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HUONG DAN SU DUNG

1. S6 phai dugc ghi lién tuc theo thir tu, bit du tir s6 01 cho dén hét nam. Truong hop st dung s6 cho nhiéu nam thi khi sir dung cho
nam tiép theo phai lay sé thir tyr bat dau tir s6 01 (Vi du: S6 cdp Gidy xac nhan 1 nguoi gbe Viét Nam c6 100 trang dugc sir dung tir thang
07/2025, d&én 31/12/2025 ghi duge 85 truong hop; s6 dugc st dung tiép cho nam 2026, trudng hop dau tién cia nam 2026 14 s6 01); trudng
hop chua hét nam ma hét s6 thi sir dung sang quyén sb khac va ghi tiép theo s6 thir tir cudi cung ctia 86 trude (Vi du: S6 cdp Gidy xac nhan
la ngudi gde Viét Nam cé 100 trang du:crc su dung tur thang 01/2025 dén thang 8/2025 hét s6 (da ghl duorc 100 truong hop) thi sir dung sang
s6 khéc, trudng hop dau tién ghi Vao sO thir 2 s& 13y sb tiép theo 1a 101) Khi hét nam phai ghi 1 tong s6 viéc da giai quyét trong nam.

2. Nguoi lam cong tac qudc tich hodc ngudi 1am cong tac tlep nhan ho so tai Trung tdm Phuc vy hanh chinh cong cap tinh phai tu
minh ghi vao s0. Noi dung ghi phai chinh xac; khong duoc viét tat, tay x6a; khong sir dung nhiéu mau myc trong mot s6. Truong hop ng
dung cong ngh¢ thong tin dé in s6 trén may thi phai in bang loai muyc t6t, mau den, khong bi nhoe, mat nét hodc phai mau.

SH phai dugc dong dau giap lai tir trang dau dén trang cudi ngay tir khi mé sb. S6 duge ghi lién tlep theo thtr tur tung trang, khong
duge bo trong. Truong hop ung dung céng nghé thong tin thi dinh ky hang ndm phai in va déng thanh s6, dong dau giap lai tir trang dau
dén trang cudi.

3. S6 ghi trong Gidy xac nhan 1a ngudi gbe Viét Nam 1a sé twong Gmg véi sb thir tu di ghi trong s6.

4. Khi ghi cac muc trong sb can luu ¥

- Muc (2): Ghi rd ngay, thang, nam thu ly hd so; ho, chir dém va tén cla nguoi thu ly ho so.

- Muc (3): Ghi rd Ho, chit dém va tén ctia nguoi duoc cdp Gidy xac nhén 13 nguoi gbe Viét Nam ghi bang chit in hoa (theo Ho chiéu
hoic gidy t& hop 18 thay thé).

- Muc (5): Ghi 15 loai gidy to, s6, noi cap, ngay cp. Vi du: Ho chiéu Nhat Ban s TS0123456 do B Ngoai giao Nhat Ban cip ngay
01/01/2020.

- Muc (6): Ghi rd dia danh theo 02 cap hanh chinh (néu sinh & Viét Nam) hodc ghi tén thanh phd, quéc gia (néu sinh ¢ nudc ngoai).
Vi du: Phuong Ba Dinh, Thanh phé Ha No1 hoac thanh phé Postdam, CHLB Dtrc.

- Muc (7): Ghi 10 loai giéy td, s0, noi cap, ngdy cip da timg duoc cip trude day (néu cd). Vi du: Gidy ching minh nhan dan sb
012345678 do Cong an Thanh phd Ha Noi cap ngay 01/4/1995.

- Muc (8): Truong hop dang c6 quoc tich nudc ngoai thi ghi chinh xac ten quéc gia mang qudc tich theo phlen am La-tinh hoac
phién 4m tiéng Viét. Vi du: Malaysia hodc Ma-lai-xi-a; truong hop co tir hai quéc tich tré 1én thi ghi rd timg quéc tich. Doi voi ngudi
khong qudc tich thi ghi rd “khong qudc tich”.

- Muc (10): Ghi 16 s va ngdy, thang, nim cip Gidy xac nhan 1a ngudi goc Viét Nam; néu khong duoc giai quyét thi ghi 1 1y do.

- Muc (11): ghi 5 ho, chit dém va tén, chirc vu ciia ngudi ky Gidy xac nhan 13 ngudi ge Viét Nam; nhing thong tin can luu y (néu
o).
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