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HUONG DAN SU DUNG

1. Tén co quan dang ky ho tich (1) phai ghi rd tai trang bia ciia so:

- Sb ding ky khai tir ciia Uy ban nhan dan cip x4 thi ghi di 03 cdp hanh chinh (x4, huyén,
tinh);

- S6 dang ky khai tir ciia Uy ban nhan dan cap huyén thi ghi da 02 cdp hanh chinh (huyén,
tinh);

- S6 ding ky khai tir cia Co quan dai dién Viét Nam ¢ nudc ngoai thi ghi tén cua Co quan dai
dién Viét Nam.

2. Muc quyén s (2) ghi s6 thir tu ctia S6 ding ky khai tir trong nam; ngdy mé so (3) 1a ngay
dang ky su kién ho tich dau tién ctia so; ngay khoa sb (4) 1a ngay dang ky su kién ho tich cubi
cung cta so; truong hop chua hét s6 ma hét nam thi ngay khoa sb 1a ngay 31 thang 12.

3. S6 dang ky (5) 1a s6 tht ty va nam dang ky (vi du: s6 01/2020), duoc ghi lién tyc tir s6 01
dén hét nam, khong duoc dé tring s6 dang ky.

S6 ghi trong Trich luc khai tir 1a s6 ghi tai dau trang S6 dang ky khai tir vé viéc khai tir cta
nguoi do.

4. S phai viét lién tiép theo thir tu ting trang, khéng duogc bo tréng, phai dong dau giap lai tir
trang dau dén trang cudi s6 ngay tai thoi diém md so.

5. Cong chirc 1am cong tac ho tich phai ty minh ghi vao s6, ndi dung ghi phai chinh xac, theo
dung noi dung ho so dang ky khai tu.

Chir viét phai 10 rang, du nét, khong viét tat, khong téy x6a; viét béng loai muc tdt, cung mot
mau; khong dung cac mau muc khac nhau; khong dung muc do.

6. Ho, chit dém, tén nguoi dugc khai tir phai viét béng chit in hoa, c6 dau.

Ngay, thang, ndm phai xac dinh theo duong lich.

Gio, phit, ngay, thang, nam chét phai ghi bang sb va bang chit; trudng hop khong rd gio, phut
chét thi bo trong.

Gidy to tiy than cua ngudi duoc khai tir va nguoi di khai tir phai ghi 13: tén loai gidy to, so,
co quan cap, ngay cip gidy to.

Noi chét ghi theo dia danh hanh chinh 3 cép (xa, huyén, tinh). Truong hop chét tai co so y té
thi ghi tén ctia co s¢ y té trude dia danh hanh chinh.

Nguyén nhan chét duoc ghi theo Gidy béo tir hodc gidy to thay Gidy bao tir; truong hop
khong co gidy to nay hodc chwa xac dinh duoc thi dé trong.

Gidy béo tir/gidy to thay Gidy bao tir phai ghi rd tén gidy to; s, ngay, thang, nim cap; co
quan, to chirc cap. Truong hop UBND cip x3 c6 thim quyén ding ky khai tir dong thoi co
trach nhiém cap Gidy béo tir thi muc nay dé trong.



7. Cot bén phai tiy theo loai viéc thuc hién can danh déu vao 6 twong tmg: dang ky ding han;
dang ky qua han; dang ky lai; do tudi ciia nguoi chét; ghi vao S6 ho tich viée khai tir (d6i voi
truong hop ghi vao SO ho tich viéc khai tir di dang ky tai co quan c6 thim quyén cua nudc
ngoai);

8. Muc “Ghi chu” (6) dé ghi thong tin trong truong hop ghi vao S6 ho tich viéc khai tir da
dang ky tai co quan c6 tham quyén cua nude ngoai (ghi rd s6 gidy ching tir, tén co quan, tén
qudc gia, ngdy, thang, nam cap gidy chimg tir); ghi cha nhing thong tin thay doi sau nay;
thong tin sira chita trong trudng hop c6 sai sot khi ghi s6.

9. Truong hop c6 sai sot khi ghi s6, cong chirc lam cong tac ho tich phai tryc tiép gach bo
ph'?ln sai sot, khong duoc téy, x6a dé viét lai, khong chita d¢ 1én chir cii; ndi dung stra chira
duogc ghi vao muc “Ghi cha” (6); cong chirc 1am cong tac ho tich phai ghi rd ngay, thang, nam
sua chira, ky, ghi rd ho, chit dém, tén; bdo cdo Thu trudng co quan dang ky hd tich duyét,
dong du vao noi dung sira chira.

10. Nam dang ky bat dau tir ngdy 01 thang 01 cho dén hét ngay 31 thang 12.

Hét nam ding ky phai thyc hién khoa sd, théng ké tong sb s6 da sir dung, tong sb su kién chét
da dang ky trong nam, cd xac nhan cua Thu trudng co quan dang ky ho tich.
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