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BOQ CONG AN
BQ CONG AN CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phuc
S6: 36/2014/TT-BCA Ha Néi, ngay 09 thang 9 nam 2014
THONG TU

Quy dinh vé bi¢u miu sir dung trong ding ky, quan ly cw tri

Can cw Ludt Cu tru ngay 11 thang 7 nam 2013,

Can cir Nghi dinh s6 31/2014/ND-CP ngay 18 thing 4 ndam 2014 ciia Chinh phii
quy dinh chi tiet mot so diéu va bién phap thi hanh Ludt Cu tru;

Can cir Nghi dinh 6 77/2009/ND-CP ngay 15 thang 9 nam 2009 cua Chinh phu
quy dinh vé chirc nang, nhiém vu, quyén han va co cdu t6 chirc ciia B¢ Cong an;
Nghi dinh sé 21/2014/NP-CP ngay 25 thang 3 nam 2014 cia Chinh phi sira doi,
bo sung Piéu 3 Nghi dinh so 77/2009/ND-CP ngay 15 thang 9 nam 2009 cua
Chinh phu quy dinh vé chirc nang, nhiém vu, quyén han va co cau té chirc cua Bo
Cong an,

Theo dé nghi ciia Tong cuc truong Tong cuc Cdanh sat quan 1y hanh chinh vé
trat tw, an toan xa hoi;

B truéng Bé Cong an ban hanh Théng tw quy dinh vé biéu mau sir dung trong
dang ky, quan ly cu tru.

N Chwong I
NHUNG QUY DPINH CHUNG

Picu 1. Pham vi diéu chinh

Thong tu nay quy dinh cu thé vé biéu mau, quy cach, cach ghi va quan 1y biéu
mau st dung trong dang ky, quan 1y cu tra.

Diéu 2. Pdi twong ap dung

Thong tu nay ap dung déi véi:

1. Co quan, nguoi lam cong tac dang ky, quan 1y cu tra.

2. Co quan, t6 chic, ho gia dinh, cong dan Viét Nam, nguoi Viét Nam dinh cu
& nudc ngoai van con quoc tich Viét Nam tr& vé Viét Nam sinh song

Piéu 3. Cac biéu miu sir dung trong ding ky, quan 1y cw tru
Céc biéu mau str dung trong dang ky, quan 1y cu tri (sau day viét gon 1a biéu mau)
ky hi¢u la HK, bao gom:
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1. Ban khai nhan khau (ky hiéu 1a HK01) duoc str dung dé cong dan tir 14 tudi
tro 1én ké khai trong cac truong hop:

- Khi Iam thu tuc dang ky thudng tra, dang ky tam tru;

- P dang ky thuong tra, dang ky tam tri nhung chua khai Ban khai nhan khau
lan nao;

2. Phiéu béo thay doi ho khau, nhan khau (ky hiéu la HK02) dugc sir dung dé
thong bao khi c6 su thay ddi vé ho khau, nhan khau nhu: Dang ky thuong tra, déng
ky tam tr; diéu chinh nhitng thay d6i trong s6 ho khau, s6 tam tra; thay ddi noi
dang ky thuong tra, tam tr; x6a dang ky thuong trt, x6a dang ky tam tra; tach 5O
ho khau; doi, cap lai s6 ho khau, s6 tam tr; cip gidy chuyén ho khau; xac nhan
trudc day dd dang ky thuong tra; gia han tam tri. Khi c6 thay d6i nhimg noi dung
thong tin trong ban khai nhan khau thi cong dan phai khai b sung bing mau
HKO02 va chuyén cho co quan ding ky, quan 1y cu trd.

3. Phiéu xé4c minh hd khau, nhan khau (ky hiéu 1a HK03) duoc st dung dé xac
minh nhiing hg, nhan khau c6 nhitng thong tin chua rd, chua thong nhat.

4. Phiéu thong tin thay d6i vé ho khau, nhan khau (ky hiéu 1a HK04) duoc co
quan dang ky, quan Iy cu tra, cac don vi st dung d¢€ trao doi thong tin khi co sy
thay doi vé hd khau, nhan khau.

5. Phiéu khai béo tam véng (ky hiéu 1a HK05) duoc sir dung cho ngudi phai
khai bao tam vang khai bao vo1 Cong an xa, phuong, thi tran noi cu tra.

6. Phiéu theo ddi ho so hd khau (ky hiéu 1a HK06) dugc co quan Cong an huyén,
quan, thi xa, thanh pho thudc tinh 1ap dé phuc vu viéc theo doi, tra ctru ho so hd khau.

7. Giafly chuyén ho khau (ky hiéu 1a HK07) dugc dung dé cap cho cac truong
hop chuyén noi thudong tri.

8. S6 ho khau (ky hiéu 1a HKO08) dugc dung dé cip cho ho gia dinh hodc ca
nhan da dang ky thuong tru.

9. SO tam tr (ky hi¢u 1a HKO9A va HK09B) duoc dung dé cap cho ho gia
dinh hodc ca nhén da dang ky tam tra va c6 thot han t61 da 1a 24 (hai muoi bon)
thang. Mau HKO09A cap cho hd gia dinh, mau HK09B céap cho ca nhan.

10. S6 theo ddi giai quyét ho khau (ky hiéu 1a HK10) duoc co quan dang ky,
quan 1y cu tra sir dung dé theo doi, ghi chép thong tin qua trinh giai quyét dang ky
thuong tra, dang ky tam tra, thay 601 noi dang ky thuong trd, tam tra, diéu chinh
nhimg thay d6i trong s6 ho khau, s6 tam tru.

11. S6 dang ky thuong tra (ky hiéu la HK11) duoc co quan dang ky, quan ly
cu tra str dung dé ghi chép két qua ding ky thuong tra, diéu chinh nhitng thay do1
trong s6 ho khau thay di noi dang ky thuong trd, xoa dang ky thuong tru, tach sO
ho khau, doi so6 ho khau, cap lai s6 ho khau, cip gidy chuyén ho khau, xac nhén
trude day da dang ky thuong tra. Mau HK11 duoc 1ap theo thon, xom, lang, ap,
ban, budn, phum, soc, duong phd, to dan phd hoic theo nha & tap thé cua cic co
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quan, t6 chirc. Khi c6 nhimg thay do6i thong tin cua tung nhan khau trong hg, co
quan Cong an 1ap so phai tién hanh diéu chinh kip thoi néi dung thay d6i. Mau
HK11 1a tai liéu gc, c6 gié tri _phap ly dé giai quyét cac cong vige lién quan dén
ding ky, quan 1y thudng trd. Mau HK11 do Cong an x4, thi tran thudc huyén thude
tinh, Cong an hyyén, quan, thi xa thudc thanh pho tryc thudc Trung wong, huyén,
thi xa, thanh phd thudc tinh lap, luu trit va khai thac lau dai.

12. S6 dang ky tam tra (ky hiéu 13 HK12) duge Cong an xd, phuong, thi trén sir
dung dé ghi chép két qua dang ky tam tra; di€u chinh nhiing thay doi trong so tam tru;
x6a dang ky tam tr(; x4c nhan noi tam tra; do1, cap lai so tam tra, gia han tam tra.

13. S6 tiép nhan luu tra (ky hiéu 1a HK13) duge Cong an xa, phudng, thi trin
st dung dé theo ddi vi¢e tiep nhan thong bao luu tra theo quy dinh cta Luat Cu tri.

14. TGi ho so ho khau (ky hiéu 1a HK14) duoc Cong an huyén, quan, thi x3,
thanh pho thudc tinh str dung dé luu trit ho so ho khau. Méi ho da diang ky thuong
tri 1ap mot tai ho so ho khau riéng.

15. Thoéng ké tinh hinh, két qua dang ky, quan 1y cu tra (ky hiéu 1a HK15)
dugc Cong an cac don vi, dia phuong st dung dé thong ké hg khau, nhan khau, két
qua dang ky, quan 1y cu tra tai dia phuong theo thang, 06 thang, hang nam va bao
cdo 1én co quan Cong an cap trén.

Picu 4. Quy cach cac biéu miu

1. Mau HKO01, HK02, HK03, HK04, HK07, HK10, HK11, HK12, HK13, HK15 in
trén kho gidy 210 mm x 297 mm, in den trang. Mau HKOS in trén kho gidy 205
mm x 145 mm, mau HKO06 in trén khé giay 80 mm x 130 mm, mau HK14 in trén
kho gidy 270 mm x 350 mm, in den trang.

M3au HKO08 (20 trang), HKO9A (12 trang), HK09B (04 trang), in trén kho gidy
120 mm x 165 mm, in mau, c¢6 hoa van, mat hiéu bao vé.

2. Mau HK04, HK05 va HK07 dugc dong thanh quyén, duoc ciu tao thanh 02 lién
co noi dung nhu nhau, mét phan cap cho nguo1 dén lam thu tuc khai bao tam vang,
cap giay chuyen ho khau hodc chuyén cho co quan dang ky, quan ly cu tra cap co
tham quyén, mot phan luu tai co quan Cong an c6 tham quyén cap gidy.

Piéu 5. In, phat hanh va quan ly cac biéu miu

1. Bo Cong an thdng nhét quan 1y, in, phat hanh cac biéu mau HKO08, HK09A,
HKO09B. Cong an tinh, thanh pho tryc thudc Trung wong quan ly, in, phat hanh cac
mau HKO01, HK02, HK03, HK04, HK05, HK06, HK07, HK10, HK11, HK12,
HK13, HK14, HK15 ban hanh kém theo Thong tu nay. Khi in khong dugc thay doi
ndi dung, kich thudc cua biéu mau.

2. Cuc Canh sat dang ky quan 1y cu tri va dir liéu qudc gia vé dan cu hudng
dan Cong an cac dia phuong 1ap s6 sach theo doi chuyén giao ho so ho khau, cap
nhat thong tin, tra ctru, khai thac tang thu ho so ho khau.



12 CONG BAO/S6 885 + 886/Ngay 30-9-2014

3. Biéu mau vé ding ky, quan 1y cu tra duogc dang tai trén Cong thong tin dién
te BO Cong an.

4. Kinh phi in biéu miu quy dinh tai khoan 1, khoan 2 Diéu nay do ngan sach
nha nude cép, duoc bd tri trong du toan ngan sach hang nim cua Bo Cong an.
Cong an cac don vi, dia phuong ¢6 trach nhiém Iap dy toan, quyet toan kinh phi in
biéu miu theo quy dinh cta Luat Ngan sich nha nudc, Luat Ké toan va cac van
ban hudng dan thi hanh.

Chwong I
CACH GHI BIEU MAU

Picu 6. Yéu cau ghi biéu miu
1. Ghi chinh xac, thong nhét nhitng noi dung trong tung biéu mau, chir viét
phai rd rang, viét cing mot loai muc, khong viét tat.

2. Nguoi dén 1am thu tuc ding ky cu tri khong biét chit hodc khong thé tu ké
khai dugc thi nho ngudi khac ké khai ho theo 101 khai cua miph. Nguoi ké khai hd
phai ké khai trung thuc, ky, ghi ro ho tén va chiu trach nhiém vé viéc ké khai h¢ do.

3. Céc s6 phai duoc viét lién tuc theo thir tu timg trang, khong dugc bo tréng;
phai ghi day du, rd rang cac noi dung ¢ bia va cac trang cua so.

4. Cac cot, myc trong biéu mau phai duoc ghi theo dung chu thich huéng dan
trong cac bi€éu mau (néu co) va quy dinh tai Thong tu nay.

5. Nghi@m célm viéc tu y téy xda, stra chira, bd sung lam sai I¢ch ndi dung da
ghi trong bi€u mau.

Piéu 7. Thong tin chung trong biéu miu

1. Thong tin chung trong cac loai b1eu mAau bao gdom: Thong tin vé ca nhan, vé
dia chi cu tra va vé co quan c¢6 tham quyén dang ky, quan 1y cu tru.

2. Céch ghi thong tin vé ca nhan

Khi ghi ‘ghéng tin vé ca nh@n phai can clr vao giéy" khai siph va cac gidy to ho
tich khac. Néu khong c6 cac giﬁy to trén thi ghi theo s6 hd }(héu, ch&ng minh nhan
dan, ho chi€u Viét Nam hodc giay to khac do co quan c6 tham quyén cap.

a) Muc “Ho va tén”: Ghi bﬁng chit in hoa, du dau;

b) Muc “Ngay, thang, nam sinh™: Xac dinh theo ngay, thang, nam duong lich
va duoc ghi day du 02 chir s6 cho ngay sinh, 02 chir s6 cho cac thang sinh la thang 01
va thang 02, 04 chit s6 cho nam sinh;

c) Muc “CMND §6” va muc “HC) chiéu $6”: Ghi déy du sd chirng minh nhan
dan va s6 ho chiéu (néu c6 ca hai gidy to nay);

d) Muc “Giéi tinh”: Néu gi6i tinh nam thi ghi 1a Nam, néu gidi tinh nir thi ghi
la Nw;
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d) Muc “Noi sinh”: Ghi noi sinh theo gidy khai sinh;

e) Muc “Nguyén quan”: Ghi nguyén quan theo gidy khai sinh. Truong hop
khong c6 gidy khai sinh hodc gidy khai sinh khong c6 muyc nay thi ghi theo ngudn
gbc, xuat xr ctia 6ng, ba ndi hodc ong, ba ngoai. Neu khong xac dinh dugc 6ng, ba
noi hgac ong ba ngoai thi gh} theo nguon goc, )guat xUr cia cha hodc me. Phai ghi
cu thé dia danh hanh chinh cap x4, cap huyén, cap tinh. Truong hop dia danh hanh
chinh da co thay doi thi ghi theo dia danh hanh chinh hi¢n tai;

g) Muc “Qudc tich”: Ghi quéc tich Viét Nam, quéc tich khac (néu co);

h) Muc “Dan toc” va “Ton giao™: Ghi dan tdc, ton giao theo gidy khai sinh.
Truong hop khong c6 gidy khai sinh thi ghi theo s6 h¢ khau, chimg minh nhén déan
hodc giay to khac do co quan c6 tham quyén cap;

1) Muc “Nghé nghiép, noi 1am viéc”: Ghi rd hién nay lam nghé gi va tén co
quan, don vi, t0 chtrc, dia chi noi lam viéc.

3. Cach ghi thong tin vé dia chi cu tri

Ghi cy thé, day du s nha, pho duong phd; t6, thon, xom, lang, a ap, ban, buon,
phum, séc; xa, phuong, thi trdn; huyén, quan, thi xi, thanh pho thuQc tinh; tinh,

thanh phé truc thuéc Trung wong. Trudng hop & nudc ngoai vé dang ky cu tra thi
ghi r0 dia chi cu trtt & nudc ngoai (ghi 1o phlen am bang tiéng Viét).

4. Ghi théng tin vé co quan c6 thim quyén ding ky, quan 1y cu tri

Dong trén ghi co quan Cong an cap trén truc tiép, dong dudi ghi tén co quan
Cong an ¢6 tham quyén dang ky, quan 1y cu tra.

Piéu 8. Cach ghi bin khai nhian khau

1. Muc “Trinh d6 hoc Vén” Ghi rd trinh d6 hoc van cao nhat (Tién si, Thac si,

Pai hoc, Cao dang, Trung cap, t6t nghiép phod thong trung hoc, t6t nghiép phd
thong co s6...; néu khong biét chir thi ghi rd “khong biét chi”).

2. Muc “Trinh d6 chuyén mon”: Ghi 16 chuyén nganh dugc dao tao hodc trinh
d6 tay nghé, bac tho, chuyén mén ky thuét khac duoc ghi trong van bang, ching chi.

3. Muc “Trinh d6 ngoai ngir”: Ghi rd tén vin bang, ching chi ngoai ngir cao
nhat dugc cép.

4. Muyc “Tém tat vé ban than (tir da 14 tudi tré 1én dén nay ¢ dau, lam gi)™
Ghi 16 timg khoang thoi gian (tir thang, nim dén thang, ndm) thay d6i vé chd ¢ va
nghé nghiép, noi 1am viéc.

5. Muc “Tién 4n, tién su”: Ghi o tdi danh, hinh phat theo ban an 30, ngay,
thang, ndm cua Toa an; da duoc xd6a an tich hay chua hodc dang trong giai doan bi
khoi td, diéu tra, truy t, xét xur; da hodc dang chép hanh hinh phat; bi két 4n phat
tu dugc huong an treo; hinh phat bd sung; di hodc dang bi ap dung bién phap ngin
chan cua t6 tung hinh sy hodc bi ap dung bién phap gido duc tai xa, phuong, thi
tran, dua vao truong giao du’(mg, dua vao co sd gido duc bat budc va dua vao co
sO cai nghién bat budc. Thoi gian bi ap dung bién phap do.



