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S6:555 /Qb - BHXH
Ha Noi, ngay 43 thing & ndm 2009

QUYET PINH
Ban hanh quy dinh c4p, quin Iy va sit dung s6 bao hi€ém xa hoi

TONG GIAM POC BAO HIEM XA HOI VIET NAM

Cin cit Luat bao hi€m xa hoi s6 71/2006/QH11 ngay 29 thdng 6 nim 2006;

Can cit Nghi dinh s6 152/2006/ND-CP ngay 22 thing 12 nim 2006 cia Chinh
pht huéng din mot s6 diéu clia Lu4t Bao hiém x3 hoi vé bao hiém xa héi bt budc;

Cin cit Nghi dinh s6 68/2007/ND-CP ngay 19 thdng 4 niam 2007 cta Chinh
phil quy dinh chi tiét va huéng din mot s6 diéu cia Luat Bio hiém xi hoi v€ bdo
hiém xa hoi bét budc d6i v6i quan nhan, cong an nhéan dan va ngudi 1am cong tic co
yéu hudng luong nhu d6i véi quan nhan, céng-an nhamdan;

Can ctt Nghi dioh 56 190/2007/ND-CP ngdy'28 thing 12 nm 2007 ciia Chinh
phl hudng din mot s& diéu clia LuatrBao hidm x4 hoi vé€ Bio hiém xa hdi tw nguyén;

Cin ctt Nghi dinh s6-127/2008/ND-CP. ngay 12-thing 12 nam 2008 ctia Chinh
phit quy dinh chi tiét v huéng din thi hanh mots6 diéu cha Luat Bao hiém xa hoi vé
bao hiém that nghiép;

Can ct Nghi dinh s6 135/2007/ND-CP ngay 16 thing 8 nam 2007 cua Chinh
phi quy dinh vé x¥ phat vi pham hanh chinh trong linh vuc bo hiém xa hoi;

Cian ot Nghi dinh s6 94/2008/ND-CP ngay 22 thing 8 nam 2008 cia Chinh
phi quy dinh chic ning nhiém vy, quyén han va co céu té chic cia Béo hi€ém xi
héi Viét Nam;

Xét dé nghi cia Truéng ban Cp sé, thé.

QUYET PINH

Piéu 1: Ban hanh k&m theo Quyét dinh npay: Quy dinh vé cip, quan 1y va sit
dung s8 bio hi€m xi hoi.

Diéu 2: Quyét dinh nay thay th€ Quyét dinh s6 3636/QD-BHXH ngay 16 thing 6
nim 2008 cla Téng gidm d6c Bio hiém x4 hoi Viét Nam vi c6 hiéu lyc thi hinh tir ngdy
01 théng 01 nam 2009.
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[image: image2.jpg]Piéu 3: Trudng Ban Cp s6 thé, Chdnh Vin phong, Thi trudng cdc don vi
truc thuéc Bao hiém x& hoi Viét Nam, Gidm d6c Bio hiém xa héi cdc tinh, thanh
ph6 true thude Trung vong va Thi trudng co quan bdo hiém xa hoi thuéc Bé Quéc
phdng, Bo Cong an, Ban Co yéu Chinh phi chiu trdch nhi¢m thi hanh Quyét dinh
nay./.

Noi nhdn:

- Nhu Diéu 3;

- Céc Bo LBDTBXH, TC, NV,
- HDQL BHXH VN;

- C4c ph6 TGD;

- Luu: VT, Ban CST (11b).

Lé Bach Héng
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: Péc lap - Tu do - Hanh phiic

’ QUY PINH
CAP, QUAN LY VA SUDUNG SO BAO HIEM XA HOI

(Ban hanh kém theo Quyét dinh s65%9 /QD-BHXH
ngay 43 thdng B nam 2009 ciia Téng Giém doc Bdo hiém xd héi Viét Nam)
Phén I
QUY DINH CHUNG

1. Trong van ban ndy, cic chit viét tit va rit gon dugce hiu nhu sau:

- Bao hiém x4 hoi: viét tit 1a BHXH.

- B4o hiém xd hoi bt budc: viét tit 12 BHXHBB.

- Bdo hiém xa hoi tr nguyén: viét tit 1A BHXHTN.

- Béo hiém th4t nghiép: vi€t tit 1a BHTN.

- Ngudi tham gia bao hiém xa hoi bét budc, ngudi tham gia bio hiém xa hoi
tr nguyén goi chung 1a: ngudi tham gia BHXH

- Co quan, don vi, ngudi sir dung lao dong goi chung 1a: ngudi sir dung lao dong.

- Béo hiém x3 hoi céc tinh, thanh phé tryc thudc Trung wong, Bio hiém xi hoi
Bo6 Quéc phong, Bio hi€ém xi hoi Bo Cong an, Bdo hi€ém x3 héi Ban Co yéu Chinh
phu goi chung 13: BHXH tinh.

- Bao hiém xa hoi cdc quan, huyeén, thi x4, thanh ph6 thudc tinh goi chung 1a:
BHXH huyén.

- Tt khai tham gia BHXH, BHYT va BHTN goi chung la: T¢ khai theo méu
s6 01-TBH. :

2. Pham vi diéu chinh: van ban nay quy dinh thu tuc, hé so, quy trinh c4p,
quan 1y va sir dung s6 BHXH dé6i v6i ngudi tham gia BHXH; ngudi tham gia BHTN;
ngudi sir dung lao dong va té chiec BHXH.

3. S6 BHXH do BHXH Viét Nam ban hanh va duoc luu hanh théng nhét trong
pham vi ca nuéc. S6 BHXH gbm:

- Mot t& bia s8 c6 4 trang, in ho, tén, s6 s6 BHXH; nhan than clia ngudi tham
gia BHXH; nhiing diéu chinh vé nhan than va c4c quyén loi vé BHXH, BHTN d3
dugc hudng.





[image: image4.jpg]- Céc trang t& i cha sé BHXH in thdi gian déng BHXH, BHTN theo ting
nim cua ngudi tham gia BHXH, BHTN.

Ngudi stt dung lao dong c6 trich nhiém bdo quan s6 BHXH trong thdi gian
ngudi tham gia BHXHBB dang 1am viéc. Ngudi tham gia BHXHBB tu bdo quan sé
BHXH khi khong con 1am viéc hoc khi tham gia BHXHTN.

3. Méi nguti tham gia BHXH, BHTN chi dugc cfp mét s BHXH v6i mot s6
s8 duy nhét dé theo ddi viec d6ng BHXH, BHTN va 12 cin cif d€ giai quyét cdc ché
do BHXH, BHTN theo quy dinh cha phép luat.

Phén I1
QUY DINH CU THE

1. POI TUGNG CAP SO BHXH.

1. Nguti tham gia BHXHBB quy dinh tai Diéu 2, Nghi dinh s§ 152/2006/ND-
CP ngdy 22/12/2006 cha Chinh phii huéng din m¢t s6 diéu cha Lugt BHXH vé
BHXHBB; khoan 1 va 2, Diéu 2, Nghi dinh s6 68/2007/ND-CP ngay 19/4/2007 cia
Chinh phti quy dinh chi ti€t va huéng din mot s6 diéu ciia Luat BHXH vé BHXHBB
ddi v6i quan nhan, céng an nhan dan va ngudi 1am cong tdc co y&u hudng luong nhu
d6i v6i quan nhan, cong an nhén dan.

2. Ngudi tham gia BHXHTN quy dinh tai Diéu 2 Nghi dinh s6 190/2007/ND-CP
ngay 28/12/2007 clia Chinh phti hudng din mot s6 diéu cha Luat BHXH vé BHXHTN.

3. Ngudi tham gia BHTN quy dinh tai Diéu 2 Nghi dinh s6 127/2008/ND-CP
ngay 12/12/2008 ctia Chinh phui quy dinh chi ti€t va huéng din thi hanh mot s6 diéu
ctia Luat BHXH vé BHTN.

IL. THAM QUYEN CAP SO BHXH VA XAC NHAN TREN $6 BHXH.

1. Cdp bia s6 BHXH.

1.1. Bia s6 BHXH dugc cdp khi ngudi st dung lao dong, ngudi tham gia
BHXH ding ky tham gia BHXH v6i co quan BHXH. Viéc cdp bia s BHXH l4n
d4u, cdp lai bia s6, diéu chinh c4c ndi dung ghi trén bia s6 do BHXH tinh trirc
ti€p thue hién.

Gism d6c BHXH tinh kY, déng dfu trén trang 2 bia s6 BHXH. Chit ky clia Gidm
d6c BHXH tinh dugc quét trong phdn mém SMS d€ in trén trang 2 bia s6 BHXH.

1.2. Can cxr diéu kién cu thé clia timg dia phuong, Gidm déc BHXH tinh quyét
dinh phan c4p cho Gidm d6c BHXH huyén ky, cdp bia s6 BHXH l4n ddu cho ngudi
tham gia BHXH theo phan cép thu va chiu trich nhiém vé viéc phan cép nay.
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[image: image5.jpg]Gidm d6c BHXH huyén duge phan cdp cdp s6 BHXH l4n ddu ky, déng d4u trén
trang 2 bia s§ BHXH. Chit ky clia Gidm d6c BHXH huyén dugc quét trong phdn mém
SMS dé in trén trang 2 bia s6 BHXH.

2. X4c nhan qu4 trinh d6ng BHXH, BHTN trén to rdi s6 BHXH.

2.1. Gidm d6c BHXH tinh k¥, d6ng d4u x4c nhan qui trinh d6ng BHXH,
BHTN khi c8p to r&i s6 BHXH hang nam, c4p lai t& rdi s BHXH; diéu chinh céc
ndi dung ghi trén t& rdi sé BHXH; chét thdi gian déng BHXH, BHTN khi ngudi
tham gia BHXH ngiing déng dé bio luu thoi gian déng BHXH, BHTN, di chuyén
ngodi dia ban tinh hodc dé giai quyét cdc ch€ do BHXH, BHTN.

Riéng viéc ky khi cdp to roi s6 BHXH hang nam, chit k§ cha Gidm d6c
BHXH tinh duoc quét trong phdn mém SMS @€ in trén to rdi s6 BHXH.

2.2, Can cit diéu kién cu thé cua timg dia phuong, Gidm d6c BHXH tinh quyét
dinh phan c4p cho Gidm d6c BHXH huyén ky, déng dfu cép to rdi s6 BHXH hang
nam do6i v6i ngudi tham gia BHXH, BHTN theo phan cap thu va chiu trdch nhiém
vé viéc phan cip nay.

Chit ky clia Gidm d6c BHXH huyén dugce phan cép cip t& rdi s6 BHXH hing
nam duoc quét trong phdn mém SMS d€ in trén td rdi s6 BHXH.

3. S6 s6 BHXH.

3.1. S8 s6 BHXH 12 md s6 d6i tugng clha ngudi dang ky tham gia BHXH, BHTN
14n d4u. Trudng hop ngudi tham gia BHXH, BHTN & tinh kh4c chuyén dén, da dugc
cdp s6 s§ BHXH thi BHXH tinh noi ti€p nhan khong cip s6 s6 mdi, ma phai giit
nguyén s6 sé BHXH d3 dugc cp 14n ddu cla ngudi tham gia BHXH, BHTN.

3.2. BHXH huyén dugc phan cép cdp sé BHXH, dinh k¥ trudc ngdy 15 clha
thang cudi quy, 14p 02 ban Dang ky cip s6 s6 BHXH theo Mau s6 01/SBH giii
phong Cp s, thé cha BHXH tinh.

3.3. Phodng Cdp s6, thé trinh 1inh dao BHXH tinh duyét khodng s6 sé BHXH,
giao cho BHXH huyén duogc phan cfp c4p s§ BHXH, cling nhu dé cdp cho déi tugng
thudéc BHXH tinh tryc ti€p thu theo phan cdp cia quy sau truéc ngay 25 thang cudi quy.
Phong Cap s8, thé m& s8 theo dbi viéc cép s8 sd BHXH theo MAu s6 02/SBH, déng thoi
phai thudng xuyén kiém tra viéc cdp s6 s6 BHXH cha timg BHXH huyén, kip thoi thu
héi s6 s6 BHXH thira (néu c6), khong dé tring s6 s6 BHXH d3 cép trong nam.

3.4. Phong Cép sé thé, BHXH huyén cin ci khodng s6 s6 BHXH dugc giao
dé in s6 s BHXH cho ting ngudi tham gia BHXH, BHTN trén chuong trinh
SMS; déng thdi ghi s6 s BHXH vao Td khai theo mau s6 01-TBH va md s6 theo
doi viéc cdp s6 sd cho timg don vi tham gia BHXHBB, c4 nhan tham gia
BHXHTN theo Mau s6 03/SBH.





[image: image6.jpg]3.5. Trudng hop ngudi tham gia BHXHBB, c6 thoi gian déng BHXH trudc
ngdy 31/12/2008, d3 dugc cdp s6 sé BHXH, nmmg chua dugc c4p s6 BHXH thi
tr ngay 01/01/2009 trd di thyuc hién cép s6 14n ddu theo miu s6 BHXH quy dinh
tai Quy€t dinh s6 3339/QD-BHXH clia BHXH Viét Nam va dugc giit nguyén s6
s6 BHXH da dwoc cép.

1L HO SO VA THU TUC CAP S BHXH.

1. H6 so va thi tuc c4p s§ BHXH.

1.1. Dé&i véi ngudi tham gia BHXH, BHTN bét budc.

1.1.1. B6i v6i nguoi tham gia BHXH va BHTN 14n d4u, hé so gém:

- 03 Tt khai theo miu s6 01- TBH.

- 01 Danh séch lao dong tham gia BHXH, BHTN theo mau s6 02a-TBH.

- Ban sao Quyét dinh thanh 1ap hoic Gidy ching nhan diang ky kinh doanh
hoac Gidy phép hoat dong d6i v6i ngudi st dung lao dong.

- Quyét dinh tuyén dung hodc quyét dinh vé tién luong hodc hgp dong lao
dong va 01 ban sao gidy khai sinh cia ngudi lao dong.

- Hogp d6ng lao dong d6i véi ngudi sir dung lao ddng 12 cd nhan thué mudn, st
dung lao dong.

1.1.2. D6i véi ngudi dd c6 qué trinh déng BHXH, BHTN nhung chua dugc
cfp s6 BHXH, hé so gém:

- H6 so quy dinh tai Diém 1.1.1 néu trén; kem theo 01 danh sich dé nghi cdp
s6 BHXH theo miu s6 04/SBH;

- Ngudi lao dong lam viéc thudéc khu vyc Nha nuéc, nghi chd viéc tir
01/11/1987 dén truéc ngay 01/01/1995 do doanh nghiép, co quan, td chic khéng
sip x€p, b6 tri dugc viéc 1am, chua nhén trg cdp thoi viéc hodc trg cdp BHXH mot
14n, tinh dén 31/12/1994 vin cdn tén trong danh séch lao dong chia doanh nghiép, co
quan, don vi (khong bao gém ngudi bi ky luat budc thoi viéc hoic tr § bd viéc, bi
phat th giam trudc ngay 01/01/1995, ra nu6c ngoai hodc & nudc ngoai khoéng hop
phép), néu chua duge cdp s6 BHXH thi hé so d& nghi cdp sé BHXH dugc quy dinh
tai khoan 11 diém 8 Thong tu s6 19/2008/TT-BLDTBXH ngay 23/9/2008 clia By
Lao dong —~ Thuong binh va Xa hoi.

- Ngudi lao dong hoc tap & nuéc ngodi vé& nudc, hé so dé nghi cdp s6 BHXH
duoc quy dinh tai diém 1 va 2, muc IV Thong tu s6 24/2007/TT-BLDTBXH ngay
09/11/2007 cha B4 Lao dong - Thuong binh va X hoi.
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[image: image7.jpg]1.2. D6i véi ngudi tham gia BHXHTN, hé so gém:

- To khai tham gia BHXHTN hu6ng din tai cong van s 1564/BHXH-BT
ngay 02/6/2008 cia BHXH Viét Nam.

- 01 ban sao Gidy khai sinh.
2. H6 so va thii tuc cdp lai s6 BHXH.

2.1. Trudng hop sé BHXH bi m4t hoic hong thudc trich nhiém cia ngudi
tham gia BHXH, BHTN:

- Ngudi tham gia BHXH, BHTN lam don dé nghi c4p lai s6é BHXH theo miu
s6 06/SBH, néu r5 1y do bi m4t hoic héng, tinh trang hong va cam két chiu trich
nhiém trudc phép luat viéc chua hudng ch€ d6 BHXH mot 14n, sau d6 nop don, sd
BHXH (néu hong) cho co quan BHXH.

- Néu ngudi tham gia BHXH, BHTN c6 thoi gian d6ng BHXH, BHIN & tinh
khéc, ngoai c4c hé so néu trén, néu cé van dé gi chua 15, thi BHXH tinh c4p lai s6 yéu
cdu BHXH tinh noi ngudi tham gia d3 déng BHXH, BHTN giri ban ghi qué trinh
déng BHXH, BHTN theo méu s6 07/SBH dé xem xét va luu cliing hd so cdp lai s6.

- Néu ngudi dang bao luu thai gian déng BHXH, BHTN hoic trong thoi gian
di chuyén dén tinh m&i ma bi m4t hoic hdng s6, thi viéc cép lai s6 BHXH duoc thuc
hién tai BHXH tinh, noi ch6t s8 x4c nhan qud trinh d6ng BHXH, BHTN.

2.2. Trudng hop sé BHXH bj mat hoic hong thudc trdch nhiém clia ngudi sir dung
lao dong:

- Ngudi str dung lao dong 1am cong vin dé nghi cép lai sé BHXH, cam keét chiu
trach nhiém tru6c phép luat viéc ngudi lao dong chua hudng trg cdp BHXH 1 l4n;

- Ngudi str dung lao dong 14p Bién ban néu 1o nguyén nhén, s6 lugng s6 va céc
trang s bi mat hoic bi hong;

- Tt khai c4p s6 14n d4u, sé BHXH bj hong.

2.3. Co quan BHXH 1am mét hoic hdng s6 BHXH:

- C4n bo dugc giao quén 1y s6 BHXH 1am mét hodc hdng sé BHXH viét Ban
tudng trinh (cé x4c nhén clia Gidm d6c BHXH huyén hodc trudng phong Cip s6,
thé), k&m theo sé BHXH hdng;

- Phong C4p s6, thé trinh Gi4m d6c BHXH tinh phé duyét c4p lai sé BHXH.

IV. CAP SO BHXH LAN DAU.

1. Cap bia sé BHXH.

1.1. BHXH huyén.





[image: image8.jpg]1.1.1. BHXH huyén dugc phan c4p cép bia sé BHXH.

- Bo phan Tiép nhan - Quéan 1§ hé so kiém tra hd so do ngudi sir dung lao dong
hodc ngudi tham gia BHXH ty nguyén ndp, nfu hé so ddy di theo ding quy dinh tai
diém 1 muc I thi viét giy bién nhan, ghi rd thoi gian trd hé so; trudng hop hé so chua
ddy du thi d€ nghi hoan chinh hé so theo diing quy dinh méi ti€p nhan.

- Bo phan Ti€p nhan — Quén 1§ hé so phan loai, chuyén hé so cho cic b phan
nhu sau:

+ Chuyén cho b6 phan Thu: Danh sich lao dong tham gia BHXH, BHYT va
BHTN theo miu 02a-TBH.

+ Chuyén cho b0 phan Cép sd, thé: toan bo hé so cdp s6 BHXH con lai.

- B6 phan C4p sd, thé thim dinh t¥ khai cha ngudi tham gia BHXH, BHYT,
BHTN; nhap toan bd thong tin trén td khai vao chuong trinh SMS; nhap khoang s6
s8 theo danh sich ngudi lao dong clia don vi va ghi s6 s6 BHXH vao t& khai clia
timg ngudi lao dong.

- Bo phan C#p sd, thé thyc hién in:

+ Bia S6 BHXH;

+ 02 ban danh sich lao dong chua di diéu kién cp sé BHXH theo méu s&
05/SBH dé€ chuyén cho ngudi sit dung lao dong (néu cb).

- Trinh Gidm d6c BHXH huyén ky vao cdc Td khai theo mau s6 01-TBH va danh
sach theo mau s6 05/SBH (néu c6).

- Sau khi déng dau, thyc hién viéc tra va Iuu trit h6 so nhu sau:

+ BO phan Cip s6, thé Iwu: 01 To khai theo miu s6 01-TBH, 01 danh sdch
theo miu s 05/SBH (né€u c4), ban sao gidy khai sinh.

+ Chuyén cho b6 phan Thu:

. Ban sao Quyét dinh thanh lap hodc Gidy ching nhan ding k¥ kinh doanh
hozc Gidy phép hoat dong d6i véi ngudi sir dung lao dong tham gia BHXH l4n déu.

. Quyét dinh tuyén dung hoic quyét dinh vé tién lwong hozic hop dong lao dong.

. Hop d6ng lao dong d6i véi ngudi sit dung lao dong la cd nhan thué mudn, sir
dung lao dong.

+ Chuyén cho b phan Tiép nhin - Quén 1y hd so d€ chuyén cho ngudi sir dung
lao dong: bia s6 BHXH, 02 Td khai theo miu s6 01-TBH, 01 danh sich 05/SBH (néu
c6); chuyén cho ngudi tham gia BHXH tr nguyén t bia s6 BHXH, 01 To khai.





[image: image9.jpg]- Thudng xuyén hozc dinh k¥ khong qué 10 ngay k€ tir ngay nhén hé so cip
sé BHXH cuia ngudi tham gia, BHXH huyén chuyén dit liéu trong chuong trinh SMS
'vé BHXH tinh (phdng Cdp s6, thé) dé tich hgp vao dit liéu chung ctia toan tinh.

1.1.2. P6i v6i BHXH huyén chua dugc phan c4p c4p bia sé BHXH.

- Bo phan Tiép nhan — Quén 1y hé so thuc hién kiém tra, phan loai, hen tré hé
sd, chuyén hé so cho c4c bo phan nhu quy dinh tai diém 1.1.1 néu trén.

- B6 phan Cdp s6, thé kiém tra hé so cdp s6 BHXH cla ngudi tham gia
BHXH, BHTN; nhap toan b6 théng tin trén t& khai vao chuong trinh SMS.

- Thudng xuyén hoac dinh ky khong qué 5 ngay ké tir ngay nhan hé so cdp s6
BHXH ctlia ngudi tham gia, BHXH huyén chuyén toan b hé so c&p s BHXH (tai
bo phan C4p s, thé) kém theo di lieu vé BHXH tinh (phong C#p sb, thé) d€ thuc
hién viéc in bia s6 BHXH.

- Bo phan Tiép nh4n — Quan 1y hé so nhin bia s6 BHXH va hé so cdp sb
BHXH tr BHXH tinh chuyén vé, thuc hién viéc chuyén hé so va bia s§ BHXH
nhu quy dinh tai diém 1.1.1 néu trén.

1.2. BHXH tinh:

1.2.1. D6i véi doi tugng tham gia BHXH, BHTN do phong Thu truc ti€p quan
ly thu.

Trinh tr cép to bia s BHXH 14n d4u thuc hién nhv d6i véi BHXH huyén
dugc phan c8p cdp bia s6 BHXH néu tai diém 1.1.1 phén trén.

1.2.2. D6i véi d6i tuong tham gia BHXH, BHTN do BHXH huyén truc tiép
quan 1y thu, nhung chua duoc phan cdp c4p bia s§ BHXH.

- Phdng Cap s8, thé thdm dinh t& khai chia ngudi tham gia BHXH, BHTN do
BHXH huyén chuyén dén; tich hop dit liéu do BHXH huyén chuyén dén vao co s&
di¥ liéu chung clia toan tinh theo chuong trinh SMS; nhap s6 s6 BHXH va ghi s6 sé
trén cdc To khai theo miu s§ 01-TBH. Néu cé nhiing sai sét vé thong tin trén TO
khai, phong Cap sd, thé thong bsdo cho BHXH huyén d€ diéu chinh lai dit liéu.

- Phong Cép sé, thé thuc hién in bia s§ BHXH; in danh s4ch theo miu s6
05/SBH (n€u c6); trinh Gidm déc BHXH tinh ky vao To khai theo miu s§ 01-TBH va
danh séch theo miu s 05/SBH (néu c6); Iuu hé so va trd hé so cho BHXH huyén nhu quy
dinh tai diém 1.1.1 néu trén.

1.3. Ngudi sir dung lao dong:

- Hudng din ngudi lao dong viét To khai theo miu s6 01-TBH, 1ap hé so dé
nghi cdp sé BHXH va nép cho co quan BHXH.
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[image: image10.jpg]- Nhén lai bia s6 BHXH va hé so c4p s BHXH tir co quan BHXH, kiém tra
cdc noi dung ghi trén bia s6 BHXH, néu c6 diém nao chua chinh x4c thi dé nghi co
quan BHXH diéu chinh lai; sau d6, ngudi stt dung lao dong moi ngudi lao dong
kiém tra, k¥ vao noi quy dinh trén bia s6 BHXH.

- Chuyén cho ngudi tham gia BHXH 01 T khai d€ nguoi lao dong luu gitt.

Pdi véi nguoi tham gia BHXH, BHTN c¢6 tén trong danh sich theo miu s6
05/SBH, nguti sit dung lao ddng hudng din ngudi lao ddng hoan thién ho so, 1ap 01
danh sach theo mau s6 04/SBH ndp cho co quan BHXH.

1.4. Ngudi tham gia BHXHTN nh4n s BHXH va to khai tit co quan BHXH,
ki€m tra cic n6i dung ghi trén s6 BHXH, néu c6 diém nao chua chinh x4c thi dé
nghi co quan BHXH diéu chinh, sau d6 k¥ vao noi quy dinh trén s§, luu giit sé
BHXH va 01 To khai.

2. Cdp & roi sé BHXH.

To rdi s6 BHXH dugc cdp sau méi nim ngudi tham gia BHXH, BHTN
déng BHXH, BHTN; khi ngudi tham gia BHXH, BHTN ngimg déng d€ bdo luu
thoi gian déng BHXH, BHTN; khi ngudi tham gia BHXH, BHTN di chuyén ngoai
dia ban tinh va dé gidi quyé&t cac ché d6 BHXH, BHTN.

2.1. C4p to roi s6 BHXH hang niam.

2.1.1. BHXH huyén dugc phan cip cfp td roi sé BHXH hang nam:

- Quy I hing nim, bo phan Cdp s6, thé cia BHXH huyén kiém tra cdc
théng tin vé qué trinh d6ng BHXH, BHTN cla ngudi lao dong (co so dit liéu vé
déng BHXH, BHTN do b6 phan Thu nhap va s6 tién déng BHXH, BHTN do b6

ph4an K& hoach- Tai chinh nh4p trén chuong trinh SMS), thyc hién in t& rdi sé
BHXH ctlia nam trudéc.

Trudng hop bo phan C4p s, thé phat hién c6 sai s6t vé€ mic déng BHXH,
BHTN va s6 tién phai d6ng, thi théng bdo cho bo phan Thu va bd phan K& hoach-
Tai chinh dé xem xét diéu chinh dit liéu.

- B phan C#p sd, thé cia BHXH huyén chuyén déng d4u vao noi quy dinh trén
9 10 56 BHXH, sau d6 chuyén cho bo phan Ti€p nhan — Quan 1y hé so ciia BHXH
huyén d€ chuyén cho ngudi sir dung lao dong hosic ngudi tham gia BHXHTN.

2.1.2. BHXH tinh:

- Quy I hang nam, phong Cip s8, thé kiém tra cic thong tin vé qu4 trinh
déng BHXH, BHTN trén co s& dif liéu vé déng BHXH, BHTN cta phong Thu,





[image: image11.jpg]Phong K€ hoach- tai chinh va cia BHXH huyén (noi chua dugc phan cﬁp cép sé
BHXH); thuc hién in t& roi s6 BHXH clia ndm trudc.

Trudng hgp phong C4p sd, thé phét hién sai s6t vé mitfc déng va s@ tién
dong BHXH, BHTN thi thong bao cho phong Thu, phong K€ hoach- Tai chinh va
BHXH huyén d€ xem xét diéu chinh lai dit liéu. :

- Phong Cdp s6, thé chuyén déng ddu vio noi quy dinh trén to 1di s
BHXH, sau d6 chuyén cho phong Ti€p nhan - Quan 1§ hé so hoic BHXH huyén dé
chuyén cho ngudi stir dung lao dong hoic ngudi tham gia BHXHTN.

2.2. Ciip t& 1o 8 BHXH khi ngudi tham gia BHXH, BHTN ngimg déng dé
bdo luu thdi gian déng BHXH, BHTN; di chuyén ngoai dia ban tinh hodc dé giai
quyét cac ch€ 46 BHXH, BHTN.

- Phong Tié€p nhan — Quan 1§y hé so hoac BHXH huyén chuyén hd so yéu
cdu ch6t s6 cho phong C4p sé, thé. '

- Phong Cép sd, thé ki€m tra c4c théng tin vé qua trinh d6ng BHXH, BHTN
clia ngudi lao dong trén co sd dit lieu vé dong BHXH, BHTN trén chuong trinh SMS
va thuc hién in chét thdi gian déng BHXH, BHTN trén t& rot s6 BHXH.

- Phong Cép sé, thé trinh gidm d6c BHXH tinh k¥, déng d4u, sau dé
chuyén cho phong Ti€p nhan - Quin 1y hé so hoic BHXH huyén dé chuyén cho
ngudi tham gia BHXH, BHTN.

2.3. Khi ngudi tham gia BHXH di chuyén tir tinh khdc dén, phong Cap sb, thé
ti€p nhan hé so va c6 trach nhiém nhap qué trinh d6ng BHXH, BHTN theo miu s6
07/SBH do BHXH tinh cii c4p vao chuong trinh SMS.

2.4. D€ ngudi lao dong duoc hudng kip thdi quyén lgi vé BHTN, khi nhan duge
hé so dé nghi xdc nhéan thdi gian déng BHTN, co quan BHXH x4c nhan thdi gian déng
BHTN trén s6 BHXH va trd cho ngudi lao dong trong thdi han khéng qué 2 ngay 1am
viéc, ké tir ngdy nhan duoc hé so.

3. Ngudi tham gia BHXH, BHTN bi tan tat hoic chua biét chit thi diém chi
thay chit k¥, ngudi sir dung lao dong (d6i véi BHXH bt budc) hoic than nhan cla
ngudi tham gia BHXH tu nguyén, ky x4c nhan viéc di€m chi, viét ho, tén clia ngudi
tham gia BHXH du6i phédn diém chi.

4. S§ BHXH dugc cdp 14n ddu khoéng quéd 30 ngdy d6i véi ngudi tham gia
BHXH bat budc, 20 ngdy d6i véi ngudi tham gia BHXH tu nguyén, ké tix ngay co
quan BHXH nhan du hé so hop 1¢ (tinh theo ngay 1am viéc).





[image: image12.jpg]V. CAP LAY SO BHXH.

1. S8 BHXH dugc c4p lai trong trudng hop bi mat hoic bj hdng ma khéng doc
dugc ddy dl cdc noi dung ghi trén sé.

2. Trinh ty c4p lai s6 BHXH.

2.1. Phong Ti€p nhan — Quan 1y hé so hoic BHXH huyén ti€p nhan, kiém tra v
chuyén hé so dé nghi cdp lai s6 BHXH cho phong Cap s6, thé. Phong Cap s6, thé d6i
chi€u hé so dé nghi c4p lai s6 BHXH v6i co s& dit liéu dang quan 1y va danh séch ngudi
tham gia BHXH dd nghi hudng trg c4p BHXH m¢t 14n, hudng huu tri hang thang trén
dia ban tinh. Néu ngudi dé nghi cap lai sé BHXH c6 qua trinh d6ng BHXH ti¥ tinh khac
chuyén dén, thi phdi ki€ém tra qua co s& dif liéu cta Trung tdm Thong tin BHXH Viét
Nam theo dudng truyén file FTP v danh sich ngudi lao dong d3 nghi hudng tro cip
mot 14n, hudng huu tri hang thing trén dia ban ca nuéc. Néu hé so dé nghi cdp lai s6
BHXH c6 nghi van v& thdi gian tham gia BHXH, BHTN & giai doan nao, thi phai lién
hé v6i BHXH tinh, noi ngudi tham gia déng BHXH, BHTN truéc dé dé 1am 13, sau dé
méi cép lai s6 cho ngudi tham gia BHXH, BHTN.

Dinh k¥ 6 théng mot l4n, trwée ngay 15/01 va ngdy 15/7 hang nam, BHXH
tinh bdo cdo vé BHXH Viét Nam danh sdch s6 ngudi dugc cdp lai s6 BHXH (bao
gém ca s6 s6 BHXH).

2.2. Trinh ty c4p lai s6 BHXH dugc thuc hién nhu trinh tu c4p s§ BHXH l4n d4u,

3. S8 BHXH dugc cép lai khong qué 45 ngay, ké tir ngdy co quan BHXH nhan
du hé so hgp 1¢ (tinh theo ngay 1am viéc).

V1. KHAC PHUC MOT SO VAN PE CU THE CUA THOI GIAN TRUGC PAY.

1. Mot ngudi 6 tir 2 s6 BHXH tr& Ién, co quan BHXH phai thu héi t4t ca cdc s6
BHXH, sau d6 hoan chinh lai co s& dit liéu, in thoi gian déng, hudng BHXH, BHTN
clia céc s6 BHXH dugc c4p vao bia s8 va cdc 1 rdi s6 BHXH theo miu méi. S6 s8
BHXH dugc cp lai 12 s6 s6 s6 BHXH ciia s c6 thdi gian tham gia BHXH s6m nhét.

Trudng hop ngudi lao dong 1am viéc tai 2 don vi trd 1én trong cling mot thoi
gian, cdc don vi ciing 1am thd tuc déng va cdp s BHXH cho ngudi lao dong, thi co
quan BHXH huéng din ngudi lao dong lua chon 01 sé BHXH dé ti€p tuc ghi qué
trinh déng BHXH, BHTN hoic gidi quyét cc ch€ d6 BHXH. C4c sé BHXH con lai
phai thu héi va thodi thu qué trinh d3 déng BHXH theo phuwong phédp diéu chinh
gidm s6 phéi thu tai thdi diém thu hdi s8 BHXH; trudng hop s6 BHXH bi thu h6i ma
don vi dé nghi cép s6 BHXH da giai thé thi thuc hién giai quyét ché d¢ trg cdp mot
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[image: image13.jpg]14n cho ngudi lao dong. Khi thu héi s6 BHXH, déng thoi phai thu héi cdc khodn trg
cdp BHXH d4 chi trd trudc d6 (néu co).

2. Mot s6 s§-BHXH duoc cip cho 2 hay nhiéu s BHXH ( cho 2 hay nhiéu
ngudi tham gia BHXH), co quan BHXH giit lai s6 s6 BHXH di cép cho ngudi cé
thoi gian tham gia BHXH nhiéu nh4t, c4c s6 BHXH con lai thi gach s6 s BHXH
cil, déng s6 s6 BHXH méi ngay dudi dong s6 s6 BHXH cii; diéu chinh s6 s6 BHXH
trén chuong trinh SMS theo s6 s6 BHXH méi.

VIL. CAC THONG TIN IN TREN S6 BAO HIEM XA HOI

1. C4c thong tin in trén t& roi s BHXH.

1.1. D6i v6i ngudi tham gia BEHXH, BHTN bt budc.

Can cif co s0 dit liéu vé déng BHXH, BHTN do phong Thu hoac b phan Thu
cia BHXH huyén nhap trén chuong trinh SMS, Phong Cép s6, thé hodc b phan Cdp
s8, thé (BHXH huyén duogc phan c4p) thyc hién in c4c thong tin 1én to rdi s8 BHXH
tir chuong trinh SMS nhu sau:

- V& miic tién luong, tién cong (cin ct quyét dinh ti€p nhan, nang luong, diéu
chuyén...hodc hop ddong lao dong):

+ Ngudi lao dong thuc hién ch€ d6 tién lwong do Nha nuéc quy dinh,
mitc tién luvong theo ngach, bac va phu cdp chitc vu thi in hé s& lvong; phu cdp
tham nién nghé, tham nién vugt khung (n€u cé) thi in ty 1& (%).

+ Ngudi lao dong hudng tién luong, tién cong theo ch€ d6 tién luong, tién
cong do ngudi sir dung lao dong quyét dinh, thi in s6 tién Viét Nam d6ng, ké ca
ngudi hudng luong bang ngoai té.

+ Nguoi lao dong lam viéc theo hop déng lao dong tai cac Cong ty nha nudc
chuyén thanh Céng ty ¢4 phin; Cong ty trich nhiém hitu han nha nuéc tit mét thanh
vién trd 1én, néu 4p dung thang luong, bang lvong do Nha nudc quy dinh, da dang ky
Véi co quan quan 1y nha nuéc vé lao dong cap tinh va thuc hién chuyén x&p luong,
nang béc, chuyén ngach luong theo quy dinh tai diém 6, muc D Théng tu s6
03/2007/TT-BLDTBXH, ngay 30/01/2007 cia Bo Lao dong-Thuong binh vi X3 hoi,
thi in he s6 nhy déi v6i ngudi thyce hién ché do tién lvong do Nha nudc quy dinh.

- Trudong hgp.ngudi lao dong dugc déng ti€p mot l4n cho s6 thang con thi€u
dé di diéu kién nghi huu theo quy dinh tai Diéu 58 Nghi dinh s 152/2006/ND-CP
ngay 22/12/2006; Piéu 3 Nghi dinh s6 110/2007/ND-CP ngay 26/6/2007; Diéu 50
Nghi dinh s8 68/2007/ND-CP ngdy 19/4/2007 va Diéu 2 Nghi dinh s6
132/2007/ND-CP ngay 08/8/2007 clia Chinh phu, cot 1, cot 2 trén sé BHXH in thoi
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[image: image14.jpg]gian: tr thang..., nam... dén thdng..., nam..., c6t 3 in dong chit “déng BHXH theo
quy dinh tai...”; cdc cOt 4, 5, 6, 7 in tién luong, phu cdp va ty 1& déng.

- Ngudi stt dung lao dong d6ng BHXH cham hozc thi€u clia nam tru6e, nhung
dén nam sau dd déng dui s6 phai d6ng trong nam va ca s con thi€u clia nam truéc,
khi in thdi gian d6ng BHXH vao s, phai in di thdi gian dd déng bil clia nam trudc
va s6 tién déng BHXH ciia nam sau.

- Khi ngudi lao dong thay d6i mo6t trong nhimg y€u td sau: tién luong, tién
cong hoic cdp bac, chiic vu; chitc danh nghé, phu cip cong viéc; noi lam viéc
(tén co quan, don vi, dia chi) va mitc déng BHXH khi doanh nghiép dugc x&p
hang doanh nghiép, ngudi sit dung lao dong phai chuyén danh sich diéu chinh
lao dong va mic déng BHXH, BHTN, BHYT, khi in s6 BHXH cén thé hién rd
cdp bac, chitic vy, chitc danh nghé, cong viéc ning nhoc, doc hai.... néu tieu thiic
nao chua c6 trong biéu miu thi tam thoi in vao co6t ghi chd, sau d6 n6p cho co
quan BHXH dé€ cap nh4t, b8 sung vao co s& dit liéu.

- Trudng hgp ngudi lao dong tam dimg déng vao quy huu tri, tir tudt; nghi
viéc hudng ch€ do 6m dau, thai sén tir 14 ngdy 1am viéc tr& 1én trong thing hodc 27
ngdy (d6i v6i ngudi tham gia 1am viéc tai cic don vi thudéc Bo Qudc phong, Bo Cong
an va Ban Co y&u Chinh phtl); nghi sinh con, nuéi con nudi, thi viéc in trén sé
BHXH dugc thuc hién nhu sau: cdt 1, cot 2 in tir thang..., nam... dén thing...,
nam...; c0t 3 in 1y do ngimg déng BHXH, BHTN; cédc ¢t 4,5,6,7 in d4u nhan (X).

- Riéng d6i véi ngudi tham gia BHTN:

Viec déng BHTN dugc in ngay dudi phdn in déng BHXHBB trong sé BHXH.
Cot 1, 2, in t thing..., nam... dén thing..., nam..., ¢t 3 in “déng BHTN”, c0t 4,5,6, in
tién lvong, phu cép, cot 7 in ty 1¢ phan tram (%) déng BHTN. Trudng hop c6 sy thay
d6i vé& mic déng, thi phuong phép in théng tin trén s6 BHXH tuong ty nhy in trén sb
BHXH ctia ngudi tham gia BHXHBB.

Ngudi lao ddng d3 duge hwdng trg cdp BHTN, thi thdi gian déng BHTN ctia thoi
gian 1am viéc tiép theo duge tinh lai ti d4u d€ x4c dinh thdi gian déng vao quy BHTN.

- In thdi gian d6ng BHXH, BHTIN khi c4p t roi s6 BHXH hang nam:

+ D6i véi ngudi chi tham gia BHXHBB:

Cu6i trang t& roi s6 BHXH in: “ Thoi gian d6ng BHXH clia ndm.. J3...thdng”

+ D61 v61 nguoi tham gia BHXH va BHTN:

Cudi trang to rdi s6 BHXH in:

“Thoi gian déng BHXH cla nam......a......thang
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[image: image15.jpg]Thoi gian dong BHTN cla nam......1a......thdng”

1.2. Béi v6i ngudi tham gia BHXHTN:

- Cin o phiéu thu tién hoic chimg t chuyén tién va sd theo dbi qu4 trinh
déng BHXHTN theo Mau s6 07-TN, ban hanh k&m theo cong van s6 1564/BHXH-
BT clia BHXH Viét Nam, dé in qu4 trinh déng BHXHTN trén trang t& roi clia s8
BHXH t chuong trinh SMS, ké ca nhitng ngudi da dugc cap s§ BHXH theo miu sé
quy dinh tai Quyét dinh s6 1443/LD-TBXH ngay 09/10/1995 ctia Bo Lao dong —
Thuong binh va X3 hoi.

- Khi ngudi tham gia BHXHTN thay ddi phuong thitc déng, mic d6ng hosic

tam dimg déng, sau d6 lai ti€p tuc déng thi phdi in cdc ndi dung thay déi vao t& rdi
s6é BHXH.

- In th&i gian d6ng BHXHTN khi cdp t& rdi s6 BHXH hang nim:
Cudi trang t& rdi s6 BHXH in: “ Thoi gian déng BHXH clia nam...1a...thdng”
1.3. In t8ng thoi gian déng BHXH, BHTN trén td 191 s6 BHXH.

Viéc in tng thdi gian déng BHXH, BHTN trén t& rdi s§ BHXH duoc thuc
hién khi ngudi tham gia BHXH, BHTN di chuyén ngoai dia ban tinh; bao Ivu thdi
gian déng BHXH, BHTN; hudng cic ch€ d6 trg c&p BHXH mot 14n, huu trd, tir tudt
va trg cdp BHTN.

Tdng thoi gian déng BHXH, BHTN trén s BHXH dugc in vdo cubi trang td
o1 s6 BHXH, cu thé nhu sau:

- B6i véi d6i tegng tham gia BHXH, BHTN bét budc:

Cudi trang t& rdi s6 BHXH (miu s& 02 theo Quyét dinh s6 3339/QD-BHXH
cia BHXH Viét Nam) in:

+ Téng thoi gian d6ng BHXH vao qu§ huu tri, tir tudt dén th4ng..., ndm...
13 ...n8m, ...thang.

+Téng thdi gian dng BHIN vio quy BHIN dén théng. .., nim...Ja...nim, ...thing.
- Déi véi d6i tuong tham gia BHXHTN:

Cudi trang t& rdi s6é BHXH (miu s6 03 theo Quyét dinh s& 3339/QD-BHXH
cau BHXH Viét Nam) in:

Tdng thdi gian déng BHXH vao quy huu tri, tir tudt dén thang..., nam... 12
...nam, ...thang.

2. In c4c ndi dung diéu chinh trén s BHXH.

2.1. Biéu chinh vé mitc déng.

Khi ¢c6 sur thay ddi v& mitc déng BHXH, BHTN, ngudi sit dung lao dong va
ngudi tham gia BHXHTN c6 van ban dé nghi di€u chinh mic déng BHXH, BHTN
(chénh lech tién luong, tién cong hodc c4c loai phu cdp). Phong Thu kiém tra, déi
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[image: image16.jpg]chi€u va nhap b6 sung nhitng n6i dung thay déi vao co s dit liéu, sau d¢6 chuyén cho
phong Cap s6, thé dé in trén to rdi s6 BHXH noi dung diéu chinh mitc d6ng ngay du6i
'dong ghi qud trinh déng BHXH, BHTN, cu thé: cot 1, 2 in ti thdng..., nam... dén
thang..., nam...; c6t 3 in ndi dung diéu chinh mdc déng; cdc cot 4, 5, 6 in mitc chénh
lech, cot 7 dé trong.

2.2. Diéu chinh vé chitc danh nghé, cong viéc niang nhoc ddc hai hodc noi 1am
viéc c6 phu cdp khu vyc tir 0,7 trd len.

Khi ngudi sir dung lao dong c6 van ban d€ nghi diéu chinh cdc n6i dung néu
trén, phong Cép sd, thé kiém tra, d6i chi€u véi danh muc chic danh nghé quy dinh tai
cdc Quyét dinh cia B9 Lao dong - Thuong binh va Xa hoi hoic Thong tu lién tich s6
11/2005/TTLT-BNV-BLDTBXH-BTC-UBDT ngay 05/01/2005 cua Lién tich Bo N6i
vu - B6 Lao dong - Thuong binh vi X3 hoi - Bo Tai chinh - Uy ban Dan toc, huéng dan
thyc hién ché€ do phu cdp khu vire. Néu ¢6 diéu chinh dén mitc déng thi chuyén hé so
cho phong Thu diéu chinh dit liéu trong chuong trinh SMS. Viéc in diéu chinh trén
10i s6 BHXH nhu sau: duéi dong qué trinh déng BHXH, BHTN cha nim, cot 1,2 in &
thdng..., ndm... dén théng..., ndm..., c6t 3 in chic danh nghé, cong viéc ning nhoc dgc
hai ho#c noi 1am viéc c6 phu c4p khu vuc tir 0,7 tr& 1én, c4c cot cdn lai d€ tdng.

2.3. Diéu chinh, b4 sung thdi gian déng BHXH, BHTN.

Khi ngudi lao déng bd sung hé so géc hop 1¢, chiing minh thoi gian déng
BHXH, BHTN, nhung chua dugc in vao t& 1di s§ BHXH, phong Cép sd, thé kiém
tra, néu da diéu kién thi in diéu chinh, b8 sung vao o rdi sé BHXH nhu sau: duéi
dong qud trinh déng BHXH, BHTN ciia nam, c6t 1, cft 2 in thdi gian t¥ thang...,
nam... d&n thang..., nam...; cot 3 in c4p bac, chic vy, chifc danh nghé, cong viéc, noi
lam viéc; cot 4, 5, 6 va 7 in mic tién huong, phu cdp 1am can ct déng BHXH, BHTN
va ty 1¢ déng BHXH, BHTN ciia thoi gian d€ nghi bd sung va hwu lai hé so dé nghi
diéu chinh (ban sao).

2.4. Diéu chinh v€ nhan than.

Ngudi tham gia BHXH, BHTN duoc cai chinh ho, tén, ngdy, thing, nam
sinh... theo quy dinh tai Nghi dinh s6 158/2005/ND-CP ngay 27/12/2005 cita Chinh
pht va Thong tu s& 01/2008/TT-BTP ngay 02/6/2008 ctia B6 Tu phdp, cdn c6 don dé
nghi k&m theo hd so g6c lién quan dén viéc xin diéu chinh (gidy chimg minh nhan
dan, ban chinh gidy khai sinh, s6 ho khdu...), s6 BHXH dé nop cho co quan BHXH.
Dé6i véi ngudi tham gia BHXHBB, phai c6 thém c6ng van kém danh sach ngudi lao
dong dé nghi diéu chinh hé so tham gia BHXH, BHYT, BHTN ctia ngudi sir dung
lao dong dé€ giri co quan BHXH.
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[image: image17.jpg]Phong CAp s, thé c6 trach nhiém ki€m tra h6é so clia ngudi dé nghi diéu chinh
nhan than, nhap b8 sung nhimg ndi dung cén diéu chinh vao co s& dit liéu trong
.chuong trinh SMS, d6ng thdi in noi dung dugc diéu chinh trén trang 3 clia bia sé
BHXH theo huéng din tai ti€t 1.3, diém 1 Quyét dinh s6 3339/QD-BHXH cua
BHXH Viét Nam.

2.5. Toan bd nhitng ndi dung diéu chinh trong muc nay, Gidm déc BHXH
tinh ky, déng dfu sau phén in c4c néi dung dugc diéu chinh trén s6 BHXH.
3. C4c ch€ d6 dugc hudng trén in trén trang 3 t bia s6 BHXH.

Khi ngudi tham gia BHXH, BHTN duoc hudng ciac ché d9: tai nan lao dong,
bénh nghé nghiép; trg cdp BHXH mot 14n; hwu tri, tir tudt; tro cdp th4t nghiép thi
phong Ché€ d6 BHXH ctia BHXH tinh in cdc ché d¢ BHXH, BHTN di dugc hudng
trén trang 3 t& bia s BHXH nhu sau:

- Ch€ d¢ tai nan lao dong- bénh nghé nghiép: in théi gian hudng, ty 1& suy giam
kha nang lao dong, n€u hudng mot 14n in thém mutc hudng trg cdp theo Quyét dinh s6...

- Ch€ d6 trg cdp BHXH mot 14n: in thoi gian va s6 tién dugc hudng theo
Quyét dinh s6...

- Ché d6 trg cp BHTN: in thdi gian va s8 tién duge hudng theo Quyét dinh s6...

- Ché€ d6 huu tri hang thdng: in thoi gian hudng, ty 1é phén trim dé tinh hudng
luong huru hang thang, hudng tir ngay..., thing..., nam... theo Quyét dinh s6...

- Ché& 46 trg cép tir tudt: in s6 ngudi dugc hudng trg cdp tit tudt, ho tén nhiing
ngudi dugc huong trg cip tir tudt, hudng tir ngdy, thdng, nim theo Quyé& dinh
s6...Néu hudng mot 14n thi chi in théi gian hudng va mic trg c4p dugc hudng.

Ngoai viéc in hudng trg cdp BHXH mot 14n, trg cdp BHTN trén trang 3 cla
bia s6 BHXH, phong Ch€ 46 BHXH thuc hién déng ddu "da hudng ch€ do..." trén
t& r&i s6 BHXH, dudi phén x4c nhan thdi gian déng BHXH, BHTN.

4. In sé BHXH cap lai:

4.1. Can cit co s& dit liéu duge lvu trit tai co quan BHXH hodc hé so ghi
nhan qu4 trinh déng BHXH, BHTN, phong Cdp sé, thé in ddy du c4c thoi ky déng
BHXH, BHTN clia ngudi tham gia BHXH, BHTN vao s§ BHXH dugc cdp lai.
Néu mét s6 BHXH (miu cii) thi in lai toan b qué trinh déng BHXH, BHTN trén
trang t& rdi s6 BHXH. Trudng hop chi mat mot t& r&i hodc m4t 2 to rdi trd 1én ma
céc trang t& roi bi mat in qué trinh déng BHXH, BHTN khong lién tuc thi in lai
tdt ca cic trang t& roi dd mat. Trudng hop mét 2 t& rdi trd 1én ma céc trang td roi
bi mét in qué trinh déng BHXH, BHTN lién tuc thi in lai qué trinh déng BHXH,
BHTN lén t& roi s6 BHXH (néu in 1 t& khong da thi in ti€p t& thy 2, thit 3...). S8
BHXH dugc cép lai ghi dong chit “Cap 14n thit n” & géc trén bén phai cla trang 2
bia s§ BHXH hodc trén t rdi s BHXH duoc cdp lai.
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[image: image18.jpg]Thdi gian déng BHXH tir ngay 31/12/2006 tr& vé trude, phin phu cdp & cot S
dé tréng, cot 6 in téng s6 phu cdp duge hudng trén to roi s6 BHXH duoc c4p lai.

4.2. Néu ngudi tham gia BHXH, BHTN dé nghi c4p lai s6, nhung vira c6 thdi
gian déng BHXH bat budc, vira c6 thoi gian dong BHXH tu nguyén, thi thdi gian
déng BHXH bt budc in theo miu 02, thoi gian déng BHXH tu nguyén in theo miu
03 theo Quyét dinh s6 3339/QD-BHXH clia BHXH Viét Nam.

VIIL QUAN LY VA SUDUNG SO BHXH.
1. Quén 1y, sir dung sé BHXH.
1.1. Ngudi tham gia BHXH, BHTN:

- Gilt, bdo quan s6 BHXH trong thdi gian bio hwu thdi gian déng BHXH,
BHTN; di chuyén tir don vi nay sang don vi khic; hudng cic ch€ do trg cp mét 14n,
trg cfp huu tri, trg cdfp BHTN; tu déng BHXH cho thdi gian cdn thi€u dé duoc
hudng ch€ d¢ huu tri theo quy dinh va déng BHXHTN.

- Khi chuyén dén noi 1am viéc méi, phai noép sé BHXH kém theo ban ghi qué
trinh déng cho ngudi st dung lao dong Ivu gift.

- Sau khi hudng ch€ d6 trg cap mét 14n, trg cdp BHTN, néu tham gia
BHXH, BHTN lai, thi s§ BHXH dugc ti€p tuc sir dung d€ ghi qu4 trinh déng,
hudng BHXH, BHTN.

- Khéng dugc ty ¥ sita chifa, tdy xod 1am sai léch cdc ndi dung ghi trén s6 BHXH.

1.2. Ngudi sir dung lao dong:

- Giit s6 BHXH cha ngudi lao dong trong thdi gian ngudi lao déng dang 1am
viéc tai don vi; trd s& cho ngudi lao dong sau khi co quan BHXH 43 x4c nhan thdi
gian déng BHXH, BHTN khi ngudi lac déng nghi viéc hodc chuyén cong tic dén
don vi khéc.

- Bio quan s BHXH trong diéu kién t6t nh4t, bdo dim viéc giit gin s6 BHXH dé
str dung trong nhiéu nam. Thuc hién viéc luu giit sé BHXH cho ting c4 nhan ngudi lao
dong, bd sung kip thdi hé so, t& roi sé BHXH hang nim.

- Néu ngudi tham gia BHXH, BHTN bd viéc ma chua nhan s6 BHXH, thi
ngudi str dung lao dong cé trach nhiém théng bdo cho ngudi lao dong dén nhén sd
BHXH. Trong thdi han 12 thing ké nr ngay théng bio, n€u ngudi tham gia BHXH,
BHTN khong dén nhan sd, thi ngudi st dung lao dong nop s6 BHXH cho co quan
BHXH luu gift.

1.3. Co quan Béo hiém x4 héi:

- Bio quan cdn than hé so c4p s6 BHXH l4n ddu; cfp lai s6; diéu chinh c4c
ndi dung ghi trén s6... ca ngudi tham gia BHXH, BHTN theo c4c quy dinh lwu trit
ho6 so hién hanh.
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[image: image19.jpg]- Thuc hién 14p bién ban giao, nhan s6 BHXH, h6 so tham gia BHXH, BHTN
gifta co quan BHXH véi nguodi st dung lao dong, ngudi tham gia BHXH hoic giita c4c
phong thuoc BHXH tinh, gitta BHXH tinh v6i BHXH huyén theo méiu s6 08/SBH.

- Nhap bd sung dif liu chia ngudi tham gia da d6ng BHXH, BHTN tX tinh
kh4c chuyén dén.

2. Ché& d6 thong tin bdo cio.
2.1. BHXH huyén:
- Lap Sé theo ddi chi ti€t tinh hinh c4p s6 BHXH theo méu s6 09/SBH cho

timg don vi tham gia BHXH bét budc, timg thi tré&n, phudng, xa d6i véi ngudi tham
gia BHXH ty nguyén;

- Lap Bdo céo tinh hinh c4p s6 BHXH theo miu s6 10/SBH hang quy chuyén
vé BHXH tinh truéc ngay 10 thdng ddu cia quy sau.

2.2. BHXH tinh:

- Phong Cap s6 thé:

+ Lap S8 theo dai chi tiét tinh hinh cdp s6 BHXH theo miu s6 09/SBH va B4o
c4o tinh hinh c4p s6 BHXH theo miu s§ 10/SBH hang quy nhu BHXH huyén.

+ Lap S6 téng hop c4p s BHXH theo miu s& 11/SBH.

+ Lap Béo cdo téng hop cdp s6 BHXH trén dia ban tinh theo miu s& 12/SBH,
bdo cdo v& BHXH Viét Nam truéc ngdy truée ngay 20 cha thdng ddu quy sau.

- Truéc ngay 10 hang thdng BHXH tinh chuyén “Danh sdch ngudi tham gia
BHXH nghi hudng trg cdp mot 14n, huu tri hang thdng” cla thdng tru6c vé Trung
tam Thong tin BHXH Viét Nam, dé quan 1y co s& dit liéu phuc vu viéc tra ciu.

Phdn I
TO CHUC THUC HIEN

1. Quy dinh chuyén tiép.

- Ngudi tham gia BHXH da dugc cdp s6 BHXH theo miu cii, nay thay déi
nhan than, thi nhing thay ddi dugc glii vao trang 42 hoidc trang 46 cla loai sd
BHXH c6 48 trang hoic trang 22- 23 cha loai s BHXH c6 24 trang.

- Ngudi tham gia BHXH bét budc ¢6 thi gian dong BHXH trudc ngdy 31/12/2008,
nhumg chua duge cap s6 BHXH thi tir ngdy 01/01/2009 trd di, dugc cdp s6 14n ddu theo méu
s6 BHXH quy dinh tai Quyét dinh s6 3339/QD-BHXH ctia BHXH Viét Nam.

- S3 BHXH di cp theo miu quy dinh tai Quyét dinh s6 1443/LDTBXH cing véi
s6 t& 1o theo méu quy dinh tai Quyét dinh s& 3339/QD-BHXH ghi thdi gian déng BHXH,
BHTN ti€p theo clia ngudi lao dong 12 can cif dé giai quyét c4c ché€ do BHXH, BHTN.
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[image: image20.jpg]2. Gidm d6c BHXH tinh c6 trich nhiém: chi dao, huéng dan BHXH cac
huyén, ngudi sit dung lao dong va ngudi tham gia BHXH thuc hién ding cic quy
dinh tai vin ban nay.

3. Tht trudng co quan BHXH Bo Qudéc phong, Bo Coéng an, Ban Co yéu
Chinh phti ¢6 trdch nhiém t§ chic thuc hién cdc quy dinh c4p, quan ly va st dung s8
BHXH trong pham vi quan 1y.

4. Xt 1y vi pham:

Céc hanh vi vi pham hanh chinh trong linh vic BHXH g6ém:

4.1. B&i v6i co quan BHXH:

- Khéng c4p s6 BHXH hoic khong chét s6 BHXH ding han cho ngudi lao dong.
- X4c nhan khong ding thdi gian va mitc déng BHXH ctia ngudi lao dong.

- C6 hanh vi gay phién ha, trd ngai lam thiét hai dén quyén, l¢i ich hgp phdp cla
nguoi lao dong, ngudi sir dung lao dong.

4.2. D&i v&i ngudi sir dung lao dong:

- Khong nop hé so dé 16 chitc BHXH c4p sé BHXH cho ngudi lao déng.

- Khong tra s BHXH diting thdi han cho ngudi lao déng khi ngudi lao déng
khong con 1am viéc.

- Gian lan, gia mao hé so trong viéc thuc hien BHXH, BHTN.

- Vi pham trdch nhiém béo quan s§ BHXH trong thdi gian ngudi lao dong 1Am
viéc din dén mét mat, hu hdng, stra chita, tdy xo4.

4.3. D6i v6i nguoi 1ao dong.

- Khong cung cép thong tin hodc cung cip théng tin sai 1éch cho ngudi st dung
lao d6ng va té chitc BHXH.

" - Ké khai khong diing sy that hoac sira chifa, tdy xo4 nhitng néi dung lién quan
dén viéc déng, hudng BHXH, BHTN trong hé so.

- Gian 14n, gia mao hé so trong viéc thuc hi¢én BHXH, BHTN.

Tuy theo mic do, n€u vi pham hanh chinh trong Iinh vic BHXH, co quan, t6
chitc, cA nhan bi xir phat hanh chinh theo quy dinh tai Nghi dinh s6 135/2007/ND-
CP ngay 16/8/2007 chia Chinh phil, n€u gy thiét hai cho quj BHXH thi phéi b6i
thudng, néu nghiém trong bi truy citu trdch nhiém hinh su.
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BHXH TiNH....... _ CONG HOA XA HOI CHU NGHIA VIET NAM
BHXH HUYEN...... Doc 1ap - Tu do - Hanh phiic
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GIAM POC BHXH HUYEN
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap -Tu do - Hanh phic

Kinh giri: BHXH tinh ............

DANH SACH DPE NGHI CAP SO BHXH CHO NGUOI LAO PONG KY TRUGC

ST Ngay thang nam sinh Noi cu tra (thudng tra . 3
boge tsm ch)
1] 2 | s | 4 | 05 I s |

...... Ngay...thing...ndm...
NGUOI LAP BIEU GIAM POC
(Ky, ghi rd ho tén) (Ky tén, déng ddu)
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CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap -Tu do - Hanh phiic

DANH SACH LAO PONG CHUA PU PIEU KIEN CAP SO BHXH

Nm cartra |
(thudng tra Ly do chua duoc c4p sé
hoic tam trﬁ)

nam smh

...... Ngay...thang...ndm...
NGUOI LAP BIEU GIAM BOC
(K, ghi ré ho tén}) (Ky tén, déng ddu)
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Déc lap -Tu do - Hanh phiic

DON DE NGHI CAP LAI SO BHXH
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BHXH TINH............ CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap -Tu do - Hanh phiic
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Déc lap -Tu do - Hanh phiic
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theo Quyét dink 56 55% /0p-BHXH
¥m 2009 ciia Téng Gidm d6c BHXH Viét Nam)

1. Muc dich: D& Phong Cép s6 thé c6 can cif cdp khoang s6 s6 BHXH cho c4c don
vi BHXH trong tinh.

2. Trach nhiém 14p: Phong Cdp sé thé va BHXH huyén 14p 02 ban gii BHXH
tinh.

3. Can it 1ap: SO d6i twong do Phong Thu va BHXH huyén duge phan cip quan 1y
thu, thuc hién thu ting don vi st dung lao dong.

4. Thoi gian lap: hang quy

S. Phuong phap lap:

- Truc ngdy 15 théng cubi quy, Phong Cép s6 thé vi BHXH huyén 14p ddy di céc
tiéu thitc néu & muc I, glti BHXH tinh. Riéng quy I hing niim chi ghi du ki€n tai diém 4
phan I, cic diém 1,2,3 phdn I khong ghi.

- Phong Cdp sd thé khi nhan duoc ban ding k¥, cin cit vao kho s6 s6 do minh quén
1y, trinh 13nh dao BHXH tinh duyét c4p cho Phong Cép sé thé, BHXH huyén theo quy
tit s6... d€n s6...tai phén II.

IL. S6 cép s6 s6 BHXH (MAau s 02/SBH):

1. Muc dich: D€ theo ddi viéc cép s6 s6 BHXH cho BHXH c4c huyén va Phong C4p s8
thé theo timg quy.

2. Trach nhiém lap: Phong Cép s6 thé

3. Cian ci l4p: Ban ding kY, cdp s6 s6 BHXH cla Phong Cdp sd thé va BHXH

huyén 14p va s6 sé cdp s6 cho Phong Cép s6 thé vi BHXH huyén theo Miu s§ 01/SBH.

4. Thoi gian 1ap: hang quy

5. Phuong phap lap:

- Cot 1: Ghi s& tht tu;

- Cot 2: Ghi tén Phong Cép s6 thé, BHXH huyén;

- Cot 3,: Ghi s6 s6 BHXH dugc c4p quy trudc;

- Cot 4; cot 5: Ghi khoang s6 di dugc cdp quy trudc: tir s6 ...dén sb.....;

- Cot 6: Ghi s6 s6 BHXH da sir dung quy trudc;

- Cot 7: Ghi s& s BHXH cdn chua sir dung;

Riéng quy I hang nam khong phai ghi cot 3,4,5,6,7;

- C6t 8,: Ghi s6 s6 BHXH cdp cho quy ndy;

- Cot 9, cot 10: Ghi khoang s§ dugc cip quy ndy: t s§ ...d¢n s6.....;

- Cot 11: Ghi nhiing n6i dung cén lwu ¥ d€ trdnh truding hgp cép thira va tring s6 s8
BHXH cho c4c huyén.

IIL. S6 theo ddi chi tiét cap s6 s6 BHXH (Mau s6 03/SBH):
1. Muc dich: D& Phong Cép sé thé¢, BHXH huyén c4p va theo ddi viec cip s6 sd
BHXH cho cic don vi st dung lao dong va ngudi tham gia BHXH tu nguyén.
2. Trach nhiém lap: Phong Cép s6 thé, BHXH huyén.
3. Cin o 1ap: Danh sdch 02a/TBH, To khai tham gia BHXH ty nguyén 01-TN
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[image: image35.jpg]4. Thoi gian 1ap: Hang ngay khi c6 phit sinh,

5. Phuong phap lap:

- Cot 1: Ghi ngay thdng phdt sinh;

- Cot 2: Ghi tén don vi sir dung lao dong tham gia BHXH bét bugc hodc c4 nhan tham
gia BHXH ty nguyén;
- Cot 3: Ghi 56 lao dong tham gia BHXH;
- Cot 4, cot 5: Ghi s6 sé BHXH c4p cho don vi sit dung lao dong, c4 nhan: tit s§ ...dén

: Cot 6: Ghi nhimng diéu cdn Ivu ¥ khi cdp s6 sé nhu: S6 c4p cho d6i tugng tham gia
BHXH tu nguyén....

IV. Danh sich dé nghi cdp sé BHXH cho lao déng ky truée (Mau s6 04/SBH):

1. Muc dich: D€ don vi sit dung lao dong dé nghi co quan BHXH cp sé BHXH cho
lao dong cdc ky trudc con vubéng méic vé hé so, chua duge duge c&p s6 nay dd hoan thién
xong hé so.

2. Trach nhiém lap: Don vi st dung lao dong

3. Can cit 1ap: S6 lao dong tham gia & céc k¥ truc dd hoan thién xong hé so, di diéu
kién c4p s6 BHXH.

4. Thoi gian 1ap: Khi c6 phét sinh

5. Phuong phap lap:

- Cot 1: Ghi s6 thit t;

- C6t 2: Ghi Ho va tén lao d0ng da hoan thién hé so dé nghi cdp s BHXH;

- Cot 3, cot 4: Ghi ngay thing nim sinh;

- Cot 5: Ghi noi cu tni hodc thudng tri hoic tam tri.

V. Danh sich lao ddong chua di diéu kién c4p sé6 BHXH (Mau sé 05/SBH):

1. Muc dich: D€ don vj sit dung lao dong va ngudi lao déng hoan thién hé so cho
nhing lao dong con thi€u, vudng méic hé so chua dugc cdp s6 BHXH trong ky.

2.Trach nhiém lap: Phong Cép sé thé, BHXH huyén.

3.Can o 1ap: HO so tham gia BHXH va to khai

4.Thoi gian l4p: Khi cé phét sinh

5.Phuong phap lap:

- Cot 1: Ghi s@ thit tw ngudi chua dugc cép s;

- Cot 2: Ghi Ho va tén lao dong chua dugc cdp sé BHXH;

- Cot 3, cot 4: Ghi ngay thing niim sinh,;

- Cot 5: Ghi noi cu trd hodc thudng tri hodc tam trd;

- Cot 5: Ghi 1y do chua duge c4p sé BHXH.

V1. Don dé nghi cdp lai sé BHXH (Mau s6 06/SBH):

1. Muc dich: D& ngudi tham gia BHXH keé khai n6i dung, Iy do dé nghi cdp lai s6 BHXH khi
mét hoic héng bia sé BHXH va cdc trang s8 t roi.

2. Trach nhiém lap: Ngudi tham gia BHXH

3. Can cit 1ap: Thuc t&

4. Thoi gian 1ap: Khi ¢6 phét sinh

5. Phuong phap lap: Ngudi tham gia BHXH ké khai ddy di cic néi dung cé trong
méu don nhu: Ho tén, ngiy thdng nam sinh, nguyén quén, noi cu tri (thudng trd hoac tam
trd), noi 1am viéc hodc noi déng BHXH (ddi véi ngudi tham gia BHXH tu nguyén), 1y do cdp
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[image: image36.jpg]lai s6 BHXH. Ngudi dang tham gia BHXH thi ghi tén co quan, don vi, dia noi 1am viéc hoic
noi déng BHXH. Trudng hop ngimg d6ng BHXH thi ghi tén co quan, don vi, dia chi noi 1am
vi¢c hodc noi déng BHXH truée khi ngimg viéc.

VII. Ban ghi qu4 trinh déng BHXH (M4u s6 07/SBH):

1. Muc dich: BHXH tinh ghi, xdc nh4n qui trinh déng BHXH cla ngudi tham gia
BHXH dé cdp cho ngudi tham gia BHXH trong céc trudng hop di chuyén ngoai tinh hodc bao
luu thdi gian d6ng BHXH. MAu niy khong cé gid tri dé giai quyét cac ché do BHXH.

2. Trach nhiém lap: BHXH tinh (Phong Cap s6 thé)

3. Can cif lap: Ho6 so tham gia va qué trinh d6ng BHXH, BHTN ciia ngudi tham gia

4. Thoi gian lap: Khi c6 phat sinh

5. Phuong phap lap:

- Ghi 44y du cic ngi dung lién quan dén viéc quan 1§ ngudi tham gia BHXH. Riéng d6i
v6i ngudi tham gia BHXH tr nguyén chi ghi céc tieu thic cé trong T khai tham gia BHXH
ty nguyén.

- Bang qud trinh d6ng BHXH:

+ Cot 1, 2: Ghi thadi gian déng BHXH tir thing ...d€n thing....

+ Cot 3: Ghi ddy di cdp bac, chic vu, chitc danh nghé, cong viéc, noi 1am viéc (tén co
quan, don vi, dia chi). Riéng ngudi tham gia BHXH tu nguyén ghi dia chi noi dang ky déng
BHXH;

+ C6t 4: Ghi myc tién luong, tién cong hoic mitc thu nhap thing (d6i véi ngudi tham
gia BHXH tr nguyén) 1am cén cit déng BHXH;

+Cot 5, 6,7, 8: Ghi he s6 hoic ty 1& % phu cép ngudi tham gia BHXH dugc hudng.

+ Cot 9: Ghi ty 1é d6ng BHXH;

Trudng hgp ngudi lao ddng c6 tham gia BHTN thi ngay dudi phédn ghi déng BHXH

ghi cic n6i dung déng BHTN.

- Duéi bang qué trinh déng BHXH, ghi:

+ Thoi gian déng BHXH vao qu§ huu tri tif tufit: s6 nam, s6 thang;

+ Thoi gian déng BHTN vao quij BHTN la: s6 nam, s& thang.

VIIL Bién ban giao, nhan sé BHXH (Mau s6 08/SBH):
1. Muc dich: D€ ghi nhan viéc giao hodc nhan s6 BHXH gitta Co quan BHXH va Don
vi st dung lao dong hoic giira BHXH huyén véi Phong Cdp s thé, Phong Cip s6 thé véi
Phong ti€p nhan - quin 1y hé so khi ban giao sé BHXH c4p méi hodc thu héi sé BHXH héng.
2. Trach nhiém lap: Pon vi giao s6 1ap 02 ban
3. Can cit lap: Hién trang s BHXH ban giao
4. Thoi gian lap: Khi c6 phit sinh
5. Phuong phép lap: Co quan BHXH va dai dién don vi st dung lao dong hodc giita
BHXH huyén véi Phong Cap sé thé, Phong Cdp sd thé v6i Phong ti€p nhan - quin Iy hé so lap
khi thyc hién giao, nban sé BHXH
- Ghi 15 ngiy thing, dia diém noi giao, nhan sé BHXH.
- Bén giao ghi ddy dw, ho tén, chifc danh .... clia ngudi dai dién cho bén giao.
- Bén nhan ghi ddy du, ho tén, chic danh .... clia ngudi dai dién cho bén nhan.
- C4c n6i dung giao nhan phai ghi cu thé s6 lugng, hién trang s6 BHXH khi giao, nhan,
- Pai dién bén giao va bén nhan ky, ghi 10 ho tén.

IX. S8 theo déi chi tiét tinh hinh cfp s6 BHXH (Méu s6 09/SBH):
1. Muc dich: Theo d6i tinh hinh c4p s6 BHXH cho ngudi tham gia BHXH chi tiét cho timg
don vi hodc ting x4 (d6i v6i ngudi tham gia BHXH ty nguyén) dé bi€t s6 ngudi d3 duge cdp s8
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[image: image37.jpg]BHXH (cdp 14n dau, cép lai), chua duge cdp s6 BHXH. Déng thoi 1a cin ci d€ théng ke, quyét
todn sir dyng phoi s6 BHXH.

2. Trach nhiém 13p: Phong Cdp s6 thé, BHXH huyén

3. Can cit lap: SG theo d3i giao, nhan s6 BHXH; Danh sich 02a/TBH; 03%/TBH

4. Thoi gian lap: hang thang

S.Phuong phap lap:

- Cot 1: Ghi thdi gian vio s6 (hang thing).

- Cot 2: Ghi s6 ngudi tham gia BHXH tai thoi diém d4u théng (téc thdi diém cudi thang
trudc).

- Cot 3: Ghi s6 nguoi d3 duge cp s6 BHXH trong s tham gia BHXH tai thdi diém ddu
théng.

- Cot 4: Ghi s6 ngudi tham gia BHXH ting mdi trong thing.

- Cot 5: Ghi s6 ngudi d3 c6 sé BHXH trong s6 ngudi tham gia BHXH ting trong thing.

- Cot 6: Ghi s8 ngudi tham gia BHXH gidm trong thang.

- Cot 7,8,9: Ghi 56 ngudi chét sé x4c nhin qud trinh tham gia; S6 ngudi gidi quyét ch&
d0 huu trf; S8 ngudi hudng tir tuslt trong thang;

Luu ¥: C6 thé s6 ngudi tham gia gidm trong théng 16n hon tdng s6 ngudi chét sé xéc
nhéin cong s6 ngudi huu tri va s@ tir tudt. Vi con cé s6 giam trong thing do nghi thai san va
nghi viéc riéng.

- Cot 10: Ghi s6 ngudi tham gia BHXH & cdc ky tru6c nay du diéu kién duge cip ldn
d4u sé BHXH trong thdng.

- Cot 11: Ghi s6 ngudi tham gia BHXH trong théng du diéu kién dugc cép 14n ddu s6
BHXH trong théng.

- Cot 12: Ghi s6 ngudi dugc cdp s6é BHXH 14n ddu phét sinh trong thang. (cot 12 = cot
10+ cot 11);

- Cot 13: Ghi s6 t rdi s6 BHXH cp 14n ddu dinh ky hang nim cho ngudi tham gia
BHXH;

X4c dinh = S6 to rdi s6 BHXH c4p cho ngudi tham gia BHXH c6 mat tai thoi diém cu6i
thdng 12 ndm trudc + SO ngudi gidm trong thdng 1 nhung khong x4dc nhan s6 (nghi thai sin +
nghi viéc riéng).

- Cot 14: Ghi s6 to roi cdp 14n ddu cho nguti tham gia BHXH gidm trong ky. Cot 14 =

Cot 7+ Cot 8 + Cot 9.

- Cot 15: Ghi tdng s6 t& roi s6 BHXH c4p 14n ddu trong ky. Cot 15 = Cot 13 + Cot 14

- Cot 16: Ghi s6 Bia s6 BHXH cép lai trong théng;

- Cot 17: Ghi s6 Td roi s6 BHXH c4p lai trong thang;

- Cot 18: Ghi s6 ngudi tham gia BHXH cudi thing, Cot 18 = Cot 2 + Cot 4 — Cot 6;

- Cot 19: Ghi s6 ngudi da dugce cdp s BHXH trong s6 tham gia BHXH tai thoi diém
cudi thing. Cot 19 =Cot 3 + Cot 5- Cot 6 + Cot 12.

Ghi chi:

- Hang quy, nam phai cong chan céc chi tiéu ph4t sinh trong k¥, cong lu§ k& quy dé 14y s6
lieu 1én bdo cdo tdng hop.

- Khi m& s6 phai ghi rd s6 quyén, s6 trang, ndim md, ho tén ngudi md s, gidm déc
BHXH tinh hoic huyén ky, déng ddu.

X. B4o cdo tinh hinh cdp S6 BHXH (Miu s6 10/SBH):
1.Muc dich: Pé téng hgp, bdo cdo tinh hinh c4p s6 BHXH cho ngudi tham gia BHXH
hang quy trén dia ban huyén va Phong Cép sé thé theo phan cép quén 1y thu.
2. Trach nhiém 14p: Phong C4p sd thé, BHXH huyén bdo cdo giri BHXH tinh.
3. Can cir lap: S8 theo dai chi tiét tinh hinh c4p s6 BHXH
4. Thoi gian lap: Hang quy
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[image: image38.jpg]5.Phuong phap lap:

+ Cot 1: Ghi s@ thi tur.

+ Cot 2: Ngudi tham gia BHXH bét budc ghi theo khdi quén 1¥; ngudi tham gia BHXH
tu nguyén ghi theo dia ban xa.

- Cot 3: Ghi s6 ngudi tham gia BHXH tai thoi diém dfu quy (tdc thdi diém cubi quy
trudc).

- Cot 4: Ghi s6 ngudi da dwoc cdp s6 BHXH trong s6 tham gia BHXH tai thdi diém dau
quy.

- Cot 5: Ghi s6 ngudi tham gia BHXH ting méi trong quy.

- Cot 6: Ghi s6 ngudi da c6 sé BHXH trong s6 ngudi tham gia BHXH ting trong quy.

- Cot 7: Ghi s6 ngudi tham gia BHXH giam trong quy.

- Cot 8,9,10: Ghi s6 ngudi ch6t sé x4c nhan qué trinh tham gia; S6 ngudi gidi quyét ché
dd hwu tri; S6 ngudi hudng tir tust trong quy;

- Cot 11: Ghi s§ ngudi tham gia BHXH & cdc ky trudc nay di diéu kién duogc cdp 14n
déu s6 BHXH trong quy.

- Cot 12: Ghi s6 ngudi tham gia BHXH trong quy di diéu kién dugc c4p ldn ddu sé
BHXH trong quy.

- Cot 13: Ghi s6 ngudi duge cdp s6 BHXH 14n ddu ph4t sinh trong quy. (cot 13 = cot 11
+cot 12);

- Cot 14: Ghi s& t& r0i s6 BHXH cép l4n ddu dinh ky hiang nim cho ngudi tham gia
BHXH;

X4c dinh = S8 t& rdi s6 BHXH cép cho ngudi tham gia BHXH ¢6 mit tai thdi diém cu6i
thdng 12 nim tru6c + SO ngudi gidm trong thdng 1 nhung khong x4c nhan sd (nghi thai san +
nghi viéc riéng).

- Cot 15: Ghi s8 to roi cap 14n d4du cho ngudi tham gia BHXH giam trong quy. Cot 15 =

Cot 8 + Cot 9 + Cot 10.

- Cét 16: Ghi tdng s6 t& rdi s6 BHXH cép 14n d4u trong quy. Cot 16 = Cot 14 + Cot 15

- C6t 17: Ghi s6 Bia sé BHXH cép lai trong quy;

- Cot 18: Ghi s6 To rdi s6 BHXH cép lai trong quy;

- Cot 19: Ghi s& ngudi tham gia BHXH cuéi qug. Cot 19 = Cot3 + Cot 5~ Cot 7;

- Cot 20: Ghi s6 ngudi di dugc cdp s6 BHXH trong s6 tham gia BHXH tai thoi diém
cudi quy. Cot 20 = Cot 4 + Cot 6 —Cot 7 + Cot 13.

XI. S6 téng hop cdp S6 BHXH (Méiu s6 11/SBH):

1. Muc dich: Dé téng hop tinh hinh c4p s6 BHXH cho ngudi tham gia BHXH hang quy
trén dia ban toan tinh.

2. Trach nhiém lap: Phong C4p s6 thé

3. Can cit 1ap: Béo cdo tinh hinh cdp s6 BHXH

4. Thoi gian 14p: Hang quy

5.Phuong phap 14p:

- Cot 1: Ghi s6 thit tur.

- Cot 2: Ghi ngudi tham gia BHXH 14n luot theo ting huyén va Phong Cép sé thé (chi
tiét theo tham gia BHXH bét budc, tham gia BHXH tu nguyén).

- Cot 3: Ghi s6 ngudi tham gia BHXH tai thdi diém ddu quy (tic thoi diém cuéi quy
truéce).

- Cot 4: Ghi s6 ngudi di duge cdp s6 BHXH trong s& tham gia BHXH tai thoi diém ddu
quy.

- Cot 5: Ghi s8 ngudi tham gia BHXH ting méi trong quy.

- Cot 6: Ghi s6 ngudi da c6 s6 BHXH trong s6 ngudi tham gia BHXH ting trong quy.

- Cot 7: Ghi s6 ngudi tham gia BHXH giam trong quy.
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[image: image39.jpg]- Cot 8,9,10: Ghi s6 ngudi ch6t s6 xdc nhan qu4 trinh tham gia; S6 ngudi gii quyét ché
do huu trf; S6 ngudi hudng tir tut trong quy;

- Cot 11: Ghi s6 ngudi tham gia BHXH & céc k¥ tru6c nay da diéu kién duoc cdp 14n
ddu s6 BHXH trong quy.

- Cot 12: Ghi s6 ngudi tham gia BHXH trong quy du diéu kién dugc cip 14n ddu s8
BHXH trong quy.

- Cot 13: Ghi s6 ngudi duge cdp sé BHXH 14n d4u phit sinh trong quy. (cot 13 = cot 11
+ cot 12);

- Cot 14: Ghi s6 to rdi s6 BHXH cdp 14n ddu dinh ky hang nim cho ngudi tham gia
BHXH;

X4c dinh = S6 t& 10i s6 BHXH cép cho ngudi tham gia BHXH c6 mit tai thdi diém cu6i
thdng 12 ndm truée + S6 ngudi gidm trong thang 1 nhung khong x4c nhén s8 (nghi thai san +
nghi viéc riéng).

- Cot 15: Ghi s6 td roi cap 14n ddu cho ngudi tham gia BHXH giam trong quy. Cot 15 =

Cot 8 + Cot 9 + Cot 10.

- Cot 16: Ghi tng s6 t& rdi sé BHXH cép 14n ddu trong quy. Cot 16 = Cot 14 + Cot 15

- Cot 17: Ghi s6 Bia s6 BHXH cép lai trong quy;

- Cot 18: Ghi s6 T rdi s6 BHXH cdp lai trong quy;

- Cot 19: Ghi s6 ngudi tham gia BHXH cudi quy. Cot 19 = Cot3 + Cot 5 - Cot 7,

- Cot 20: Ghi s6 ngudi di dugc cdp s BHXH trong s6 tham gia BHXH tai thoi di€m
cudi quy. Cot 20 = Cot 4 + Cot 6 —Cot 7 + Cot 13.

XI1. B4o cio tdng hop cdp S6 BHXH (Mau s¢ 12/SBH):

1. Muc dich: D€ tdng hop, bdo cdo tinh hinh c&p s BHXH cho ngudi tham gia BHXH
hang quy tai timg tinh va trén toan qudc.

2. Trach nhiém lap: Phong C4p s thé 14p bdo cdo giri BHXH Viét Nam (Ban Cdp s6

thé).

3. Can cit Iap: S8 t6ng hop tinh hinh cfp sé BHXH

4. Thoi gian lap: Hang quy

5.Phuong phap lap:

- Cot 1: Ghi s6 thé tu.

- Cot 2: Ghi ngudi tham gia BHXH bét budc, tham gia BHXH tu nguyén.

- Cot 3: Ghi s6 ngudi tham gia BHXH tai thdi di€ém ddu quy (tdc thdi diém cusi quy
trudc).

- Cot 4: Ghi s6 ngudi da dugc cdp sé BHXH trong s6 tham gia BHXH tai thoi diém ddu
quy.

- Cot 5: Ghi s6 ngudi tham gia BHXH ting mdéi trong quy.

- Cot 6: Ghi s6 ngudi da c¢6 s6 BHXH trong s6 nguoi tham gia BHXH tiang trong quy.

- Cot 7: Ghi s6 ngub‘l tham gia BHXH gidm trong quy

d6 huu tn So ngub‘l huong tir tudt trong quy;

- Cot 11: Ghi s6 ngudi tham gia BHXH & cic ky tru6c nay du dléu kién duge c4p lan
ddu s BHXH trong quy.

- Cot 12: Ghi s6 ngudi tham gia BHXH trong quy da diéu kién dugc cdp 14n ddu sé
BHXH trong quy.

- Cot 13: Ghi s8 ngudi duoc c4p s6 BHXH 14n ddu phit sinh trong quy. (c6t 13 = cot 11
+ ¢t 12);

- Cot 14: Ghi s6 to 1di s BHXH cép 14n ddu dinh ky hang nim cho ngudi tham gia
BHXH;





[image: image40.jpg]X4c dinh = S6 to rdi s6 BHXH cdp cho ngudi tham gia BHXH c6 mat tai thdi diém cuéi
th4ng 12 nim trudc + S6 ngudi giam trong th4ng 1 nhung khéng x4c nhan sé (nghi thai san +
nghi viéc riéng).

- Cot 15: Ghi s6 to roi cdp ldn ddu cho ngudi tham gia BHXH giam trong quy. Cot 15 =

Cot 8 + Cot 9 + Cot 10.

- Cot 16: Ghi tdng s& t& roi s BHXH c4p I4n ddu trong quy. Cot 16 = Cét 14 + Cot 15

- Cot 17: Ghi s6 Bia s6 BHXH cp lai trong quy;

- Cot 18: Ghi s6 To rdi s6 BHXH cdp lai trong quy;

- Cot 19: Ghi s6 ngudi tham gia BHXH cudi quy. Cot 19 = C6t3 + Cot 5 - Cot 7;

- Cot 20: Ghi s6 ngudi i dwoc cip s6 BHXH trong s6 tham gia BHXH tai thoi di€ém
cudi quy. Cot 20 = Cot 4 + Cot 6 — Cot 7 + Cot 13.




