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In the area of   document management there 
are many different types of registration cards. 
Using the card data acquisition is extremely 
convenient because it allows to systematize 
the information, facilitate its entry into the 
electronic database, to optimize the search for 
information.

✔Introduction



THERE ARE SEVERAL TYPES OF
REGISTRATION CARD

Form I-129F Form G-1145 Form G-325A 
Biographic Information

Social Security Number
Contact Information

Family History
Marital History
Housing History

Employment History



Step



Determine the type of document that you need to fill.There 
are registration cards intended to be filled at the tax 
registration, as part of the accounting for property 
registration and to apply for a visa.Such registration cards 
have officially established a single form - Read it.In 
addition, there are many areas in which registration cards 
are used to organize the data, but do not have a standard 
form.In such cases, the form of registration cards created 
by the needs of the organization (eg, registration cards of 
workers who are made out service HR).
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Regardless of what kind of registration card have to fill out, 
there are some rules, observing that you save yourself from 
the need to refilling, adjustments, and therefore on the extra 
costs of his time.Fill the document legibly.Ideal - to enter 
data in block letters.
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When filling, make sure that you make to the data you have been 
placed in those fields for which they are intended.Especially this 
requirement must be strictly observed for the registration cards, 
which will be entered into electronic databases automatically.In 
this case, the deviation from the proposed fields will not allow to 
make your data base.



4
Pointing in the fields in the card only the information that is 
requested.Unnecessary data in the registration card 
completely out of place at first, due to the limited space for 
your answers, and secondly, because of its specificity: the 
registration card - a document that sought only the data that 
really will take further processing.Not leave the card blank 
fields, except those marked as optional.The absence of the 
necessary data does registration card invalid.
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In all cases, for everyone who want to fill in this 
document, the plant separate registration card.Merge 
to register a group of people - unacceptable practice.
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After completing the card, make sure that your 
personal identification data entered is correct, 
check the completion of all required fields, then 
card can apply for registration, together with other 
necessary documents.



Conclusion
Hotel registration forms are used by the hotels and 
resorts in order to keep all the information of their 
visitors. The visitors have to provide their detailed 
information such as name, phone number, residential 
address, the mode of payment and so on. These forms 
are filled out by the visitors in order to confirm their 
reservations of the hotel rooms and other facilities of 
the hotel. 
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