vdi nhitng tir tir ghép thuan Viét / Han-Viét chinh hiéu nhu "tham thiét", "so’ hai", KHONG
DUNG dau gach nai!

Ban than moi tiéng trong tir déu cé gbc ré ngit nghia rd rang (vi du: s¢ va hii déu mang nghia lo
so; tham 1a dam d3, thiét 1a gan giii, gan bd). Khi ghép lai, chiing tao thanh mét tir hoan chinh ma
bat ky ngudi Viét nao ciling nhan dién dugc ngay lap tic.

Quy tac "vang" dé ban phan biét khi nao can dung dau "-":
DE khong bao gid bi nham Ian, ban chi cdn nhé mdt meo rat don gidn sau:
o TU THUAN VIET / HAN VIET (Tivi, ban gh&, tham thiét, so hii): X KHONG dung diu
gach ndi. Cr viét roi co khodng trang binh thuong.
« TU PHIEN AM NU'GC NGOAI (Ga-ra, s6-cd-la, ra-di-6): CO THE dung néu s¢ ngudi doc b
1an 16n.
« TEN RIENG NU'OC NGOAI (Mat-xco-va, Dic-uyn): BAT BUOC dung diu gach néi gitta cac
am tiét cha cung mot tén dé ngudi doc khong bi doc sai tén ngudi / dia danh.

KHI NAO DUNG EXTRA BLANK LINE HAY INDENTATION FOR NEW PARAGRAPH?
Viéc chon gitta dong trong (extra blank line) hay lui dau dong (indentation) dé bat dau mot doan
van mdi phu thudc hoan toan vao loai van ban ban dang viét va noi ban s& dang nd.
Ca hai cach déu cé chung mot muc dich: Bdo cho mat ngwdi doc biét "Toéi dang chuyén sang mot
y mé&i". Tuy nhién, c6 mdt quy tac "vang" trong trinh bay van ban hién dai: Chi chon 1 trong 2,
tuyét doi khong dung ca hai cung luc.
Duwdi day la cach dung xdc cho tirng trudng hop:



1. DUng lui dau dong (Indentation) - Kiéu truyén théng
Cach nay la viéc ban thut dau dong chit dau tién cla doan van vao khoang 1 tab (hodc 0.5 inch /
1.27 cm). Giita cac doan van khdng c6 dong tréng.
e Sach in, truyén, tiéu thuyét: Gan nhu 100% sich van hoc, tiéu thuyét hién nay déu dung
céch nay dé tiét kiém gidy va tao sy lién tuc khi doc.
e Vin ban hoc thuat, luan vin, bai bao khoa hoc: CAc mau trinh bay nhu APA, MLA bat budc
dung IUi dau dong.
e Don tir, vin ban hanh chinh (bang tiéng Viét): Theo quy dinh thé thirc van ban cua Viét
Nam, dau doan van ludn phai lUi vao tir 1 dén 1.5 cm.

Meo nhé: Doan van dau tién cha mot chuong hodc ngay dwdi mét tiéu dé 1on (heading) thuong
khéng can lui dau dong, vi vi tri clla né d3 qua rd rang roi. Cac doan tiép theo mai bat dau Iui vao.

2. Dung dong tréng (Extra Blank Line / Block Format) - Kiéu hién dai
Céch nay gilt cho tat cd cac dong déu thang | trai (khéng IUi vao), nhung gitta doan trén va doan
dudi s& cach nhau mot khodng tréng 16n bang mot dong.

e Trén internet va thiét bi ky thuat sd: Bai viét trén website, blog, mang xa hoi (Facebook,
LinkedIn). Ngudi ta lwdt man hinh rat nhanh, viéc c6 dong tréng tao ra "khodng thd" cho
mat, giup bai viét khdng bi cdm giac 1a mot "birc tudng chir" day dic.

o Email cong viéc (business email): Giup ngudi doc dé quét nhanh cac y chinh khi mé thu
trén mady tinh hodc dién thoai.

e Bdo cdo doanh nghiép, So yéu ly lich: Tao cam gidc gon gang, hién dai va chuyén nghiép.

Tém lai, ban nén chon thé nao?
e Né&u ban viét trén may tinh dé ding web, glri email, nhan tin: Hdy bAm Enter 2 Ian dé tao
dong tréng. Dirng dung phim Space hay Tab dé lui dau dong trén web.
e Né&u ban viét dé in ra gidy (don tir, ludn van, sach): H3iy dung Paragraph
Paragraph/Indentation trong Word dé ty dong lui dau dong.

NEN DUNG CHU "THU'C AN" HAY "PO AN"?
Trong cach viét trang trong (van ban hanh chinh, chinh luan, nghién ciru khoa hoc, hodc bdo chi
chinh théng), ban nén dung chit "thirc 4n" hodc "thwc pham".
Duwéi day la ly do va cdch phan biét chi tiét gitra hai tir nay dé ban lua chon chinh xdc nhat theo
nglt canh:

1. Thirc dn: Mang sac thai trung tinh, khach quan, mang tinh khai quat va cé phan hoc thuat hon.
Vi du:
o “An toan vé sinh thirc an va nuwdc udng..”
o “Nhu ciu tiéu thu thirc &n cla ngudi dan ting cao...”
o Vidu: "Nganh céng nghiép ché bién thyc pham", "Thyc pham sach".
o Vidu:"Nén am thyc Viéet Nam", "Tinh hoa am thuc".

10



2. P6 an (chi dung trong van phong hang ngay): Phlu hop trong giao ti€p hang ngay, truyén tro,
nhan tin, hodc cac bai viét blog, mang x3 hdi mang tinh chia sé ca nhan.
Vi du: “Dd &n & qudan nay rat ngon.” (Néu chuyén sang trang trong sé viét 1a: “Mén an tai
nha hang nay rat dam da.”)

Tém lai: DE dam bdo tinh trang trong, ban hay wu tién dung thire &n (néu ndi vé dinh dudng/sinh
hoc) hodc thwe pham (néu ndi vé kinh t&/ddi séng/nguyén liéu) nhé.

CUNG MOT POAN VAN VUA cO THO1 GIAN O HIEN TAI VA QUA KHU
D€ tranh gay nham lan (confusion) khi trong cung mot doan vin vira c¢é thoi gian & hién tai
(present time) va qud khr (past time). Dudi day la nhirng cach viét cu thé gitip ngudi doc ludn
biét chinh xac ban dang & méc thoi gian ndo:

1. Chon "M@&c théi gian chi dao" (Anchor Tense)
Trudce khi viét, ban can xac dinh xem doan van nay chid yéu ndi vé diéu gi.

o Neé&u doan vin tap trung vao thuwec trang hién tai: Hay dung thi hién tai lam chd dao. Khi
can nhac vé mot sy kién da qua dé 1am nén tang hodc so sdnh, hay Ui vé qud khu, roi ngay
lap tlrc quay lai hién tai.

o Né&u doan van ké vé mot tién trinh lich sir/nghién ciru da qua: H3y dung thi qua khi lam
chl dao. Khi mudn lién hé xem diéu d6 anh hudng thé nao dén ngay nay, mdi chuyén sang
hién tai.

2. SUr dung céc tlr tin hiéu thoi gian r6 rang (Time Signposts)
Dlrng bao gio nhay tir hién tai vé qua kh (hodc nguorc lai) ma khéng béo trudce.

o Khi chuyé&n tir Hién tai vé Qua khi: Dung cdc cum tir nhu Historically (v mat lich st), In
the past (trong qua kh), Originally (ban dau), Previously (trudc day), hodc dua ra méc
nam cu thé (In 2020, ...).

o Khi chuyén tir Qua khir vé Hién tai: Dung cac cum tir nhu Currently (hién tai), At present
(hién nay), Today (ngay nay), Presently (hién thoi).

3. Tan dung thi Hién tai hoan thanh (Present Perfect) lam "cau néi"

Thi Hién tai hoan thanh chinh 13 dé giadi quyét sw nhap nhang nay. N6 néi lién qua khir véi hién tai
(mot hanh ddng bat dau trong qua kh* nhung hé qua hodc sy viéc van kéo dai dén nay).

Vi du:

e Chuwa ré rang: The company expanded in 2015. It faces financial difficulties. (Ngu¢i doc c6
cam giac hai cau roi rac).

¢ Trang trong va ro rang: Although the company expanded in 2015, it has faced continuous
financial difficulties since then. (Hanh ddng mé& réng d3 chdm dit ndm 2015, nhung khé
khan thi kéo dai tir d6 dén nay).

4. Tach doan (paragraph break) néu sy chuyén giao qua I&n
Né&u phan ndi vé qua khir va phan ndi vé hién tai déu dai va cé nhiéu y phirc tap, cach tdt nhat dé
tranh nham |an trong vin phong |a tach ching thanh hai doan vin riéng biét.

11



e Doan 1: Tap trung hoan toan vao bdi cdnh qua kht.
e Doan 2: Bit dau bang mot cau chuyén y (Transition sentence) huéng vé hién tai (Vi du:
“Shifted to the contemporary era, the focus is now on...”).

Phan tich mot vi du thuwe té
H3y xem cach k&t hgp cac nguyén tic trén trong mot doan van nay: "The global market is currently
experiencing a major shift due to digitalization. Historically, businesses relied heavily on physical
infrastructure to reach consumers. However, recent data indicates that e-commerce has become
the primary driver of growth, and companies must now adapt to survive."
e Phan tich:
o Cau 1 d3t méc & hién tai (is currently experiencing).
o Cau 2 dung bién bao Historically d& dwa ngudi doc vé qua kh&r mot cach ém ai
(relied).
o Cau 3 dung However + recent data indicates dé kéo ngudi doc trd lai thuc tai, két
hop thi Hién tai hoan thanh (has become) va Hién tai don (must) d& nhan manh
tinh thaoi sy.

Chung ta khdng dung chir in nghiéng (italic) d& phan biét thei gian (qua khir va hién tai).

Ly do la vi chit in nghiéng trong van da dwoc quy dinh nghiém ngat cho cac muc dich khac nhu:
Tén tdc phdm (sdch, phim, bdo), thudt ngi¥ tiéng nudc ngoai, tén khoa hoc, hodc dé nhdn manh
mét tir ngl¥ quan trong. N&u ban dung né dé biéu thij thoi gian, ngudi doc s& bj béi rdi va bai viét
s& khéng con phu hop véi tiéu chuan.

Thay vao d6, ngoai cac cdch dung tir n6i hay chon méc thai gian chinh da néu & trén, ban cé thé
ap dung 3 ky thuat cau tric rat hiéu qua sau day dé tach biét quda kh va hién tai:

1. Dung c3u tric "Ménh dé phu chi thi gian" (Subordinate Time Clauses)
Thay vi viét hai cdu doc 1ap khién ngudi doc phai tu dodn méc thoi gian, hdy gdp ching vao mét
cau phirc bang cac lién tir chi thoi gian nhuw While (trong khi), Whereas (trong khi nguoc lai), hodc
Before/After (trudc khi/sau khi). Cach nay tao ra mét ranh gi¢i ngir phap cuc ky ré rang.
e Tranh viét: The department processed 50 applications daily. Today, it processes over 200.
(Viét thé& nay hoi cut va dé gy hut hang vé thoi gian).
e Nén viét: While the department processed only 50 applications daily in the past, it
currently manages over 200.

2. SUr dung ciu truc gia dinh hodc phan tir (Participle Clauses)
Ky thuat nay gitp ban "gdi gon" hanh dong qué khi thanh mot trang ngit, lam nén cho hanh déng
hién tai. Cach nay vira sang trong, vira khdng bao gi® gdy nham 1an vé thi cia dong tir.

¢ Dung Having:
“Having established a strong market presence in 2020, the company now focuses on international
expansion.” (Dd thiét lap duoc vi thé vao ndm 2020, cdng ty hién nay tdp trung vao viéc md réng
quéc té).
Ngudi doc nhin vao chit Having established |a biét ngay viéc dé da xong trong qué khi, con déng
tlr chinh now focuses dang & hién tai.
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o Cach viét trang trong: The government's past subsidies for the green energy sector
currently contribute to the reduction of carbon emissions.
Phan tich: Tl "subsidized" (déng tir qua khi) d3 dugce bién thanh "past subsidies" (danh tir). Lic
nay, dong tr duy nhat clia cau 13 "contribute" nam & hién tai. Cau van tré nén cuc ky gon gang va
khdng cd sy tranh ch3p vé "thi".

QUY TAC SU’' DUNG NGOAC PON (') VA NGOAC KEP (")
Trong viéc viét tiéu thuyét va sang tac vin hoc, quy tic s&r dung ngodc don (') va ngodc kép (") phu
thudc chd yéu vao viéc ban dang viét cho thi trwérng My hay Anh/Thinh vergng chung.
Duwdi day la cdch phan biét chi tiét:

1. Tiéu chuan My (US style)
N&u ban viét hodc nham dén thj treong MY, quy tac nay rat nghiém ngit:
o DA&u ngoic kép ("..."): Dung cho I&i ddi thoai truc ti€p cla nhan vat.
e DA&u ngoac don ('..."): Chi dung cho l&i ddi thoai I6ng trong I&i d6i thoai (khi mét nhan
vat dang ké lai/trich dan lai 1&i cta ai d6).
e Vitri dau cau: Dau phay (,) va dau cham (.) ludn luén ndm bén trong dau ngoic.
Vi du: "T6i khong thé tin 1a anh 3y lai ddm ndi, 'Anh s& roi khoi thi tran,' trudce khi bo di," Sarah
noi.

2. Tiéu chuan Anh (UK/Commonwealth style)
Tai Anh, Uc hodc New Zealand, tiéu chuan nay thudng bj dao nguoc lai, méc du cé linh hoat hon
mot chut:
e DA&u ngodcdon ('..."): Dung cho l&i ddi thoai truc tiép.
e DA&u ngoic kép ("..."): Dung cho I&i ddi thoai I6ng trong I&i ddi thoai.
Vi du: 'Téi khong thé tin 1a anh 8y lai ddm ndi, "Anh s& r&i khéi thi tran", trudce khi bd di', Sarah
noi.

B6 sung: Néu ban viét tiéu thuyét bang tiéng Viét, cach trinh bay phé bién nhat 13 xudng
dong va dung dau gach ngang (-) & dau ciu cho |&i thoai truc tiép. Dau ngoac kép ("...") thuong
chi dwoc dung cho y nght, cau trich din, hodc khi 167 thoai qua ngin khong tién xudng dong.

DAU BA CHAM (...)
Trong vin hoc va viét tiéu thuyét, DAU BA CHAM (...) — HAY CON GOI LA DAU LU'NG (ELLIPSIS) —
la mot cong cu cuc ky manh mé& dé phdi hop nhip diéu, tAm ly nhan vat, va ndi dung cta ciu
chuyén. Dudi day la cac trwdng hop cu thé khi nao ban nén dung diu ba chdm trong tiéu thuyét:

1. Trong I&i d6i thoai (dialogue)
DAy 13 noi dju ba chdm xuat hién nhiéu nhat dé thé hién cach nhan vat néi chuyén:
L& néi bi ngat quang hodc ngap ngirng: Thé hién nhan vat dang bdi réi, ngdp nglrng, so
h3i hodc dang suy nght, tim tir nglt dé nai.
"T6i... téi khéng chdc chung ta nén lam diéu nay," Lan Idp bdp.
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o Giong néi lim dan (fading away): Nhan vat ndi nhd dan réi im Idng vi kiét sirc, budn ba
hodc mat tu tin.

"Néu me con & déy..." Giong Ldm nhd dén roi tdt hdn.

o Bj cat loi gitra chirng: Khi mot nhan vat dang ndi thi tu dirng lai hodc bi ngudi khac xen
vao mot cach ty nhién (néu bj cat 161 dot ngdt/manh mé do tiéng ddng hodc ai d6 quat
lén, ngudi ta thudng dung diu gach ngang — hon).

"Em ct twdng ching ta dd..." "Moi chuyén qua roi," Nam cdt ngang.

2. Ngoai loi d6i thoai, ddu ba cham cling dwoc dung trong céc cau van dé tao hiéu rng nghé thuat:
e Tao s lap lirng, bo ngo (cliffhanger): Kéo dai su chd doi clia ngudi doc, tao cdm gidc hoi
hop hodc goi m& mot bi an.
Hdn tir tir véin tay ndm cira. Cdnh ctra hé ma, va phia sau dé la...
o Thé hién sw kéo dai clia thoi gian hodc khong gian: Tao cdm gidc mot hanh dong dién ra
lién tuc, vo tan hoac sy im lang bao trum.
Tiéng mua roi 16p bdp trén mdi tén. Ci thé kéo dai tir dém cho dén sdng...
o Thay thé cho tir "van van" (etc.): Liét k& chuwa hét céc sy vat, hién twong cung loai.

3. Cach trinh bay dau ba cham: Khi viét ban thao dé glri nha xuat ban, c6 mdt s6 quy tac nho
nhuwng gitp ban thao cta ban chuyén nghiép hon:
o D0 dai cd dinh: Luon ludn 1a 3 cham (...), khéng viét 4 chdm hay mot chudi dai .......
e Quy tic dau cau di kem:
o Né&u dau ba chdm & cudi ciu thoai, ban khdng can thém dau chdm nira.
o NE&u ciu dd 13 ciu hdi hodc cdu cdm than, ddu ba cham sé di lién trudc hodc sau
dau doé tuy ngilt canh (Vi du: "Cdi gi co...?" hodc "Khéng thé ndo...!").

. M6t lwu y nhé cho nha van: Dau ba chdm giéng nhu mot loai gia vi manh. Néu dung qua
nhiéu (trang nao cling xuat hién), |1&i thoai cda nhan vat s& bi cam gidc "hut hoi", Gy mj va [am
cham nhip truyén mot cach khéng can thiét.

JUSTIFY TEXT
Trong van phong cda tiéu luan hoc thuat, bdo cdo, luan van, hay van ban hanh chinh), viéc canh
déu hai lé (justify) 13 mot chi dé gay khd nhiéu tranh cdi. Dudi day 13 thuc t&€ ban nén can nhic
trudce khi bAm nut "Justify":

1. Khi nao NEN dung "justify text"?
e Van ban hanh chinh, ho'p dong, vin ban phap ly: Cac tai liéu nay gan nhu bat budc phai
canh déu hai lé dé tao sy nghiém tuc, khudn mau va ngin chinh sira xen k&.
e Sach, bdo chi, tap chi khi in: trang sach duoc canh déu nhin gon gang va chuyén nghiép.

2. Khi nao KHONG NEN dung?

o Bailuan hoc thuat (APA, MLA, Harvard...): Hau hét cic tiéu chuan trinh bay hoc thuat I6n
trén thé gidi déu yéu cau canh trdi (align left) ch khéng dung canh déu (justify).
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e Van ban doc trén man hinh ky thuat sé (website, email, PDF bdo cdo): Canh déu hai l&
trén man hinh mdy tinh hoac dién thoai thudng tao ra hién tugng "rivers of white" (cac
khodng trang dirt doan giita cac tir do c6 kéo gidn dong).

Tom lai I&i khuyén cho ban:
e Né&u viét hgp dong, don tir chinh thirc bang tiéng Viét/tiéng Anh: Nén Justify.
o N&u viét bai luan tiéng Anh (essay, thesis): Kiém tra kj cAm nang trinh bay (Style Guide)
cla truong. Néu theo tiéu chuan cia APA/MLA thi hdy canh trai (align left).
o N&u tu tay thiét k& tai liéu va bat budc phai dung Justify: Hay bat tinh ndng Hyphenation
(tw dong gach néi tir khi hét dong) dé van ban khong bi kéo gidn khoang trang qua rong.

Khong dit dau cach (khoang trang) ngay sau ddu mé& kép hodc ngay trudc dau déng kép. Dau
ngodc kép phai "dm sat" |1ay phan chit bén trong.
Dwdi day la vi du truc quan:

e Dung: Chinh xac roéi ban! Theo quy tac viét tiéng Viét tiéu chuan (va ca ngit phap ndi

chung):

o Dau hai cham (:) dwoc dung dé dan 1o néi truc tiép.

o Da&au ngoidc kép ("...") duwoc dung dé bao boc tron ven 1&i ndi truc tiép do.

e Sai: Anh 3y néi, " Toi yéu viét lach. "

Khi ndo can dit diu cach gan diu ngoic kép?
Méc du ban khéng dat dau cach & bén trong dau ngodc kép, ban van can dit dau cach & bén ngoai
dé ngin cach doan trich dan véi phan con lai cla cau.
e Trudc dadu ma kép: Dat mét diu cach trwdc ddu mé kép néu nd di sau mét tlr khac (nhu
mot ddng tir dan dat 1oi thoai).
Co ay lam bam: “Lai thé nira roi.”
e Sau dau ddng kép: Dit mot dau cach sau dau dong kép néu ciu van tiép tuc dién ra sau
dé.
"T6i san sang roi." Anh néi va quay ngudi vé phia clra.

Ngoai |& duy nhat: Trich dan I6ng nhau
Né&u ban c6 mot cau trich ddn nam bén trong mdt cau trich dan khac (st dung dau ngodc don bén
trong dau ngodc kép), giao dién trong s& hoi réi mat. DU quy tac ngit phap chuan muc khdng bat
budc phai cé dau cach, nhiéu nha xuat ban va bién tap vién van sé& chén mot khoang tréng cuc
nhé (trong nganh in an goi la "thin space") gitta chiing dé ngudi doc dé nhin hon.

e Théngthuong: "Anh 8y d3 dan téi rat rd: “Khdng duoc mé canh clra do.”

e Thém dau cach nhd dé dé doc hon: "Anh dy d3 dan t6i rat rd, 'Khdng dugc mé canh clra

do."
e "Anh 8y d3 dan tdi rat rd — khéng dwgc m& cdnh clra d6."

VI TRi CUA TEN TAC GIA
Trong viéc trinh bay bai viét (bdo chi, luan van, bai nghién ctru, hay bai blog), vi tri chia tén tac gia
tuy thudc vao tiéu chuan cla tirng tda soan, nha trudng, hodc thé loai van ban.
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Tuy nhién, duéi day |a cac quy tac phé bién nhat dé ban tham khao:

1. Dt & dau bai (hé bién nhat)
e Vi tri: Thuong dat ngay duwdi tiéu dé chinh (title) va tiéu dé phu (subtitle), trudce khi vao
ndi dung bai viét.
e Dinh dang (in bold): Thudng duwoc in ddm (hodc in nghiéng, viét hoa) dé lam néi bat tén
tac gid véi phan con lai cha van ban.
e Thé loai 4p dung: Bai bdo chi, bai blog, bai nghién cru khoa hoc (Academic paper), ludn
van, bao cdo.
2. Dit & cudi bai
e Vi tri: D4t & dong cudi cung sau khi két thic néi dung bai viét, thudng léch vé phia bén
phai. C6 thé in ddm hodc in nghiéng. Déi khi di kém véi chirc danh, noi cong tac hodc email
lién hé. Trong céc loai bai nghi luan x3 hoi, tuy but, sdng tac van hoc (tho, truyén ngan),
hodc mot s bai bao thoi sy ngan.

Tém lai: Tiéu chudn théng thudong

Thé loai Vi tri dat tén Cé6 in dam (in bold) khong?

PAau bai hoac Cudi

bai C6 (thudng in dam dé ddc gia dé cha y).

Bdo chi / Blog

Bai nghién clru / Ludn = Dau bai (dudi titu = CO hodc viét hoa toan bd (tuy theo tiéu
van de) chudn APA, MLA...).

Thuwong léch vé phia bén phai, in nghiéng

Sangticvan hoc/Tho  Cudi bai . LR an
g ¢/ hoac viét hoa, co thé in dam.

Loi khuyén: N&u ban dang viét theo mdt mau (template) cé san cla treong hoc hodc toa soan,
hay kiém tra k{ Style Guide (hwdng dan trinh bay) ctia ho. Néu viét ty do, dat & dau bai va in dam
la lwa chon an toan va hién dai nhat.

CHON LOAI CHU (FONT)
DG v&i cac sdng tac vin xudi (tiéu thuyét, truyén ngdn, tuy but) va tho ca, viéc chon font chit
quyét dinh rat I&n dén cdm xuc va trai nghiém cla ngudi doc. Dudi day |a cac tiéu chuln thiét ké
va font chit dugc cdc nha xuat ban tai Viét Nam va qudc té wa chudng nhat:

1. Loai chi¥ tiéu chuan cho truyén ngan & tiéu thuyét (vin xuoi)
Van xudi can nhirng font chir cé chan (serif) mém mai, khodng cach giita cac chir vira phai dé tao
dong chay ty nhién khi doc.
e Garamond: Day dugc ménh danh |a "éng hoang" cla thé gidi sach van hoc. Chit Garamond
c6 ciu truc thanh lich, t6i wu khdng gian tét va cuwc ky sang trong. Sach tiéu thuyét kinh
dién hay van hoc hién dai phan I&n déu chon font nay.
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Palatino / Palatino Linotype: Font chit nay c6 dudng nét day dan, chan chit rd rang va hoi
rong hon Garamond mot chit. N6 tao cdm gidc &m ap, dé chiu, rat hop véi cac tac pham
truyén dai, tdn van hodc hoi ky.

Minion Pro: Thudng dwoc dung trong cac tdc phdm van hoc hién dai. Minion dugc téi wu
hoéa cho cdng nghé in an hién dai, gitp chit 1én muc rat sic nét va khong bi nhoe.

Times New Roman: Van ¢ thé dung néu ban ty xuat ban, nhuwng cac nha xuat ban chuyén
nghiép thudng trdnh vi né mang nang tinh "van ban hanh chinh" hodc "bdo chi", thiéu di
chat nghé thuat cda van hoc.

2. Loai chi¥ tiéu chuan cho sang tac tho

Tho ca cé déc thu 1a nhidu khoang trang, cdu ngan va can khoi ggi cdm xuc thj gidc ngay tir cai
nhin d3u tién. Loai chit cho tho can su bay béng nhung tuyét déi khdng dugc dung font viét tay
(script) qué lodng ngoang gay kho doc.

DéE tac

Baskerville: Mét font chir cé do tuwong phan cao gitta nét thanh va nét dam. Khi in tho
bang Baskerville trén nén gidy kem, céc cau tho trong s& vé clng sac sao, trang trong va
c6 chiéu sau.

Georgia: Néu ban sang tac tho dé ding |én website, blog hodc lam ebook, Georgia 13 lya
chon tuyét voi nhat. N6 la font serif duwoc thiét ké riéng cho man hinh ki thuéat so, gitp
cac khoang céch va dau cau tiéng Viét hién thj rat rd rang, khong bi 16i font.

Adobe Caslon Pro: Mang lai cam giac c6 dién, Iang man, rat hop vdi cdc tap tho trir tinh
hodc mang hoi hudng hoai niém.

pham van hoc hodc tap tho nhin chuyén nghiép nhu sdch nha xuat ban, ban nén cai dat

trang theo ty 1€ sau:

Théng so Danh cho Van xubi Danh cho Tho

12 pt (hoac 13 pt tuy

Kich c& chir (Size) font) 11 pt- 12 pt
a C Li . . .
Gan . dong (Line 1.2 dén 1.3 lines 1.3 dén 1.5 lines (can thodng hon)
Spacing)
Cén I8 (Alignment) ey || eIl e R = i

(Center)

I. Lwuy quan trong vdi tiéng Viét: Khi chon cac font phwong Tay nhuw Garamond hay Baskerville,
ban phai chon bdn d3 duoc "Viét héa" (Unicode) day dd. Néu khéng, céc tir c6 dau ndng, dau hoi
hodc cac chit d, d,  s& bi 16i hién thi (bi déi thanh font khdc hodc méo md).

While heavy-duty book designers sometimes look down on Times New Roman because it’s the
"default" font on every computer, it has three massive advantages that make it a perfectly valid

choice:
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o Flawless Tiéng Viét Support: Because it is built into every operating system, it handles
Vietnamese tonal marks perfectly. You will never have to worry about a random "d", "¢",
or "y" glitching or turning into a different font.

e Ultimate Familiarity: Everyone on the planet knows how to read Times New Roman. It
doesn’t distract the reader; it gets out of the way and lets your words do the talking.

e Space Saver: If you are writing a very long novel or a massive collection of poems, Times
New Roman will actually save you money on printing because its compact design fits more
words per page.

Quick Tips to Make Times New Roman Look More "Book-Like"
If you decide to use it, you can easily disguise that rigid "office document" look by adjusting just
two settings in your layout:

1. Open up the line spacing: Change your line spacing from the default Single or 1.15 up to
1.25 or 1.3. Giving the lines a little extra breathing room instantly makes Times New
Roman look like a published literary work rather than a school essay.

2. Avoid stark white paper: If you print your book, choose cream or ivory paper instead of
bright white. Times New Roman was designed for high-contrast newsprint, so softening
the background paper makes it look incredibly warm, classic, and elegant.

Nguyén Phuwong Thiy — July 1, 2026

Cach viét ngay thang nhu 1.7.2026 1a PUNG va phu hop véi tiéu chuan trong tiéng Viét.

Trong tiéng Viét, quy tac viét ngay thang tuan theo dinh dang Ngay / Thang / Ndm
(DD/MM/YYYY). Do dé, ngay 1 thang 7 ndm 2026 cé thé viét linh hoat bang céac cach sau:

e Dung dau cham (phd bién, nhanh gon): 1.7.2026 hodc 01.07.2026
o Dung dau gach chéo (rat thdng dung trong van ban): 1/7/2026 hodc 01/07/2026

e Dung chit (trang trong, dung trong van ban hanh chinh): Ngay 1 thang 7 ndam 2026 (hodc
Ngay 01 thang 07 nam 2026)

Lwu y nho: Tranh viét theo kiéu 7.1.2026 néu ban dang dinh noi vé ngay 1 thang 7, vi ngudi Viét
s& hiéu nham thanh ngay 7 thang 1 (kiéu My thwong dua thang |én trudec).

Ky tw En-dash (-) va cac quy tac di kem:
1. Khi chi khoang s6 (Thai gian, s6 trang, ngay thang)
Gitra hai con s6 thi khéng cé chuyén viét hoa hay viét thudng, nhwng khoang céch gitra cac sé
bat budc phai dung En-dash va viét lién (khong cach).
e Dung: 1993-1997, trang 10-20, thang 5—-thang 8.
2. Khi lién két cac danh tlr riéng (Tén ngudi, dia danh)
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Khi néi hai danh tir riéng dé chi mét tuyén duwdng, mot hiép wdc, hay mot ly thuyét, ta dung En-
dash. Chit cai sau dau En-dash phai viét hoa vi ban than né |a tén riéng. & day c6 hai cach trinh
bay tuy theo tiéu chuan (Style guide) ban dp dung:
e Viétlién (Khéng cach): Tuyén dudrng Ha Noi—Hai Phong, Hiép wédc Phap-Viét.
e C6 khodng cach (Céch truwdc va sau): Cach nay thwong duoc dung khi mot trong hai vé |a
cum tlr gdm nhiéu tir, gitp cau thodng va dé doc hon. Vi du: Chién tranh thé gidi thi hai
— Chién tranh lanh.
3. Khi lién két cac tir thudng (Khai niém)
Né&u ndi hai khai niém thdng thuwdng, tir sau En-dash khéng viét hoa.
e Dlung: M&i quan hé chu-td, céc yéu t6 kinh té—x3 hoi.
Tém lai mét meo tryc quan dé phan biét 3 loai dau:
o DA4u gach ndi (Hyphen): - (Dung dé ndi cac tir phirc tap nhu ready-to-wear, hodc tir
thuan Viét ghép nhu bun-chd trong mét sé cach viét cil).
o DA&u gach trung (En-dash): — (Dai bang chi¥ N, dung cho khoadng s6 hoic lién k&t nhu cac
vi du trén).
o DA&u gach dai (Em-dash): — (Dai bang chit M, dung dé chén mot vé& giai thich hodc ngat
cau).
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