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Ghi cha cua Ban bién tap Gamma

Cudn sach nay dugc June Casagrande viét dua trén cac quy
chuén bién tap (style guides) phé bién cta Hoa Ky, nhu The
Chicago Manual of Style, The Associated Press Stylebook, The
MLA Handbook, va The APA Publication Manual. Nhiing bé quy
chuén nay 13 nén tdng trong linh vuc xuat ban, bao chi va hoc
thuat 6 My, phan anh dac trung ctia Anh-My vé cach dung déu
cau, viét hoa, trich dan, va trinh bay van ban. Do d6, mot sé vi du
ho&c quy tac trong sach cé thé khac véi cach viét Anh-Anh hodc
chuan bién tap tiéng Viét.

Tuy nhién, vi Anh-My hién nay dugc st dung rong rai trong moi
truong hoc thuat va chuyén nghiép qudc té, cac nguyén tac ma
tac gia trinh bay van mang tinh tham khao cao cho ngudi hoc va
ngudi lam viéc voi tiéng Anh. Doc gid Viét cé thé coi day Ia ban
huéng dan thuc hanh viét chuén va linh hoat, gitp hiéu sau hon
vé cach ngudi ban nglr st dung dau cau dé dat hiéu qua biéu dat
tu nhién, ro rang va mang phong cach riéng.
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QUY CHUAN BIEN TAP LA Gi?

Trong bién tap, quy chudn bién tép (style) la cac bd quy tac huéng dan
do nhiing t6 chuc uy tin xay dung, chang han nhu The Associated Press
Stylebook (AP)', The Chicago Manual of Style (CMOS)?, Modern Language
Association (MLA)?, American Psychological Association (APA)*, cung vo
s6 quy chuén noi bd cla cac td bao va nha xuat ban I6n. Vi du, cac to bao
I6n nhu New York Times va Los Angeles Times déu c6 bd quy chuén bién
tap ndi bo riéng. Nhiing bo hudng dan nay bao quat nhiéu khia canh khac
nhau, tu ngl phap, cach dung tu, viét hoa, cho dén ca dau cau. Vachinh &
phan d&u cau nay, cac “6ng 16n” thudng bat déng quan diém. Chang han,
trong sudt mot thai gian dai, tap chi New York Times ludn dung dau lugc dé
biéu thi thap nién (1970%, 1980's), trong khi phan I6n cac 4n pham khac lai
khong st dung dau nay, va néu rd cach viét dung phai la 1970s, 1980s. Hay
td Los Angeles Times quy dinh viét tu African American (khéng gach noi),
trai ngugc véi cach viét cé gach néi African-American theo quy chuéan AP

va thdm chi cd tu dién ma to bao nay st dung.

Linh vuc xuat ban sach ciing co6 nhiing quy tac riéng, va tham chi con cé
thé chi li, phic tap hon cd quy chuén ndi b cla cac toa soan bao. Du da
s6 cac bién tap vién déu dua vao chuan bién tap CMOS, ho van thuong
tao rieng mot bang quy chuén cho ting cudn sach, ghi lai quyét dinh cua
bién tap vién khi x{r Iy nhiing van dé rat cu thé vé dau cau, chinh ta va
cach chon ti - nhiing diém c6 thé khéng dudc néu trong tu dién hay bd
quy chuan chinh thic - dé ddm bao cach x( ly d6 dudc duy tri xuyén suét
cuon sach. Vi du, bién tap vién phai tu quyét dinh xem co6 dung gach noi
trong cum green farming procedures[ quy trinh canh tac xanh ] hay khong,

1S6 tay quy chuén bién tap cla Lién doan Bao chi Hoa Ky
236 tay quy chuén bién tap cla Pai hoc Chicago
3 Higp hoi Ngan ngi hién dai Hoa Ky
“Hiep hoi Tam Iy Hoa Ky
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roi ghi chu lai dé ap dung cho théng nhat. Hodc véi mot cudn tiéu thuyét
trong bo tiéu thuyét Tro choi vuong quyén' cla George R. R. Martin, bang
quy chuén co thé ghi chu rang tac pham dung grey (thay vi gray) dé chi
mau xam, hay dung ser va pease thay cho sir[ ngai] va peas|[dau Ha Lan].

Cac tu dién con lam cho van dé thém rdi ram. Chung thudng bat dong
trong nhiéu trusng hop - chang han nhu cac tir underway [dang tién
hanh], face-lift [cang da mat] nén viét lién, tach ra, hay cé gach néi. it ai
biét rang cac quy chuén viét thudng chi dinh luén loai tu dién ma nguoi
viét can tham khao. Chuan CMOS ggi y ngusi dung tham kh&o Merriam-
Webster’s Collegiate Dictionary cho tat ca cac trusng hop khong duge dé
cap trong huéng dan; Chun AP lai chi dinh dung Webster’s New World
College Dictionary. K&t qua |1a, mot tac gia viét sach cé thé dung health
care policy[ chinh sachy té ] con mét nha bao thi lai viét healthcare policy
- trir khi cé quy tac nao khac trong quy chuén noi bd clia nha xuat ban hay
toa bao do.

V6i ngudi viét, nhiing khac biét 8y co thé gay ra vo s6 nham |&n. Trong
cung mot ngay, ban cé thé thay green-farming procedures c6 gach noi
trong mot &n phdm va khéng cé gach néi trong mot &n pham khac. Néu
khong ndm rd su khac biét gilra cac quy chuan va cach dung d&u cau, ban
c6 thé nghi rang mot trong hai cach 14 sai, trong khi thuc ra ca hai déu
dung trong pham vi quy chuén riéng cda né. Va vi khong biét thé ndo mai
la dung, nén ban cing khong biét phai viét né ra sao.

Cuén sach nay sé cd gadng cung cdp cau tra 15i cho ngudi viét trong
moi tinh huéng phai dat ddu cau theo mét trong bén quy chuén théng
dung sau:

1. The Chicago Manual of Style (CMOS): chuan bién tap nganh xuét
ban sach, tap chi, va hoc thuat véi tu dién dudc chi dinh la Merriam-
Webster’s Collegiate

'Tén goc: Song of Ice and Fire
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2. The Associated Press Stylebook (AP): chudn bién tap bao chi,
tin tuc va truyén théng, voi tu dién duoc chi dinh 13 Webster’s New
World College Dictionary.

Viét van ban kinh doanh thudng dua vao quy chuan viét trong bao
chi, dac biét la khi viét thong cao bao chi, do d6 ngudi viét ndi dung
vé kinh doanh nén can nhéc 4p dung quy chuan nay.

3. American Psychological Association (APA): chuén bién tap trong
nganh khoa hoc xa hdi, y hoc va gido duc véi tir dién duoc tin dung |a
Merriam-Webster’s Collegiate.

4. Modern Language Association (MLA): chuén bién tap trong nganh
nhan v&n va van hoc, khdng chi dinh cu thé tir dién nao.

M6i khi gap mdt van dé thudc “vung xdm” ma cac bd quy chuén bién tap
va tir dién néu trén déu khéng dua ra dugc cau tra I8i rd rang, chung toi
sé tham khao y kién clia Hi déng Dau cau goém cac bién tap vién chuyén
nghiép lam viéc trong linh vuc bao chi truyén théng va xuét ban sach dé
hdiy kién cla ho vé cach dung ddu cau trong cac trusng hop cu thé.

Nhing lua chon do Hoi dong khuyén nghi dugc danh ddu bang ky hiéu
<+ . Céac Gy vién hoi dong dugc yéu cau dua ra cach ho xu ly trong tung
truéng hgp néu chinh ho 1a ngudi bién tap doan van do. Nhu ban sé thay,
doi khi tat ca cac Gy vién hoi déng déu co chung quan diém, doi khi da s6
lai nghiéng vé mot lua chon, va dai khi ho khéng thé tim dugc tiéng noi
chung. Viéc nay cho thay cach cac bién tap vién chuyén nghiép thudng tu
dua ra phan doan ctia minh khi khéng cé quy téc c6 dinh dé dua vao. Hay
xem cac quyét dinh cta H6i dong DAu ciu nhu cac lua chon tham khao,
chur khéng phai khuyé&n nghi bat budc. Sau khi tham khéo y kién cla cac
chuyén gia, ban hoan toan cé thé tu dua ra quyét dinh ctia riéng minh.

Muc tiéu cla cudn sach nay la giup ban thdy moi cach dung dau cau dung
c6 thé co, dé ban tu tin rdng minh dang dua ra lua chon t6t nhat cho bai
viét cia minh.
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Loi gioi thiéu: Du cau tiéng Anh dé &y ma, tri nhing luc kho
Quy chuén bién tap 1a gi?

Huéng dan s dung sach

@ DAU LUGC - APOSTROPHE

D&u lugc chisu sé hiu
DAu lugc biéu thi ky tu bi ludc bd
Mot s6 luu y khi strdung dau lugc

() piu PHAY - coMMA

D&u phay dé tach biét cac thanh phan tuong duong
D&u phéay tach cau tric ngil phap

D&u phay dé phan cach tu, cum tu hodc ménh dé
khong han dinh (b6 sung/qiai thich thém)

D&u phéy dé ngat tao ngi diéu, nglr dung

D&u phay trong cac trusng hop khac

Vi tri cia ddu phay so véi cac dau cau khac

Nhing truéng hop map ma khi st dung d&u phay

@ DAU CHAM - PERIOD

D&u chadm dugc dung dé két thic cau
D&u cham dung trong viét tat
Vi tri cla ddu chdm so véi cac dau cau khac

@ DAU HAI CHAM - COLON

D&u hai chdm minh hoa hodc nhan manh néi dung phia truée
Dau hai cham liét ké

DAu hai chdm gidi thiéu trich dan, hdi thoai hodc doan trich
D4&u hai chdm sau 16i chao dau thu

DAu hai chd&m trong mot s6 dang biéu thj s6

D&u hai chdm phan tach

Mot so luu y khi st dung dau hai chadm

@ DAU CHAM PHAY - SEMICOLON

D&u chdm phéy néi cac ménh dé doc lap cé quan hé chat ché véi nhau

D&u cham ph&y phan tach cac thanh phan khi liét ké

@ DAU NGOAC KEP - QUOTATION MARK

D&u ngoac kép dé trich d&n nguyén van
D&u ngoac kép lam néi bat mot tir/cum tu
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D&u ngoac kép ghi tén tac pham
Mot s6 luu y khi st dung dau ngoac kép

(Z) pAu TRiCH DAN BON - SINGLE QUOTATION MARK

D&u trich dan don dé chi trich dan n&m trong trich dan
Mot s8 luu y khi st dung d&u trich dan don

@ DAU CHAM HOI - QUESTION MARK

D&u chadm hdi trong cau
D&u chadm héi khi di cung cac dau cau khac

@ DAU CHAM THAN - EXCLAMATION POINT

Vi tri clia ddu chdm than so véi cac dau cau khac

0 DAU BA CHAM - ELLIPSIS (POINTS)

D4&u ba cham trong trich dan
Mot s6 luu y khi st dung ddu ba cham

o DAU GACH NOI - HYPHEN

DAu gach nédi trong b6 nglr ghép

Danh turghép

Bong tu ghép

Tiéntoé

Hau t6

D&u gach néi trong mot s6 truéng hop khac

") pAU GACH NGANG DAI - EM DASH

D4au gach ngang dai dé ngat mach ho&c chén théng tin trong cau

Dau gach ngang dai trong hdi thoai
D&u gach ngang dai trong trinh bay van ban

@ DAU GACH NGANG NGAN - EN DASH

D&u gach ngang ngan thay cho cac tu TO, THROUGH ho&c UNTIL

D4au gach ngang ngan trong tinh tir ghép phtc tap

a DAU NGOAC BON - PARENTHESIS
D&u ngo&c don dé chén théng tin vao van ban
D&u ngo&c don dé nhom va tach cac s6 hoac chi cai
Vi tri clia ddu ngoac don so voi cac dau cau khac
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@ DAU NGOAC VUONG - BRACKET

@ DAU GACH CHEO - SLASH & BACKSLASH

Dau gach chéo thay cho OR, AND, THROUGH, hodc PER
D&u gach chéo trong dia chitrang web, ngay thang va sé dién thoai

(') DANH SACH LIETKE - LIST

Danh sach nam trong van ban lién mach
Danh sach tach khéi doan van truéc do

G SO VA BIA CHi - NUMBERS AND ADDRESSES
Viét s6 dang chir hay dang so
Ngay thang
Thoi gian trong ngay
Bia chidudng pho
Dija chi email va dia chi trang web

PHU LUC A - VIET SO DANG CHU HAY DANG SG

PHU LUC B - CAC BON VI NGU PHAP CO BAN: CUM TU, MENH DE,
CAU VA CAU KHONG HOAN CHiNH

Cum ti(Phrase)

Ménh dé (Clause)

Cau(Sentence)
Cau khong hoan chinh (Sentence Fragment)

PHU LUC C - XAC BINH TU LOAI BE SUDUNG DAU CAU
CHINH XAC HON

Danh tu(Noun)

Bong tu(Verb)

Tinh tu(Adjective)

Trang tu(Adverb)

Lién tu(Conjunction)

Gidi tu(Preposition)

LGi cdm on

Vé tac gia va Hoi dong Dau cau

185

188

189
190

191

192
193

197

198
198
202
203
207

209

216

217
217
218
218

220

221
222
224
225
227
228

229
230
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DAU GACH NOI
HYPHEN

Viéc sir dung dau gach noi khéng mang
tinh chinh xac nhu mdt mén khoa hoc.
Cac quy tac kha phuec tap, thay déi theo
tung chuén bién tap va thusng mang
tinh ca nhan.

Dau gach noi thudng xudt hién trong
cac tu ghép (compound) gébm: bé ngi
ghép (tinh tu ghép, trang tu ghép), danh
tu ghép, dong tu ghép, va cac tirco tién
t6 va hau to.

DU theo quy chuén nao, cac &n pham
hién dai déu cd xu huéng tranh lam
dung gach ndi. Néu mudn van ban cla
minh that chuyén nghiép, nguai viét chi
nén dung gach néi khi that can thiét,
uu tién viéc hé trg trai nghiém doc hiéu
cUa doc gia.




L §

B6 ngili ghép
(compound
modifier) la mot
cum gom hai hay
nhiéu tu k&t hop
v6i nhau dé bé
nghia cho mot
tu khac trong
cau. Tuy vao
ngl canh, bé
ngli ghép co thé
dong vai tro tinh
tu hoac trang tu.

Eat a vitamin-

rich diet. (tinh

tu, b6 nghia cho
danh tu diet)

She works full
time. (trang tu,
b6 nghia cho

dong tu works)

That is a jaw-
droppingly
gorgeous
sunset. (trang tu,
bd nghia cho tinh
tu gorgeous)

Dau gach ndi trong bé ngii ghép

BO NGU GHEP BUGC GHI NHAN TRONG TU BIEN

Cac bd nglr ghép dugc liét ké trong tu dién thuong
dudc goi 1a "b6 ngl ghép cé dinh” (permanent
compound modifier) hodc ngan gon 1a “tU ghép cé
dinh” (permanent compound). Cach viét cac tu nay cd
thé khac nhau tuy theo vj tri cia ching trong cau.

* B6 ngir ghép ¢6 dinh ding truéc danh tir

G O O O Tu ghép coé gach ndi trong tir dién khi
dung truéc danh tir van gidr nguyén gach nai.

a good-looking man

* B6 ngil ghép c6 dinh diing sau danh tu

(2) Theo chuén bién tap sach, bd ngir ghép c6 dinh cé
gach néi trong tu dién khi dung sau danh tu thusng
dudc viét khong cd gach n6i, tru khi viéc bd gach noi
khién cau bi t6i nghia.

That documentary is award winning.
— Cdu van ré nghia du khéng cé gach néi.

That lawyer is really good-looking.
— Gilrgach néi dé tranh cau bj doc nham thanh That
lawyer is really good.

O © ) Tughép co gach ndi trong tU dién khi ding
sau danh tU ma noé b6 nghia van gitr nguyén gach néi.
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BO NGU GHEP KHONG CO TRONG TU DIEN

Ngusi viét co thé dung cac b6 nglr ghép khong co
trong tu dién, bao gébm ca cac tu do chinh ho tao ra,
dugc goila“tughép tam thaoi”(temporary compound).
Nh{ng tU ghép nay st dung gach n6i theo cac quy
tac sau.

* Tinh tu ghép tam thgi dung truéc danh tu

@ O © O Dung gach nsi véi tinh tir ghép tam thsi
dung truéc danh tu néu viéc thiéu gach néi co thé
gay nhadm 1an hoac khién ngudi doc hiéu sai khi doc
thoang qua.

a man-eating fish

— C6 thé hiéu nhédm thanh a man eating fish (nguai
dan 6ng dn con cd) khi khéng cé gach ndi.

That hole in the ground is a well-documented
hazard.

— C6 thé hiéu sai thanh a well documented (cdi giéng
dd dudc ghi nhan) khi khéng cé gach néi.

Ngudc lai, khi nghia cla tu ghép da ro rang, ta khong
can dung gach néi.

a crab cake recipe
the online shopping habit
* Tinh tU ghép tam thgi dung sau danh tu

TU ghép tam thai cé thé c6 hodc khdng co gach néi
khi dung sau danh tu.

@m@ Khong dung gach ndi cho tinh ti ghép tam
thai ding sau danh tu néu nghia da ro rang.
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Money well spent.
The man is family oriented.

This news is heaven sent.

() Dung gach néi véi tinh tir ghép tam thai dung sau
danh tu va di kem moét hinh thai ctia dong tu be (is, am,
are, was, were, being, been).

The mayor is donation-obsessed.
The man was quick-thinking.

The service is family-style.

Héi déng " Da sd Qy vién Hoi déng D&u cau thich s dung dau
Dau cau » gach ndi cho tinh tir ghép ding sau cac dong tu lién
két nhu seem, appear, become, act,...

This dessert seems guilt-free.
The target looks bullet-riddled.
This meat tastes hickory-smoked.
He feels honor-bound.

She appears quick-thinking.

(A Khoéng dung gach néi véi tinh tu ghép tam thoi
ding sau danh tU ma no bé nghia:

The man was quick thinking.
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l Cé rét nhiéu ngoai & va trudng hgp dac biét vé cach
dung dau gach noi trong bo ngu ghép, va moi quy
chuan bién tap lai co6 nhiing dac thu riéng. Trong ndi
dung tiép theo, cac truéng hop dé dugc phan theo
tinh tU ghép va trang tu ghép. Néu biéu tugng tuong
Ung v6i quy chudn ban dang ap dung khéng xuat hién,
diéu do co nghia la quy chuén 8y khéng c6 quy dinh

éng cho tru

ri ng hgp nay, va ban nén tuan theo quy

5t
ac co ban vé gach ndi két hop véi phan doan ca nhan.

—

TiNH TU GHEP CO CHUA NHUNG TU NHAT BINH

Céc tinh tu ghép c6 chira nhiing tir nhat dinh sé dugc
dung gach néi theo huéng dan dusi day.

* Chua tu BEST
) @) co gach néi khi ding trude danh tU, bé gach
noi khi dung sau danh tu. Vi du: The best-known

* Chua tu BETTER

() Co gach ndi khi ding trudc danh ti, bo gach nai
khi dung sau danh tu: A better-known restaurant.
That restaurant is better known.

Lun § * Chua tu ELECT

Xem thém (3 @) Dung gach néi véi tir ghép tam thai co chua elect
“Danh tir ghep khi chung bé nghia cho danh tur (bao gom ca danh tu
co chua tu elect”

trang 154. riéng), bat ke tu ghép do dung trudc hay sau tén riéng:

Mayor-elect Joe Brown. Councilwoman-elect Jane

Murphy. Pete Taylor, senator-elect.
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