BAO HIEM XA HOQI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM

BAO HIEM XA HOI Poc 1ap - Tu do - Hanh phiic
TPHOCHIMINH s
S6: 3235 /TB-BHXH TP.H6 Chi Minh, ngay 09 thang 10 nam 2015
THONG BAO

VE VIEC PIEU CHINH QUY TRINH TIEP NHAN VA TRA KET QUA VA PHIEU GIAO
NHAN HO SO THEO CO CHE MOT CUA

Cin cir Quyét dinh s6 919/QD-BHXH ngay 26/8/2015 cua Tong Giam ddc Bao hiém
xa hoi Viét Nam stra doi, bé, sung mot so di€u cua Quy¢et dinh s0 OI/QD-BHXH, Quyé¢t dinh
s0 1399/Qb-BHXH va Quyét dinh s6 488/QD-BHXH ctia Bao bdo hiém xa hdi Viét Nam;

Cén clr Quyét dinh s6 2103/QD-BHXH ngay 06/6/2012 ctia Giam doc Béo hiem xa
hoi Thénh” pho vé viéc ban hé.l:lh quy dinh ti€p nhan ho so va tra két qua theo co ché mot ctra
tai Bao hiém xa hgi Thanh pho H6 Chi Minh;

Theo dé nghi cta Truong Phong Ché do BHXH, Béo hiém xa hoi Thanh phd Ho Chi
Minh dicu chinh quy trinh tiép nhan va tra két qua va Phi€u giao nhan ho so theo co ché mot
ctra, nhu sau:

1. Pdi v6i quy trinh tiép nhan va tra két qua ho so, diéu chinh 12 quy trinh sau
(dinh kém 12 quy trinh theo thdng béo nay)

- Quy trinh giai quyét ché do 6m dau, thai san, nghi dudng stc phuc hoi strc khoé
(quy trinh 601);

- Quy trinh giai quyét ché do thai san ddi v6i ngudi lao dong thoi viée trude thoi

diém sinh con hodc nhén nudi con nudi ap dung tai BHXH quan, huyén (quy trinh 602);

- Quy trinh giai quyét ché do tai nan lao dong, bénh nghé nghiép (quy trinh 604);

- Quy trinh giai quyét ché d6 TNLD-BNN tai phat hodc TNLD-BNN tong hop (quy
trinh 605);

- Quy trinh giai quyét ché do huu tri (quy trinh 606);

- Quy trinh giai quyét ho so trg cép tr tuat; diéu chinh tro cap tuat 01 lér} theo Nghi
dinh so0 83/2008/ND-CP; huong tro cap tuat hang thang tr BHXH tinh khac chuyén dén (quy
trinh 607);

- Quy trinh giai quyet ho so huong luong huu, trg cap BHXH hang thang; Ho so chd
huong lwong huu, trg cip hang thang chuyén dén (quy trinh 609);

- Quy trinh giai quyet di chuyén ho so huu tri, tro cdp BHXH hang thang; Ho so chd
hudng lwong huu, trg cip hang thang di BHXH tinh, thanh phé khéc (quy trinh 610);

- Quy trinh giai quyét vira hd so ché d6 dm dau, thai san vira xac nhan s6 BHXH (quy
trinh 612);

- Quy trinh vira giai quyét ché d6 huu tri ddi voi ngudi bao luu qua trinh dong
BHXH, nguoi lao dong da giam dinh suy giam kha nang lao dong vira di€u chinh nhén than,
chirc danh nghé (quy trinh 614);

- Quy trinh giai quyét ché do huu tri vira diéu chinh nhan than, chic danh nghé dbi
v6i nguoi lao dong dang dong BHXH (quy trinh 615);

- Quy trinh giai quyét ho so do BHXH Thanh phé gidi thiéu gidm dinh kha nang lao
dong dé lam can ctr gidi quyét ché do huu tri (quy trinh 621).

2. P6i v6i Phiéu giao nhin ho so (PGNHS), diéu chinh 15 PGNHS sau:



PGNHS 601; PGNHS 602; PGNHS 604; PGNHS 605; PGNHS 606; PGNHS 607;
PGNHS 609; PGNHS 610; PGNHS 612; PGNHS 614; PGNHS 615; PGNHS 617; PGNHS
620; PGNHS 621 va PGNHS 626.

3. Ngay 4p dung: Bio hiém xi hdi Thanh phd Ho Chi Minh thong nhét dp dung
cac Quy trinh va Phiéu giao nhian ho so dé cip ¢ muc 1 va muc 2, ké tir ngay
12/10/2015.

) Luu y: Biéu miu C70a-HD‘Vél C70b-HD méi trong quy trinh giai quyét cac ché do
om dau, thai san, dudng strc phuc hoi sttc khoé ap dung tir ngay 01/11/2015

4. T6 chirc thye hi¢n:

- Phong Cong nghé thong tin chiu trach nhiém phdi hop véi nha cung cip phan mém
tiép nhan ho so, dé dieu chinh c&c Quy trinh va Phiéu giao nhan ho so noi ¢ trén.

- Céac Phong chire nang c6 lién quan va Bao hiém x3 hoi quan, huyén chiu trach
nhiém t6 chirc, trién khai va thyc hién theo ndi dung thong bao nay.

- Céc t6 chure, don vi va ¢4 nhan nguoi lao dong trén dia ban Thanh phé HO Chi Minh
ap dung cac Phicu giao nhan ho so méi theo quy dinh./.

GIAM POC

Noi nhan:

- BGb BHXH TP.HCM (b/c);

- Trudng cac phong chirc nang;

- Giam déc BHXH cac quan, huyén;
- Céc don vi, t chire, c4 nhan NLD;
- Céc co s day nghé tai TP.HCM;

- Trang web BHXH TP.HCM;

- Luu: VT, TCCB(2b).



Céac Quy trinh tiép nhén va tra két qua ho so
(dinh kem Thong bao so: 3235 [TB-BHXH, ngay 09 /10 /2015
cua Bao hiem xa hoi Thanh pho Ho Chi Minh)

1. Quy trinh gidi quyét ché dj dm dau, thai sén, nghi dudng sirc phuc hoi sirc khée (Phiéu
giao nhan ho so 601/.../CDBHXH, 02 ban).

1.1. Quy trinh tém tit:

- Muc dich: ding dé giai quyét ché do6 dm dau, thai san, nghi dudng sttc phuc hoi stc khoe
cho nguoi lao dong.

- Thoi han tra két qua: 10 ngay lam viéc.

- So do:
Khachhang |, B | Phong (B6 phan) B2 | Phong (B¢ phan)
TN&QLHS ““ B3 | CDBHXH

- Dién gii quy trinh:

+ Budc 1: Phong (B6 phan) TN&QLHS. Thoi han 0,5 ngay.

+ Budc 2: Phong (BO phan) Ché 6 BHXH. Thoi han 9 ngay.

+ Budce 3: Phong (B6 phan) TN&QLHS. Thoi han 0,5 ngay.

1.2. Quy trinh chi tiét:

Buée 1: Phong (B6 phan) TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhén qua dich vu Buwu dién: Tiép nhan hd so tir nhan vién Buu dién, B6 phan van thu.
Bboc bao bi va kiém tra vé s6 lugng, tinh hop phap cua ho so theo Phiéu giao nhan hd so
601/.../.CbBHXH.

- Pon vi sir dung lao dong truc tiép dén ndp: Tiép nhan va kiém tra hd so vé sd luong, tinh
hop phap cua ho so Phiéu giao nhén ho so 601/.../CDBHXH.

- Kiém tra tinh hinh nép BHXH ciia don vi sir dung lao dong dén thoi diém quyét toan,
truong hgp chwa ngp BHXH dén thoi diem quyét toan thi khong tiép nhan.

- Cap nhat théng tin vao phdn mém TNHS. Ban giao hd so cho Phong (B phan) Ché do
BHXH.

Luu y: Truwong hop don vi sir dung lao dong ndp ban chup thi dé nghi xudt trinh ban chinh dé
doi chiéu, dong thoi xdac nhdn trén ban chup “Dd doi chiéu vdi ban chinh” ky, ghi vo ho tén va ngay
thang nam xdc nhan.

Budrc 2: Phong (B9 phan) Ché d9 BHXH. Thoi han 9 ngay lam viéc.

* Tiép nhan hd so:

- Xéc nhan giao nhan ho so trén phan mém TNHS.

- Kiém tra cac chimg tir giai quyét ché do 6m dau:

+ Mau s6 C65-HD1va C65-HD2 phai diing mau do BHXH Viét Nam cép.

+ Noi kham chira bénh phai ky hop ddng voi co quan BHXH hodc c6 ding ky véi co quan
BHXH vé viéc cap mau s6 C65-HD1 va C65-HD2.

+ Dbi v6i bénh phai diéu tri dai ngay: phai c6 tén trong danh muc bénh dai ngay va phai giam
dong BHXH thoi gian twong tng. Trén mau biéu C70a-HD phai ghi cha tén bénh dai ngay vao cot
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“Tinh trang”. Don vi phai cung cap cac chung tir nguoi lao dong nghi bénh diéu tri bénh dai ngay
nhu Giay ra Viél’l’ hodc Bién ban hoi chan hodc Phiéu hoi chan hodac H6 so bénh an hoac SO kham
bénh hodc Mau s6 C65-HD1 hoac C65-HD?2.

+ Chumng tir phai c6 day du chit ky caa bac si diéu tri, dong dau cia co s¢ kham chira bénh.
Ngay nghi phai ding quy dinh theo Thong tu s6 11/1999/TTLT ngay 22/6/1999. Truong hop bénh
dai ngay thi mau s6 C65 dugc cap t01 da khong qua 1 thang. Neu cham so6c con 0m phai c6 ngay
thang nam sinh hoac tudi con trén mau C65 hodc don vi ghi trén mau C70a-HD.

- Kiém tra cac chimg tir giai quyét ché do thai san:

_ + Truong hop sdy thai, nao thai, thai chét luu: trén gidy ching nhén nghi viéc huong BHXH
(mau C65-HD1 hodc C65-HD?2) hodc giay ra vién phai ghi rd tudi thai.

+ Kiém tra tinh hop phap cuia gidy khai sinh hodc gidy chimg sinh. Trén danh sach Mau s6
C70a-HD phai thé hién ngay sinh con, ngay thuc nghi sinh con. Kiém tra ngudi lao dong da ky tén
nhan tién 6m dau, thai san va nghi dudng strc hodc kiém tra don vi da chuyén khoan cho nguoi lao
dong thé hién trén cot “Ky nhan” mau C70a-HD.

+ Truong hop nudi con nudi: phai c6 Gidy ching nhan nudi con nudi.

- Khi giai quyét ché @6 thai san néu c6 thoi gian dong BHXH tai tinh khac hodc quan, huyén
khac va tinh ca thoi gian trén s6 BHXH thi méi du di€u kién hudng thai san thi 1am phiéu d€ nghi
chuyén s6 BHXH cho Phong (Bg phan) Thu dé nhap bd sung qué trinh vao SMS lam co s¢ duyét trg
cap thai san.

- Kiém tra chimg tir giai quyét nghi dudng strc phuc hoi strc khoe:

+ Kiém tra dau cua Ban chap hanh Cong doan, néu chua thanh 1ap thi phai ghi rd don vi
chua thanh 1ap cong doan.

+ Truong hop dudng strc sau 6m dau thi cot tinh trang dé trong va mac nhién hiéu 1a bi bénh
thong thuong, 6m phau thuat thi ghi PT hodc 6m dai ngay thi ghi BDN. Dudng sirc 6m dau thong
thuong nghi tap trung ghi TT, 6m phau thuat va tap trung thi ghi PT/TT, 6m dai ngay va tip trung
thi ghi BDN/TT. Cot thoi diém ghi ngay thang nam tr¢ lai 1am viéc sau Om dau. Truong hop dudng
strc sau khi say thai, nao, hat thai thai chét luu hoic sinh thudng mot con thi dé tréng, sinh phau
thuat thi ghi PT, sinh tir 2 con tré 1én thi ghi SC02 hodc sinh d6i. Cot thoi diém ghi ngay thang nam
trd lai lam viéc sau thai san.

+ Truong hop dudng stc sau diéu tri tai nan lao dong, bénh nghé nghiép thi can cu ty I¢ gidm
dinh y khoa tir 15% tr¢ 1én. Ghi 16 ty 1¢ giam dinh y khoa trén ¢4t “Tinh trang”. Trén ¢4t “Thoi
diém” cia mau C70a-HD ghi rd ngay, thang, nam két luan cua Bién ban Giam dinh y khoa.

+ Kiém tra thoi gian nghi dudng sirc phuc hf}i sttc khoe sau khi dm dau, sau thai san, sau
TNLD-BNN phai dung theo quy dinh ciia Thong tu s6 19/2008/TT-BLDTBXH.

- Sau khi kiém tra chtng tir néu du, ding theo quy dinh vién chirc xét duyét nhap dit liéu vao
phan mém SMS dé xét duyét. Pon vi sir dung lao dong va ngudi lao dong con quan hé lao dong ma
don vi bao giam 6m dau hay nghi khong luong, néu ngudi lao dong co ching tir nghi huong BHXH
dung quy dinh va hop 1¢ thi van xet duyét ché do. Truong hop ngudi lao dong bi tai nan khong yéu
cau bd sung bang tuwong trinh, don vi sir dung lao dong chiu trach nhiém vé viéc thanh toan céc ché
do BHXH cua nguoi lao dong theo diing quy dinh.

Truong hop don vi dé nghi sai tién luong dong BHXH hodc sai s6 ngay nghi thi khi nhap vao
chwong trinh xét duyét va ghi 1y do diéu chinh. Truong hop ching tir chua dung quy dinh thi van
nhap vao chuong trinh xét duyét va ghi Iy do khong giai quyét. Sau khi nhap dit liéu huong ché do
6m dau, thai san, nghi dudng strc phuc hdi sirc khoe, can bd chinh sach giai quyét hd so kiém tra lai
va in danh sach ngudi lao dong dugce huong ché d6 dm dau, thai san, nghi dudng strc phuc hdi sirc



khoe duoc duyét theo Mau sb C70b-HD (02 ban), trinh ky, déng diu co quan va dong diu “PA
DUYET” trén tirng chirng tir. Tach quyét toan 1am 03 ban:

+ 01 bd chuyén truc tiép cho Phong K& hoach Tai chinh (B phan Ké toan) gdm cac danh sach
C70a-HD va C70b-HD (ban chinh).

+ 01 danh sach C70b-HD tra cho don vi st dung lao dong thong qua Phong (B$ phén)
TN&QLHS.

+ 01 bd luu tai Phong (B6 phan) Ché d6 BHXH gom 01 danh sach C70a-HD (ban chinh hoic
ban photo).

Luu y: Tru(‘mg hop don vi chi ndp 01 danh sach C70a-HD thi can bd ché do xét duyét phai
photo thém 01 ban dé luu trir.

Truong hop hd so chua giai quyét dugc do can bd sung thém cac chimg tir hodc don vi no
BHXH thi 1ap phiéu béo 15i hd so (c6 trong chuong trinh iQLBH) thé hién o ly do khong giai quyét
(ndi dung ghi 16 rang, cu thé, dé hiéu). Trén phleu bao tra cho Phong (B phén) TN&QLHS kem
theo hd so, ngay gi0 da goi dién thoai bao don vi vé tinh trang ho so tra, sb dién thoai lién lac va tén
can bo xét duyét dong thoi trinh 1anh dao phy trach ky tra ho so.

Khi don vi st dung lao dong (ngudi lao dong) bd sung day du ho so thi nop theo Phiéu giao
nhan ho so mai c6 kém theo phiéu bao 16i hd so. Thoi han giai quyét tinh tir ngay nop ho so.

* Ban giao hé so: Céap nhat tinh trang hd so vao phan mém TNHS trudc khi tra hd so da hoan
chinh cho Phong (B phan) TN&QLHS.
Buéc 3: Phong (B phan) TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so tir Phong (BO phan) Ché d6 BHXH. Kiém tra thanh phan ho so.
- X4c nhan giao nhan ho so trén phan mém TNHS.

- Tra ho so qua dich vu Buu dién: Pong goi ho so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao ddng trurc tiép dén nhan: Tra hd so theo Phiéu giao nhan ho so.

Luwu y: Hét nam tai chinh phai ban giao hé so cho Phong TN&QOLHS hodc B6 phdn heu triv lueu
theo quy dinh.

2. Quy trinh giai qyyé't ché d¢ thai san d6i v6i nguoi lao dong da nghi viée ap dung tai
BHXH quén, huyén (Phieu giao nhan ho so 602/.../CDBHXH, 02 ban).

2.1. Quy trinh tom tat:

- Muc dich: dung dé giai quyét ché do thai san cho nguoi lao dong di nghi viéc (4p dung tai
BHXH quéan, huyén).

- Thoi han tra két qua: 03 ngay lam viéc.

- So db:
Khach | Bl | Bophan | B2 | Bophan | B3 | Bophan
hang [ | TN&QLHS | Thu | Cb BHXH
A
B4

- Dién giai quy trinh:
+ Budc 1: Bo phan TN&QLHS. Thoi han 0,5 ngay.
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+ Budc 2: B6 phan Thu. Thoi han 0,5 ngay.

+ Budc 3: Bo phan Ché do BHXH. Thoi han 1,5 ngay.

+ Budc 4: B phan TN&QLHS. Thoi han 0,5 ngay.

2.2. Quy trinh chi tiét:

Buéce 1: B phan TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hé so theo quy dinh cing Phiéu,giao nhan nop hd so cua khach hang. Kiém tra sd
BHXH da chot qua trinh cong tac va da nhén trg cap thai san chua? Kiém tra gidy khai sinh c6 hop 1¢
va ngay sinh con ¢ sau ngay nguoi lao dong nghi viéc? Pé 'nghi can bd tiép nhan can ctr vao s6 ho
khau hodc s6 tam trd1...dé xac nhan dd d6i chiéu va ghi rd sb s6 ho khau hoic sb tam tra... gh1 ngay

thang nam, ho tén can bd dbi chiéu; dong thot ghi 16 dia chi theo s0 ho khau hodc sb tam trii...cia
ngudi lao dong vao gidy khai sinh hodc gidy chimg sinh hodc gidy to nhan nudi con nubi..

- Can ctr vao s6 BHXH, néu ngudi lao dong da dong BHXH tir du 06 thang trd 1én trong thoi gian
12 thang trudce khi sinh thi tiép nhan ho so.

- Cap nhat thong tin vao phﬁn mém TNHS. Ban giao hd so cho Bo phan Thu.

_ Luu y: Truong hop nguoi lao dong ngp ban chup thi dé nghi xudt trinh ban chinh dé déi chiéu,
dong thoi xac nhdn trén ban chup “Da doi chiéu véi ban chinh” ky, ghi ro ho tén va ngay thang
nam xac nhan.

Buéc 2: B§ phan Thu. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so theo quy dinh, x4c nhan giao nhan h so trén phan mém TNHS.

- Nhép bo sung thoi gian dong BHXH tai tinh khac hodc quéan, huyén khic vao chwong trinh
SMS lam co sé& duyét trg cap thai san.

- Tra s6 BHXH da nhap dir liéu thu cho Bo phan Ché ¢6 BHXH.

- X4c nhan giao nhan ho so trén phan mém TNHS, chuyén ho so cho B phan Ché d6 BHXH.

Luwu y: Bude nay chi ap dung déi véi triueong hop cé bé sung thoi gian déong BHXH tai tinh
khac hodc qudn, huyén khac.

Budc 3: B) phan Ché d9 BHXH. Thoi han 1,5 ngay lam viée.

- Kiém tra chtng tir, s6 BHXH xem dé dugc giai quyét ché do thai san ca nhan chua. Thyc
hién tra crtu CMND xem c6 nhiéu s6 BHXH khong trudc khi gidi quyéet ché d. Sau khi gidi quyét
thai san ca nhan in mau 01B-HSB 2 ban, chuyén Bo phan Keé toan 01 ban dé doi chi€u trudc khi chi
trd. Kiém tra ching tir, dit li€u thu ma can bd thu da nhap liéu va chiu trach nhi¢m veé dir li€u thu dé
chi tra. Néu ching tur, dir li€u du va ding theo quy dinh thi vao phan mém SMS nhép li¢u va in danh
sach nguoi lao dong dugc huong ché do thai san theo mau C70b-HD (03 ban); In 2 ban 01B-HSB
luu 1 ban va chuyén ké toan 1 ban dé doi chiéu trude khi chi tra.

- Xac nhan da huong trg cép thai san ca nhan hodc thai san tu ndp trén s6 BHXH hoic t& roi
theo quy dinh.

- Dong dau “Di thanh toan” trén chimg tir xét duyét thai san.

- Phofto 02 bo gbm s BHXH va cac trang to 101 hodc to bia va cac trang to roi luu cung chimg
tir giai quyét trg cap va 01 bo chuyén bd phan ké toan luu trir.

Trinh ky, dong dau, tich mdi quyét toan lam 03 bo:

+ 01 bo chuyén true tiép cho Bo phan Ké toan gdm cac danh sach C70b-HD (ban chinh), 01B-

HSB (ban chinh), va gidy khai sinh hodc gidy ching sinh hogc gidy chimg nhan nudi con nudi (ban
chinh)..., s6 BHXH hodc cac trang t& roi; hodc to bia s6 va cac trang to rdi (ban photo).



+ 01 danh sach C70b-HD va tra s BHXH hoic céc trang to roi; hodc to bia s6 va cac trang to
roi (ban chinh) cho nguoi lao dong thong qua Bo phan TN&QLHS.

+ 01 b luu tai Phong BO phén Ché d6 gém 01 danh sach C70b-HD (ban chinh) va 5O BHXH
hodc cac trang to r01; hodc to bia s6 va cac trang to roi (ban photo) va gidy khai sinh hodc gidy
chimg sinh hodc gidy ching nhan nudi con nudi... (ban photo).

- X4c nhn dd hoan thanh vao chwong trinh trude khi chuyén két qua cho Bo phan TN&QLHS.

- Cubi thang ndp ban chinh ho so thai san c4 nhan cho Phong Ché do BHXH dé tham dinh (ban lru
cua ké toan).

Budéc 4: B phan TN&QLHS va B phan Ké toan. Thoi han 0,5 ngay lam viéc.

- Xac nhan trén phﬁn mém TNHS sau khi nhan ban giao hd so hoan chinh tir Bo phan Ché do
BHXH.

1. Bo phan TN&QLHS: Tra quyét toan cho khach theo Phiéu giao nhan hd so.
2. Bo phan K¢ toan: Tra tién trg cap thai san theo quyét dinh.

Luweu y: Hét nam tai chinh phdi ban giao hé so cho Phong TN&QLHS hodc BY phdn lieu trik luu
theo quy dinh.

3. Quy trinh giii quyét ché dd tai nan lao dong, bénh nghé nghiép (quy trinh 604).

3.1. P6i v6i ho so ndp tai BHXH Thanh pho (Phiéu giao nhan hé so 604/.../.CPBHXH, 02
ban).

3.1.1. Quy trinh tém tit:

- Muc dich: dung dé giai quyét ché do tai nan lao dong, bénh nghé nghiép cho ngudi lao
dong.

- Thoi han tra két qua: 15 ngay lam viéc.

-So dd: Khéch

hang
B1 I
Phong _|Phong TNHS Phong Phong
TN&QLHS "|Ché do Cép s, thé ”| cb BHXH
] B2 B3 B4
B5

- Dién giai quy trinh:

+ Budc 1: Phong TN&QLHS. Thoi han 01 ngay lam viéc.

+ Budc 3: Phong Thu. Thoi han 02 ngay lam viéc.

+ Budc 4: Phong Cap s6 thé. Thoi han 02 ngay lam viéc.

+ Bude 5: Phong Ché 6 BHXH. Thoi han 9,5 ngay lam viéc.
+ Budc 6: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
3.1.2. Quy trinh chi tiét:

Buée 1: Phong TN&QLHS. Thoi han 01 ngay 1am viéc.

- Tiép nhan qua dich vy Buu di¢n: Tiép nhan ho so tir nhan vién Buu dién, B phan Vin thu.
B6c bao bi va kiém tra vé s6 luong, tinh hop phap ciia hd so theo Phiéu giao nhan hd so
604/.../CbBHXH.



- Don vi sir dung lao dng truc tiép dén ndp: Tiép nhan va kiém tra vé sb luong, tinh hop
phap cua ho so theo Phi€¢u giao nhan ho so 604/.../CDBHXH.

- Kiém tra tinh hiqh nop BHXH cua dO’l’,l vi sur dung lao déng dén thoi d%ém ndp hd so, truong
hop chua nop BHXH dén thoi diém giai quyet ho so thi khong ti€p nhan. Kiém tra xem don vi da
ghi qua trinh dong BHXH dén thang nguoi lao dong bi TNLD, bi BNN hay chua?

T Néu hd so chua day du thu tuc theo quy dinh thi 1ap Phiéu hudng dép hd so ghi rd ndi dung
can di€u chinh hodc bo sung tra cho khach hang hodc dong goi kém theo ho so gdi lai theo duong
buu dién cho don vi.

- Sau khi kiém tra néu hd so di thu tuc theo quy dinh vién chirc tiép nhan hd so nhap thong tin
vao phan mém TNHS.

- Pbi véi hd so chua chét qua trinh trén s6 BHXH thi chuyén cho Phong Thu dé kiém tra dit
li¢u dong BHXH.

- DOi v6i ho so dd chot qua trinh dong BHXH dén thoi diém bj TNLD thi chuyén Phong Ché
do BHXH dé giai quyét.

- Tiép nhén va kiém tra ho so do nguoi lao dong hodc don vi st dung lao dong bod sung theo
Phiéu huong dan bo sung ho so, chuyén hoé so cho Phong Ché d6 BHXH keém theo Phiu hudng
dan bo sung ho so.

Luwu y: Truong hop don vi sur dung lao dong nop ban chup thi dé nghi cung cd'p ban chinh dé
doi chiéu, dong thoi xac nhan trén ban chup “da doi chiéu voi ban chinh” ky, ghi vo ho tén va
ngay thang nam xdac nhan.

Buéc 2: Phong Thu. Thoi han 02 ngay lam viéc.
- Xé4c nhén viéc giao nhan hd so trén phﬁn mém TNHS.

- Can ctr thang bi TNLD, BNN dé kiém tra SMS va tién luong trén s6 BHXH ciia toan bo qua
trinh tham gia BHXH dén thang bi TNLD, BNN.

- Néu dir li¢u gitta s6 BHXH va SMS khép diing thi chuyén ho so cho Phong Cép s, thé in to
ro1 thé hién toan bd qua trinh dong BHXH dén thang bi TNLD, BNN.

~ + Néu dit ligu khong tring kh6p sai do co quan BHXH thi vién chire Thu kiém tra ho so va lap
Phi€u giai quyét cong viéc trinh lanh dao ky duyét dé diéu chinh dir liéu. Néu sai dir liéu do don vi
thi ghi ndi dung giai quyét vao Phiéu di€u chinh (Mau C02-TS) dé huéng dan don vi di€u chinh.

Budc 3: Phong Cép s6, thé. Thoi han 02 ngay lam viée.

- Vao chuong trinh SMS, nhap s6 Chimg minh nhan dan cua nguoi lao dong dé kiém tra
truong hop c¢6 nhiéu S6 BHXH hoidc xem dir liéu da huy s, truong hop nguoi lao dong co nhiéu s6
BHXH thi huéng dan ngudi lao dong hoic don vi thuc hién gop so hoic hiy so.

- Nhirng ho so dung vé tién lwong va qua trinh dong thi in td roi kém theo s6 BHXH.

- H6 so can diéu chinh, bd sung phai c6 Phiéu hudéng dan 1am theo ho so.

- Ban giao tat ca hd so cho Phong Ché do BHXH.

- X4c nhén trén phan mém TNHS.

Budc 4: Phong Ché do BHXH. Thoi han 9,5 ngay lam viéc.

1. Tiép nhén ho so:

- Tiép nhan ho so tir Phong Cap s, the.

- Kiém tra, ddi chiéu céc yéu td v& nhén than, s6 s6 BHXH, dit liéu vé qué trinh dong bao hiém

x4 hoi cta ngudi lao ddng dam bao khong giai quyét hudng trung tro cap.Tra ciru:
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1. Vao chuong trinh SMS, nhép s6 Chimg minh nhén dan cua nguoi lao dong dé kiém tra
truong hop c6 nhiéu S6 BHXH hoidc xem dit liéu d hay sb, truong hop ngudi lao dong co nhiéu sb
BHXH thi hudéng dan nguodi lao dong hodc don vi thuc hién gdp s6 hodc huy so.

2. Vao dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH di duoc giai quyét tro cip
mot 1an tai cac BHXH tinh, thanh phd khéc.

- Kiém tra:
+ Truong hop bi TNLD:

¢ Thoi gian bi tai nan c6 hop ly:thoi gian xay ra tai nan trong gid lam viéc Hodc xay ra trong
thoi gian di va vé gitra noi ¢ va co quan hay dia diém lam viéc.

¢ Kiém tra gidy ra vién, gidy ching thuong phai pht hop véi thoi gian xay ra tai nan.

¢ Kiém tra bién ban diéu tra tai nan lao dong: ghi day du cac muc trong bién ban; thoi gian bi
tai nan c6 phu hop véi gidy ra vién hodc ching tir diéu tri.

¢ Truong hop bi tai nan giao thong dugc xem 1a TNLD: phai c6 bién ban ctia cong an giao
thong hoac bién ban kham nghiém hién truong, so do hién truong hodc bién ban tai nan cta co quan
cong an hodc co quan dicu tra hinh sy quan doi.

+Truong hgp bi BNN:

¢ Kiém tra chtrc danh cong viéc: phai ¢6 trong danh muc bénh nghé nghi¢p theo Thong tu lién
b6 s6 08/TT-LB ngay 19/5/1976 caa B6 'Y té - Thuong binh va xa hoi — Tong Cong doan Viét Nam
va Quyét dinh s6 27/2006/QD-BYT ngay 21/9/2006 vé viéc bo sung 04 BNN vao danh muc cic
BNN duoc bao hiém.

¢ Noi lam viéc phai thudc moi truong doc hai.

- Kiém tra ho so, thii tuc néu diing quy dinh thi xét duyét va 1ap Quyét dinh huéng tro cip, Ban
qua trinh dong BHXH theo Quyét dinh s6 1397/QD-BHXH ngay 16/6/2015 ctua Giam déc Bao hiém
xa hoi Thanh phé Hd Chi Minh vé viéc ban hanh Quy trinh tiép nhén, xét duyét va chi tra ché do tai
nan lao dong, bénh nghé nghiép.

o HO6 so khong dii thu tuc, diéu kién giai quyét thi 1ap Phiéu huéng din bd sung hd so theo Mau
s0 02/PHD, ghi 1o ly do tra trinh 1anh dao phong ky.

2. Ban giao ho so:

- Ban giao h(k)~ so TNLD, BNN dé hoan chinh va tra tat ca ho so chua du diéu kién giai quyét
kém Phiéu hudng dan bo sung ho so theo Mau s6 02/PHD cho Phong TN&QLHS.

- X4c nhan trén phan mém TNHS.

Bude 5: Phong TN&QLHS va Ké hoach Tai chinh. Thoi han 0,5 ngay lam viéc.
+ Phong TN&QLHS.

- Tiép nhan hd so tir Phong Ché ¢6 BHXH. Kiém tra thanh phan ho so.

- X4c nhan trén phan mém TNHS.

- Tra hd so qua dich vu Buu di¢n: Dong goi hd so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao dong trure tiép dén nhan: Tra hd so theo Phiéu giao nhéan ho so.

~ +Phong K& hoach Tai chinh: Ti@;p nhan hd so va chi tién cho khach hang theo quyét dinh hudng tro cAp,
Phiéu truy linh, Danh sach huong tro cap BHXH Mau s6 21B-HSB (néu c6).


http://tracuu.vssic.gov.vn/

3.2. Poi véi ho so ndp tai BHXH quin, huyén. (Phiéu giao nhan hd so 604H/.../.CPBHXH,
02 ban)

3.2.1. Quy trinh tom tit:
- Muc dich: dung dé giai quyét ché do tai nan lao dong, bénh nghé nghiép cho ngudi lao dong

nop hd so tai BHXH quéan, huyén.

- Thoi han tra két qua: 15 ngay lam viéc.

-So do:
Khéch Phong. B6 Phong
hang TN&QLHS 87 Cb BHXH
1 i B5
B1
B8 \ 4
B6 phan B2 | Bophan | B3 Bophan | B4 | BOphan

TNHS Thu "| Cap 56, the "| Cb BHXH

B9

- Dién giai quy trinh:

+ Budc 1: BO phan Tiép nhén ho so. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Bo phan Thu. Thoi han 02 ngay lam viéc.

+ Budce 3: Bo phan Cép s0, thé. Thoi han 02 ngay lam viéc.

+ Budc 4: BO phan Ché d6 BHXH. Thoi han 01 ngay lam viéc.

+ Budc 5: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay lam viée.
+ Budc 6: Phong Ché ¢6 BHXH Thanh phd. Thoi han 07 ngay lam viéc.
+ Budc 7: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay lam viéc.
+ Budc 8: BO phan Ché do BHXH. Thoi han 01 ngay lam viéc.

+ Budc 9: Bo phanTiép nhan ho so. Thoi han 0,5 ngay lam viéc.
3.2.2. Quy trinh chi tiét:

Budc 1: By phan Tiép nhan hd so. Thoi han 0,5 ngay 1am viéc.

- Tiép nhén qua dich vu Buu dién: Tiép nhan ho so tir nhan vién Buu dién, B6 phan Van thu.
Boc bao bi va kiém tra veé so lugng, tinh hop phap ctia ho so theo Phiéu giao nhan ho so
604H/.../CBDBHXH.

- Pon vi sir dung lao dong truc tiép dén ndp: Tiép nhan va kiém tra vé s6 lugng, tinh hop
phap cua ho so theo Phi¢u giao nhan hé so 604H/.../CDBHXH.

- Kiém tra tinh hinh ndp BHXH cua don vi sit dung lao dong dén, thoi diém nop hd so,
treong hop chua ngp BHXH dén thoi diém giai quyét ho so' thi khong tiép nhan. Kiém tra xem
don vi da ghi qua trinh déng BHXH dén thang ngudi lao dong bi TNLD, bi BNN hay chua?

T Néu hd so chua day du tha tuc theo quy dinh thi 1ap Phiéu huéng dan ho so ghi 6 ndi dung
can di€u chinh hodc bo sung tra cho khach hang hodc dong goi kém theo ho so gdi lai theo duong
buu dién cho don vi.

- Sau khi kiém tra néu ho so du thu tuc theo quy dinh, vién chirc tiép nhan hd so nhap thong tin
vao phan mém TNHS.



- B6i voi hd so chua chdt qua trinh trén s6 BHXH thi chuyén cho B6 phan Thu dé kiém tra dit
li¢u dong BHXH.

- D6i v6i ho so da chdt qué trinh dong BHXH dén thoi diém bi TNLD thi chuyén Bo phan Ché
do BHXH d¢é chuyén ho so dén Phong TN&QLHS.

- Tiép nhén va kiém tra hd so do nguoi lao dong hodc don vi s dung lao dong bo sung theo
Phiéu huong dan bo sung ho so, chuyén hoé so cho Phong Ché d6 BHXH kem theo Phi€u hudng
dan bo sung ho so.

Luu y: Truong hop don vi sir dung lao dong nép ban chup thi dé nghi cung cdp bdn chinh dé
doi chieu, dong thoi xdac nhdn trén ban chup “da doi chiéu voi bdan chinh” ky, ghi ro ho tén va
ngay thang nam xac nhan.

Buéc 2: B¢ phan Thu. Thoi han 02 ngay 1am viéc.
- Xé4c nhén viéc giao nhan hd so trén phﬁn mém TNHS.

- Can cur thang bi TNLD, BNN dé kiém tra SMS va tién luong trén s6 BHXH cua toan bo qua
trinh tham gia BHXH dén thang bi TNLD, BNN.

- Néu dir lidu gitra s0 BHXH va SMS khép dung thi chuyén ho so cho Bo phan Cap so, thé in
to 101 thé hién toan bd qua trinh dong BHXH dén thang bi TNLD, BNN.

ot Néu dir li¢u khong trung khép sai do co quan BHXH thi vién chirc Thu kiém tra ho s6 va lap
Phi€u giai quyét cong viée trinh lanh dao ky duyét dé diéu chinh dir liéu. Néu sai dir liéu do don vi
thi ghi ndi dung giai quyét vao Phiéu di€u chinh (Mau C02-TS) d€ huéng dan don vi di€u chinh.

Bude 3: By phan Cip s6, thé. Thoi han 02 ngay lam viéc.

- Vao chuong trinh SMS, nhap s6 Chimg minh nhan dan cua nguoi lao dong dé kiém tra
truong hop c¢6 nhidu S6 BHXH hoidc xem dit liéu da huy so, truong hop ngudi lao dong co nhiéu s6
BHXH thi huéng dan ngudi lao dong hodc don vi thuc hién gop so hodc hiy so.

- Nhiing hd so ding vé tién luong va qua trinh dong thi in to roi kém theo s6 BHXH.
- Ho so can diéu chinh, bd sung phai c6 Phiéu hudéng dan lam theo ho so.

- Ban giao tit ca ho so cho Bo phan Ché d6 BHXH.

- X4c nhén trén phan mém TNHS.

Buéc 4: B§ phan Ché d9 BHXH. Thoi han 01 ngay lam viéc.

1. Nhan lai hd so tir B phian Cép s0, thé: Kiém tra dién bién tién luong trén s6 BHXH, to
101 da dugc in tdi thang nguoi lao dong bi TNLD, BNN.

2. Ban giao hd so:
Nhitng hd so du thu tuc va ding quy dinh thi chuyén Phong TN&QLHS.
g Tiép nhan, kiém tra hd so bd sung theo Phiéu huéng din bd sung hd so dam bao yéu cau giai
quyét thi chuyén Phong TN&QLHS.
Luwu y:
- Trudce khi chuyén ho so cho Phong TN&QOLHS; BHXH qudn, huyén phdi ¢6 trach nhiém hodn
chinh ho so theo quy dinh.

- Truong hop nguoi lao dong c6 nhiéu s6 s6 BHXH, sau khi hudng dan thuc hién gdp 0 hoac
ity s6, chuyén ho so cho Phong TN&QLHS kém theo Quyét dinh hodc bién ban gdp sé hodc hiy sé.

Buéce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc



- Tiép nhan ho so theo Phiéu giao nhan hd so 604H/.../CODBHXH, kiém tra hd so vé s6 luong,
thanh phan va tinh hop phap cua ho so. Truong hop ho so khong day du hodc chua du co so phap ly
thi chua tiép nhan, dong thoi co phiéu bao ghi rd ndi dung can dicu chinh hodc bo sung.

- Tiép nhan ching tir, hd so dd dugc phong nghiép vu dé nghi don vi, nguoi lao dong bd sung
hoic do BHXH quén, huyén chuyén dén dé bd sung vao hd so.

- Nhép théng tin vao phan mém TNHS.

- Chuyén h6 so cho Phong Ché d6 BHXH kém theo Phiéu giao nhan hd so.
Buwéc 6: Phong Ché dd BHXH. Thoi han 05ngay lam viéc.

1. Tiép nhan ho so:

- Nhan hé so tir Phong TN&QLHS.

- Kiém tra ho so, thu tuc néu dung quy dinh thi xét duyét va lap Quyét dinh huong tro cap, Ban
qué trinh déng BHXH theo Quyét dinh s6 1397/QD-BHXH ngay 16/6/2015 ctia Giam dbc Bao hiém
xa hoi Thanh phé Ho Chi Minh vé viéc ban hanh Quy trinh tiép nhan, xét duyét va chi tra ché do tai
nan lao dong, bénh nghé nghiép.

- Ho so khong du thu tuc, diéu kién giai quyét thi 1ap Phiéu huéng dan bé sung hd so thong bao
cho don vi hoac BHXH quéan, huyén biét.

- Trinh lanh dao ky, dong dau. Tach ghép ho so, dong dau di huong ché do TNLD, BNN trén
sO BHXH.

2. Ban giao hd so:
- Ban giao ho so da hoan chinh cho Phong TN&QLHS theo danh sach giao nhén.

- Ban giao danh séch theo Mau 21B-HSB cho phong TN&QLHS dé giao lai cho BHXH quén,
huyén (c6é danh sach giao nhan).

- Ban giao ho so kém theo Phiéu huéng din bo sung ho so theo Mau s6 02/PHD ddi véi cac
trurong hop khong du dieu kién hodc thiéu thu tuc.

Luu y: Truong hop nguoi lao dong da hwong tro cap TNLD-BNN hang thang, sau do duoc giai
quyet hwong TNLD-BNN tai phat hodc TNLD-BNN tong hop cé nhiing thang thu hoi tién tro cap thi
chuyen Quyét dinh thu hoi cho qudn, huyén dang quan 1y chi trd tro cap TNLD-BNN hang thing dé
thu héi.

Buwde 7: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhén hd so tir Phong Ché d6 BHXH, kiém tra thanh phén hd so.
- X4c nhén trén phan mém TNHS.

- Tra hd so cho BHXH quén, huyén theo Phiéu giao nhan hd so.

Buéc 8: Bo phan Ché @9 BHXH. Thoi han 01 ngay lam viéc.

- Tiép nhan h6 so tir Phong TN&QLHS theo Phiéu giao nhan h so; Danh séch theo Mu 21B-
HSB (néu co).

- Cap nhat vao phén mém TNHS.

- Ban giao ho so cho Bo phan TN&QLHS.

- Ban giao danh sach theo Mau s6 21B-HSB cho Bo phan Ké toan.

Buwéc 9: Bo phan Tiép nhan hd so va B phian Ké toan. Thoi han 01 ngay lam viéc.

+ B phén Tiép nhan h so:
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- Xé4c nhan trén phan mém TNHS sau khi nhan ban giao hd so tir Bo phan Ché d6 BHXH.

- Tra hd so qua dich vu Buu di¢n: Dong goi hd so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao dong truc tiép dén nhan: Tra hd so theo Phiéu giao nhan ho so.
+ B phéan Ké toan:

- Tiép’ nhan hd so va chi tién cho khach hang theo quyét dinh hudng tro cp va Danh sach
hudng trg cap BHXH Mau s6 21B-HSB.

Luwu y chung:
Trweong hop ho so thiéu thii tuc hodc khéng gidi quyét:

1. Poi v6i ho so khong gidai quyét (tra): vién chirc gidi quyét lgp Phiéu hwéng dan bé sung ho
so theo Mdu sé 02/PHD (Ouyét dinh sé 999/QB-BHXH ngay 24/9/2015 cua BHXH Viét Nam) néu rd
ly do khong giai quyét (NGi dung ghi ré rang, cu thé, dé hiéu) tra cho Phong (Bg phan) TN&QLHS
kém theo ho so. Khi don vi sir dung lao dong (ngum lao dong) nép lai hé so thi ndp theo Phiéu giao
nhén hé so méi, thoi han gidi quyét tinh tir ngay nép hé so.

2. Déi v6i hé so thiéu thii tuc (cho): vién chire giai quyét ldp Phiéu hwéng ddn bé sung hé so
theo Mdu s6 02/PHD (Quyét dinh s6 999/QD-BHXH ngay 24/9/2015 ciia BHXH Viét Nam) néu rd ly
do can bé sung de don vi s dung lao dong hodc nguoi lao dong hoan chinh ho so dung theo yéu cau
(Noi dung yéu cau can ghi ré rang, cu thé, dé hiéu dé dé thiec hién). Tuy nhién can diéu chinh mét sé
chi tiét trong Phiéu hwéng dan cho phit hop voi tung bo phan nghiép vu, dong thoi phai diroc thong
qua lanh dao phong hodc Ban Gidm déc BHXH qudn, huyén truée khi ban hanh.

Phiéu huéng dan bé sung hé so dwoc ldp thanh 02 bdan: 01 ban lwu hé so, 01 ban chuyén
Phong (B¢ phdn) TN&QLHS tra cho don vi, nguoi lao dong, dong thoi theo déi tinh trang ho so
dang cho don vi, cd nhdn bé sung.

Néu con trong thoi gian gidi quyét hé so don vi, nguoi lao déng bo sung hoé so theo Phiéu
hwéng dan bé sung hé sothi Phong (Bo phan) TN&QOLHS cong thém 56 ngay twong ung voi 6 ngdy
don vi, nguoi lao dong bé sung ho so (tinh tir ngay lip Phiéu hwong dan dén ngay don vi, nguoi lao
dong bo sung hé so), nhung khong qua 50% thoi han giai quyét hé so cia cdc Phong (B phdn)
nghiép vu ké tir ngay nhdn @i ho so (tinh theo ngay lam viéc).

Vién chirc tiép nhdn ho so qua dich vu Buu dién phai thye hién dung quy dinh tai Quyét dinh
56 1493/0P-BHXH ngay 20/11/2014 cua Gidm doc Bao hiém xd héi Thanh pho Ho Chi Minh vé viéc
ban hanh Quy trinh tiép nhdn hé so va tra két qua qua dich vu Buu dién.

4. Quy trinh gidi quyét ché dp TNLD-BNN tai phat hoc TNLD-BNN tong hep (Phiéu
giao nhan ho so 605/.../.CDBHXH, 02 ban).

Ap dung tuong tyr quy trinh giai quyét ché do tai nan lao dong, bénh nghé nghiép tai muc quy
trinh 604.

5. Quy trinh giai quyét ché d9 huu tri. (quy trinh 606)

5.1. Poi véi ho so ndp tai BHXH Thanh phd (Phiéu giao nhan ho so 606/.../CPBHXH, 02
ban):

5.1.1. Quy trinh tém tit:

- Muc dich: dung dé giai quyét ché do huu tri cho ngudi lao dong dang dong BHXH bt budc
tai BHXH Thanh pho

- Thoi han tra két qua: 15 ngay lam viéc.
- So do:
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Khach

hang

A

B1

\ 4

Phong B2 | Phong B3 | Phong B4 | Phong
TN&QLHS "I Thu "| Cép, s6 thé ”| Cb BHXH

A

B5

- Dién giai quy trinh:

+ Budce 1: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong Thu. Thoi han 04 ngay lam viéc.

+ Budc 3: Phong Cap sd, thé. Thoi han 02 ngay lam viéc.

+ Budc 4: Phong Ché ¢6 BHXH. Thoi han 08 ngay lam viéc.
+ Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
5.1.2 Quy trinh chi tiét:

Buwéce 1: Phong TN&QLHS: Thoi han 01 ngay lam viéc.

- Tiép nhén qua dich vu Buu dién:Tiép nhan ho so tir nhan vién Buu dién, Bo phan Van thu.
Boc bao bi va kiém tra ve so lugng, tinh hop phap ciia ho so theo Phiéu giao nhan ho so
606/.../CbBHXH.

- Don vi sir dung lao dfng truc tiép dén ndp: Tiép nhan va kiém tra vé sd luong, tinh hop
phap cua ho so theo Phi€u giao nhan ho so 606/.../CDBHXH.

- Kiém tra tinh hinh ndép BHXH cua don vi str dung lao dong dén thoi diém nop hd so, truong
hop chua ngp BHXH dén thoi diém gidi quyét ho so thi khong tiép nhan.

- Nhap thong tin vao phan mém TNHS.
- Ho so da chdt s6 BHXH dén thoi diém giai quyét chuyén cho Phong Ché do BHXH.
- Ho so chua chét s BHXH chuyén cho Phong Thu.

- Truwong hop don vi sir dung lao ddng nép ban chup thi dé nghi xudt trinh ban chinh dé doi
chiéu, dong thoi xdc nhan trén ban chup “dd doi chiéu vdi ban chinh” ky, ghi ro ho tén va ngay
thang nam xdc nhan.

- Néu co diéu chinh nhan than, chirc danh nghé thi hieéng dan nép hé so theo thii tuc va quy
dinh tai Phieu giao nhan ho so 614/.../.CDBHXH hoac so 615/.../CPDBHXH.

Buéc 2: Phong Thu. Thoi han 04 ngay lam viéc.
- Tiép nhan hd so tir Phong TN&QLHS, xac nhan giao nhan trén phan mém TNHS.

- Can cir thoi diém nghi huu trén quyét dinh ctia don vi, dién bién tién luong dong BHXH thé hién
trén s6 BHXH, doi chieu dir licu SMS:
. Klérn tra dién bién tién luong (hé $6 luwong, phu cép chure vy, thAm nién vugt khung, thdm nién
nghé) doi voi1 nguoi lao dong dong BHXH theo thang, bang luong cia Nha nudc phai bao ddm diang
quy dinh.
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Kiém tra chtrc danh, nghé ghi trén s6 BHXH phai bao dam dung theo nghé, cong viéc nang
nhoc, doc hai, nguy hiém hoac dac bi¢t pefmg nhoc, ddc hai, nguy hiém thuoc danh muc do B Lao
dong - Thuong binh va Xa héi va B§ Y t€ ban hanh

+ Né}l dir liéu trung khép: Chuyén toan bo hd so huu tri cho Phong Cap s6, thé in to roi va to
07/SBH thé hién toan bg qua trinh déng BHXH, BHTN.

ot Néu dir liéu khong trung khop sai do co quan BHXH thi vién chirc Thu kiém tra hd so va lap
Phi€u giai quyét cong viéc trinh lanh dao ky duyét dé diéu chinh dir liéu. Néu sai dir liéu do don vi
thi ghi ndi dung giai quyét vao Phiéu di€u chinh (Mau C02-TS) d€ hudng dan don vi di€u chinh.

Budc 3: Phong Cip s6, thé. Thoi han 02 ngay lam viéc

- Vao chuong trinh SMS, nhap s Chimg minh nhén dan cta ngudi lao dong dé kiém tra trudng
hop c6 nhiéu S6 BHXH hodc xem dir liéu da huy s6, truong hop ngudi lao dong c6 nhiéu s6 BHXH thi
hudéng dan don vi thuc hién gdp so6 hodc huiy so.

- In t bia, to 1di va chuyén toan bd ho so huu tri cho Phong Ché ¢ BHXH.
- Xé4c nhén viéc giao nhan hd so trén phﬁn mém TNHS.

Buéc 4: Phong Ché @9 BHXH: Thoi han 08 ngay lam viéc

- Xé4c nhén viéc giao nhan hd so trén phﬁn mém TNHS.

- Kiém tra, d6i chiéu cac yéu t6 vé nhan than, s s6 BHXH, dir liéu vé qua trinh déng bao hiém
xa hdi cia nguoi lao dong ddm bao khong gidi quyet hudng trung trg cap. Tra clru:
1. Vao chuong trinh SMS, nhap s6 Chimg minh nhén dan cua nguoi lao dong dé kiém tra truong

hop ¢6 nhiéu S6 BHXH hodc xem dif liéu da huy so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thuc hién gop s6 hodc hiy so.

2 Vao dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH da duoc giai quyét trg cap
mot 1an tai cac BHXH tinh, thanh pho khac.

- Kiém tra hd so, diéu kién hudng ché d6 huu tri, thuc hién xét duyét ché do huu tri theo Quy
trinh ti€p nhan, xét duy¢t va chi tra ché do huu tri.

- Ban giao ho so huu tri da hoan chinh (khong bao gbm s0 BHXH), Danh sach theo Mau s6
21A-HSB, 21B-HSB cho Phong TN&QLHS. Hb so chua du diéu kién giai quyet thi lap Phleu huéng
dan b sung hé so theo Mau s6 02/PHD, ghi 1 1y do chua giai quyet nhiing van dé hodc gidy to can
don vi b sung, trinh 1anh dao phong ky, bao cho don vi biét va chuyén cho Phong TN&QLHS.

- Xac nhan viéc giao nhan ho so trén phan mém TNHS.

Luwu y: Truong hop quad trinh nang lwong khong ding quy dinh hodc sai vé chirc danh, mirc
lirong thi ldp Phiéu bdo hé so chuyen Phong Thu, Cap s0, thé diéu chinh lai. Truong hop nay duoc
cong thém 07 ngay lam viéc ké tir ngay Phong Cdp s6, thé chuyén tra hé so da dwoc diéu chinh cho
Phong Ché d¢ BHXH.

Buwde 5. Phong TN&QLHS. Thoi han 01 ngay lam viéc

- Tiép nhan hd so, Mau s6 21A-HSB, 21B-HSB tir Phong Ché ¢6 BHXH. Kiém tra thanh phan hd
SO.

- X4c nhan giao nhan ho so trén phan mém TNHS.

- Tra hd so qua dich vu Buu dién: Pong goi hd so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao dong truwc tiép dén nhén: Tra hd so theo Phiéu giao nhan ho so.
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Luu y: Truong hop hé so huweu tri chuyén tinh ma co tro cdp 01 lan khi nghi hwu thi huéng dan
nguoi lao dong nhan tién tai BHXH tinh noi chuyén den.

+ B phin Ké toan (Quan/Huyén): Chi tiél’} cho khach hang theo Gidy gidi thiéu Vé’Quyét
dinh huu tri, Phiéu truy linh, Danh sach huong trg cap BHXH Mau s6 21 A-HSB, 21B-HSB (néu ¢9).

5.2.D6i véi ho so ndp tai BHXH quén, huyén:

40.2.1. Giai quyét ,ché d9 huu tri cho nguoi lao dong dang dong BHXH bat budc tai
BHXH quén huyén (Phiéu giao nhin ho so 606H/.../CPBHXH, 02 bén):

- Quy trinh tém tit:

- Thoi han tra két qua: 20 ngay lam viéc.

- So do:
Khach Phong | B7 | Phong
hang CDBHXH| pgg |TN&OLHS
A
Bl 55188
Bophan | B2 | Bophan | B3 | Bophan | B4 | Bophan
TNHS | Thu "| Cép, s6 the | Cb BHXH

T .

- Dién giai quy trinh:

+ Budc 1: Bo phan Tiép nhan hd so. Thoi han 0,5 ngay lam viéc.

+ Budc 2: B phanThu. Thoi han 03 ngay lam viéc.

+ Budc 3: Bo phanCap s6, thé. Thoi han 02 ngay lam viéc.

+ Budc 4: Bo phanChé d6 BHXH. Thoi han 02 ngay lam viéc.

+ Budc 5: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay 1am viéc.

+ Budc 6: Phong Ché 6 BHXH Thanh phd. Thoi han 10 ngay 1am viéc.
+ Budc 7: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay 1am viéc.

+ Bude 8: Bo phanChé d6 BHXH. Thoi han 01 ngay lam viéc.

+ Budc 9: Bo phanTiép nhan ho so, Ké toan. Thoi han 0,5 ngay lam viéc.
5.2.2 Quy trinh chi tiét:

Budéc 1: Bo phan Tiép nhan hd so. Thoi han 0,5 ngay lam viéc.

- Tiép nhin qua dich vu Buwu dién: Tiép nhan ho so tir nhan vién Buu dién, Vian thu boc bao
bi va kiém tra vé so lugng, tinh hop phap ctia ho so theo Phi¢u giao nhan ho so 606H/.../CDBHXH.

- Pon vi sir dung lao dong tryc tiép dén ndp: Tiép nhan va kiém tra v& s luong, tinh hop
phap cua ho so theo Phiéu giao nhan hé so 606H/.../CDBHXH.

- Kiém tra tinh hinh nop BHXH cua don vi st dung lao dong dén thoi diém ndp hd so, truong
hop chua ngp BHXH dén thoi diém gidi quyét ho so thi khong tiép nhan.

- Nhap thong tin vao phan mém TNHS.

14



- Ho so di chét s6 BHXH dén thoi diém giai quyét chuyén cho Bo phan Ché do BHXH.
- Ho so chwa chdt s6 BHXH chuyén cho Bo phanThu.

-‘Tiép nhan va ‘kiém tra hd so do don vi sir dung lao dong béf) sung theo Phivéu hudng dan b
sung ho so, chuyén ho so cho B phan Ché d6 BHXH kém theo Phiéu hudng dan bo sung ho so.

Luu y:

- Triwong hop don vi sir dung lao déng ndp ban chup thi dé nghi xudt trinh ban chinh dé doi
chiéu, dong thoi xdac nhan trén ban chup “da doi chiéu voi ban chinh” ky, ghi ro ho tén va ngay
thang nam xdc nhan.

- Néu co diéu chinh nhan than, chirc danh nghé thi hieéng dan nép hé so theo thii tuc va quy
dinh tai Phiéu giao nhan ho so 614/.../.CDBHXH hodc so 615/.../CDBHXH.

Budc 2: B§ phan Thu. Thoi han 03 ngay lam viée
- Tiép nhén ho so tir BO phan tiép nhén hd so, xac nhan giao nhan trén phﬁn mém TNHS.

- Can cir thoi diém nghi huu trén quyét dinh cta don vi, dién bién tién luong dong BHXH thé hién
trén s6 BHXH, doi chiéu dit liéu SMS:

+ Kiém tra dién bién tién luong (hé sé luong, phu cap chic vy, tham nién vuot khung, tham
nién ngh¢) doi véi nguodi lao dong dong BHXH theo thang, bang luong Nha nude phai bdo dam dung
quy dinh.

+ Kiém tra chirc danh, nghé ghi trén s6 BHXH phai bao dam ding theo nghé, cong viéc ning
nhoc, doc hai, nguy hiém thuoc danh muc do B Lao dong - Thuong binh va Xa hdi va B Y t€ ban
hanh

+ Néu dir liéu trang khop: Chuyén toan bd ho so huu tri cho Bo phan Cap s0, thé in td rdi va to
07/SBH thé hién toan bo qua trinh dong BHXH, BHTN.

~ + Néu dit ligu khong tring khép sai do co quan BHXH thi vién chire Thu kiém tra ho so va lap
Phi€u giai quyét cong viée trinh lanh dao ky duyét dé diéu chinh dir liéu. Néu sai dir liéu do don vi
thi ghi ndi dung giai quyét vao Phiéu di¢u chinh (Mau C02-TS) d€ hudng dan don vi di€u chinh.

Budc 3: By phan Cip s6, thé. Thoi han 02 ngay lam viée

- Vao chuong trinh SMS, nhap s6 Chting minh nhan dan cua nguoi lao dong dé kiém tra truong
hop ¢6 nhiéu S6 BHXH hoic xem dit liéu da huy so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thuc hién gop s6 hoic huy so.

- In to bia, to roi va chuyen toan bo ho so huu tri cho B phan Ché d6 BHXH.
- Xac nhan viéc giao nhan ho so trén phén mém TNHS.

Bude 4: By phan Ché do BHXH. Thoi han 02 ngay lam viéc.

- X4c nhén viéc giao nhan ho so trén phan mém TNHS.

- Kiém tra, dbi chiéu cac yéu t6 vé nhan than, s6 s6 BHXH, dir liéu vé qua trinh dong bao hiém
x4 hoi ctia nguoi lao dong dam bao khong giai quyét hudng trung tro cdp. Tra ciru:

1. Vao chuong trinh SMS, nhép s6 Chiig minh nhén dan cua nguoi lao dong dé kiém tra truong
hop c6 nhiéu S6 BHXH hodc xem dit liéu di hity so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thyc hién gop so hodc hiy so.

2. Vao dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH da duoc giai quyét trg cip
mot 1an tai cdc BHXH tinh, thanh phd khéc.

- Kiém tra diéu kién huong ché d6 huu tri d6i v6i nguoi lao dong dang lam viée, nguoi dang
bao luu qua trinh dong BHXH.

15



- Kiém tra: Thoi han ning lurong xem c6 dung nién han hay khong; Viée xép luwong cua don vi
c6 dung nganh nghé hay khong; Phy cap chire vu, phu cap tham nién vuot khung ... c6 dung khéng?;
Chtc danh cong viéc c¢6 nam trong danh muc nganh nghé doc hai hay khong? Viéc nop BHXH c6 du
so v6i thoi gian tham gia BHXH d3 dwoc xac nhan trong sb BHXH hay khong? Déi vé6i truong hop
nghi huu theo Diéu 50 Luat BHXH kiém tra thoi diém hudng trg cAp that nghiép (néu co).

- Kiém tra s6 BHXH di duogc chdt, to roi thé hién day du qua trinh dong BHXH cia ngudi
lao dong chua?

- Ho so thiéu tha tuc chua da diéu kién giai quyet thi 1ap Phleu hudng dan bd sung hd so theo
Mau sb 02/PHD, ghi 5 1y do chua giai quyet nhing van dé hoic glay td can don vi bd sung va trinh
lanh dao BHXH quén, huyén ky va chuyén cho Bo phan Tiép nhan ho so.

- Kiém tra van ban giai trinh cta don vi str dung lao dong ddi véi truong hop nop hd so cham
s0 voi thoi diém huong luong huu. Xac minh lam 13 trong thoi gian nop ho s0' chdm nguoi lao dong
6 bi phat ti giam hodc xuét canh trai phép hodc bi Toa an tuyén bd 13 mat tinh khong dbi véi cac
truong hop ndp hd so cham so voi thoi diém hudng lwong huu tir 6 thang trd 1én (ké ca truong hop
do BHXH Thanh phd chuyén dén x4c minh), dong thoi cé thong bao cho don vi, ngudi lao dong biét.

- Chuyén toan bd hd so huu tri, hd so bd sung theo Phiéu huéng dan bd sung hd so cho Phong
TN&QLHS.

Luu y:

- Trudc khi chuyén hé so cho Phong TN&OLHS; BHXH qudn, huyén phdi cé trdch nhiém hoan
chinh ho so theo quy dinh.

- Truong hop nguoi lao dong co nhiéu sé s6 BHXH, sau khi huéng dan thuc hién gop 56 hoac
hity 56, chuyén ho so cho Phong TN&QLHS kém theo Quyét dinh hodc bién ban gop sé hodc hity so.

- H6 50 ¢6 xdc minh lam ré thoi gian ndp ho so chdm dwoc cong thém 05 ngay lam viée.
Buéce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

- T@é'p nhén hd so theo Phié'u‘ giao nhan ho so GQGH/ .../CBDBHXH, kiém tra ho so vé s luong,
thanh phan va tinh hop phap cua ho so. Truong hop hé so khong day du hodc chua du co so phap 1y
thi chua ti€ép nhan.

- Tiép nhéan chung tu, hf) so dé dugc phong nghiép vu dé nghi don vi bd sung hoic do BHXH
quan, huyén chuyén dén dé bo sung vao ho so.

- Nhap thong tin vao phan mém TNHS.
- Chuyén ho so cho Phong Ché ¢6 BHXH.
Budc 6: Phong Ché d0 BHXH. Thoi han 10 ngay lam viéc

- Kiém tra s6 BHXH di dugc chdt, to roi thé hién day du qua trinh dong BHXH cua ngudi
lao dong.

- Kiém tra ho so, diéu kién huong ché do huu tri, thuc hién xét duyét ché do huu tri theo Quy
trinh tiép nhan, xét duyét va chi tra ché do huu tri.

- Ban giao hd so huu tri da hoan chinh (khong bao gom s6 BHXH), Danh sach theo Méu s6
21A-HSB, 21B-HSB cho Phong TN&QLHS. Nhiing ho so chua du can cir giai quyét can bo sung
thém cac giay to, thu tuc thi 1dp Phiéu hudng dan bo sung ho so theo Mau s6 02/PHD chuyén cho
Phong TN&QLHS.

- Xac nhan viéc giao nhan ho so trén phan mém TNHS.
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Luu y: Truong hop sé do BHXH/TP chot ma sai dir liéu thi chuyén Phong Thu, Cdp s6, thé
diéu chinh lai (truong hop nay, Phong thu, cdp s6 thé c6 trach nhiém gidi quyét trong vong 04 ngay
lam viéc), khéng tra ho so cho BHXH qudn, huyén.

Buwéc 7: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhn ho so, Danh sch theo Méau s6 21A-HSB, 21B-HSB tir Phong Ché do BHXH, kiém tra
thanh phan ho so.

- X4c nhan trén phan mém TNHS.

- Tra ho so cho BHXH quan, huyén theo Phiéu giao nhan hd so.

Budée 8: Bd phan Ché do BHXH. Thoi han 01 ngay 1am viéc.

- Tiép nhan hd so, Danh sach theo Mau s 21A-HSB, 21B-HSB tir Phong TN&QLHS.
- Sap xép va giao hd so cho BO phan Tiép nhan ho so.

- Ban giao Danh sach theo Mau s6 21A-HSB, 21B-HSB cho B6 phan Ké toan.

- X4c nhéan giao nhan trén phan mém TNHS.

Budée 9: BY phan Tiép nhan hd so va B§ phian Ké toan. Thoi han 0,5 ngay 1am viéc.
1.B9 phén Tiép nhin hd so.

- Tiép nhén ho so tir B phian Ché d6 BHXH, kiém tra thanh phan hd so.

- X4c nhén trén phan mém TNHS.

- Tra hd so qua dich vu Buu dién: Dong gop ho so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao ddng true tiép dén nhan: Tra hod so theo Phiéu giao nhan ho so.

Luu y: Trieong hop hé so huwu tri chuyén tinh ma co tro cap 01 lan khi nghi hwu thi hwdng din
nguoi lao dong nhan tién tai BHXH tinh noi chuyén dén.

2. B phén Ké toan: Chitién cho khach hang theo gidy gi¢i thiéu va Quyét dinh huu tri, Phiéu truy finh,
Danh sach huong trg cap BHXH Mau s6 21A-HSB, 21B-HSB (néu c6).

5.2.2. Giai quyét ché do huu tri cho nguoi lao dong béo luu qua trinh dong BHXH, déng
BHXH tu nguyén da dugc chot so (Phieu giao nhan ho so 606H/.../CPDBHXH, 02 ban):

Quy trinh tom tit:

- Thoi han tra két qua: 15 ngay lam viéc.

- So db:
Khach
hang
A
B1
y
Bophan | B2 | Bophan | B3 | phong | B4 Phong
TNHS [© . | CDBHXH |" gg | TN&QLHS |" g5 | CD BHXH

- Dién giai quy trinh:
+ Buoc 1: B phan Tiép nhan hd so. Thoi han 0,5 ngay lam viéc
+ Budc 2: Bo phan Ché do BHXH. Thoi han 02 ngay 1am viéc
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+ Budc 3: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay lam viéc

+ Budc 4: Phong Ché do BHXH Thanh phé. Thoi han 10 ngay lam viée
+ Budc 5: Phong TN&QLHS Thanh phé. Thoi han 0,5 nga lam viée

+ Buoc 6: BO phan Ché d6 BHXH. Thoi han 01 ngay lam viéc

+ Budc 7: BO phanTiép nhan hd so, Ké toan. Thoi han 0,5 ngay lam viéc
5.2.2 Quy trinh chi tiét:

Budc 1: Bo phan Tiép nhan hd so. Thoi han 0,5 ngay 1am viéc

- Tiép nhén qua dich vu Buu di¢n: Tiép nhan ho so tir nhan vién Buu dién, Vin thu béc bao
bi va kiém tra v€ so lugng, tinh hop phap cta ho so theo Phi¢u giao nhan ho so 606H/.../CDBHXH.

- Nguwoi lao dong truwc tiép dén ndp: Tiép nhan va kiém tra vé s6 luong, tinh hop phap cua hd
so theo Phiéu giao nhan ho so 606H/.../CDBHXH.

- Kiém tra, d6i chiéu dia chi cu tra gitra S6 ho khau, S6 tam tra véi Pon dé nghi hudng ché
d6 huu tri cia nguoi lao dong (Mau s6 12-HSB) dong thoi dong dau da doi chiéu trén don.

- Kiém tra trang cudi ciia s6 BHXH d6i v6i nguoi lao dong bao luu qué trinh déng BHXH,
néu thay con dang huodng tro cip that nghiép thi huéng dan, giai thich nguoi lao dong s& bi cham
dit huong tir khi d& nghi huong lwong huu va phai chd co quan lao dong c6 quyét dinh cham dut
thi BHXH Thanh phd méi thyc hién giai quyét ché d6 huu tri.

- Tiép nhan va kiém tra hd so do nguoi lao dong bo sung theo Phiﬂéu hudng dan bd sung hd so,
chuyén ho so cho By phan Ché do BHXH kem theo Phiéu huéng dan bo sung ho so.

- Nhap thong tin vao phan mém TNHS. Chuyén ho so cho By phan Ché do BHXH.

Luwu y:

- Truweong hop don vi sir dung lao déng hodc nguwoi lao dong ndp ban chup thi dé nghi xudt trinh
ban chinh dé doi chiéu, dong thoi xdc nhan trén ban chup “dda doi chiéu voi ban chinh’ ky, ghi ro
ho tén va ngay thang nam xdac nhan.

- Néu co diéu chinh nhdn than, chirc danh nghé thi hwéng dan ndp hé so theo thi tuc va quy
dinh tai Phiéu giao nhan ho so 614/.../.CDBHXH hodc so 615/.../CDBHXH.

Budéc 2: BY phan Ché @9 BHXH. Thoi han 02 ngay 1am viéc.

- X4c nhan viéc giao nhan hd so trén phén mém TNHS.

- Kiém tra, d6i chiéu cac yéu t6 vé nhén than, s6 s6 BHXH, dif liéu vé qua trinh dong bao hiém
xa hdi cia nguoi lao dong dam bao khong gidi quyét hudng trung trg cap. Tra clru:

1. Vao chuong trinh SMS, nhap s6 Chimg minh nhan dan cua nguoi lao dong dé klém tra truong

hop ¢6 nhiéu S6 BHXH hoic xem dif liéu da huy so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thuc hién gop s6 hodc huy so.

2. Vao dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH di duoc giai quyét trg cap
mot 1an tai cac BHXH tinh, thanh pho khac.

- Kiém tra diéu kién huong ché d6 huu tri d6i v6i nguoi lao dong dang lam viéc, nguoi dang
bao luu qua trinh dong BHXH.

- Kiém tra: Thoi han ning lwong xem c6 dung nién han hay khéng; Viée xép luong cua don vi
c6 dung nganh nghé hay khong; Phu cap chire vu, phu cap tham nién vuot khung ... ¢6 dung khong?;
Chirc danh cong viée c6 nam trong danh muyc nganh nghé doc hai hay khong? Viéc nop BHXH c6 du
s0 v6i thoi gian tham gia BHXH d3 dugc xac nhan trong s6 BHXH hay khong? Déi véi truong hop
nghi huu theo Piéu 50 Luat BHXH kiém tra thoi diém hudng trg cp that nghiép (néu co).
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- Kiém tra s6 BHXH di duogc chdt, to roi thé hién day du qua trinh dong BHXH cua ngudi
lao dong chua?
- Ho so thiéu thu tyc chwa du diéu kién giai quyet thi 1ap Phleu hudng dan bod sung hé so theo

Mau s6 02/PHD, ghi 13 1y do chua giai quyet nhirng van dé hoic glay t& can don vi bd sung va trinh
lanh dao BHXH quan, huyén ky va chuyén cho Bo phan Tiép nhan ho so.

- Kiém tra giai trinh cua nguoi lao dong trong don (Mau s6 12-HSB) déi véi truong hop nop ho
s0' chm so v6i thoi diém huong luong huu. Xac minh lam 13 trong thoi gian ndp h6 so chdm nguoi
lao dong co bi phat tu giam hodc xuat canh trai phép hodc bi Toa an tuyén bo la mat tinh khong doi
Vo1 cac truong hop nop ho so chim so voi thoi di€m huong luong huu tir 6 thang tro 1én (k€ ca
truong hop do BHXH Thanh pho chuyén dén xac minh), dong thoi c6 thong bao cho don vi, nguoi
lao dong bict.

- Chuyén toan bd hod so huu tri, hd so bd sung theo Phiéu huéng dan bd sung hd so cho Phong
TN&QLHS.

Luu y:

- Truong hop nguoi lao dong co nhiéu s6 s6 BHXH, sau khi huéng dan thuc hién gop s6 hodc
huy so6, chuyén ho so cho Phong TN&QLHS kem theo Quyét dinh hodac bién ban gop so hodc huy so.

- H6 50 ¢6 xdc minh lam ré thoi gian ndp hé so chdm dwoc cong thém 05 ngay lam viéc.

Buéce 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

- T@é'p nhan hd so theo Phié'u‘ giao nhan ho so GQGH/ . ./CBBHXH, kiém tra ho so vé s luong,
thanh phan va tinh hop phap cua ho so. Truong hop hé so khong day du hodc chua du co so phap ly
thi chua tiép nhan.

- Tiép nhén chimg tlr, ho so da duge phong nghiép vu de nghi nguoi lao dong bo sung hodc do
BHXH quan, huyén chuyén dén dé bo sung véo hd so.

- Nhap thong tin vao phan mém TNHS.

- Chuyén ho so cho Phong Ché ¢6 BHXH.

Budc 4: Phong Ché do BHXH. Thoi han 09 ngay lam viéc

- Kiém tra s6 BHXH da duoc chét, to roi thé hién day du qua trinh déng BHXH cuia ngudi
lao dong.

- Kiém tra ho so, diéu kién huéng ché do huu tri, thyc hién xét duyét ché do huu tri theo Quy
trinh tiép nhan, xét duyét va chi tra ché do huu tri.

- Ban giao hd so huu tri d4 hoan chinh (khéng bao gbm sb BHXH), Danh sach theo Mau so
21B-HSB cho Phong TN&QLHS. Nhiing h6 so chua dii can cir giai quyet can bd sung thém cac gidy
t, thi tuc thi 14p Phiéu huéng din bd sung hd so theo Mau sé 02/PHD chuyén cho Phong
TN&QLHS.

- Xac nhan viéc giao nhan ho so trén ph?m mém TNHS.

Luu y:

- Nhitng truong hop co thoi diém bdt ddu hwong lwong huu trong thoi gian huong tro cap that
nghiép thi thong bao cho Bo phan That nghiép biet dé thong bao So Lao dong — Thuwong binh va Xa
hoi ra quyét dinh cham duet hwong tro cap that nghiép.

- Treong hop s6 do BHXH Thanh phé chot ma sai dir li¢u thi chuyén Phong Thu, Cdp s6, thé

diéu chinh lai (truong hop nay, Phong thu, cdp s6 thé c6 trach nhiém gidi quyét trong vong 04 ngdy
lam viéc), khéng tra hé so cho BHXH qudn, huyén.

Buwéc 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc
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- Tiép nhan h so, Danh séch theo Méu s6 21A-HSB, 21B-HSB tir Phong Ché do BHXH, kiém tra
thanh phan ho so.

- X4c nhan trén phan mém TNHS.

- Tra ho so cho BHXH quan, huyén theo Phiéu giao nhan hd so.

Budée 6: BO phan Ché do BHXH. Thoi han 01 ngay 1am viéc.

- Tiép nhan hd so, Danh sach theo Mau s 21A-HSB, 21B-HSB tir Phong TN&QLHS.
- Sip xép va giao hd so cho Bo phan Tiép nhan ho so.

- Ban giao Danh sach theo Mau sé 21A-HSB, 21B-HSB cho B6 phan Ké toan.

- X4c nhan giao nhén trén phan mém TNHS.

Budée 7: Bd phan Tiép nhan hd so va B§ phian Ké toan. Thoi han 0,5 ngay lam viéc.
1. B) phén Tiép nhin hd so.

- Tiép nhén ho so tir B phin Ché d6 BHXH, kiém tra thanh phan hd so.

- X4c nhén trén phan mém TNHS.

- Tra ho so qua dich vu Buu di¢n: Dong goi ho so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao dong, nguoi lao dong trwc tiép dén nhan: Tra hd so theo Phiéu giao
nhan ho so.

Lueu y: Truweong hop ho so huu tri chuyén tinh ma cé tro cdp 01 lan khi nghi hwu thi hwéng dan
nguoi lao dong nhan tién tai BHXH tinh noi chuyén dén.

2. B0 phan K& toan: Chi tién cho khach hang theo gidy gi¢i thiéu va Quyét dinh huu tri, Phiéu truy Iinh,
Danh sach huong tro cap BHXH Mau s6 21A-HSB, 21B-HSB (néu c0).

5.3. Poi v6i hd so nghi cho huu dang dwge quan Iy tai Phong Ché d¢ BHXH:
5.3.1 Quy trinh tém tat:

- Muc dich: dung dé giai quyét ché do huu tri cho nguoi lao dong nghi chd huu trude ngay
01/01/2007, ho so dang dugc quan 1y tai Phong Ché d0 BHXH.

- Thoi han tra két qua: 15 ngay lam viéc tinh tir ngay nguoi lao dong ndp gidy chimg cho
huong ché do huu tri cho BHXH quén, huyén

Trude thoi diém nghi huu 03 thang ghi nhéan trén Gidy chimg nhan chd huong ché @6 huu tri
cua nguoi lao dong, Phong Ché d6 BHXH c¢6 trach nhiém gui thong bao dé nghi nguoi lao dong lién
hé BHXH quan, huyén noi cu tra dé lam thu tuc hudéng ché d6 huu tri.

- So dd:

Khéch
hang

A

B1
A\ 4
Bophan | B2 | Bophan | B3 | Phong | B4 | Phong

THNS [ B7 |CDBHXH| pgg |TN&QLHS| g5 | CbBHXH

- Dién gidi quy trinh:
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+ Budc 1: BO phan Tiép nhén ho so. Thoi han 0,5 ngay lam viéc

+ Budc 2: BO phan Ché d6 BHXH. Thoi han 01 ngay lam viéc

+ Budc 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

+ Budc 4: Phong Ché d6 BHXH. Thoi han 11 ngay lam viée

+ Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay 1am viéc

+ Budc 6: BO phan Ché d6 BHXH. Thoi han 01 ngay lam viéc

+ Budc 7: BO phan Tiép nhén ho so, K& toan. Thoi han 0,5 ngay lam viéc
5.3.2 Quy trinh chi tiét:

Budéc 1: Bo phan Tiép nhan hd so. Thoi han 0,5 ngay lam viéc

- Tiép nhan hd so ciia ngudi lao dong bao g(‘)m Thong bao cua Phong Ché d6 BHXH, Giay
chimng nhén cho hudng ché d6 huu tri (truong hop mat gidy chimg nhén, huéng dan nguoi lao dong
giai trinh theo MAu s 12-HSB), Ban chup s6 ho khau, s6 tam tra ¢6 xac nhan da doi chiéu.

- Nhap thong tin vao phan mém TNHS.

- Chuyén hd so cho Bo phan Ché do BHXH.

Luu y:

- Néu ngueoi lao dong o nhu cau nhdn leong huu qua tai khoan ATM thi dé nghi cung cdp s6 tai
khoan thé, ghi ro tén Chi nhanh Ngan hang noi mo the dée tién cho viéc chuyén tién.

- Truong hop nguoi lao dong nop hé so tré so voi ngay nghi huu dwoc ghi nhdn trén Gidy
chitng nhdn cho hudng ché do hwu tri, dé nghi lam van ban gidi trinh.

Buéc 2: Bo phan Ché d9 BHXH. Thoi han 01 ngay lam viéc
- Tiép nhan ho so tir Bo phan Tiép nhan ho so, x4c nhan trén phf?m mém TNHS

- Kiém tra, doi chi€u cc yéu t6 vé nhan than, s6 so6 BHXH, dir li¢u vé qua trinh dong bao hiém
xa hoi cua nguoi lao dong dam bao khong giai quyét huong trung tro cap. Tra cuu:

1. Vao chuong trinh SMS, nhép s Chimg minh nhan dan cua nguoi lao dong dé kiém tra
truong hop c6 nhiéu S6 BHXH, sau thoi gian dugc chét s6 nghi chd huu van tlep tuc tham gia
BHXH. Truong hop c6 nhiéu s6 BHXH thi hudng dan ngudi lao dong thuc hién gop s6 hodc hiy s6.

2. Vao dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH da duoc giai quyét tro cip
mot 1an tai cac BHXH tinh, thanh phd khéc.

- Kiém tra giai trinh cta ngudi lao dong trong don (Méu s 12-HSB) dbi véi truong hop nop
ho so cham so véi thoi diém huong lwong huu. Xac minh lam 13 trong thoi gian ndp hé so chém,
nguoi lao dong co bi phat tu giam hoac xuat canh trai phép hodc bi Toa an tuyén bd 1a mét tich
khong d6i v6i truong hop ndp hd so chdm so v6i thdi diém huéng lwong huu tir 06 thang tré 1én,
ddng thoi c6 thong bao cho nguoi lao dong biét.

- Chuyén h6 so cho Phong TN&QLHS.
Luuy:

- Truwong hop nguoi lao dong co nhiéu sé s6 BHXH, hwéng dan nguoi lao dong lién hé Bo
phdn tiép nhdn hé so - Phong Ché d¢ BHXH ngp don dé nghi rit hé so cho hueu néu ré 1y do, dong
thoi hwéng dan nguoi lao dong ldp thi tuc gop s6 hodc hiy so. Sau khi hoan chinh thi tuc gop so, deé
nghi nép lai ho so theo Phiéu giao nhdn hé so 606/.. /CDBHXH (kém theo Don dé nghi huong ché
d¢ huww tri Mau s6 12-HSB doi véi truong hop di chot sé bao leu hodc quyét dinh nghi viéc hwéng
ché dg huwu tri ciia don vi doi véi trieong hop dang tham gia BHXH).
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- H6 so' ¢6 xdc minh lam 16 thoi gian ndp ho so chdm dwoe cong thém 05 ngay lam viéc.
Budc 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhén ho so theo Phiéu giao nhan ho so 606/.../CDBHXH, kiém tra thanh phan tinh hop
phap cua ho so.

- Nhap thong tin vao phan mém TNHS.

- Chuyén hd so cho Phong Ché ¢6 BHXH.

Budc 4: Phong Ché do BHXH. Thoi han 11 ngay lam viéc.
1. Bo phan Tiép nhin hd so — Phong Ché 46 BHXH.

- Truédce th{yi diém nghi huu 03 thang ghi nhén trén Giéy ching nhan cho hyéng ché d6 huu tri,
lap thong bao dé nghi nguoi lao dong lién hé BHXH quén, huyén noi cu tra dé lam thu tuc huong
ché do huu tri.

- P6i chié’u hé so do Phong TN&QLHS chuyén dén véi hd so dang duge Iuu tai Phong Ché do
BHXH chuyén cho B§ phan xét duyét ché dé huu tri.

2. Bo phan xét duyét ché d9 huu tri — Phong Ché do BHXH.

- Kiém tra ho so, diéu kién huong ché do huu tri, thue hién xét duyét ché do huu tri theo Quy
trinh ti€p nhan, xét duyét va chi tra ché do huu tri.

- Ban giao ho so huu tri d3 hoan chinh (khéng bao gdm s6 BHXH), Danh sach theo Mau sé
21A-HSB, 21B-HSB cho Phong TN&QLHS. Nhiing ho so chua di can ctr giai quyét can bo sung
thém cac gidy to, thu tuc thi 1ap Phiéu hudéng dan bd sung hod so theo Mau sé 02/PHD chuyén cho
Phong TN&QLHS.

- Xac nhan viéc giao nhan ho so trén phﬁn mém TNHS.
Luu y:

- Truong hop s6 do BHXH Thanh phé chét ma sai dir lieu thi ci‘zuyexn Phong Thu, ~Cdp s0, thé
diéu chinh lai, dong thoi co thong bao cho Bo phan Ché do BHXH vé viéc ho so tra tré hon so voi
ngay hen. Truong hop nay, Phong Thu, Cap so, thé co trach nhiem giai quyét trong thoi han 04 ngay
lam viéc.

- Truwong hop trd hé so cho nguoi lao ddng lam thii tuc gop sé, thu héi lai Gidy chirng nhdn
cho hwong lwong huwu cua nguoi lao dong
Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay 1am viéc

- Tiép nhan ho so, Danh sch theo Méu s6 21A-HSB, 21B-HSB tir Phong Ché d BHXH, kiem
tra thanh phan ho so.

- X4c nhan trén phan mém TNHS.

- Tra ho so cho BHXH quan, huyén theo Phiéu giao nhan hd so.

Budc 6: Bd phan Ché do BHXH. Thoi han 01 ngay lam viéc.

- Tiép nhan ho so, Danh sach theo Mau s6 21A-HSB, 21B-HSB tir Phong TN&QLHS.
- Sép xép va giao ho so cho Bo phan Tiép nhan ho so.

- Ban giao Danh sach theo Mau s6 21A-HSB, 21B-HSB cho Bo phan K¢é toan.

- X4c nhan giao nhan trén phan mém TNHS.

Bwéc 7: Bo phan Tiép nhan hé so va Bd phan K¢ toan. Thoi han 0,5 ngay lam viéc.

1. Bo phanTiép nhan ho so.
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- Tiép nhén ho so tir B phan Ché d6 BHXH, kiém tra thanh phan ho so.
- X4c nhén trén phan mém TNHS.
- Tra hd so theo Phiéu giao nhan hd so.

2. B0 phan K& toan: Chi tién cho khach hang theo gidy gi¢i thiéu va Quyét dinh huu tri, Phiéu truy finh,
Danh sach huong tro cap BHXH Mau s6 21A-HSB, 21B-HSB (néu c6).

Luwu y chung:
Truong hop ho so thiéu thi tuc hodc khéng gidi quyét:

1. Ddl Véi ho so khong giai quyét (trd): vién chirc giai quyét ldp Phiéu hudng dan bé sung ho so
theo Mau s6 02/PHD (Quyét dinh 50 999/QD-BHXH ngay 24/9/2015 cia Tong Gidm doc BHXH Viet
Nam vé viéc ban hanh Quy dinh tiép nhén ho so va tra két qua gidi quyét CAC thii tuc hanh chinh vé
bao hiém xd héi, bdo hiém y té) néu rd Iy do khéng gidi quyét (NGi dung ghi ré rang, cu thé, dé hiéu)
tra cho Phong (B¢ phdan) TNHS kém theo ho so. Khi don vi sir dung lao dong (nguoi lao dong) ndp lai
hé so thi ngp theo Phiéu giao nhdn hé so mdi, thoi han gidi quyét tinh tir ngdy ndp hé so.

2. Boz V6i hé so thiéu thi tuc (cho): vién chirc glal quyét lapPhiéu hurong dan bé sung hé so
theo Mdu s6 02/PHD (Quyet dinh s6 999/0P-BHXH ngay 24/9/2015 ciia Tong Gidm doc BHXH Viét
Nam) néu ro Iy do can bo sung dé don vi sir dung lao dong hodc nguroi lao dong hoan chinh hé so
ding theo yéu cau (Noz dung yeu cau can ghi 16 rang, cu the dé hiéu dé dé thuc hzen) Khong duwoc
yéu cdu bé sung qud 02 lan ciing mét ngi dung. Tuy nhién can diéu chinh mét sé chi tiét trong Phiéu
hwéng dan cho phir hop véi tirng bg phdn nghiép vu, dong thoi phdi dwge théng qua lanh dao phong
hodc Ban Gidm déc BHXH quan, huyén trueoc khi ban hanh.

Phiéu huong dan b6 sung ho so dwegc ldp thanh 02 ban: 01 ban heu ho so, 01 ban chuyén
Phong (Bo phan) TNHS tra cho don vi, nguoi lao dong, dong thoi theo doi tinh trang ho so dang cho
don vi, cda nhdn bo sung.

Néu con trong thoi gian gidi quyét hé so don vi, nguoi lao dong b sung ho so theo Phiéu
hwéng dan bé sung hé so thi Phong (Bo phan) TNHS cong thém 50 ngay tuwong ung voi s6 ngay don
vi, nguoi lao dong bé sung ho so (tinh tir ngay ldp Phiéu huong dan dén ngay don vi, ngueoi lao déng
bo sung ho so), nhung khéng qua 50% thoi han giai quyét ho so ciia cic Phong (B phdn) nghiép vu
ké tir ngay nhdn di hé so (Tinh theo ngay lam viéc).

Vién chire tiép nhdn ho so qua dich vu Buu dién phai thuc hién dung quy dinh tai Quyét dinh s6
1493/0D-BHXH ngay 20/11/2014 cua Gidm déc Bdo hiém xd hoi Thanh phoé H6 Chi Minh vé viéc
ban hanh Quy trinh tiép nhdn hé so va trd két qud qua dich vu Buu dién.

6. Quy trinh giai quyét ho S0 trg gz‘ip tw tuit; Dicu chinh theo Nghi dinh 83/2008/Nb CP
doi voi ho so tir tuat; giai quyét tro' cap tuat hang thang doi voi ho so' tr BHXH tinh khac
chuyén dén (Quy trinh 607).

~ 6.1. Ddi v6i ho so tir tudt ngudi lao dong dang dong BHXH chét ndp tai BHXH Thanh
pho (Phiéu giao nhan ho so 607/........ CDbBHXH, 02 ban)

6.1.1. Quy trinh tom tat:

Muc dich: dung dé giai quyét’h(*) so' tur tuat ddi voi truong hop nguoi lao dong dang dong
BHXH bit budc tai BHXH Thanh phd chét.

Thoi gian tra két qua: 10 ngay lam viéc.
So do:
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Phong | Phong

Thu A 83 Cép s, thé
A A
B2 B4
B1 N B4 N
Khach hang |, Phong | Phong
) TNQLHS |* *| CPb BHXH
B5
Phong | B5
KHTC |

Dién gii quy trinh:

Budc 1: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

Budce 2: Phong Thu. Thoi han 01 ngay lam viéc.

Budc 3: Phong Cép so, thé. Thoi han 01 ngay lam viéc.

Budc 4: Phong Ché 6 BHXH. Thoi han 6,5 ngay lam viéc.

Budc 5: Phong TN&QLHS, Phong Ké hoach Tai chinh. Thoi han 0,5 ngay 1am viéc.
6.1.2. Quy trinh chi tiét:

Budc 1: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so' qua dich vu Buu dié¢n: tiép nhan ho so tir B phén Van thu — Phong Hanh
chinh Tong hop hodc tir nhan vién Buu dién. Boc bao bi va kiém tra tinh hop phap cua ho so' theo
Phiéu giao nhan ho so 607.

- Tiép nhén hd so true tiép tir don vi sir dung lao dong: hd so dam bao du cac loai gidy to,
sO lugng ding theo yéu cau Phi€u giao nhan ho so s6 607.

Mot s6 Iwru y khi tiép nhan hd so:

D¢ tranh tinh trang phién ha, phai di lai nhiéu lan cho don vi va than nhan ngudi chét vé viée
ndp ho so giai quyét che do tuat. Nhan vién tiép nhan ho so can luu y mot so diém sau:

1. Kiém tra tinh hinh dong BHXH:

Dbi v6i Tuét tai chie: Kiém tra tinh hinh déng BHXH cua don vi st dung lao dong dén thang
nguoi lao dong chét.

2. Kiém tra S6 BHXH, T bia, Toi roi (D6i voi Tuat Tai chirc):

D6i chiéu thong tin (gom: ho tén, ngay thang nim sinh, CMND, s6 s6 BHXH...) cia ngudi
chét gitra s6 BHXH (To bia, To ro1) khdp ding véi Giay ching tu.

3. Kiém tra Gidy chtng tir/Gidy bao ti:

Dbi voi hd so Tuat Tai chic: Kiém tra nguyén nhan chét ghi trén Gidy ching ta/Gidy béo tir
néu la do: tai nan giao thong, da chan thuwong, chan thuong so ndo, ngat nudc, ngat co hoc, chét dubi
nuéc, phong do hoa hoan, ... yéu cau don vi bd sung cong vin vé vu tai nan, xac dinh r6 c6 phai tai

nan lao dong khéng? (can cu tai Khoan 2 Diéu 39 Luat BHXH) néu 13 tai nan lao dong hudng din
1ap ho so giai quyét tuat tai nan lao dong.

4. Kiém tra To khai ctia than nhan mau 09A-HSB:
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_To khai mau 09A-HSB theo mau quy dinh hién hanh cia BHXH Viét Nam, ghi nhan thong
tin day du vao cac muc cua to khai theo huong dan 1ap to khai dinh kém mau.

Can luu y moét s6 ndi dung sau:

Tai muc I: Nguoi khai la than nhan cia nguoi chét bao gém: vo hoac chéng, con, bd me rudt,
bo me vg hodc chong, ngudi ma ngudi chét cd trach nhiém nuoi dudng trudce khi chét quy dinh (tai
khoan 7 Piéu 3 Luat BHXH).

Trudng hop ngudi khai khong thudc d6i tugng trén phai kém theo gidy ty quyen theo quy dinh
ctia phap luat. Trir truong hop nguoi khac khong phai than nhan dé nghi huong tro cip mai tang phi
thi phai kém don xac nhan hodc chimg tir x4ac dinh 13 ngudi dtng ra lo mai tang cho ngudi chét.

Tai muc III: Danh sach than nhan nguoi chét

Ghi day du cac than nhan (gom con, Vo/chong, bb me rudt, bd me Vo/chong, nguoi ma ngudi
chét c6 trach nhiém nudi dudng), néu di chét ghi rd ho tén, nam sinh, thiang nam chét.

Dbi v6i hd S0 trg gap tuat hang thang: than nhan du,dle}l kién hudng trg cap hang thang phai
ghi thong tin vao phan dé nghi BHXH giai quyét trg cap tuat hang thang.

Truong hop con chua du 15 tudi hodc than nhan bi mat hay han ché ning luc hanh vi dén sy thi
yéu cau phai c6 ngudi dai dién hop phap theo quy dinh ctia phap luat dimg nhan trg cip.

Tai muc VI: X4c nhan ciia UBND cap xi noi ngudi khai dang cu tria; Xac nhan cia UBND
cap x4 noi than nhan hudng tro cap tuat hang thang cu trl, d6i voi than nhan huong tuat hang thang
cur trl & tinh khéc thi co thé 1y xac nhan sau khi nhan dugc to khai do BHXH quén, huyén noi than
nhan d6 cu trii chuyén dén (quy dinh tai muyc (7) ctia huéng dan 1ap to khai mau 09A-HSB ban hanh
kém theo Quyét dinh s6 01/QD-BHXH ngay 03/01/2014).

Trudng hop xac nhan cia UBND cép x4 noi than nhan nguoi chét cu tra chi xac nhan “da ky
trweéc mat t6i” thi nhan vién tiép nhan hd so yéu ciu than nhan xuat trinh ho khau hodc gidy xéac
nhan/sd tam tra, nhan vién tiép nhén ho so s& ddi chiéu voi to khai sau xac nhan vao to khai la “da
ddi chiéu ho khau hodc gidy xac nhan/s6 tam tra” ky tén, ghi r6 ho tén, ngdy thang nim d6i chiéu.

Thén nhén nguoi chét chua du 15 tudi hodc bi mat nang lyc hanh vi dan sy, truong hop nay
néu khong c6 nguoi giam ho theo quy dinh (tai Diéu 61, 62 Bo Luat dan sy nam 2005) thi nguoi
dung linh thay trg cAp phai c6 quyét dinh cir nguoi gidm ho ciia co quan ¢6 tham quyén (quy dinh tai
muc 4 Chuong IIT Giam ho - Luat Dan sy nam 2005).

T1ep nhan va kiém tra hd so do than nhan ngudi lao déng hodc don vi sir dung lao dong bd sung
theo Phiéu hudng dan bd sung hd so cua cac phong chirc niang giai quyét hd so kém theo Phiéu
hudng dan bd sung ho so.

Sau khi kiém tra hd so vién chie tiép nhan nhap thong tin vao phan mém TNHS.
Ban giao hd so cho Phong Thu thuc hién kiém tra dir lidu chét so.

Luwu y:

Nguwoi dang lam viée chét thi khéng thu hoi the BHYT.

Trieong hop don vi sit dung lao dong hodc than nhan nguoi lao déng ndp ban chup thi dé nghi
cung cdp ban chinh dé doi chieu, dong thoi xac nhdan trén ban chup “da doi chiéu voi ban chinh”
ky, ghi ro ho tén va ngay thang nam xdc nhan.

Nhap dir li€u vao Phan mém TNHS:

- Pbi v6i hod so da dam bao vé mat thu tyc nhung chua chdt qua trinh dong BHXH thi chuyén
Phong Thu (sang Budc 2) thuc hi¢n kiém tra dit liéu chot qua trinh dong BHXH;
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- Déi v6i hd so da dam bao vé mit tha tuc va da chdt qua trinh dong BHXH thi chuyén Phong
Ché d6 BHXH (sang Budc 4) thuc hién gidi quyét ho so.

- DBbi v6i ho so chua du thu tyc theo quy dinh thi 1ap Phiéu huéng dan hd so theo mau 02/PHD
ghi 15 1y do chwa giai quyét va ndi dung can diéu chinh hodc bd sung va giri kém hd so cho don vi
theo duong Buu dién.

Buwdc 2: Phong Thu. Thoi han 01 ngay lam viéc.
- Tiép nhan ho so tir phong TN&QLHS chuyén dén.

- Vao chuong trinh SMS, Nhap sé Chiémg minh nhan dan cia nguoi lao dong dé kiém tra co
nhiéu S6 BHXH va hudng dan don vi thuc hién gdp s6 hodc hiy s6 (n€u c6 nhicu so).

- Can clr ngay va thang nguoi lao dong chét thé hién trén gidy ching tir dé kiém tra SMS toan
bd qua trinh dong BHXH.

- Néu dir lidu khong trung khép (ké ca truong hop don vi dd bd sung D02-TS ¢ diéu chinh
lwong ngay tu lac ndp ho so tuat): Néu sai do co quan BHXH thi vién chirc Phong Thu kiém tra ho
so va 1ap Phiéu giai quyet trinh lanh dao ky duyet de diéu chinh dir liéu. Néu sai dir liéu do don vi thi
thong bao cho don vi biét va ghi ndi dung giai quyét vao Phiéu diéu chinh (Mau s6 C02-TS).

- Néu dir liéu trung khop: chuyén hd so cho Phong Cap sd, thé (sang Budc 3) thuc hién chdt
qua trinh dong BHXH.

- Xéc nhan viéc giao nhan ho so trén phan mém TNHS.

Luu y: Poi véi truong hop chét do tai nan lao dong, nguwoi lao déng phdi dong BHXH dén
thang bi tai nan lao dong.

Budéc 3: Phong Cap s0, thé. Thoi han 01 ngay lam viéc.
- Tiép nhan ho so tir phong Thu chuyén dén.

- Vao chuong trinh SMS, Nhap sé Ching minh nhan dan cua nguoi lao dong dé kiém tra co
nhiéu S6 BHXH va hudng dan don vi thuc hién gop s6 hodc hity s6 (néu c¢6 nhiéu so).

- Tién hanh chdt qua trinh déng BHXH, in To bia s0, T roi chdt so.
- Ban giao toan b ho so cho Phong Ché d6 BHXH

- Xac nhan viéc giao nhan hd so trén phén mém TNHS.

Budc 4: Phong Ché do BHXH. Thoi han 6,5 ngay lam viéc.

Tiép nhan ho so tir phong TN&QLHS va Phong Cap s6, thé chuyén dén.

Kiém tra hd so phai dam bao du céc loai gidy to, s6 lugng diing theo Phiéu giao nhan ho so s6
607, S6 BHXH, To ro1 da chot dén thang nguoi lao dong chét.

~ Thyc hién cac xét duyét theo quy dinh tai Quy trinh tiép nhén, xét duyét va chi tra tro cap tr
tuat (Ban hanh kém theo Quyét dinh so 256/0D-BHXH ngay 04/02/ 2015 cua Giam doc Bdo hiém
xa hoi Thanh pho Ho Chi Minh).

Ban giao hd so:

Ban giao hd so tudt da hoan chinh cho Phong TN&QLHS; Ban giao hd so chua giai quyét do thiéu
thu tuc hogc thiCu tinh phap Iy kém theo Phi€u hudng dan bo sung hodc di€u chinh ho so. Xac nhan viée
giao nhén ho so trén phan mém TNHS.

Ban giao danh sach theo Mau 21A-HSB, 21B-HSB cho Phong Ké hoach - Tai chinh.
Buéc 5: Phong TN&QLHS va Phong Ké hoach - Tai chinh. Thoi han 0.5 ngay lam viéc.
1. Phong TN&QLHS:
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- Tiép nhan hd so tir Phong Ché d¢6 BHXH. Kiém tra thanh phan hd so.
- X4c nhan giao nhan ho so trén phin mém TNHS.

- Tra hd so qua dich vu Buu dién: Dong gop hd so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao dong true tiép dén nhan: Tra ho so theo Phiéu giao nhan hd so.
Luu y: Néu ¢é lam thi tuc dl'élzf chinh nhdn than thi tity ting truong hop thie hién theo Phiéu
giao nhan ho so 302, 303. Sau khi diéu chinh xong, tiep nhan ho so theo Phiéu giao nhdan ho so 607.
2. Phong Ké hoach — Tai chinh:
) Tiép nhan Danh sach huong tro cap BHXH mét lan Mau sb 21A-HSB, 21B-HSB tir Phong
Ché do BHXH chuyén dén.

Tiép nhan hd so va chi tién tro cdp cho khach hang theo huéng dan cua Cong vin
4986/BHXH-KHTC ngay 18/12/2013 vé viéc huéng dan bd sung viéc quan 1y va chi tra trg cap
BHXH, BHYT.

6.2. P6i v6i ho so tir tudt ngudi lao dong dang dong BHXH, dang bao luu qua trinh déng
BHXH bit budc, dang déng BHXH tw nguyén chét nop tai BHXH quéin, huyén (Phiéu giao
nhén hé so 607H/.......... /CPBHXH, 02 bén):

6.2.1. Quy trinh tom tit:

Muc dich: dung dé giai quyét hd so tir tut d6i voi nguoi lao dong dang dong BHXH bét budc
tai BHXH quén huyén, bao luu qua trinh dong BHXH, dong BHXH tu nguyén chét.

Thoi han tra két qua: 10 ngay lam viéc.

So db:
B06 phéan B4 phéan
Thu Cap s0, thé
B3
A A
B2 B4
y \ 4
- Bl B4 B5 A
Khach | | Bophan |, | Bo phén R Phong
hang h | TNHS | "| Cb BHXH “| TNQLHS
B9 B8
B6 I B7
B9 A
Bo phan | Phong
Kétoan | CPb BHXH

Dién gidi quy trinh:

Budce 1: B phan Tiép nhan ho so. Thoi han 0,5 ngay lam vi¢c
Budc 2: Bo phan Thu. Thoi han 0,5 ngay lam viée

Bude 3: Bo phan Cap sb, thé. Thoi han 0,5 ngay lam viéc
Budc 4: Bo phan Ché do BHXH. Thoi han 01 ngay lam viéc
Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

Budc 6: Phong Ché do BHXH. Thoi han 5,5 ngay 1am viée
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Budce 7: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

Budc 8: Bo phan Ché do. Thoi han 0,5 ngay lam viéc

Budc 9: B phan Tiép nhén hd so, T6 K& toan. Thoi han 0,5 ngay lam viéc
6.2.2. Quy trinh chi tiét:

Budc 1: B§ phan Tiép nhan hé so. Thoi han 0,5 ngay 1am viéc.

- Tiép nhén ho so tr than nhan nguoi lao dong, don vi str dung lao dong theo Phiéu giao nhan
ho so 607H.

M6t s6 lwu ¥ khi tiép nhan hd so:

Dé tranh tinh trang phién ha, phai di lai nhiéu lan cho don vi va than nhan ngudi chét vé viéc
ndp ho so gidi quyét ché do tuat. Nhan vién ti€ép nhan ho so can luu y mdt s6 diém sau:

1. Kiém tra tinh hinh d6ng BHXH:

Pbi voi Tuét tai chire: Kiém tra tinh hinh dong BHXH cuia don vi sir dung lao dong dén thang
nguoi lao dong chét.

2. Kiém tra S6 BHXH, T bia, Toi roi (Déi v6i Tuét Tai chue):

Dbi chiéu thong tin (gdm: ho tén, ngay thang nam sinh, CMND, s6 s6 BHXH...) ctia ngudi
chét gitta s6 BHXH (To bia, To ro1) khop dung voi Gidy ching tur.

3. Kiém tra Gidy chimg ti/Gidy bao tir:

D6i voi hd so Tuat Tai chire: Kiém tra nguyén nhan chét ghi trén Gidy chung tir/Gidy bao tir
néu 1a do: tai nan giao thong, da chan thuong, chan thuong so ndo, ngat nudc, ngat co hoc, chét dubi
nude, phong do hoa hoan, ... yéu cau don vi bo sung cong vin vé vu tai nan, xac dinh 16 co phai tai

nan lao dong khong? (can cir tai Khoan 2 Dicu 39 Luat BHXH) néu 1a tai nan lao dong hudng dan
1ap ho so giai quyét tuat tai nan lao dong.

4. Kiém tra To khai cta than nhan mau 09A-HSB:

. To khai mau 09A-HSB theo mau quy dinhNhién hanh cia BHXH Vié:[ Nam, ghi nhan thong
tin day du vao cac muc cua to khai theo huong dan lap to khai dinh kem mau.

Can luu ¥ mot s6 ndi dung sau:

Tai muc I: Nguoi khai la than nhan cua nguoi chét bao gém: vo hoac chéng, con, bd me rudt,
bo me vg hodc chong, ngudi ma ngudi chét co trach nhi€ém nuoi dudng trude khi chét quy dinh (tai
khoan 7 biéu 3 Luat BHXH).

Trudng hop nguoi khai khong thude d6i tugng trén phai kém theo gidy ty quyen theo quy dinh
ctia phap luat. Trir truong hop ngudi khic khong phai than nhan dé nghi huong tro cip mai tang phi
thi phai kém don xac nhan hodc ching tir xac dinh 13 nguoi dimg ra lo mai tang cho ngudi chét.

Tai muc III: Danh sach than nhan nguoi chét

Ghi day du cac than nhan (gom con, Vo/chong, b6 me rudt, bd me Vo/chong, nguoi ma nguoi
chét c6 trach nhiém nudi dudng), néu da chét ghi rd ho tén, nim sinh, thang nam chét.

D6i voi hd SO trg gap tuat hang thang: than nhan du’dle‘u kién huong tro cip hang thang phai
ghi thong tin vao phan dé nghi BHXH giai quy¢t trg cap tuat hang thang.

Truong hop con chua du 15 tudi hodc than nhan bi mat hay han ché nang lyuc hanh vi dén sy thi
yéu cau phai c6 ngudi dai dién hop phéap theo quy dinh ctia phap luat ding nhan tro cap.

Tai muc VI: Xac nhan cia UBND cdp xd noi ngudi khai dang cu tra; Xac nhan cia UBND
cap xa noi than nhan hudng tro cap tuat hang thang cu tri, doéi voi than nhan hudng tuat hang thang
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cu tra & tinh khac thj co j:hé léy xac nhan sau khi nhan duogc t(;)’ khai do BHX}E quan, huyén noi than
nhén do6 cu tra chuyén dén (quy dinh tai myc (7) cua huéng dan 18p to khai mau 09A-HSB ban hanh
kém theo Quyét dinh s6 01/Qb-BHXH ngay 03/01/2014).

Truong hop xac nhan cia UBND cip x3 noi than nhan ngudi chét cu tra chi xac nhan “da ky
trwdc mit toi” thi nhan vién tiép nhan hd so yéu cau than nhan xuét trinh ho khau hoic gidy xac
nhéan/sb tam trG, nhan vién tiép nhan hd so s& ddi chiéu véi to khai sau xac nhan vao to khai 1a “da
d6i chiéu hd khiu hoic gidy xac nhan/sé tam tri” ky tén, ghi & ho tén, ngay thang nam ddi chiéu.

Than nhan nguoi chét chua du 15 tudi hodc bj mét ning luc hanh vi dan sy, trudng hop nay
néu khong co nguol giam ho theo quy dinh (tai Diéu 61, 62 Bo Luat dan sy nim 2005) thi nguoi
dung linh thay trg cip phai c6 quyét dinh ctr nguoi giam ho cua co quan cé thdm quyén (quy dinh tai
muc 4 Chuong III Gidm ho - Luat Dan sy nam 2005).

Tiép nhén va kiém tra hd so do than nhan nguoi lao dong hoac don vi sir dung lao dong bd sung
theo Phi€u hudng dan bd sung ho so cua cac phong chirc nang giai quyet ho so kém theo Phicu
hudng dan bd sung ho so.

Sau khi kiém tra ho so Vién chire tiép nhan nhap thong tin vao phan mém TNHS.
Ban giao hd so cho Phong Thu thuc hién kiém tra dit liéu chét so.

Luu y:

Nguweoi dang lam viéc chét thi khéng thu héi the BHYT.

Truong hop don vi sir dung lao dong hodc than nhan nguoi lao dong nop ban chup thi dé nghi
cung cdp ban chinh dé doi chiéu, dong thoi xdac nhdn trén ban chup “da déi chiéu véi ban chinh”
ky, ghi ro ho tén va ngay thang nam xdc nhan.

- Sau khi kiém tra h6 so nhan vién TNHS nhap thong tin vao phan mém TNHS.

- Péi voi hd so chua chét qua trinh dong BHXH chuyén ho so cho Bo phan Thu (sang Budc 2)
thyuc hién kiém tra dir liéu dong BHXH.

- DOi v6i ho so da chét qua trinh dong BHXH chuyén ho so cho B phan Ché do BHXH (sang
Budc 4) thuc hién kiém tra lai ho so va chuyén tiep dén Phong TN&QLHS.

Buéc 2: B¢ phan Thu. Thoi han 0,5 ngay lam vigc.
- Tiép nhan ho so tir Bo phan TNHS chuyén dén.

- Vao chuong trinh SMS, Nhap s6 Ching minh nhan dan cua nguoi lao dong dé kiém tra co
nhiéu S6 BHXH va hudéng dan don vi thuc hién gdp s6 hodc hiy s6 (n€u c6 nhiéu so).

- Can ctr ngdy va thang ngudi lao dong chét thé hién trén gidy ching tir dé kiém tra SMS toan
bd qua trinh dong BHXH.

- Néu dit liéu khong trang khop (ké ca truong hop don vi d3 bd sung D02-TS c6 diéu chinh
luong ngay tur luc ndp ho so tuat): Néu sai do co quan BHXH thi vién chic Phong Thu kiém tra hd
so va lap Phiéu giai quyet trinh 1anh dao ky duyét de diéu chinh dit liéu. Néu sai dir liéu do don vi thi
thong bao cho don vi biét va ghi ndi dung giai quyét vao Phiéu diéu chinh (Mau s C02-TS).

- Néu dir liéu trung khép chuyen B6 phan Cap so thé (sang Budc 3) thuc hién chét qua trinh
dong BHXH va xéac nhan giao nhan hd so vao phan mém TNHS.

Buwéc 3: Bd phan Cap s, thé. Thoi han 0,5 ngay 1am viée
- Tiép nhén lai ho so tir Bo phan Thu.

- Vao chuong trinh SMS, Nhap s6 Ching minh nhan dan cua nguoi lao dong dé kiém tra co
nhiéu S6 BHXH va hudéng dan don vi thuc hién gdp s6 hodc huy s6 theo quy dinh (n€u c6 nhiéu so).
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- Tién hanh chdt qua trinh déng BHXH, in To bia s6, To rdi chdt so.

- Ban giao toan b ho so cho B phan Ché 46 BHXH (sang Budc 4).

Budc 4: B§ phan Ché d§. Thoi han 01 ngay lam viéc

- Tiép nhan hd so tir B6 phan TNHS va B6 phan Cap s, thé chuyén dén.

- Kiém tra ho so phai dam bao du cac loai gidy to, s6 lugng dung theo Phiéu giao nhan ho so sb
607H, S6 BHXH, T¢ rdi di chét dén thang ngudi lao dong chét.

- Kiém tra ho so tvong ty nhu Bude 1 cua quy trinh nay.

- Lap Danh sach giao nhan hé so du diéu kién giai quyét chuyén dén phong TN&QLHS tryuc
tiép hoac qua duong buu dién.

- Lap Phiéu huéng dan (Mau 02/PHD) dbi v6i nhiing hd so chua du diéu kién giai quyét tra
than nhan nguoi lao dong hoac don vi tryc tiép hoac thong qua dudng buu dién;

Luu y: Phdi hop véi Chinh quyén dia phuong thuc hién x4c minh néu phat hién ndi dung ké
khai cta than nhan chua rd rang hodc nodi dung ké khai c6 biéu hién khong trung thuc c6 dau hiéu
lam dung quy BHXH, ké ca xac minh do BHXH Thanh phd chuyén dén, thoi gian giai quyét duoc
cong thém 5 ngay.

Buéce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

Tiép nhan hd so theo Phiéu giao nhan hd so 607H, Danh sach giao nhan ho so giai quyét ché do
BHXH tir B phan Ché d6 hodc tir Buu dién, kiém tra hd so vé s6 luong, thanh ph'?ln va tinh hop phap
ctia ho so. Truong hop ho so khong day du giai quyét 1ap Phiéu huéng din bo sung ho so ghi rd noi
dung can diéu chinh hoc bo sung.

i Tiép nhan ching tu, hd so d3 duoc th‘)ng nghiép vu dé nghi don vi, than nhan nguoi lao dong
bo sung hodc do BHXH quan, huyén chuyén dén dé bo sung vao ho so dang duyét tai BHXH TP.

Nhép thong tin vao phan mém TNHS.

Chuyén ho so cho phong Ché d6 BHXH kém theo phiéu giao nhan ho so.

Buéc 6: Phong Ché dd BHXH. Thoi han 5,5 ngay lam viéc.

Tiép nhan ho so tir phong TN&QLHS chuyén dén va xac nhan viao Phan mém TNHS.

Kiém tra hd so phai dam bao du céc loai gidy td, s6 luong dung theo Phiéu giao nhan ho so sb
607, S6 BHXH, To roi di chdt dén thang ngudi lao dong chét.

_ Thyc hién cac xét duyét theo quy dinh tai Quy trinh tiép nhén, xét duyét va chi tra tro cap tir
tuat (Ban hanh kém theo Quyet dinh so 256/0D-BHXH ngay 04/02/ 2015 cua Giam doc Bao hiém
xd hoi Thanh pho Ho Chi Minh).

Ban giao ho so:

Ban giao hé so tuat d4 hoan chinh cho phong TN&QLHS; Ban giao hé so chua giai quyét do thiéu
thu tuc hodc thi€u tinh phap 1y kém theo Phiéu hudng dan bo sung hodc di€u chinh hé so va xac nhén vao
Phan mém TNHS.

Chuyén Danh sich theo Miu 21A-HSB, 21B-HSB file mém én FPT theo duong dan:
/Traodoi_Nghievu/DS21A21B/Mau 21 Tuat/... khi 1anh dao ky duyét xong ho so.

Ban giao Danh sach theo Mau 21A-HSB, 21B-HSB file gié}{ cho phong TN&QLHS chuyén
BHXH quan, huyén trong vong 05 ngay lam viéc ké tir ngay dua file mém Ién FTP.

Budce 7: Phong TN&QLHS. Thoi han 0,5 ngay 1am vige.
Tiép nhan ho so tir phong Ché d6 BHXH, kiém tra thanh phan ho so.
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‘Tiép nhan hd so va danh sach theo Mau s6 21A-HSB, 21B-HSB tir phong Ché d6 BHXH
chuyén dén chuyén tra cho BHXH quén, huyén tryc ti€p hodc qua duong buu dién theo danh sach
hodc Phicu giao nhén ho so 607H.

Buwéc 8: Bd phan Ché dd. Thoi han 0,5 ngay lam viéc.

Iiép nhan hd so tir phong TN&QLHS theo Phiéu‘giao nhan hd so hodc danh sich giao nhan
ban dau chuyén B0 ‘phan‘Tiép nhan ho so thuc hi¢n trd ho so cho than nhan ngudi lao dong hoac don
vi. Cap nhat vao Phan mém TNHS.

Ti’é'p nh'cfu} Danh sach tro ceftp BHXH mot lﬁr} theo Mau sb6 21A-HSB, 21B-HSB chuyén Bo
phan K¢ toan d¢€ thuc hién doi chiéu khi chi tra trg cap cho than nhan nguoi lao dong.

Buwéc 9: B phan Tiép nhan hd so, Bd phan Ké toan. Thoi han 0,5 ngay lam viéc.

B) phén TNHS: Tiép nhan ho so tir B phan Ché do chuyén dén va xac nhdn trén Phan mém TNHS.
Thuc hién trd ho so cho khach hang theo Phiéu giao nhan ho so ban dau.

B¢ phin K¢ toan:

) Tiép nhan Danh sach hudng trg cép BHXH mét 1an méu sb 21A-HSB, 21B-HSB tir Bo phan
Che do.

Tiép nhan hd so va chi tién trg cap cho khach hang theo huong din cta Cong van
4986/BHXH-KHTC ngay 18/12/2013 vé viéc hudng dan bo sung viéc quan 1y va chi tra trg cap
BHXH, BHYT.

6.3. HO so tir tuat d6i voi trwong hop nguoi dang huéng lwong huu, tro cap bao hiém xa
hoi hang thang chet.

6.3.1. Quy trinh tém tat:

‘Muc dich: dung dé giai quyét hd so tir tuat dbi voi truong hop nguoi dang huong lwong hur,
tro cap bao hiém xa hoi hang thang chét (nop tat BHXH quan, huyén).

Thoi han tra két qua: 10 ngay lam viéc.

So d6:
Khach B phan Ké Phong
hang toan Ché d6
A A A A
B1 B7 B4 B5 B4a
Y B2 B3 v
B6 phan | Bophan |, | Phong v
TNHS B7 | Chédo | |TNQLHS | T6QLHS

Dién giai quy trinh:

Budc 1: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

Budc 2: Bo phan Ché d6. Thoi han 01 ngay lam viéc.

Budc 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

Budc 4: Phong Ché d6 BHXH. Thoi han 06 ngay lam viéc.

Budc 4a: Phong TN&QLHS - T6 Quan 1y ho so. Thoi han 0,5 ngay 1am viéc.
Budc 6: Phong TN&QLHS - T nhén va tra hd so. Thoi han 0,5 ngay 1am viée
Budc 7: B6 phan Ché do. Thoi han 0,5 ngay lam viéc.
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Budc 8: Bo phan TNHS, B phan K& toan. Thoi han 0,5 ngay lam viéc.
6.3.2 Quy trinh chi tiét:
Budc 1: B§ phan Tiép nhan hé so. Thoi han 0,5 ngay 1am viéc.

- Tiép nhén ho so tir than nhan nguoi chét hode tir dich vu buu dién hd so phai dam béao thanh
phan ho so diing theo Phiéu giao nhan ho so s6 607H.

- Kiém tra T& khai mau 09A-HSB:

- To khai mau 09A-HSB theo mau quy diph hién hanh cia BHXH Viét Nam, ghi nhéan thong
tin day du vao cac muc cua to khai theo hudng dan 1ap to khai dinh kem.

- Can luu y mot s6 ndi dung sau:

Tai muc I: Nguoi khai 1a than nhan cua nguoi chét bao gém: vo hodc chéng, con, bd me rudt,
bd me vo hodc chdng, ngudi ma ngudi chét ¢ trach nhiém nudi dudng trude khi chét quy dinh (tai
khoan 7 Piéu 3 Luat BHXH) hodc ngudi khac 1a ngudi dé nghi huong trg cip mai tang phi (phai
kém don xac nhan chimg tir xac dinh 14 ngudi ding ra lo mai ting cho nguoi chét).

Tai muc III: Danh sach than nhan ngudi chét

Ghi day du cic than nhan (gom con, Vo/chong, bb me rudt, bd me Vo/chong, nguoi ma nguoi
chét c6 trach nhiém nudi dudng), néu di chét ghi rd ho tén, nam sinh, thang nam chét.

Dbi v6i hd S0 trg gap tuat hang thang: than nhan du,dle}l kién huéng trg cip hang thang phai
ghi thong tin vao phan dé nghi BHXH gidi quyét trg cap tuat hang thang.

Truong hop con chua du 15 tu6i hodc than nhan bi mat hay han ché ning luc hanh vi dan sy thi
yéu cau phai c6 nguoi dai dién hop phap theo quy dinh ciia phap luat dimg nhan trg cap.

~ Tai myc VI: Xac nhan cua UBND ‘cap xd not nguoi khai dang cu tra; Xac nhan cua UBND
cap xa noi than nhan hudng tro cap tuat hang thang cu tra, doi véi than nhan hudng tuat hang thang
cu tra ¢ tinh khac thi co thé lay xac nhan sau khi nhan dugc to khai do BHXH quén, huyén noi than
nhan d6 cu tru chuyén dén (quy dinh tai muc (7) ciia hudng dan 1ap to khai mau 09A-HSB ban hanh
kém theo QDb 01/QD-BHXH ngay 03/01/2014).

Trudng hop xac nhan ciia UBND cap x4 noi than nhan nguoi chét cu tri chi xac nhan “da ky
trudc mat t6i” thi nhan vién tiép nhén ho so yéu cau than nhéan xuat trinh ho khau hoac giay xac
nhén/sd tam tra, nhan vién tiép nhan hd so s€ doi chi€u voi to khai sau xdc nhéan vao to khai 1a “da
doi chiéu h¢ khau hoiac giay xac nhan/so tam tria” ky tén, ghi rd ho té€n, ngay thang nam doi chicu.

Luwu y: Than nhan nguoi chét chua du 15 tudi hodc bi mét nang lyc hanh vi dan sy, truong hop
nay néu khong c6 nguoi giam h duong nhién theo quy dinh (tai Diéu 61, 62 B Luat dan sy ndm
2005) thi nguoi ding linh thay trg cap phéai c6 quyeét dinh clir ngudi gidm hd clia co quan cé tham
quyén (quy dinh tai muc 4 Chuong III Giam ho - Luat Dan sy nam 2005).

- Tiép nhén va kiém tra hd so do than nhan ngudi lao dong hodc don vi s dung lao dong bd sung
theo Phicu hudéng dan bo sung ho so cua cac phong chire nang giai quyet ho so kem theo Phicu
hudéng dan bo sung ho so.

- D6i v6i ho so chua du thu tuc theo quy dinh thi 14p Phiéu huéng dan hd so theo miu 02/PHD
ghi 16 1y do chua giai quyet va ndi dung can diéu chinh hoac bo sung va giri kém ho so cho don vi
theo duong buu dién.

- Sau khi kiém tra ho so Nhan vién TNHS nhap thong tin vao Phin mém TNHS.

- Chuyén ho so dén Bo phan Ché do.
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~ Luwuy: Truong hop than nhan nguoi lao dong ndp ban chup thi dé nghi cung cip ban chinh dé
doi chi€u, dong thoi xac nhan trén ban chup “da doi chieu véi ban chinh” ky, ghi rd ho tén va ngay
thang ndm xac nhan.
Buwéc 2: Bd phan Ché d§. Thoi han 01 ngay lam viéc.
- Nhan hd so tir B phan TNHS chuyén dén.

- Kiém tra hd so phai dam bao du cac loai gidy to, s luong diing theo Phiéu giao nhan hd so sd
607H.

- Kiém tra hd so twong tu nhu Bude 1 cta quy trinh nay.
- Lap Gidy thoi tra lwong huu, tro cip bao hiém xa hoi hang thang.

- Lap Danh sach giao nhan ho so du diéu kién giai quyét chuyén phong TN&QLHS truc tiép
hodc qua duong buu dién.
- Lap Phiéu huéng dan (Mau 02/PHD) d6i v6i nhimg hd so chua du diéu kién giai quyét tra
than nhan nguoi lao dong hoac don vi.
~ -Lap mau bao giam 9B-CBH chuyén phong Ché do BHXH theo bao céo ting giam hang thang
doi tuong hudng luong huu, trg cap BHXH hang thang.

Luuy: Phéi hop voi Chinh quyén dia phuong thuc hién xac minh than huong ché do tuat (mg}u
09B-HSB) neu phat hién ndi dung ké khai cua than nhan chua 16 rang hodc ndi dung ké khai c6 bi€u
hién }(hér}g trung thuc, cé déu} hiéu lam dung quy BHXH, ké cd xdc minh do BHXH Thanh pho
chuyén dén, thoi gian giai quyét dugc cong thém 5 ngay.

Buée 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

- Tiép nhan theo Phiéu giao nhén hd so 607H, Danh sach giao nhan hd so giai quyét ché do
BHXH theo mau, kiém tra hd so vé sb luong, thanh phan va tinh hop phép cta ho so.

- Tlep nhan chtng tir, hd so da duoc phong nghiép vu dé nghi don vi, than nhan nguoi lao
dong b6 sung hodc do BHXH quan, huyén chuyén dén dé bo sung vao hd so, kém theo Phiéu huéng
dan.

- Nhap thong tin vao Phdn mém TNHS chuyén toan ho so dén phong Ché d6 BHXH.
Budc 4: Phong Ché do BHXH. Thoi han 5,5 ngay lam viéc.
- Tiép nhan ho so tir phong TN&QLHS chuyén dén.
_-Lap phiéu dé nghi rut ho so gdc cua cac doi tuong dé nghi giai quyét tro cap tudt giri T6 Quan
1y ho so thugc phong TN&QLHS (sang Budéc 4a).
- Tiép nhan ho so gbe tir T6 Quan 1y hd so — phong TN&QLHS chuyén dén.

- Thue hién cac xét duyét theo quy dinh tai Quy trinh tiép nhan, xét duyét va chi tra tro cap tir
tuat (Ban hanh kem theo Quyeét dinh so 256/0D-BHXH ngay 04/02/ 2015 cia Giam doc Bdo hiém
xd hoi Thanh pho Ho Chi Minh).

Ban giao hd so:
. -Bangiao ho SO tuét da hoan chinh cho phong TN&QLHS — T6 Tiép nhan va tré~h6 so; Ban giao
h6 so chua giai quyet do thiéu thu tyc hogc thiu tinh phap 1y kém theo Phiéu huong dan b6 sung hodc
diéu chinh ho so va xac nhan vao Phan mém TNHS.

- Chuyén Danh séch theo Mau 21A-HSB, 21B-HSB file mém lén FPT theo dudng dan:
/Traodoi_Nghievu/DS21A21B/Mau 21 Tuat/... khi lanh dao ky duyét xong ho so.

- Ban giao Danh sach theo Mau 21A-HSB, 21B-HSB file giéy cho phong TN&QLHS chuyén
BHXH quén, huyén trong vong 05 ngay lam vi¢c ké tir ngay dua file mém lén FTP.
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- Ban giao ho so gbc cung hd so tudt da giai quyét cho T6 Quan 1y hd so — phong TN&QLHS.
Buéc 4a: T6 Quan Iy ho so — phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan danh sach dé nghi rat hd so cac d6i twong giai quyét tro cAp tudt tir phong Ché do
BHXH chuyén dén.

- Thyc hién rat h so.

- Chuyén hd so di rat ¢én phong Ché d6 BHXH, x4c nhan vao Danh sach giao nhan.

Buéc 5: Té Tiép nhén va tra ho so - phong TN&QLHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan ho so tir phong Ché ¢6 BHXH, kiém tra thanh phan ho so.

- Tiép nhan hd so va danh séch theo Mau s6 21A-HSB, 21B-HSB tir phong Ché d6 BHXH
chuyén dén chuyén tra ‘cho BHXH quén, huyén truc ti€p hodc qua duong buu dién theo danh sich
hodc Phicu giao nhén ho so 607H.

Budéc 6: B§ phan Ché d9. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so tir phong TN&QLHS theo Phiéu giao nhan hd s0 hodc danh sach giao nhan
ban dau hodc thong qua dich vu buu dién chuyén B¢ phén Tiép nhén hd so thuc hién tra ho so cho
than nhan nguoi lao dong hoac don vi.

- Tiép nhan Danh sach trg cap BHXH mot lén theo Mau s6 21A-HSB, 21B-HSB tu phong
TN&QLHS chuyén Bd phan Ké toan dé thyc hién doi chicu khi chi tra trg cap cho than nhan nguoi
lao dong.

- Cap nhat vao Phan mém TNHS.
Budc 7: B phan TNHS va Bo phan Ké toan. Thoi han 0,5 ngay lam viéc.

B) phan TNHS: Tiép nhan ho so tir BO phan Ché d6 chuyen dén. Thyc hién trd ho so cho khach
hang theo Phiéu giao nhén ho so ban dau.

B¢ phin K¢ toan:

Tiép nhén Danh sach hudng trg cép BHXH mét 1an Mau sb 21A-HSB, 21B-HSB tir Bo phan
Ché d9.

Tiép nhan hd so va chi tién trg cap cho khach hang theo huong dan ctia Cong van
4986/BHXH-KHTC ngay 18/12/2013 vé viéc hudng dan bod sung viéc quan 1y va chi tra trg cap
BHXH, BHYT.

6.4. Quy trinh gidi quyét ho so' diéu chinh theo Nghi dinh s6 83/2008/ND-CP ciia Chinh
phi theo Phicu giao nhian hé so 607, 607H.

6.4.1. Quy trinh tém tat:

Muc dich: giai quyét hod so diéu chinh theo Nghi dinh s6 83/2008/ND-CP ho so tir tuét
cua nguoi lao dong dang dong BHXH bat budc, bao luu qua trinh dong BHXH, dang tham gia
BHXH tu nguyén than nhan hudng tro cap tuat mdt lan.

Thoi han tra két qua: 10 ngay lam viéc.
So do:
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Khach | Bl

hang
A
Bl
\4
T B2 T | B3 Phong | B4 Phong
TNHS B7 Cheé do B6 TN&QLHS B5 Che @0

Dién giai quy trinh:

Budc 1: B6 phan TNHS — BHXH quén, huyén hodc phong TN&QLHS. Thoi han 0,5 ngay lam
viéc.

Budc 2: Bo phan Ché do. Thoi han 01 ngay lam viéc.

Budc 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

Budc 4: Phong Ché do BHXH. Thoi han 06 ngay lam viéc.

Budc 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

Budc 6: Bo phan Ché ¢6 BHXH. Thoi han 01 ngay lam viée.

Budc 7: B phan TNHS, B phan K& toan. Thoi han 0,5 ngay lam viéc.

41.4.2. Quy trinh chi tiét:

Budce 1: B phan TNHS hodc phong TN&QLHS. Thoi han 0,5 ngay lam vige.

- Tiép nhén ho so dé nghi diéu chinh theo Nghi dinh s 83/2008/ND-CP (tiép nhan tai noi
da chi tra tro cap tuat mot lan).

Can ctr Quyét dinh huong tro cap tuat mot 1an va Ban tong hop qua trinh dong BHXH (néu co)
dé tiép nhan theo Phiéu giao nhén hé so 607. Trudng hop ho so da duge didu chinh thi phai ‘giai thich
cho than nhan nguoi chét biét. Hodc truong hop nop hd so khong dung noi da chi tra tro cp tuat thi
hudng dan than nhan ngudi chét ndp ho so ding noi quy dinh.

- Nhap dir liéu vao phan mém TNHS

- B phan TNHS chuyén cho B¢ phan Ché d6; phong TN&QLHS chuyén phong Ché do
BHXH.

Budc 2: B§ phan Ché d9. Thoi han 01 ngay lam viée.

- Can ctr Quyét dinh huong trg cap tudt mot lan va Ban tong hop qué trinh dong BHXH (néu
cd) dé tiep nhan hodc tir chdi yéu cau cua than nhan nguoi chét.

- Lap danh sach dé nghi dicu chinh theo Nghj dinh 83/2008/ND-CP dbi véi nhing hd so du diéu
kién huong (theo van ban hudng dan hang nam) chuyén phong TN&QLHS truc tiep hoac qua duong buu
dién.

Buée 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

- Tiép nhén hd so dé nghi tt BHXH quan, huyén chuyén dén truc tiép hodc thong qua dich vu
buu dién.

- Tiép nhéan truc tiép tur than nhan hoac thong qua dich vu buu di¢n ddi véi ho so huodng tro cép
tuat mot lan tai BHXH TP.

- Kiém tra hd so vé s6 luong, thanh phan va tinh hop phap cta ho so theo Phiéu giao nhan ho so
607.
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- Nhép thong tin vao Phan mém TNHS

- Chuyén hd so cho phong Ché d6 BHXH.

Budc 4: Phong Ché do BHXH. Thoi han 5,5 ngay lam viéc.
- Tiép nhan ho so dé nghj tir phong TN&QLHS chuyén dén.

- Can ctr Quyét dinh hudng trg cp tir tudt mot 1an, Ban tong hop qué trinh dong BHXH va dir
liéu xét duyét dé thuc hién in Phi€u diéu chinh.

- Dong ddu “Pa diéu chinh theo Nghi dinh s6 83/2008/ND-CP ngay 31/7/2008 clia Chinh phi”
trén quyéet dinh huong trg cap tuat cia nguoi lao dong va s6 BHXH dang luu trir tai BHXH TP.

- Ban giao Phiéu diéu chinh kém Danh sich miu 2A-83, 2B-83 cho phong TN&QLHS va xac
nhan vao Phan mém TNHS.

Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay 1am viée.

- Nhan Phiéu diéu chinh va Danh sach 2A-83, 2B-83 tir phong Ché 6 BHXH chuyén dén.

- Tra két qua cho BHXH quén, huyén va than nhan nguoi chét truc tiép hodc qua dich vu buu
dién.

Buéc 6: Bd phan Ché d9. Thoi han 01 ngay lam viéc.

- Tiép nhan Phiéu diéu chinh va Danh sach 2A-83, 2B-83 tir phong TN&QLHS chuyén dén.

- Chuyén Phiéu diéu ghinh cho bd phan TNHS tra than nhan nguoi lao dong; chuyén Danh sach 2A-
83, 2B-83 cho Bo phan K¢ toan dé thuc hién doi chiéu khi chi tra; xac nhan vao Phan mém TNHS.

Budéc 7: BO phan TNHS va Bo phian Ké toan. Thoi han 0,5 ngay 1am viéc.
- B phan TNHS: Tra ho so cho khach hang theo Phiéu giao nhan hd so ban dau.

- Bo phan K& toan: Chi tién tro cAp cho ngudi lao dong theo Phiéu diéu chinh va Danh sach
2A-83, 2B-83.

6.5. Quy trinh giai quyét hd so tro cap tuidt hang thang tinh khac chuyén dén theo Phiéu
giao nhan ho so 607.

6.5.1. Tom tat quy trinh:

Muc dich: giai quyét tro cip tuit hang thang ho so tir tuat tirt BHXH tinh khac chuyén
dén.

Thoi han tra két qua: 10 ngay lam viéc.

So db:
BHXH
Tinh khac
B1
\ 4
Than nhan huong | | phong | B2 Phong
tuét hang thang "l TN&QLHS [T Ché do
Dién gidi quy trinh:

Budc 1: Phong TN&QLHS. Thoi han 01 ngay lam viéc.
Budc 2: Phong Ché d6 BHXH. Thoi han 08 ngay lam viéc.

36



Budc 3: Phong TN&QLHS. Thoi han 01 ngay lam viéc.
6.5.2. Quy trinh chi tiét:

Budce 1: Phong TN&QLHS. Thoi han 01 ngay lam viée.

- Tiép nhan ho so tir T6 Vin thu - phong HCTH chuyén dén.
- Kiém tra tinh hop 18 ciia hd so:

+ Kiém tra thanh phan hd so theo Phiéu giao nhan ho so 607.

+ Kiém tra To khai miu 09A-HSB: T& khai mau 09A-HSB theo méau quy dinh hién hanh cta
BHXH Vi¢t Nam, ghi nhan thong tin day du vao cac muc cua to khai theo hudng dan lap to khai
dinh kém.

- Can luu y mot s6 ndi dung sau:

Tai muc I: Nguoi khai 13 than nhan cta nguoi chét bao gdm: vo hoic chong, con, bd me rudt,
bd me vo hodc chéng, nguoi ma nguoi chét ¢ trach nhiém nuoi dudng trude khi chét quy dinh (tai
khoan 7 DPiéu 3 Luat BHXH) hoic ngudi khac 1a ngudi dé nghi huong trg cip mai tang phi (phai
kém don xac nhan ching tir xac dinh 12 ngudi dimg ra lo mai tang cho ngudi chét).

Tai muc III: Danh sach than nhan nguoi chét

Ghi day du cac than nhan (gom con, VO/ChOIlg, b6 me rudt, bd me Vo/chong, nguoi ma ngudi
chét c6 trach nhiém nudi dudng), néu di chét ghi rd ho tén, nam sinh, thang nam chét.

Dbi v6i hd S0 trg g:ap tuat hang thang: than nhan du’dle‘u kién huong trg cap hang thang phai
ghi thong tin vao phan dé nghi BHXH giai quyét trg cap tuat hang thang.

‘Tru’(‘mg hop con chua dua 15 tudi hodc than nhan bi mat hay han ché nang luc héph vi dan su thi
yéu cau phai c6 nguoi dai dién hop phap theo quy dinh cua phap ludt ding nhan trg cap.

Tai muc VI: C6 day dii xac nhan ctia UBND cap xa noi ngudi khai dang cu tri; Xéac nhan cta
UBND cap xa noi than nhan hudng trg cap tuat hang thang cu trti (muc (7)).

- Lap Glay thong bao theo mau s6 18B-HSB giri than nhan huong trg cap tuat hang thang dé
b sung ho so (ddi v6i ho so chua hop 18) hodc Gidy hen nhan tra két qua (d6i v6i ho so hop 18).

~ Nhép dir liéu vao Phan mém TNHS, lap Phiéu giao nhan ho so 607 chuyén ho so dén phong
Ché d0 BHXH.

Budc 2: Phong Ché do BHXH. Thoi han 08 ngay lam viéc.
Tiép nhan ho so tir phong TN&QLHS theo phiéu giao nhan ho so 607.

~ Thyc hién cac xét duyét theo quy dinh tai Quy trinh tiép nhén, xét duyét va chi tra tro cap tr
tuat (Ban hanh kem theo Quyét dinh so 256/0D-BHXH ngay 04/02/ 2015 cia Giam doc Bdo hiém
xa hoi Thanh pho Ho Chi Minh).

Ban giao hé so: Ban giao h?) so tuat d hoan chinh cho phong TN&QLHS; Ban giao ‘hé S0 chua
giai quyét do thieu thu tuc hogc thiéu tinh phap ly kém theo Phi€u huéng dan bo sung hodc diéu chinh ho
so va xac nhan vao Phan mém TNHS.

Buée 3: Phong TN&QLHS. Thoi han 01 ngay lam viéc.

- Tiép nhén hd so tir phong Ché d6 BHXH chuyén dén, kiém tra thanh phan hd so tra két qua cho
than nhan.

- Truong hop hé so can bd diéu chinh bd sung Lap phiéu thong bao cho than nhan thuc hién theo
Phiéu huéng dan bo sung ctia phong Cheé do BHXH.

- Xé4c nhén vao Phan mém TNHS.
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Lwu y chung:
Trieong hop ho so thiéu thi tuc hodc khdong gidi quyét:

1. Poi voi ho so khéng giai quyét (trd): nhan vién gidi quyét ldp Phiéu hudng dan bo sung ho
so theo Mdu sé 02/PHD (Ouyét dinh sé 999/0D-BHXH ngay 24/9/2015 cua BHXH Viét Nam) néu ro
Iy do khéng gidi quyét (NGi dung ghi ré rang, cu thé, dé hleu) tra cho Phong (T6) TNHS kém theo ho
so. Khi don vi sir dung lao ddng (nguoi lao déng) nép lai ho so thi nép theo Phiéu giao nhédn ho so
méi, thoi han gidi quyét tinh tir ngay nép ho so-

2. de V6i ho so thiéu thii tuc (cho): nhan vién gidi quyét ldp Phiéu huwdng dan bé sung ho so
theo Mau s6 02/PHD (Quyét dinh so 999/0P-BHXH ngay 24/9/2015 ciia BHXH Viét Nam) néu ré Iy
do can bé sung de don vi sir dung lao dong hodc ngueoi lao dong hoan chinh hé so dung theo yéu cau
(Néi dung yéu cau can ghi ré rang, cu thé, dé hiéu dé dé thwc hién). Phiéu hidng dan bé sung ho so
dwege Idp thanh 02 ban: 01 ban leu hé so, 01 ban chuyén Phong (b6 phdn) TNHS trd cho don vi,
ngueoi lao dong, dong thoi theo déi tinh trang hé so dang cho don vi, ¢d nhén bé sung

7. Quy trinh giii quyet hod so hwong lwong hwu, tro cip BHXH hang thang; Hb so' cho
hwéng lwong hwu, tro cap hing thiang chuyén dén (Phiéu giao nhan hd so 609/.../.CPBHXH, 02
ban).

7.1. Quy trinh tém tit:

- Muc dich: dung dé giai quyét hd so huong luong huu, tro cdp BHXH hang thang tir noi
khac chuyén dén.

- Thoi han tra két qua: 05 ngay lam viéc.

- So do:
Khach ha Bl PhongTN& i Phong
ach hang |, R ong
Vinthu | | QLHS » CPBHXH
B4
v
BHXH
Huyén

- Dién giai quy trinh:
+ Budce 1: Phong TN&QLHS. Thoi han 01 ngay.
+ Budc 2: Phong Ché ¢6 BHXH. Thoi han 3,5 ngay.
+ Budc 3: Phong TN&QLHS. Thoi han 0,5 ngay.
+ Buée 4: BHXH huyén.
43.2. Quy trinh chi tiét:
Buéce 1: Phong TN&QLHS. Thoi han 01 ngay lam viéc.

* Pbi véi ho so ciia nguoi bit diu hudng lwong huru, trg' cip béio hiém x3 hdi hing théng
do BHXH B¢ Quoc phong, BHXH Cong an nhan dan giai quyét va chuyén dén theo quy dinh
tai Diem 8.1 Khodin 8 Diéu 30 Quyét dinh s6 01/QD-BHXH:

- Tlep nhan hd so tir Bo phan vin thu ban giao (con nguyén niém phong, trir mot s6 bi thu
khong c6 dau niém phong va khong c6 ghi la hé so cua dbi tuong chuyen dén) hoic tir ngudi sir dung
lao dong hoic truc tiép tir nguoi huong ché d6. Kiém tra dbi chiéu tung loai hd so dém du sb luong
ho so va tinh hop phap ciia hd so. Truong hop c6 su khong théng nhét vé ho tén, ngay thang nam
sinh gitra s6 ho khau, CMND va hd so huéng BHXH thi phai kém vin ban xac nhan caia BHXH B
Qudc phong, BHXH C6ng an nhan dan (tranh tinh trang so sot trong khau dbi chiéu khi tiép nhan
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hd so cta khach hang, chuyén Phong Ché d6 BHXH nhung chua gi6i thiéu dugc, 1am mat thoi gian
cua khach hang).

- Néu ho so day du thi tiép nhan ho so, xac nhan thong tin vao phan mém TNHS.

- Néu hd so chua ding quy dinh hodc khong ddy du thi chua tiép nhan, déng thoi théng bao
cho déi tuong biét vé viéc khong tiép nhan va ¢ vin ban tra lai hé so cho co quan BHXH noi da giai
quyet néu 16 1y do; dong thoi thong bao de dbi twong biét vé viéc khong tiép nhan hd so va hudng
dan khach hang b sung gidy t& con thiéu can bd sung.

* Poi véi hd so tir tinh, thanh phd khac chuyén dén:

- B0 phén Van thu phong Hanh chinh - Téng hop (HCTH) tiép nhan ho so ciia tinh tir buu dién
chuyén giao cho Phong TN&QLHS.

- Tiép nhan ho so cta ngudi dang hudng luong huu, tro cip bao hiém xa hoi hang thang, cho
huru tir tinh, thanh phé khac chuyén dén do bd phan vin thu ban giao con nguyén niém phong, vién
chtrc Phong TN&QLHS béc niém phong kiém tra, d6i chiéu ho, tén, tén dém, ngay thang niam sinh,
néu khong thong nhat phai ¢6 vin ban xac nhan dinh kém cua tinh, thanh phd khac chuyén dén. Thi
tuc hé so phdi tuy vao tirng loai hé so dwec quy dinh tai thoi diém gidi quyét, d¢m du s6 lugng hd
so va tinh hop phép cua hd so.

- Néu ho so day di thi tiép nhan ho so, xac nhan thong tin vao phan mém TNHS.
- Truong hop qua kiém tra phat hién:

+ Hb so cua ngudi dang huong lwong huu, tro cap BHXH hiang thang khong day du vé thanh
phan hd so ma khong c6 vin ban xac nhan cia BHXH tinh noi d6i tuong chuyén di hodc thiéu quyét
dinh huong ma khong ¢ y kién ctia Bao hiém xa hoi Viét Nam hodc ho so ciia nguoi bat dau hudng
lwong huu, trg cap bao hiém xa hoi hang khong du thanh phan ho so theo quy dinh thi van tiép nhan,
lam van ban giri BHXH tinh noi chuyén hd so di dé thong bao vé hién trang hd so dong thoi thong
bao dé doi tuong biét vé 1y do chua thuc hién chi trd. Khi nhan dugc cong van kém theo hd so bd
sung tir BHXH tinh noi dbi tuong chuyén di thi chuyén vin ban cing ho so cho Phong Ché do
BHXH.

- Pbi véi ho so duge xac dinh khong du diéu kién huong va hd so chd huong ché d6 khong
dam bao can cir dé giai quyét thi khong tlep nhan va théng bao dé dbi twong biét, dong thoi 1am van
ban chuyén tra BHXH tinh noi gio1 thi¢u d6i twong chuyén di va bao cao Bao hiém xa hoi Viét Nam
(Ban Thuyc hién chinh sach bao hiém x4 hoi) kém theo ban sao hd so.

- Trong thoi han 03 ngay lam viéc ké tir khi nhan dugc hd so di chuyén dén, day du theo quy
dinh thi vién chirc TNHS tiép nhan thuc hién thong bao theo Mau s6 18A-HSB cho Bao hiém xd hoi
noi gioi thiéu chuyén di. Cin ct dia chi thé hién trén don dé nghi (mau s6 16A-HSB) hoic s6 hod
khau hodc s6 tam trii dé lap Miu s6 18B-HSB thong béo cho ddi _tuong thoi gian, dia chi BHXH
quan, huyén noi dén nhan két qua va ding ky nhan luong huu, tro cdp BHXH hang thang. Thong béo
theo Mau s6 18C-HSB cho nguoi chd hudng ché do biét vé viéc da tiép nhan ho so. Truong hop da
chuyén thong bao cho ddi twong dén bo sung hd so hodc nhan lvong huu nhung ddi twong chwa dén
thi Phong TN&QLHS van quéan 1y hd so va vao s theo ddi, luu trit tai chd, cho dén khi dbi tuong
dé::n bd sung day du méi chuyén ho so cho Phong Ché do BHXH, 1ap phiéu giao nhan, hen ngay tra
két qua.

- Qua kiém tra, néu ho so chua day du thi vién chirc TNHS chua tiép nhan hd so, dong thoi lap
Mau s6 18A-HSB ghi rd hd so chua day du, ghi cu thé loai gidy to nao con thiéu can bd sung dé
BHXH noi chuyén di biét. Lap Mau s6 18B-HSB thong bao cho khach hang vé tinh trang ho so hién
dang cho bo sung hodc diéu chinh (néu co).

- X4c nhan thong tin vao phan mém TNHS.
- Chuyén ho so tiép nhan vé Phong Ché d6 BHXH (bd phan tiép nhén).
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Luu y:
- D6i voi hd so huong BHXH giai quyét truoe ngay 01/01/1995 thi khong xem xét lai diéu

kién huong va mirc luong trir truong hop giai quyét khiéu nai, t6 cdo hodc thyc hién két luan cua co
quan c6 thim quyén.

- P6i voi hd so ndp cham sau thoi diém huong lwong huu thi ngoai hd so theo quy dinh phai
c6 thém cong van giai trinh ctia nguoi st dung lao dong.

- Trudng hop ndp hd so cham do chip hanh an phat ti giam hodc xuit canh trai phép tro vé
dinh cu hop phap hodc dugc Toa an tuyén bd mat tich tré vé thi ¢ thém gidy ching nhan chap hanh
xong hinh phat ti (ban sao) hogc Gidy dic xa tha ti trudc thot han (ban sao) hodc quyét dinh cia Toa
an huy quyet dinh tuyén b mat tich (ban sao) hoic quyét dinh, gidy to cua co quan nha nudc co
tham quyén dong ¥ cho cu tra tai Viét Nam (ban sao) kém theo gidy to chimg minh thoi diém nhap
canh (ban sao).

- Ho so cho huu khi tiép nhén 1ap theo Phicu giao nhan ho so 614/.../CDBHXH; HO so tiép
nhan giai quyet ché do tir tuat hang thang (chua c6 quyét dinh hudng) 1ap theo Phiéu giao nhan ho so
607/.../.CbBHXH.

- Truong hop hd so da chuyén quén, huyén thi hudng dan dbi tuong lien h¢ BHXH quén,
huyén dé nhén ho so.

Buéc 2: Phong Ché @9 BHXH: Thoi han 04 ngay lam viéc.
- Tiép nhan ho so, xac nhan trén phan mém TNHS.

- Kiém tra, ddi chiéu theo quy dinh vé thu tuc, diéu kién hudng, nhan than gitra hd so géc va
CMND, S6 ho khau.

- HO so, gidy to, van ban lam can ctr diéu chinh.

- Trudng hop c6 su khong théng nhat vé ho tén, ngay thang nam sinh giita s6 ho khau,
CMND va ho so huong BHXH da kém van ban xac nhan tinh trang sai 1éch nay, tuy nhién ho so
huong BHXH lai anh huong voi ty 18 huong thi vién chitc Phong Ché d6 BHXH chi ghi nhén théng
tin, 1y 1é hwéng theo ditng Quyét dinh hwéng BHXH (kém ban chup x4c nhan sai léch).

- Nhimng hd so co sai sot Vé diéu kién huong chua ‘Eiép nhan duoc thi chuyén tra Phong
TN&QLHS ¢ lap van ban tra kém ho so goi BHXH noi Bao hiém xa hoi tinh 1ap thi tuc chuyén di.

- In Gidy gi6i thigu tra luong huu va trg cdp BHXH theo Mu s6 C77-HD, phiéu truy linh
(néu co).

- Lap danh séach chi tra luong huu, tro cap 1an dau chuyén cho BHXH quén, huyén.

- Thyc hién diéu chinh hd so theo quy dinh tai Diém 5.1 Khoan 5 Diéu 28 ddi v6i ho so chua
dugc diéu chinh. D61 vo1 HO so ¢6 sai sot thi van tiép nhan va thuc hién diéu chinh theo quy dinh
néu tai Diém 5.2 Khoan 5 Dicu 28 d¢€ chi tra.

- Ban chup ban qué trinh dong BHXH.
- Trinh ky, dong déu.
- X4c nhan giao nhan ho so trén phan mém TNHS, chuyén két qua cho Phong TN&QLHS.
- Chuyén toan bd hd so dén Phong TN&QLHS (B phan luu trit).
Buwéce 3: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan ho so va Danh sach theo Mau s 21B-HSB tir Phong Ché do BHXH.
- Phén loai hd so theo tirng quan, huyén.
- Giao hd so cho BHXH quan, huyén kém theo Danh sach theo mau 21B-HSB.
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Buwdéc 4: BHXH huyén.

- Tiép nhan hd so tir Phong TN&QLHS.

- Kiém tra hd so day du theo danh sach kém theo.

- Giao hd so cho ddi twong theo gidy hen (Théng bao theo miu 18B-HSB).

- Chi tra lwong huu, tro cdp BHXH theo phiéu truy linh do BHXH Thanh phd 1ap (néu c6).
- Luu trit ho so theo quy dinh.

Luwu y: Nhitng ho so c@uyén qua duong cong vu thi nguoi dén nhdn két qua phai xudt trinh
CMND va théng bao theo Mau so 18-HSB ciia BHXH Thanh pho.

. Khi chi tra luong huu, tro cdp hang thang cho doi twong, vién chu’c’ ké: toan phai c?‘éi chiéu s6

tién trén phiéu truy linh va danh sach phai trung khop. T ‘riwong hop so tién trén phiéu truy linh

khong trung khdp thi phdi thong bdo ngay cho phong Ché dp BHXH dé diéu chinh kip thoi. Tuyét
doi khéng dé déi twong phii di lai nhiéu lan.

8. Quy trinh giai quyet di chuyén hé so huu tri, tro cap BHXH hang thang; HO so cho
hwéng lwong huu, trg cap hang thang di BHXH tinh, thanh pho Kkhac. (Phiéu giao nhan hd so
610/.../CPBHXH, 02 ban).

8.1. Quy trinh tém tit:

- Muc dich: ding dé giai quyét ho so huong luong huu, trg cap BHXH hang thang; Ho so cho
hudng luong huu, trg cip hing thang chuyén di tinh, thanh phd khac.

- Thoi han tra két qua: 05 ngay lam viéc.

- So do
Khach
hang
B1
\ 4
Bophan | B2 | Bophan | B3 | Phong B4 | Phong
TNHS CPBHXH *| TN&QLHS [*— | cp BHXH
(BP luu trit)
A
B5
v
i PhongHCTH
- Dien giai quy trinh: (Van thu)

+ Budgc 1: Bo phan Tiép nhan ho so. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Bo phan Ché 6 BHXH. Thoi han 0,5 ngay lam viéc.

+ Budce 2: Phong TN& QLHS (B0 phéan luu trir). Thoi han 0,5 ngay lam viéc.
+ Bud6c 3: Phong Ché ¢6 BHXH. Thoi han 03 ngay lam viéc.

+ Budce 4: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

+ Budc 5: Phong HCTH (B6 phan Van thu).

8.2. Dién giai chi tiét:

Budc 1: B§ phin Tiép nhin hd so. Thoi han 0,5 ngay lam viéc.

41



- Tiép nhan Pon gé nghi chuyén noi nhan luong huu, trq‘cép BHXH hNé“mg’théng (Mau sb 16A-
HSB), Bon dé nghi chuyén ho so chd huong luong huu, trg cap hang thang (Mau s6 16B-HSB) truc tiép
tir khach hang hodc thong qua buu dién.

- Kiém tra don phai c6 xac nhan cua chinh quyén dia phuong noi cu tri mai, néu don dé nghi
khong c6 xac nhén thi phai kém theo s6 ho khdu (ban sao) hoic s6 tam tra hodc Gidy xac nhan dang
tam tra cta chinh quyén dia phuong noi cu tri méi va CMND (ban sao). Truong hop ddi tuong ndp
ban chup thi phai kém theo ban chinh dé vién chirc tiép nhan hd so thuc hién ddi chiéu ban chinh
theo quy dinh.

- Cap nhén thong tin vao phin mém TNHS.

- Chuyén hé so cho B6 phan Ché d6 BHXH.

Buéc 2: B phan Ché d9 BHXH. Thoi han 0,5 ngay lam viéc.
- Kiém tra hd so ding, du theo quy dinh nhu Bude 1.

-‘Kiér‘n tra viéc chi tra luong huu, tro cap BHXH hing thang cho d6i twong dén thang hién tai
(thdng lién ké trude thang chuyén di tinh khac).

- Lap Gidy gi6i thiéu c6 ky tén, déng dau chuyén BHXH Thanh phé giai quyét.
- X4c nhén giao nhan hd so trén phan mém TNHS, chuyén hé so cho Phong TN&QLHS.
Budc 2: PhongTN&QLHS (B) phan luu trit ho so). Thoi han 0,5 ngay lam viéc.

- Tiép nhan Pon d& nghi chuyén noi nhan luong huu, trg cdp BHXH hing thang (Mau s6 16A-
HSB), Pon dé nghi chuyén ho so chd hudng luong huu, trg cip hang thang (Mau s6 16B-HSB) tir Bo
phéan van thu Phong Hanh chinh - Tong hop (nhan qua dudng buu dién) hoic truc tiép tir BHXH quan,
huyén chuyén dén.

- Can cir Don dé nghi chuyén noi nhan lwong huu, trg cap BHXH hang thang (Mau s6 16A-
HSB) rat ho so goc tai Bo phan Quan 1y ho so.

- Xac nhén thong tin vao phan mém TNHS, chuyén Don dé nghi va ho so gbc dén Phong Ché
do BHXH (B¢ phan tiép nhan).

* Pbi véi hd so chd huu:

- Tiép nhan don dé nghi di chuyén Mau s6 16B-HSB.

- X4c nhan giao nhan ho so vao phan mém TNHS.

- Chuyén don dén Phong Ché d6 BHXH (B9 phan tiép nhan).
Budc 3: Phong Ché do BHXH. Thoi han 03 ngay lam viéc.

- Tiép nhan ho so di chuyén di tir Phong TN&QLHS, nhiing ho so dang huong luong huu, trg
cap BHXH hang thang. D61 v6i ho so chd huu de€ nghi di chuyén thi chi tiép nhén don dé nghi va rat ho
so goc dang luu trit tai phong.

- Kiém tra hd so dam bao du va dung quy dinh. Déi véi hd so chd huong luong huu, trg cép hing
thang kiém tra d6i twong tham gia, cac yéu t6 vé nhan than, viéc xdac dinh thoi gian tham gia BHXH,
chirc danh, mirc lwong dam bao du can cir dé gidi quyét huong.

- Lap Gidy gi6i thiéu tra lwong huu va trg cip BHXH theo Mau sé C77-HD.

- In phiéu diéu chinh lwong huu, trg cdp BHXH dé xac dinh mtrc hudng tai thoi diém giGi
thicu di.

- X4c nhan giao nhan ho so trén phan mém TNHS.
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- Chuyén tra hd so gbc theo danh sach, sb lugng cu thé (gdbm Gidy gi6i thiéu, Phiéu diéu
chinh) cho Phong TN&QLHS.

Buéc 4: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
- Kiém tra sb lugng, thanh phan ho so.

- Thyc hién sao luu hd so cua dbi tuong di chuyén trén may tinh dé 1am can cr xem xét,
giai quyét trong truong hop hd so di chuyén bi mat; luu gitr ban chyp don dé nghi di chuyén cua
dbi tuong tai vi tri di luu trit hd so trude khi di chuyén. Pdi v6i ho so huong BHXH trude ngay
01/01/1995 thi sao luc toan bd hd so dé luu cung ban chup don dé nghi di chuyén.

- Po6i chiéu nhan than trén ho so goc voi CMND, hd khau do nguoi di chuyén lvong huu
cung cap. Lap cong van xac nhan sai I¢ch gitra cac yéu to vé nhan than trén ho so goc voi CMND, S6
ho khau va nhitng thiéu s6t trén ho so goc (n€u co).

- Lap Bang ké di chuyén ho so (Mau s 17-HSB) trinh lanh dao phong ky.

- Ghi véo sb theo ddi hd so hudng BHXH hang théang di chuyén di tinh, thanh phd khac (theo Mau sb
25A-HSB).

- Bong goi, niém phong toan bo hd so gbe chuyén bang dudng cong vu theo dia chi ghi trén
don (Mau s6 16A-HSB, Mau s6 16B-HSB) hodc trong ho so hudng.

Budce 5: Phong HCTH (B9 phén van thu).
- Tiép nhan ho so tir Phong TN&QLHS (Bo phan luu trit).
- Chuyén ho so di tinh theo duong buu dién.

Luwru y: Thoi gian lap ho so di chuyén tdi da 5 ngay lam viéc ké tir ngay tiép nhan don dé nghi
di chuyén.

9. Quy trinh gidi quyét vira ho so ché do 6m dau, thai sin vira xac nhan s6 BHXH (Phiéu
giao nhan ho so 612/.../CDBHXH, 02 ban).

9.1. Quy trinh t6m tit:

- Muc dich: dung dé giai quyét vira ho so 6m dau, thai san vira xac nhan s6 BHXH cho nguoi
lao dong:

- Thoi han tra két qua: 10 ngay lam viéc.
- So do:

Khéch
hang

A

Bl

v
Phong (Bo phan) | B2 | Phong (B phan) | B3 _|Phong (Bo phén)
TN&QLHS B5 | CDBHXH B4 | Capso,the

- Dién giai quy trinh:

+ Budce 1: Phong (B6 phan) TN&QLHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (Bo phan) Ché 6 BHXH. Thoi han 05 ngay lam viéc.
+ Budc 3: Phong (BO phan) Cép s6, thé. Thoi han 02 ngay lam viéc.

+ Budc 4: Phong (B6 phan) Ché 6 BHXH. Thoi han 02 ngay lam viéc.
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+ Budc 5: Phong (Bo phan) TN&QLHS. Thoi han 0,5 ngay lam viéc.
9.2. Quy trinh chi tiét:
Buwdérc 1: Phong (Bo phan) TN&QLHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan qua dich vu Buu di¢n: Tiép nhan ho so tir nhan vién Buu dién, B phan vén thu.
Boc bao bi va kiém tra vé s6 lugng, tinh hop phap cua ho so theo Phiéu giao nhin ho so
612/.../CDBHXH.

- Pon vi sir dung lao dong truc tiép dén ndp: Tiép nhan va kiém tra ho so vé sb luong, tinh
hop phap cua ho so theo Phi¢u giao nhan hé so 612/.../CDBHXH.

- Kiém tra tinh hinh nop BHXH cua don vi sir dung lao dong dén thoi diém quyét toan,
truong hop chua ndp BHXH dén thoi diém quyét toan thi khong ti€ép nhan.

- Cap nhat thong tin vao phan mém tiép nhan hd so.
- Chuyén toan bd hd so va sé BHXH cho Phong (Bo phan) Ché d6 BHXH.

Lwu y: Truong hO’p don vi sir dung lao dong nop ban chup thi dé nghi xudt trinh ban chinh dé
doi chiéu, dong thoi xdc nhdn trén ban chup “Dd doi chiéu véi ban chinh” ky, ghi ré ho tén va ngay
thang nam xdc nhdan.

Buéc 2: Phong (B phan) Ché a9 BHXH. Thoi han 05 ngay lam viéc.
- Xé4c nhan vao phan mém TNHS.

- Néu dq’n vi chua thuc hi@n béo giam thu BHXH ma np mau sb DOZ-:FS thi can bd Phong
(B phan) Ché do BHXH chuyén mau D02-TS sang Phong (B6 phan) Thu dé thyc hién giam thu
trude khi xét duyét ché do om dau, thai san.

- Giai quyét ho so theo quy trinh ctia Phiéu giao nhan ho so 601/.../CDBHXH.
- Chuyén s6 BHXH, kém cac gidy to ¢6 lién quan cho Phong (B phan) Cap s6, thé.

Luu y: Tru’c‘rng hop don vi chi ngp 01 danh sach C70a-HD thi can bo ché d6 xét duyét phai
photo thém 01 ban dé luu trir.

Buéc 3. Phong (B phan) Cap so, thé. Thoi han 02 ngay lam viéc.
- Tiép nhan s6 BHXH, kém céc gidy to co lién quan. Xéac nhan trén phan mém TNHS.

- Thuc hién chét s6 cho ngudi lao dong sau khi Phong (Bo phan) Ché do BHXH da giai quyét
cac ché d0 BHXH. Trinh ky, dong dau.

- Tra s6 BHXH da chot day dii qua trinh tham gia BHXH cho Phong (B6 phan) Ché ¢ BHXH.
Budc 4. Phong (B phan) Ché d0 BHXH. Thoi han 02 ngay lam viéc.
- Nhan lai s6 BHXH tir Phong (Bo phan) Cap so, thé. Xac nhan trén phan mém TNHS.

- Chuyén toan bd hd so dé giai quyét kém sé6 BHXH da duoc xac nhan cho Phong (B phan)
TN&QLHS.

Buéc 5. Phong (B0 phan) TN&QLHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan ho so tir Phong (BO phan) Ché ¢6 BHXH. Kiém tra thanh phan ho so.
- X4c nhan giao nhan hd so trén phan mém TNHS.

- Tra hd so qua dich vu Buu dién: Pong goi hd so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sit dung lao dong true tiép dén nhan: Tra ho so theo Phiéu giao nhan hd so.
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Luwu ¥: Hét nam tai chinh phdi ban giao ho so cho Phong TN&QLHS hodc B6 phdn leu trit heu
theo quy dinh.

Néu nguoi lao dong co qud trinh thai san nhung chua dwoc xdac nhdn trén s6 BHXH thi Phong
(Bo phdn) Cap so, thé phdi can cir vao SMS dé xdac nhan trén so6 BHXH.

10. Quy trinh vira giai quyét ché do huwu tri doi véi ngudi bao lru qua trinh déng
BHXH, nguoi lao dong da giam dinh suy giam kha nang lao dfng vira diéu chinh nhan théan,
chirc danh nghe (quy trinh 614).

10.1. P6i véi hé so ndp tai BHXH Thanh phd (Phiéu giao nhin hé so
614/...... /CPBHXH, 02 ban):

10.1.1. Quy trinh tém tat:

- Muc dich: dung dé vira giai quyét ché do huu tri ddi voi nguoi bao luu qua trinh dong
BHXH, nguoi lao dong da giam dinh suy giam kha nang lao dong vira di€u chinh nhan than, chac
danh nghe.

- Thoi han tra két qua: 15 ngay lam viéc.

- So do:
Khach
hang
Bl
Phong B2 | Phong B3 Phong B4 | Phong
TN&QLHS | Thu “| Cap, s6 thé "| Cb BHXH

T B5

- Dién giai quy trinh:
+ Budce 1: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
+ Budc 2: Phong Thu. Thoi han 04 ngay lam viéc.

+ Budc 3: Phong Cap s, thé. Thoi han 02 ngay lam viée.

+ Budc 4: Phong Ché ¢6 BHXH. Thoi han 08 ngay lam viéc.
+ Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
10.1.2. Quy trinh chi tiét:

Budce 1: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan qua dich vu Buu di¢n: Tiép nhan ho so tir nhan vién Buu dién, Van thu. Boc bao
b‘I’ va kiém tra vé s6 luong va tinh hop phap cua ho so theo Phi€u giao nhén hé so 614/.../CDBHXH,
s0 103/.../THU, so 302/.../SO va s6 303/.../SO.

- Nguwoi lao dong truc tiép ‘dén ndp: Tiép nhan va kiérp tra vé sb lugng va tinh hop phap cua
ho so theo Phi€u giao nhan ho so 614/.../CDBHXH, so 103/.../THU, s0 302/.../SO va so
303/.../S0.

- Cap nhat tinh trang hd so vao phan mém TNHS.
- Chuyén toan bo hé so va sé BHXH cho Phong Thu.
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Luu y: Truong hop nguoi lao ddng ndp ban chup thi dé nghi cung cdp ban chinh d@é doi chiéu,
dong thoi xac nhan trén ban chup “da doi chiéu voi ban chinh” ky, ghi vo ho tén va ngay thang nam
xdc nhan.

Buwdrc 2: Phong Thu. Thoi han 04 ngay lam viéc.
- Tiép nhéan hd so tir Phong TN&QLHS.
- Biéu chinh nhan than: Thuc hién cac bude tuong ng néu tai Phiéu giao nhan hd so 302/.../SO.

- Piéu chinh chirc danh nghé: Thuc hién cic budc twong Gng néu tai Phiéu giao nhan hd so
103/.../THU.

- Can cr thoi diém nghi huu trén quyét dinh cua don vi, dién bién tién lvong déng BHXH thé hién
trén sO BHXH @dé doi chiéu voi SMS:

+ Kiém tra dién bién tién luong (hé sd luong, phu cap chtic vy, tham nién vuot khung, tham
nién ngh¢) doi véi ngudi lao dong dong BHXH theo thang, bang luong Nha nude phai bdo dam dung
quy dinh.

+ Kiém tra chirc danh, nghé ghi trén s6 BHXH phai bao dam dtng theo nghé, céng viéc ning
nhoc, doc hai, nguy hiém thuoc danh muc do B Lao dong - Thuong binh va Xa hdi va B Y t€ ban
hanh.

+ Néu dir liéu trung khép: Chuyén toan bd hd so huu tri cho Phong Cap so, thé.

o Néu dit liéu khong trung khop sai do co quan BHXH thi vién chirc Thu kiém tra h so va lap
Phi€u giai quyet cong viéc trinh lanh dao ky duyét dé diéu chinh dir liéu. Néu sai dir liéu do don vi
thi ghi ndi dung giai quyét vao Phicu diéu chinh (Mau C02-TS) dé huéng dan don vi dieu chinh.

- Xac nhan viéc giao nhan ho so trén phén mém TNHS.
- Chuyén toan bd hd so huu tri cho Phong Cép s0, thé.
Budéc 3: Phong Cip sd, thé. Thoi han 02 ngay lam viéc.
- Tiép nhan ho so tir Phong Thu.

- Piéu chinh nhan than: Thuc hién cic budc twong tmg néu tai Phiéu giao nhan hd so
302/.../S0.

- Piéu chinh chuc danh nghé: Thuc hién cac budc tuwong tmg néu tai Phiéu giao nhan hd so
103/.../THU.

- Vao chuong trinh SMS, nhap s6 Ching minh nhan dan cua nguoi lao dong dé kiém tra truong
hop ¢6 nhiéu S6 BHXH hoic xem dit liéu da huy so, treong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thuc hién gop s6 hodc hiy so.

- In to bia, to ro1 va chuyen toan bd ho so huu tri cho Phong Ché d6 BHXH.
- Xac nhan viéc giao nhan hd so trén phén mém TNHS.

Budc 4: Phong Ché d9 BHXH. Thoi han 08 ngay lam viéc.

- Tiép nhan ho so tir Phong cip so, thé.

- Kiém tra, d6i chiéu cac yéu t6 vé& nhan than, s6 s6 BHXH, dit liéu vé qué trinh dong bao hiém
xa hdi cua nguoi lao dong dam bao khong giai quyét huong trung tro cap. Tra clru:
1. Vao chuong trinh SMS, nhap s6 Chimg minh nhén dan ciua nguoi lao dong dé kiém tra truong

hop c6 nhiéu S6 BHXH hoic xem dit liéu da huy s, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thyc hién gop so6 hodc hiy so.
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2. Vo dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH d3 duoc giai quyét tro cap
mot 1an tai cac BHXH tinh, thanh pho khac.

- Kiém tra ho so, diéu kién huong ché d6 huu tri, thuc hién xét duyét ché d6 huu tri theo Quy
trinh ti€p nhan, xét duy¢t va chi tra ché dé huu tri.

- Hb so chua du diéu kién giai quyét thi lap_ Phiéu hudng dan b6 sung hd so theo Mau sb
02/PHD, ghi 5 1y do chua giai quyét, nhimg van dé hodc gidy td can don vi bd sung va trinh lanh
dao phong ky,chuyén cho Phong TN&QLHS.

- Xac nhan viéc giao nhan hd so trén phan mém TNHS.

- Ban giao hd so huu tri d4 hoan chinh cho Phong TN&QLHS.

Buée 5: Phong TN&QLHS va B phan Ké toan. Thoi han 0,5 ngay lam viéc.
1. Phong TN&QLHS:

- Tiép nhan ho so tir Phong Ché d6 BHXH. Kiém tra thanh phan ho so.

- X4c nhan giao nhan ho so trén phan mém TNHS.

- Tra hd so qua dich vu Buu dién: Dong gop hd so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

-Nguoi lao dong tryec tiép dén nhin: Tra ho so theo Phiéu giao nhan hd so.

Luu y: Truong hop hé so huwu tri chuyén tinh ma co tro cap 01 lan khi nghi hwu thi hudng dan
nguoi lao dong nhan tién tai BHXH tinh noi chuyén dén.

2. B) phan K& toan (Quan/Huyén): Chi tién cho khach hang theo Gidy gidi thigu va Quyét
dinh huu tri, Phi€u truy linh, Danh sach huong trg cap BHXH Mau s6 21A-HSB, 21B-HSB (néu co).

10.2. Po6i véi ho so ndép tai BHXH Quén, huyén (Phiéu giao nhin hé so
614H/.../.CDBHXH, 02 ban):

10.2.1. Quy trinh tém tat:

- Muc dich: dung dé vira giai quyét ché do huu tri doi véi nguoi bao luu qua trinh dong
BHXH, nguoi lao dong da giam dinh suy giam kha nang lao dong vura di€u chinh nhan than, chirc
danh ngheé.

- Thoi han gidi quyét: 20 ngay lam viéc.

-So do:
Khéch Phong B7 Phong
hang Cb BHXH B |TN&QLHS
A A
Bl B5| B8

B0 phan B2 ,| Bophan B3 B@ pbén B4 | B0 phéan
TNHS Thu Cap s0 thé Cb BHXH

A 4

oy)
U5)

- Dién giai quy trinh:
+ Budc 1: Bé phan Tiép nhan ho so. Thoi han 0,5 ngay lam viéc.
+ Budc 2: B6 phan Thu. Thoi han 03 ngay lam viéc.
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+ Budc 3: B phan Cép sb, thé. Thoi han 02 ngay lam viéc.

+ Budc 4: BO phan Ché d6 BHXH. Thoi han 02 ngay lam viéc.

+ Budc 5: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay lam viéc.

+ Budc 6: Phong Ché d6 BHXH Thanh phd. Thoi han 10 ngay lam viéc.
+ Budc 7: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay 1am viéc.

+ Budc 8: BO phan Ché d6 BHXH. Thoi han 01 ngay lam viéc.

+ Budc 9: Bo phan Tiép nhén hd so, K& toan. Théi han 0,5 ngay lam viéc.
10.2.2. Quy trinh chi tiét:

Buéc 1: Bo phan Tiép nhin hd so. Thoi han 0,5 ngay lam viéc.

- Tiép nhin qua dich vy Buu dién: Tiép nhan hd so tu nhan vién Buu dién, Van thu. Boc bao
bi va kiém tra v€ s0 luong, tinh hop phap cia h6é so theo Phi€u giao nhdn ho so
614H/.../.CBbBHXH,s6 103/.../THU, so6 302/.../SO va so6 303/.../SO.

- Nguoi lao dong truc tiép dén nop: Tiép nhan va kiém tra Vé,Sé lugng, tinh hop phap cia ho
so theo Phi€u giao nhan ho so 614H/.../CBDBHXH,s6 103/.../THU, s6 302/.../SO va so6 303/.../SO.

- Cap nhat tinh trang hd so vao phan mém TNHS.
- Chuyén toan bo hd so va s6 BHXH cho Bo phanThu.

Luu y: Truong hop nguoi lao dong ndp ban chup thi dé nghi cung cdp ban chinh dé doi chiéu,
dong thoi xac nhdn trén ban chup “da doi chiéu voi ban chinh” ky, ghi ro ho tén va ngay thang nam
xdc nhan.

Budc 2: B§ phan Thu. Thoi han 03 ngay lam viéc.
-Tiép nhén ho so tir Bo phan Tiép nhén ho so, x4c nhan giao nhan trén phén mém TNHS.

- Piéu chinh nhan than: Thyc hién cic budc tuong tmg néu tai Phiéu giao nhan ho so
302/.../S0.

- Piéu chinh chirc danh nghé: Thyc hién cic budc twong Umg néu tai Phiéu giao nhan ho so
103/.../THU.

- Can ¢t thoi diém nghi huu trén quyét dinh cta don vi, dién bién tién lvong dong BHXH thé hién
trén s60 BHXHGdé do1 chiéu vo1 SMS:

+ I§iérr; tra dién bién tién luong (hé ) luong, phu cép chtc vy, thdm nién vugt khung, tham
nién nghe) doéi voi nguoi lao dong dong BHXH theo thang, bang lvong Nha nudc phai bao dam diung
quy dinh.

+ Kiém tra chirc danh, nghé ghi trén s6 BHXH phai bao dam dung theo nghé, cong viéc nang
nhoc, doc hai, nguy hiém thuoc danh muc do B Lao dong - Thuong binh va Xa hdi va By Y t€ ban
hanh.

+ Néu dit liéu trang khép: Chuyén toan bo hd so huu tri cho Bo phan Cép s6, the.

+ Néu dir liéu khong trung sai do co quan BHXH thi vién chic Thu kiém tra hd so va lap Phiéu
giai quyet cong viée trinh lanh dao ky duyét dé diéu chinh dir liéu. Néu sai dir liéu do don vi thi ghi
ndi dung giai quyét vao Phiéu di€u chinh (Mau C02-TS) d€ hudng dan don vi diéu chinh.

- Chuyén toan bo hd so huu tri cho Bo phan Cép $0, thé.
Buwéc 3: B phan Cap s6, thé. Thoi han 02 ngay lam viéc.

- Piéu chinh nhan than: Thuc hién cic budc twong ung néu tai Phiéu giao nhdn hd so
302/.../S0.
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- Piéu chinh chirc danh nghé: Thuc hién cic budc tuong ung néu tai Phiéu giao nhan hd so
103/.../THU.
- Vao chuong trinh SMS, nhép s6 Chimg minh nhén dén cia nguoi lao dong dé kiérn tra truong

hop c6 nhiéu S6 BHXH hoic xem dit liéu da huy s, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thyc hién gop so6 hodc hiy so.

- In to bia, to o1 va chuyen toan bd ho so huu tri cho B phan Ché d6 BHXH.
- X4c nhan viéc giao nhan hd so trén phan mém TNHS.

Lutu y: Déi voi vige diéu chinh qua trinh tham gia trude 01/01/1995, dé nghi chuyén dir liéu diéu
chinh cho Phong Cap s6, thé in to bia, to roi, trinh ky, dong déu.

Buéc 4: B§ phan Ché d9 BHXH. Thoi han 02 ngay lam viéc.

- Tiép nhan, kiém tra hd so theo quy dinh. X4c nhan giao nhan ho so trén phan mém TNHS.

- Kiém tra, ddi chiéu cac yéu t6 vé& nhan thér}, s6 sb BHXH, dit !iéu vé qua trinh dong bao hiém
x4 hdi cia nguoi lao dong dam bao khong giai quyet hudng trung trg cap. Tra clru:

1. Vao chuong trinh SMS, nhap s6 Chiig minh nhén dan cua nguoi lao dong dé kiém tra truong

hop c6 nhiéu S6 BHXH hoic xem dit liéu da huy so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thuc hién gop so6 hodc hiy so.

2. Vao dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH da duoc giai quyét trg cap
mot lan tai cac BHXH tinh, thanh phd khac.

- Kiém tra diéu kién huong ché do huu tri ddi voi nguoi lao dong dang lam viée, ngudi dang
bao luu thoi gian dong BHXH.

- Kiém tra: Thoi han nang lrong xem c6 dung nién han hay khong; Viéc xép lwong cua don vi
c¢6 dung nganh nghé hay khong; Phy _cap chuc vy, phu cap doc hai, tham nién vuot khung. .. c6 ding

khong?; Chirc danh cong viéc c6 nam trong danh muc nganh nghé doc hai hay khong? Viéc nop
BHXH c6 du so véi thoi gian tham gia BHXH di duoc xac nhan trong s BHXH hay khong?

- Kiém tra s6 BHXH da duoc chdt, to roi thé hién day du qua trinh dong BHXH cua nguoi lao
dong chua?
- Ho so thiéu thu tuc chua du diéu kién giai quyet thi lap Phleu hudng dan bod sung hd so theo

Mau sé 02/PHD, ghi 1o ly do chua giai quyet nhiing van d¢ hodc gidy to can don vi bo sung va trinh
lanh dao phong ky. Chuyén cho Bo phan Tiép nhan ho so.

- Kiém tra giai trinh ctia nguoi lao dong trong don (Méu s6 12-HSB) dbi v6i truong hop nop
hd so cham so v6i thoi diém huong lwong huu. Klem tra, xac minh lam r6 trong thoi gian nop | hd so
cham ngy:orl lao dong c6 bi phat tu glglm hodc Xuét canh trai p}lep hodc bi Toa an tuyén bd 1a mét tich
khong doi voi cac truong hop ndp ho so cham so voi thot diem huong luong huu tir 6 thang trg Ién,
dong thoi c6 thong bao cho nguodi lao dong biét.

A\ & Chuyén s6 BHXH, T bia, cac trang to ro1, toan bo hd so huu tri, hd so bd sung theo Phiéu hudng
dan bo sungcho Phong TN&QLHS.

Luwu y:

- Trudce khi chuyén ho so cho Phong TN&QOLHS; BHXH qudn, huyén phdi c6 trach nhiém hodn
chinh ho so theo quy dinh.

- Truong hop nguoi lao dong c6 nhiéu s6 s6 BHXH, sau khi huwéng dan thuc hién gdp s hoac
ity s6, chuyén ho so cho Phong TN&QLHS kém theo Quyét dinh hodc bién ban gdp sé hodc hiy sé.

- Ho so' ¢6 xdc minh lam ré thoi gian ndp ho so cham dwge cong thém 05 ngay lam viéc.

Buwde 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
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- Tlép nhan hd so theo Phiéu giao nhan hd so 614H/.../CDBHXH, kiém tra hd so vé sb lugng,
thanh phan va tinh hgp phap cua hé so. Trudong hop hd so khong day du hoac chua du co so phap 1y
thi c6 Phiéu huéng din bé sung hd so ghi 3 ndi dung can bd sung, diéu chinh.

- Tiép nhan ching tir, hd so dd dugc phong nghiép vu dé nghi don vi, nguoi lao dong bd sung
hoic do BHXH quén, huyén chuyén dén dé bd sung vao hd so.

- Nhép théng tin vao phan mém TNHS.

- Chuyén h6 so cho Phong Ché d6 BHXH.

Buwéc 6: Phong Ché d9 BHXH. Thoi han 10 ngay lam viéc.
- Tiép nhén hod so tir Phong TN&QLHS.

- Kiém tra s6 BHXH di duoc chét, to roi thé hién déy da qué trinh dong BHXH cua nguoi
lao dong.

- Kiém tra hd so, diéu kién hudng ché @6 huu tri, thuc hién xét duyét ché @6 huu tri theo Quy
trinh tiép nhan, xét duyét va chi tra ché do huu tri.

- Ban giao ho so huu tri d& hoan chinh (khong bao gdm s6 BHXH), Danh sach theo Mau 21B-HSB
cho Phong TN&QLHS. Nhimng ho so chua du can cir giai quyet can bo sung thém cac giay to, thu tuc
thi 1ap Phiéu hudng dan bo sung ho so theo Mau s6 02/PHD chuyén cho Phong TN&QLHS.

- Xé4c nhan viéc giao nhan ho so trén phan mém TNHS.

Lieu y: Nhitng trueong hop c6 thoi diém bdt dau hwéng lwong hwu trong thoi gian huong tro
cap that nghiép thi thong bao cho B phdn That nghiép biet dé thong bao cham dutt huong tro cap
that nghiép.

Buéc 7: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so, Danh sach theo Mau s621A-HSB, 21B-HSB tir Phong Ché do BHXH, kiém
tra thanh phan ho so.

- Xéc nhan trén phin mém TNHS.

- Tra ho so cho quan, huyén theo Phiéu giao nhan ho so.

Budéc 8: Bo phan Ché d9 BHXH. Thoi han 01 ngay 1am viéc.

- Tiép nhan hd so, Danh sach theo Mau sb 21A-HSB, 21B-HSB tir Phong TN&QLHS.
- Sap xép va giao ho so cho B phan Tiép nhén hé so.

- Ban giao Danh sach theo Mau s621A-HSB, 21B-HSB cho Bo phan Ké toan.

- X4c nhan giao nhan trén phan mém TNHS.

Buéc 9: Bo phan Tiép nhan hd so va B§ phan Ké toan. Thoi han 0,5 ngay lam viéc.
1. B phan Tiép nhin hé so:

- Tiép nhan ho so tir B6 phan Ché do BHXH, kiém tra thanh phan h so.

- X4c nhan trén phan mém TNHS.

- Tra hd so qua dich vu Buu dién: Dong gop hd so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Ngudi lao dong true tiép dén nhan: Tra ho so theo Phiéu giao nhan hd so.

~ 2. B) phan K¢ todn: Chi tién cho khach hang theo Gidy gi¢i thiéu va Quyét dinh huu tri,
Phiéu truy linh, Danh sach huong trg cap BHXH Mau s6 21A-HSB, 21B-HSB (néu c9).

Luu y chung:
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- Vién chirc tiép nhdn hé so qua dich vu Buu dién phai thuc dung quy dinh tai Ouyét dinh s
1493/0D-BHXH ngay 20/11/2014 cua Giam doc Bao hiém xa hgi Thanh pho Ho Chi Minh vé viéc
ban hanh Quy trinh tiep nhan ho so va tra ket qua qua dich vu Buu dién.

- Ho so huweu tri sau khi gidi quyét xong, sé BHXH sé heu tai co quan BHXH khong trd cho
nguoi lao dong.

- Truong hop ho so thiéu thii tuc hodc khéng gidi quyét:

1. Ddl Vvéi ho so khong giai quyét (tra): vién chirc gidi quyét ldp Phiéu hudng dan bé sung hé so
theo Mdu sé 02/PHD (Quyét dinh s0 999/QD-BHXH ngay 24/9/2015 cua Tong Gidm déc BHXH Viét
Nam) néu r Iy do khéng gidi quyét (NGi dung ghi ré rang, cu thé, dé hiéu) tra cho Phong (Bé Pphdn)
TNHS kém theo hé so. Khi don vi sir dung lao dong (nguoi lao dong) nop lai hé so thi nép theo Phiéu
giao nhdn hé so méi, thoi han gidi quyét tinh tir ngay ngp hoé so.

2. Déi véi ho so thiéu thi tuc (cho): vién chirc glal quyét lgpPhiéu huéng dan bé sung ho so
theo Mdu s6 02/PHD (Quyét dinh s6 999/0D-BHXH ngay 24/9/2015 ciia Téng Gidm doc BHXH Viét
Nam) néu r6 ly dO can bo sung dé don vi sir dung lao dong hodc nguoi lao dong hoan chinh ho so
ding theo yéu cau (Noz dung yeu cau can ghi 16 rang, cu the dé hiéu dé dé thuc hzen) Khong dwoc
yéu cdu bé sung qud 02 lan ciing mét ngi dung. Tuy nhién can diéu chinh mét so6 chi tiét trong Phiéu
hwéng dan cho phir hop véi tirng bg phdn nghiép vu, dong thoi phai dwoe théng qua lanh dao phong
hodc Ban Gidm déc BHXH quan, huyén trueoc khi ban hanh.

Phiéu hieéng dan bé sung ho so dwgc ldp thanh 02 ban: 01 ban heu ho so, 01 ban chuyén
Phong (Bg phdn) TNHS tra cho don vi, nguoi lao dong, dong thoi theo doi tinh trang ho so dang cho
don vi, ca nhdn bo sung

Néu con trong thoi gian gidi quyét ho so don vi, ngueoi lao dong b6 sung ho so theo Phiéu
huéng dan bé sung hé so thi Phong (Bo phan) TNHS cong thém 56 ngay twong ung voi s6 ngay don
vi, nguoi lao ddng bo sung hé so (tinh tie ngay lap Phiéu hurong dan dén ngay don vi, ngeoi lao déng
b6 sung ho s0), nhung khong qua 50% thot han gidi quyét hé so ciia cdc Phong (BJ phdn) nghiép vu
ké tir ngay nhdn dii hé so (Tinh theo ngay lam viéc).

11. Quy trinh gii quyét ché d§ huu tri vira diéu chinh nhan than, chirc danh nghé déi véi
nguoi lao dong dang dong BHXH (quy trinh 615).

11.1. Pdi véi ho so ndp tai BHXH Thanh pho (Phiéu giao nhan ho so 615/.../.CPBHXH,
02 ban):

11.1.1. Quy trinh tém tat:

- Muc dich: dung dé giai quyét ché d6 huu tri vira diéu chinh nhén than, chirc danh nghé ddi
v61 nguoi lao dong dang dong BHXH.

- Thoi han tra két qua: 15 ngay lam viéc.

- So do:
Khéch
hang
A
Bl
A 4
Phong B2 | Phong B3 | phong B4 Phong
TN&QLHS - Thu - CST Cb BHXH

A

B5

- Dién giai quy trinh:
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+ Budc 1: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong Thu. Thoi han 04 ngay lam viéc.

+ Budc 3: Phong Cap sd, thé. Thoi han 02 ngay lam viéc.

+ Budc 4: Phong Ché d6 BHXH. Thoi han 08 ngay lam viéc.
+ Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
11.1.2. Quy trinh chi tiét:

Budce 1: Phong TN&QLHS. Thoi han 0,5 ngay 1am viée.

- Tiép nhan qua dich vu Buu dié¢n: Tiép nhan h so tr nhan vién Buu dién, Vin thu. Boc bao
bi va kiém tra v€ s6 lugng, tinh hop phap ctia ho so theo Phiéu giao nhan ho so 615/.../CDBHXH, so6
103/.../THU, 302/.../S0O.

- Pon vi sir dung lao dong tryc tiép dén nop: Tiép nhén va kiém tra vé& s6 lugng, tinh hop
phép cta ho so theo Phi€u giao nhan ho so 615/.../CDBHXH, s6 103/.../THU, 302/.../SO.

- Kiém tra tinh hinh nop BHXH cua don vi st dung lao dong dén thoi diém ndp hod so, trudng
hop chua ngp BHXH dén thoi diém giai quyét ho so thi khong ti€p nhan.

-‘Tié'p nhan va kiém tra hd so do don vi st dung lao dong bo sung theo Phiéu hudng dan bo
sung ho so.

- Cap nhat tinh trang hd so vao phan mém TNHS.
- Chuyén ho so cho Phong Thu.

Luu y: Trwong hop don vi sir dung lao déng ndp ban chup thi dé nghi cung cap ban chinh dé
doi chieu, dong thoi xdc nhdn trén ban chup “da doi chiéu vdi ban chinh” ky, ghi ro ho tén va ngay
thang nam xdc nhdan.

Buwdce 2: Phong Thu. Thoi han 04 ngay lam viéc.

- Tiép nhan ho so tir Phong TN&QLHS.

- Piéu chinh nhan than: Thyc hién cc budc trong Gmg néu tai Phiéu giao nhan hd so 302/.../SO.

- Piéu chinh chirc danh nghé: Thuc hién cac budc tuong ung néu tai Phiéu giao nhan hd so
103/.../THU.

- Can cir thoi diém nghi huu trén quyét dinh cta don vi, dién bién tién luong dong BHXH thé hién
trén so0 BHXH, doi chiéu dir licu SMS:

. Ki’ém tra dién bién tién luong (hé ) lvong, phu cép chtrc vy, tham nién vuot khung, tham nién
nghe) doi voi nguoi lao dong dong BHXH theo thang, bang lvong ciia Nha nudc phai bao dam diung
quy dinh.

Kiém tra chirc danh, nghé ghi trén s6 BHXH phai biao dam ding theo nghé, cong viéc nang
nhoc, doc hai, nguy hiém thudéc danh muc do B6 Lao dong - Thuong binh va Xa hdi va BO Y t€ ban
hanh

+ Néu dit liéu tring khép: Chuyén toan bd hd so huu tri cho Phong Cap so, thé in to roi va to
07/SBH thé hién toan bo qué trinh dong BHXH, BHTN.

ot Néu dir liéu khong trung khop sai do co quan BHXH thi vién chirc Thu kiém tra hd so va lap
Phicu giai quy€t cong viéc trinh lanh dao ky duyét dé di€u chinh dir liéu. Néu sai dir liéu do don vi
thi ghi ndi dung giai quyét vao Phiéu di¢u chinh (Mau C02-TS) d€ hudng dan don vi di€u chinh.

- Chuyén toan bd hd so huu tri cho Phong Cép s0, thé.

Buwéc 3: Phong Cép so, thé. Thoi han 02 ngay lam viéc.
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- Tiép nhan ho so tir Phong Thu.

- Vao chuong trinh SMS, nhap s6 Chimg minh nhéan dan cua nguoi lao dong dé kiém tra
truong hop c¢6 nhidu S6 BHXH hoidc xem dir liéu da hay s, truong hop nguoi lao dong co nhiéu s6
BHXH thi huéng dan nguoi lao dong hodc don vi thuc hién gdp so hodc hity so.

- Diéu chinh nhan than: Thyc hién cac bude trong tmg néu tai Phiéu giao nhan ho so 302.
- Piéu chinh chirc danh nghé: Thuc hién cac budc tuong ing néu tai Phiéu giao nhan hd so 103.
- In tO bia, to 10 va chuyén toan bd hd so huu tri cho Phong Ché d6 BHXH.

- Xac nhan viéc giao nhan hd so trén phﬁn mém TNHS.

Budc 4: Phong Ché do BHXH. Thoi han 08 ngay lam viéc.

- Tiép nhan hd so tir Phong cap sd, thé.

- Kiém tra, doi chi€u céc yéu to v€ nhan than, so s6 BHXH, dit liéu v€ qua trinh dong bao hiém
xa hoi cua nguoi lao dong dam bdo khong giai quyét hudng trung trg cap. Tra cliru:

1. Vao chuong trinh SMS, nhép s6 Chimg minh nhén dan cua nguoi lao dong dé kiém tra truong
hop ¢6 nhiéu S6 BHXH hodc xem dif liéu da huy so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thyc hién gop so6 hodc hiy so.

2. Vao dia chi http://tracuu.vssic.gov.vn dé tra ciru xem s6 BHXH da duogc giai quyét tro cap
mot 1an tai cac BHXH tinh, thanh phd khéc.

- Kiém tra s6 BHXH di dugc chdt, to roi thé hién ddy du qué trinh dong BHXH cta ngudi lao
dong.

- Kiém tra ho so, diéu kién huong ché d6 huu tri, thuc hién xét duyét ché d6 huu tri theo Quy
trinh ti€p nhan, xét duy¢t va chi tra ché d huu tri.

- Hb so chua du diéu kién giai quyét thi 1ap Phiéu huong dan b6 sung ho so theo Mau s6
02/PHD, ghi 5 1y do chua giai quyét, nhitng vin dé hodc gidy to can don vi bd sung va trinh lanh
dao phong ky. Tra cho Phong TNHS.

- Ban giao hd so huu tri d@& hoan chinh cho Phong TN&QLHS.

- Xé4c nhén viéc giao nhan hd so trén phﬁn mém TNHS.

Buéc 5: Phong TN&QLHS va Bj phéan Ké toan. Thoi han 0,5 ngay lam viéc.
1. Phong TN&QLHS:

- Tiép nhan ho so tir Phong Ché 6 BHXH. Kiém tra thanh phan h6 so.

- Xéc nhan giao nhan ho so trén phan mém TNHS.

- Tra hd so qua dich vu Buu dién: Dong gop hé so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

-Pon vi sir dung lao dong trwc tiép dén nhan: Tra ho so theo Phiéu giao nhan h so.

Liru y: Truong hop ho so huu tri chuyén tinh ma co tro cap 01 lan khi nghi huu thi hudng dan
nguoi lao dong nhan tién tgi BHXH tinh noi chuyén den.

2. B) phan Ké toan (Quan/Huyén): Chi tién cho khach hang theo Gidy gioi thiéu va Quyét
dinh huu tri, Phiéu truy linh, Danh sach huong trg cap BHXH Mau s6 21 A-HSB, 21B-HSB (néu c9).

11.2. P6i v6i ho so ndp tai BHXH quin, huyén(Phiéu giao nhin ho so 615H/.../.CPBHXH,
02 ban):

11.2.1. Quy trinh tém tit:
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- Muc dich: dung dé giai quyét hd so huu tri vira diéu chinh nhan than, chitc danh nghé d6i voi
nguoi lao dong dang dong BHXH.

- Thoi han tra két qua: 20 ngay lam viéc.
- So do:

Khach Phong | B Phong
hang CDBHXH |  gg |TN&QLHS

A

Bl B5 B8

Bophan | B2 | Bophan | B3 | Bophan | B4 | Bophan

TNHS B10 | Thu "| Cép s6 thé "| Cb BHXH

T o

- Dién giai quy trinh:

+ Budc 1: BO phan Tiép nhén ho so. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Bo phan Thu. Thoi han 03 ngay lam viéc.

+ Budc 3: BO phan Cép s0, thé. Thoi han 02 ngay lam viéc.

+ Budc 4: BO phan Ché d6 BHXH. Thoi han 02 ngay lam viéc.

+ Budc 5: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay lam viée.
+ Budc 6: Phong Ché ¢6 BHXH Thanh phd. Thoi han 10 ngay lam viéc.
+ Budc 7: Phong TN&QLHS Thanh phd. Thoi han 0,5 ngay 1am viéc.
+ Budc 8: BO phan Ché d6 BHXH. Thoi han 01 ngay lam viéc.

+ Budc 9: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

11.2.2. Quy trinh chi tiét:

Buéc 1: Bo phan Tiép nhan hd so. Thoi han 0,5 ngay lam viéc.

- Tiép nhén qua dich vu Buu dién: Tiép‘nhan h6 so tu nhén vién Buu dién, Van thu. Boc bao
bl va kiém tra ve so luong, tinh hop phéap cta ho so theo Phi€u giao nhan ho so 615H/.../CDBHXH,
s0 103/.../THU, s0 302/.../SO.

- Don vj sir dung lao dong truc tiép dén ndp: Tiép nhan va kiém tra vé sérlu’qng va tinh hop
phép cua ho so theo Phiéu giao nhan ho so 615H/.../CDBHXH, s6 103/.../THU, s6 302/.../SO

- Kiém tra tinh hinh ndép BHXH cua don vi st dung lao dong dén thoi diém ndp hd so, truong
hop chua ngp BHXH dén thoi diém gidi quyét ho so thi khong tiép nhan.

-‘Tié'p nhan va ‘kiém tra ho so do don vi sur dung lao dong bf} sung theo Phiqéu huong dan b
sung ho so, chuyén ho so cho B phan Ché do6 BHXH kém theo Phiéu hudng dan bo sung ho so.

- Cap nhat tinh trang hd so vao phan mém TNHS.
- Chuyén toan bd ho so va s6 BHXH cho Bo phan Thu.

Luwu y: Truong hop don vi sir dung lao dong ngp ban chup thi dé nghi cung cap ban chinh dé
déi chiéu, dong thoi xdc nhdn trén ban chup “da déi chiéu véi ban chinh” ky, ghi ré ho tén va ngay
thang nam xdc nhdn.
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Buwdc 2: Bo phan Thu. Thoi han 03 ngay lam viéc.
- Tiép nhén ho so tir BO phan Tiép nhén hd so, xac nhan giao nhan trén phﬁn mém TNHS.
- Piéu chinh nhén than: Thyc hién cc budc trong Gmg néu tai Phiéu giao nhan hd so 302/.../SO.

- Piéu chinh chirc danh nghé: Thuc hién cic budc tuong ung néu tai Phiéu giao nhan hd so
103/.../THU.

- Can cir thoi diém nghi huu trén quyét dinh cta don vi, dién bién tién luong dong BHXH thé hién
trén so0 BHXH, doi chiéu voi SMS.

+ Kiém tra dién bién tién lvong (hé ) luong, phu cép chtrc vy, tham nién vuot khung, tham
nién ngh¢) doi véi ngudi lao dong dong BHXH theo thang, bang luong Nha nudc phai bdo dam dung
quy dinh.

+ Kiém tra chirc danh, nghé ghi trén s6 BHXH phai bao dam diing theo nghé, cong viéc nang
nhoc, doc hai, nguy hiém thu¢c danh muc do By Lao dong - Thuong binh va Xa hdi va B Y t€ ban
hanh

+ Né}l dir liéu trung khop: Chuyén toan bd hd so huu tri cho B phan C'Qip s6, thé in tO roi va to
07/SBH thé hi¢n toan bo qua trinh déng BHXH, BHTN.

ot Néu dir liéu khong trung khop sai do co quan BHXH thi vién chirc Thu kiém tra hd so va lap
Phi€u giai quyt cong viéc trinh lanh dao ky duy€t dé diéu chinh dir liéu. Néu sai dir liéu do don vi
thi ghi ndi dung giai quyét vao Phicu diéu chinh (Mau C02-TS) dé huéng dan don vi di€u chinh.

- Chuyén toan bd ho so huu tri cho Bo phan Cép so, thé.
Budée 3: B§ phan Cép sb, thé. Thoi han 02 ngay lam viéc.

- Piéu chinh nhan than: Thuc hién cac budc tuong Gng néu tai Phiéu giao nhan hé so
302/.../S0.

- Piéu chinh chitc danh nghé: Thyc hién cac budc tuong ung néu tai Phiéu giao nhan hd so
103/.../THU.

- Vao chuong trinh SMS, nhap s6 Chung minh nhan dan cua nguoi lao dong dé kiém tra truong
hop ¢6 nhiéu S6 BHXH hodc xem dit liéu da huy so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thuc hién gop s6 hodc hiy so.

- In to bia, to roi va chuyen toan bd hd so huu tri cho B6 phan Ché do BHXH.
- Xac nhan viéc giao nhan ho so trén phﬁn mém TNHS.

Luu y: Doi VOl vige diéu chinh qua trinh tham gia trude 01/01/1995, dé nghi chuyén dir liéu diéu
chinh cho Phong Cap so, thée in to bia, to roi, trinh ky, dong dau.

Bude 4: By phan Ché do BHXH. Thoi han 02 ngay lam viéc.
- Tiép nhan hd so tir B6 phan Cép so, thé.

- Kiém tra, d6i chiéu cac yéu t6 vé nhan than, s s6 BHXH, dit liéu vé qua trinh dong bao hiém
xa hdi cua nguoi lao dong dam bao khong giai quyét huong trung tro cap. Tra clru:
1. Vao chuong trinh SMS, nhép s6 Chiig minh nhén dan cua nguoi lao dong dé kiém tra truong

hop c6 nhiéu S6 BHXH hoic xem dit liéu da huy so, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thyc hién gop so hoic hiy so.

2. Vao dia chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH di duoc giai quyét trg cip
mot 1an tai cdc BHXH tinh, thanh phd khac.

- Kiém tra diéu kién huong ché do huu tri di voi nguoi lao dong dang lam viée, ngudi dang
bao luu thot gian dong BHXH.
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- Kiém tra: Thoi han nang luong xem c6 dung nién han hay khéng; Viéc xép luong cua don vi
c6 ding nganh nghé hay khong; Phu cap chirc vu, phu cap tham nién vuot khung. .. c6 dung khong?;
Chtc danh cong viéc o nam trong danh muc nganh nghé doc hai hay khong? Viéc nop BHXH c6 du
so voi thoi gian tham gia BHXH di duoc x4c nhan trong s6 BHXH hay khong?

- Kiém tra s6 BHXH di duogc chdt, to roi thé hién ddy da qué trinh dong BHXH cua ngudi lao
dong chua?

- Hb so chua du diéu kién giai quyét thi lap_ Phiéu hudng dan b6 sung hd so theo Mau sb
02/PHD, ghi 16 1y do chua giai quyet nhirng van dé hoic gidy to can don vi bd sung va trinh ldnh
dao phong ky. Tra cho B6 phan Tiép nhan hd so.

- Kiém tra van ban giai trinh cua don vi str dung lao dong ddi voi trudng hop ndp hd so cham
s0 voi thoi diém huong lwong huu. Xac minh lam 13 trong thoi gian ndp hd so chdm ngudi lao dong
c6 bi phat tu giam hodc xuét canh trai phép hodc bi Toa an tuyén bd 1a mét tich khong ddi véi cac
truong hop ndp hd so cham so voi thoi diém hudng luong huu tir 6 thang tré 1én, dong thoi c¢6 thong
bao cho don vi, nguoi lao dong biét.

- Chuyén toan bd hd so huu tri cho Phong TN&QLHS.

- Tiép nhan, kiém tra hd so bd sung theo Phiéu hudng dan bd sung hd so dam bao yéu ciu gidi
quyét thi chuyén Phong TN&QLHS.

Luu y:

- Trudc khi chuyén hé so cho Phong TN&QLHS; BHXH qudn, huyén phdi c6 trach nhiém hoan
chinh ho so theo quy dinh.

- Truong hop nguoi lao dong c6 nhiéu sé s6 BHXH, sau khi huong dan thiee hién gop 50 hodc
huy so, chuyén ho so cho Phong TN&QLHS kem theo Quyét dinh hodc bién ban gop so hodac hiiy so.

Budce 5: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc

- 'Eiép nhan hd so theo Phiég giao nhan hd so 615H/.. ./CBBHXH, kiém tra ho so vé sd luong,
thanh phan va tinh hop phap cua ho so.

- Nhap thong tin vao phan mém TNHS.

- Chuyén hd so cho Phong Ché ¢ BHXH.

Budc 6: Phong Ché d6 BHXH Thoi han 10 ngay lam viéc.
- Tiép nhan hd so tir Phong TN&QLHS.

- Kiém tra s6 BHXH di duoc chdt, to roi thé hién day du qué trinh dong BHXH ciia ngudi
lao dong.

- Kiém tra hod SO, diéu kién huong ché d6 huu tri, thuc hién xét duyét ché dd huu tri theo Quy
trinh ti€p nhan, xét duy¢t va chi tra ché do huu tri.

- Ban giao hd so huu tri da hoan chinh (khong bao gdm s6 BHXH), Danh séch theo Mau s621A-
HSB, 21B-HSB cho Phong TN&QLHS. Nhimng ho so chua du cin clr giai quyét can bd sung thém
cac gidy to, thi tuc thi 1ap Phiéu huéng dan bd sung hd so theo Mau sb sé 02/PHD chuyén cho
Phong TN&QLHS.

- X4c nhén viéc giao nhan ho so trén phén mém TNHS.

Budc 7: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhén ho so tir Phong Ché d6 BHXH, kiém tra thanh phén hd so.
- X4c nhan trén phan mém TNHS.

- Tra hd so cho quén, huyén theo Phiéu giao nhan hd so.
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Buéc 8: Bd phanChé dd BHXH. Thoi han 01 ngay lam viéc.

- Tiép nhén hd so, Danh sach theo Mau s621A-HSB, 21B-HSB tir Phong TN&QLHS.

- Sip xép va giao hd so cho Bo phan Tiép nhan ho so.

- Ban giao Danh sach theo Mau s621A-HSB, 21B-HSB cho B phan Ké toan.

- X4c nhan giao nhén trén phan mém TNHS.

Buwéc 9: Bo phan Tiép nhan hé so va Bd phan K¢ toan. Thoi han 0,5 ngay lam viéc.

1. B4 phan Tiép nhén hd so:

- Tiép nhén ho so tir B6 phanChé d6 BHXH, kiém tra thanh phan hd so.

- X4c nhén trén phan mém TNHS.

- Tra ho so qua dich vu Buu dién: Dong gop ho so, ghi dia chi, tén don vi va ky tén niém
phong bao bi chuyén cho nhan vién Buu dién.

- Pon vi sir dung lao dong trwc tiép dén nhan: Tra ho so theo Phiéu giao nhan ho so.

2. B) phén Ké toan: Chi tién cho khich hang theo Quyét dinh huong ché do huu tri, Danh
sach hudng trg cap BHXH Mau s6 21 A-HSB hoac 21B-HSB (néu c0).

Luu y: Truong hop hé so huwu tri chuyén tinh ma co tro cap 01 lan khi nghi hwu thi hudng ddn
nguoi lao dong nhan tién tai BHXH tinh noi chuyén déen.

Luwu y chung:

- Vién chirc tiép nhdn ho so qua dich vu Buu dién phai thyc ding quy dinh tai Quyét dinh 6

1493/0OD-BHXH ngay 20/11/2014 cua Giam déc Bao hiém xd héi Thanh phé Hé Chi Minh vé viéc
ban hanh Quy trinh tiép nhdn hé so va tra két qud qua dich vu Buu dién.

- Ho so huweu tri sau khi gidi quyét xong, s6é BHXH sé lwu tai co quan BHXH khéng tra cho
nguoi lao dong.

- Trueong hop hé so thiéu thii tuc hodc khéng gidi quyét:

1. Poi voi ho so khéng giai quyét (tra): vien chirc glal quyét ldp Phiéu hwong dan bé sung ho
so theo Mdu sé 02/PHD (Quyét dinh so 999/0D-BHXH ngay 24/9/2015 cua Tong Gidm déc BHXH
Viét Nam) néu ro ly do khong giai quyét (NGi dung ghi ré rang, cu thé, dé hiéu) tra cho Phong (Bo
phdn) TNHS kém theo hé so. Khi don vi sir dung lao dong (nguoi lao dong) nop lai hé so thi nép
theo Phiéu giao nhdn ho so méi, thoi han gidi quyét tinh tir ngday nép ho so.

2. Péi véi ho so thiéu thi tuc (cho): vién chike gidi quyét ldpPhiéu huéng dan bé sung hé so
theo Mdu s 02/PHD (Quyét dinh s6 999/0D-BHXH ngay 24/9/2015 ciia Tong Gidm doc BHXH Viét
Nam) néu ré Iy do can boé sung dé don vi su dung lao dong hodc nguoi lao dong hoan chinh hé so
dung theo yéu cau (Noi dung yéu cau can ghi ré rang, cu the dé hiéu dé dé thuc hi¢n). Khong dugc
yéu cau bé sung qud 02 lan ciing mét ndi dung. Tuy nhién can diéu chinh mot sé chi tiét trong Phiéu
hweémg dan cho phii hop véi tieng bo phdn nghiép vu, dong thoi phdi dwoc théng qua lanh dao phong
hodc Ban Gidm doc BHXH quan, huyén trudc khi ban hanh.

Phiéu hwéng dan bé sung hé so dwoc ldp thanh 02 ban: 01 ban luu ho so, 01 ban chuyén
Phong (Bo phan) TNHS tra cho don vi, nguoi lao dong, dong thoi theo doi tinh trang ho so dang cho
don vi, ca nhdn bo sung

Néu con trong thoi gian gidi quyét hé so don vi, nguoi lao déng bé sung hé so theo Phiéu
hiéng dan bé sung ho so thi Phong (Bo phan) TNHS cong thém 6 ngdy tuong ung voi s6 ngay don
Vi, nguwoi lao dong bé sung hé so (tinh tir ngay ldp Phiéu hiong dan dén ngay don vi, nguoi lao dong
b6 sung ho so), nhung khong qua 50% thoi han giai quyét ho so cia cac Phong (B phdn) nghiép vu
ké tir ngay nhdn dii hé so (Tinh theo ngay lam viéc).

57



12. Quy trinh gidi quyet hé so' do BHXH Thanh phd giéi thiéu di giAm dinh kha ning lao
dong dé 1am ciin ci giai quyét ché dd hwu tri (Phiéu giao nhéin ho so 621/.../CPBHXH, 02 ban).

12.1. Quy trinh tém tit:

- Muyc dich: ding d¢ giai quyét ché do huu tri dbi voi ngudi dang bao lvu s6 BHXH duogc
BHXH Tp. H6 Chi Minh giéi thiéu gidm dinh kha nang lao dong.

- Thoi han giai quyét: theo ngay tra két qua ciia Hoi dong GPYK.
- So db:
Khéach
hang

A

Bl

Y
Phong | B2 Phong
TN&QLHS | g3 | Cb BHXH

- Dién gii quy trinh:

+ Budc 1: Phong TN&QLHS. Thoi han 01 ngay.

+ Budc 2: Phong Ché d6 BHXH. Thoi han 18 ngay.

+ Budce 3: Phong TN&QLHS. Thoi han 01 ngay.

12.2. Quy trinh chi tiét:

Budc 1: Phong TN&QLHS. Thoi han 01 ngay lam viéc.

- Tiép nhan va kiém tra ho so vé s6 lugng, tinh hop phép Cﬁa‘h(k) so theo quy dinh, 1ap Gidy
gi61 thi€u cho nguoi lao dong lién hé co quan giam dinh y khoa ndp ho so.

- Cap nhat tinh trang hd so vao phan mém TNHS.
- Chuyén toan bd ho so va so BHXH cho Phong Ché d6 BHXH.

Luwu y: Truong hop nguoi lao dong nép ban chup thi dé nghi cung cdp ban chinh dé doi chiéu,
dong thoi xac nhan trén ban chup “da doi chiéu voi ban chinh” ky, ghi vo ho tén va ngay thang nam
xdc nhan.

Budéc 2: Phong Ché @9 BHXH. Thoi han 18 ngay lam viéc.

1) Co quan giam dinh y khoa.

2) Phong Ché a6 BHXH. Thoi han 18 ngay.

a. Bo phan Tiép nhan hd so— Phong Ché d9 BHXH:

- Tiép nhan, kiém tra hd so theo quy dinh. X4c nhdn viéc giao nhan hd so trén phan mém
TNHS.

- Tiép nhén ho so tir co quan giam dinh y khoa chuyén dén QGi Chiéu nhiing truong hop du diég
kién giai quyét (suy giam kha nang lao dong tir 61% tr¢ 1én) chuyén ho so cho Bo phan xét duyét ché
dd huu tri. Nhitng truong hop khong du dicu kién giai quyét chuyén ho so cho Phong TN&QLHS dé
théng béo cho nguoi lao dong.

b. Bo phan xét duyét ché do hwu tri- Phong Ché d6 BHXH:

- Kiém tra, d6i chiéu cac yéu t6 vé nhan than, s6 s6 BHXH, dir lidu vé qua trinh déng bao hiém
xa hdi cua nguoi lao dong dam bao khong giai quyét huong trung tro cap. Tra clru:
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1. Vao chuong trinh SMS, nhap s6 Chimg minh nhan dan cua ngudi lao dong dé kiém tra truong
hop c6 nhiéu S6 BHXH hoic xem dit liéu da huy s, truong hop nguoi lao dong co nhiéu s6 BHXH thi
huéng dan ngudi lao dong hodc don vi thyc hién gop so hodc hiy so.

2. Vao dja chi http://tracuu.vssic.gov.vn dé tra ctru xem s6 BHXH di duoc giai quyét trg cip
mot 1an tai cac BHXH tinh, thanh phd khéc.

- Kiém tra s BHXH di dugc chdt, to roi thé hién ddy du qua trinh dong BHXH cua ngudi
lao dong.

- Truong hop nguoi lao dong dang huong trg cap thit nghiép chuyén hd so sang B phan
That nghiép dé cham dat huong.

- Kiém tra hd so, diéu kién huong ché do huu tri, thue hién xét duyét ché do huu tri theo Quy
trinh tiép nhan, xét duyét va chi tra ché do huu tri.

- Ho so chua du dleu kién giai quyet thi 1ap Phiéu béo tra hd so, ghi 13 1y do chua giai quyét,
nhitng van dé¢ hodc gidy to can don vi bd sung va trinh lanh dao phong ky chuyén cho Phong
TN&QLHS.

- Ban giao ho so huu tri da hoan chinh cho phong TN&QLHS.

- Xé4c nhén viéc giao nhan hd so trén phﬁn mém TNHS.

Budéc 3: Phong TN&QLHS va Bo phan Ké toan. Thoi han 01 ngay lam viéc.

- Xac nhan trén phﬁn mém TNHS sau khi nhan ban giao tir Phong Ché d6 BHXH.

+ Phong TN&QLHS: Tra ho so theo Phiéu giao nhan ho so.

+ B phan Ké toan (Quan/Huyén): Chi tién cho khach hang theo Gidy gidi thiéu va Quyét
dinh huu tri, Danh sach hudng tro cap BHXH Mau 21 A-HSB hoac 21B-HSB(néu co).

Luu y:

- Nhitng trwong hop ho so sai sot, ngi dung chwa ré rang, ddy du theo yéu céu thi vién chirc
giai quyet ho so phai ghi ro, day du nhitng ngi dung hodc cdc loai ho so thiéu can bo sung va chuyén
tra lai cho Bo phdan TNHS. Khong dwoc yéu cau bo sung qua 02 lan.

- Ho so huu tri sau khi gidi quyét xong, sé BHXH sé lwu tai co quan BHXH khéng tra cho
nguoi lao dong.|.
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S6 Ho so0: 601/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phic
‘ PHIEU GIAO NHAN HO SO ‘
Loai ho so: Huwéng trg cap 0m dau, thai san, nghi dudng sirc phuc hdi sire khoe.
(Thoi han gidi quyét loai ho so nay: 10 ngay lam viéc)

L. TEN QON VIt v Ma don

3. Dia chi nhan tra két qua hd so qua butt Gi8n (NEU CO): wvvvevervieveeeeceee et

stt Loai gidy to, biéu mu lll’?;’l)lg
A | Ho so yéu cau chung:
1. | File dir li¢u: Guri qua Email [OChuyén bang USB [
5 |- Danh sach nguoi lao dong dé nghi hudong ché d6 6m dau, thai san, DS PHSK theo Mau s C70a-
" | HD (ban chinh, 01 ban).
B. | Ho so giai quyét 0m dau, ngoai nhirng ho so tai phian A, bo sung:
I. | Néu diéu tri bénh trong nwéc:
1. | Ban than ngudi lao dong om:
Bénh ngin ngay:
11" Tm)(‘rng hop diéu tri ndi tra: Gidy ra vién (ban chinh hodc ban sao ¢é chirng thue hodc ban
" | chup
-Diéu trj ngoai tri: Gidy chimg nhan nghi viéc huong BHXH Mau s6 C65-HD (ban chinh)
Doi véi bénh dai ngay:
- Trudng hop diéu tri ndi tri: Gidy ra vién (ban chinh hodc ban sao cé chimg thwe hoic ban
chup).

1.2. | - Diéu tri ngoai tra: Bién ban hoi chan (ban sao c6 chirng thwe hodc ban chup) hoic Phiéu hoi
chan (ban sao c¢6 chirng thuc hodc ban chup) hoic Bénh an(ban sao c¢é chirng thue hoic ban
chup) ciia bénh vién hoic Gidy chimg nhan nghi viéc huéng BHXH Mau s C65-HD (ban chinh)
hoic SO kham chita bénh (ban chinh hoic ban sao ¢6 chig thue hoic ban chup)

Nghi cham séc con om:
- Trudng hop diéu tri nodi tri: Gidy ra vién (ban chinh hodc ban sao cé chig thuwe hoic ban
chup)
-Diéu tri ngoai tra: Gidy ching nhan nghi viéc huéng BHXH Mau s6 C65-HD (ban chinh) hoic
Gidy to kham chita bénh (ban chinh hodc bén sao c¢6 chirng thwe hodic ban chup)hoic S6 kham
2. | chira bénh cta con (ban chinh hoiéc ban sao ¢6 chirng thwe hoac ban chup)
- Gidy x4c nhan vé nghi viéc dé cham séc con 6m cua ngudi str dung lao dong noi nguoi lao dong
nghi viéc trude d6 (cha hodc me) da huong hét thoi gian theo quy dinh theo Mau s6 5B-HSB (ban
chinh)
- Ban dich tiéng Viét c6 chimng thuc Giay kham, chita bénh do co so y té nudc ngoai cip(ban chinh
hoac ban sao co6 chirng thuce hoic ban chup).
Il | Néu diéu tri bénh ¢ nwéc ngoai:
. Ban dich tiéng Viét co ching thuc Gidy kham, chita bénh do co sé y té nudc ngoai cap(ban chinh
" | hoac ban sao cé6 chirng thwe hoic ban chup).
C | Ho so giai quyét thai san, ngoai nhirng ho so tai phan A, bo sung:
Truong hop ngudi lao dong kham thai: S6 kham thai hodc Giay kham thai (ban chinh ho#icbén sao
1. | ¢6 chitng thwe hodic ban chup)hoic Gidy chimg nhan nghi viéc huéng BHXH Mau sé6 C65-HD
(ban chinh)
2. | Truong hop nguoi lao dong bi sdy thai, nao, hut thai, thai chét luu, thuc hién bién phép tranh thai:
- Gidy ra vién (ban chinh hoic ban sao cé chirng thuc hoiic ban chup) hoic Gidy ching nhan
nghi viéc huong BHXH theo Mau s6 C65-HD (ban chinh)
3. | Truong hop nguoi lao dong sinh con:

- S6 BHXH (néu cOng ca qua trinh tham gia BHXH cua don vi trudc va don vi hién tai moi du diéu
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kién huong thai san)

- Giay khai sinh hodc Gidy ching sinh cua con (ban sao ¢é ching thwe hodc ban chup, 01
ban/con)

- Néu con chét phai c6 thém: Gidy chimg tir hodc Gidy bao tir (ban sao cé ching thwe hoiic ban
chup, 01 ban/con)

+ Trudng hop con chét ngay sau khi sinh ma khong dugce cap Gidy ching tr thi thay bang Bénh an
(ban sao c6 chirng thwe hodc ban chup), hodac Giay ra vién ctia ngudi me (ban chinh hodc ban
sao c6 chirng thuc hodc ban chup).

Nhan nudi con nudi dudi 4 thang tudi: Gidy chimg nhin nudi con nudi ctia cip cé thim quyén (ban
saocé chirng thue hodc ban chup,01 ban)

5. | Truong hop sau khi sinh con ngudi me chét:

a/ Ca cha va me déu tham gia BHXH hoic chi c¢6 cha tham gia BHXH:

- Giay khai sinh hodc Gidy chimg sinh cua con (ban sao ¢6 ching thwe hodc ban chup, 01
ban/con)

- Gidy ching tir ctia me (ban sao c¢6 chirng thue hodic ban chup,01 ban)

b/ Chi c6 me tham gia BHXH:

- Gidy khai sinh hodc Gidy ching sinh cta con (ban sao cé ching thwe hodc ban chup, 01
ban/con)

- Gidy ching ttr cia me (ban sao c¢6 chirng thwe hodic ban chup,01 ban)

Ho so giai quyét DS PHSK: ho so nhwr phian A:Cot tinh trang 6m phau thuat ghi PT, dm dai ngay
ghi BDN, phau thuat tap trung ghi PT/TT, dm dai ngay nghi tap trung ghi BDN/TT,sinh m6 ghi PT,
sinh doi ghi SC02, sinh d¢i nghi tap trung ghi SC02/TT, TNLD ghi mirc suy gidm lao dong va ghi
vao cot thoi diém ngay két luan cia Bién ban giam dinh y khoa vé muc suy giam kha ning lao
dong.

Luwu y: Triwong hop don vi sir dung lao dong ngp ban chup thi kém theo ban chinh d@é can bé tiép nhan ho so
doi chiéu.

Ngay tra két qua: TN ST [.... AN (Qua han tra hd so 30 ngay, don vi chua dén nhan, co
quan BHXH s€ chuyén ho so nay vao kho luu tri)
............... ,ngay...... thang...... nam......

Cin b tiép nhan ho so Nguoi nop hd so
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S6 Ho s0: 602/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PHIEU GIAO NHAN HO SO
Loai hd so: Hwéng ché dd thai san.
Péi voi ngudi lao dong thdi viée trude thoi diém sinh con
hoic nhan nudi con nudi
(Thoi han giai quyét loai hd so nay: 3 ngay lam viéc)

L ONE (DAY e

4. Dia chi nhan tra két qua hd so qua but dien (NEU CO): vvvvrrveeveeeeeeeeeee et

So

Stt Loai giay to, biéu mau lwong

Ho so yéu cau chung:

1. | S6 BHXH; hodc S6 BHXH va cac trang to roi; hodc To bia s0 va cac trang to r0i. (ban chinh)

- Trudng hop sinh con: Gidy khai sinh hoic Gidy chimg sinh cua con (ban sao ¢é chirng
thwe hoic ban chup, 01 ban/con)

- Nhan nudéi con nudi: Gidy chirng nhan nudi con nuoi cua cap cé tham quyen (ban sao co
chirng thwe hoidc ban chup, 01 ban)

3. | Truong hop con chét sau khi sinh:

- Néu con chét phai c6 thém: Gidy chimg tir hodc Gidy béo tir (ban sao cé chirng thuc hodc
ban chup, 01 ban/con)

+ Trudng hop con chét ngay sau khi sinh ma khong duge cap Giay chimg tir thi thay bang
Bénh an (ban sao c6 chirng thue hoidc ban chup), hodc Gidy ra vién cua nguoi me (ban
chinh hoic ban sao c6 chirng thuc hoac ban chup).

4. | Truong hop sau khi sinh con me chét:

a/ Ca cha va me déu tham gia BHXH hoic chi ¢6 cha tham gia BHXH:

- Gidy khai sinh hodc chung sinh ciia con (ban sao ¢6 chirng thwe hodc ban chup, 01
ban/con)

- Gidy ching tir ctia me (ban sao c6 chirng thue hodc ban chup, 01 ban)

b/ Chi ¢c6 me¢ tham gia BHXH:

- Gidy khai sinh hodc ching sinh ciia con (ban sao c¢6 chirng thwe hodc ban chup, 01
ban/con)

- Gidy chimg tir ciia me (ban sao c6 chitng thue hodc ban chup, 01 ban)

Luu y:
- Khi nép hé so nguoi lao dong phdi cung cdp ban chinh S6 h khdu hodc S6 tam trii... dé doi chiéu.

- Truong hop nguoi lao dong ndp ban chup thi xudt trinh ban chinh dé can bé tiép nhdn hé so doi chiéu.

Ngay tra két qua: ............ N . - 1 - 4 (Qua han tra ho so 30 ngay, don vi chua dén nhan,
co quan BHXH s& chuyén hd so nay vao kho luu trir)
............... , ngay...... thang...... nam......
Cin b tiép nhan ho so Nguoi ndp hd so

(Ky, ghi ho tén) (Ky, ghi ho tén)
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S6 HO s0: 604/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
So Ho so: 604H/............... /CDBHXH Poc lap - Tu do - Hanh phuc
PHIEU GIAO NHAN HO SO

Loai hd so: Giai quyét ché dé tai nan lao dong - bénh nghé nghiép
(Thoi han gidi quyet loai ho so' nay: 15 ngay lam viéc)

| I <3 1 (04 Miadonvii............ Ma huyén: ............

3. Pia chi nhén tra két qua hd so qua butl dien (NEU CO): ..vvvrveieieceieeeee e,

STT

Loai giay to, biéu mau

S6
lwgng

Tai nan lao dong (TNLD)

Tai nan lao dong tai noi lam viéc:

S6 BHXH; hodc S6 BHXH va céc trang to ro1; hoac To bia sO va cac trang t0 roi. (ban chinh)

Vin ban dé nghi giai quyét ché 46 TNLD cta ngudi sit dung lao dong theo Mau s SA-HSB

- P6i v6i tredng hop bi tai nan lao dong: Bién ban diéu tra tai nan lao dong (ban chinh)

- Néu tai nan lao ddng do tai nan giao théng:Bién ban kham nghiém hién truong va So do
hién truong vu tai nan giao thong cua Cong an giao thong hodc Bién ban tai nan giao thong cua
co quan cong an hodc co quan diéu tra hinh su quan doi (ban chinh hodc ban sao ¢6 chirng
thuc)

- Néu diéu tri ngi tru: Giay ra vién (ban chinh hoac ban sao c6 chirng thuc hoac ban chup)

- Néu khong diéu tri ndi tri: Gidy ching nhan thuong tich, don thudc, cacgidy to kham, diéu
tri ¢6 lién quan (ban chinh hoic ban sao c6 chirng thuc hoac ban chup)

Bién ban giam dinh mirc suy giam kha niang lao dong ciia Hoi dong giam dinh y khoa tir 5%
trg 1€n. (ban chinh)

Bénh nghé nghiép:

S6 BHXH; hoidc S6 BHXH va céc trang to 10i; hodc td bia s6 va cac trang td roi. (ban chinh)

Vin ban dé nghi giai quyét bénh nghé nghiép ciia ngudi sir dung lao dong theo Mau sd 5A-
HSB (ban chinh)

- Bién ban do dac moi truong co yéu t6 doc hai, hodc Két qua do, kiém tra moi truong lao dong
trong thoi han quy dinh do co quan c6 tham quyén lap, hodc Bién ban tai nan rui ro nghé nghiéptheo
mau quy dinh tai Quyét dinh s6 120/2008/QD-TTg ngay 29/8/2008 ctia Thii twéng Chinh phi. (ban
chinh hoac ban sao c6 chirng thuc)

- Neéu diéu tri ngi tra: Giay ra vién(ban chinh hoéc ban sao c¢6 chirng thwe hodc ban chup)

- Néu khong diéu tri ndi tri:Gidy kham bénh nghé nghiép hoac Phiéu hoi chan bénh nghé
nghiép hodc Gidy chtng nhan bi nhiém HIV do tai nan rii ro nghé nghiép theo mau quy dinh
tai Quyét dinh s6 120/2008/QD-TTg ngay 29/8/2008 ctia Thii tuéng Chinh phu hoic Bénh an
bénh nghé nghiép. (ban chinh hoidc ban sao ¢6 chirng thue hoiic ban chup)

Bién ban giam dinh muc suy giam kha ning lao dong ciia Hoi dong giam dinh y khoa tir 5%
tro 1€n. (ban chinh)

Luwu y:  Triwong hop don vi sit dung lao ddng ndp ban chup thi kém theo ban chinh dé vién chirc tiép
nhéan hoé so doi chiéu.
Ngay tra két qua: ............ /N /LS (Qua han tra hd so 30 ngay, don vi chua dén nhan,
co quan BHXH s& chuyén ho so nay vao kho luu trir)

............... ,ngay...... thang...... nam......
Can b tiep nhan ho so Nguoi nfp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)
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S6 Ho so: 605/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
So Ho so: 605H/............... /CDBHXH Poc lap - Tw do - Hanh phic
PHIEU GIAO NHAN HO SO

Loai ho so: Giai quyét ché d tai nan lao dong - bénh nvghé nghiép tai phat
hodc tai nan lao dong - bénh ngh¢ nghiép tong hop
(Thoi han gidi quyét loai ho so nay: 15 ngay lam viéc)
L. Ten don Vi covii e Madonvii............... Ma huyén: ............
2.Diénthoai: ... Email:. ...

3. Dia chi nhan tra két qua hd so qua butt Gi8n (NEU CO): wvvuvveevieveeeeceeeieeeeeeee e

So

STT Loai giay to, bieu mau lwgng

Tai nan lao dong (TNLD), bénh nghe nghiép tong hop (bi tai nan lao dong nhiéu lan, bi
nhiéu bénh nghe nghlep hoic vira bi tai nan lao dong Vlra bi bénh nghe nghiép):

1. | S6 BHXH; hodc S6 BHXH va cac trang to ro1; hodc to bia sO va cac trang t0 roi. (ban chinh)

Vin ban dé nghi giai quyét TNLD, BNN cua nguoi str dung lao dong theo Mau s6 05A-HSB
(ban chinh)

- Bbi voi truong hop bi tai nan lao dong: Bién ban diéu tra tai nan lao dong (ban chinh)

- Néu tai nan lao dong do tai nan giao thong:Bién ban kham nghiém hién truong va So do
hién trudong vu tai nan giao thong cua Cong an giao thong hodc Bién ban tai nan giao thong
clia co quan cong an hodc co quan diéu tra hinh sy quén doi(ban chinh hoic bin sao co
chirng thurc)

- Doi véi truong hop bi bénh nghé nghiép: Bién ban do dac moi truong co yéu t6 doc hai hodc
Két qua do, kiém tra méi trudng lao dong trong thoi han quy dinh do co quan c6 tham quyén lap,
hozc Bién bén tai nan rii ro nghé nghiéptheo mau quy dinh tai Quyét dinh s6 120/2008/Qb-TTg
ngdy 29/8/2008 cua Thu tuéng Chinh phu. (ban chinh hodc béan sao ¢é chirng thuc). Néu co
nhiéu nguoi bi BNN thi ho so mdi ngudi phai trich sao bién ban.

- Néu diéu tri nfi tra: Giay ra vién (ban chinh hoic ban sao ¢6 chitng thuc hoac ban
chup)

- Néukhong diéu tri ndi tru:
+ Néu bi tai nan lao dong: Giay to kham, di€u tri thuong tat doi voi truong hop diéu tri ngoai
4. | tr0. (ban chinh hoic ban sao ¢6 chirng thue hoac ban chup)

+ Néu bi bénh nghé nghiép: Gidy kham bénh nghé nghiép hodc Phiéu hoi chan bénh nghé
nghiép hodc Gidy chimg nhan bj nhiém HIV do tai nan rti ro nghé nghiép theo miu quy dinh tai
Quyét dinh s6 120/2008/QD-TTg ngay 29/8/2008 cua Thii tuéng Chinh phu. (ban chinh hoic
ban sao c6 chirng thuc)

Bién ban giam dinhtong hop muc suy giam kha ning lao dong ctia HDGD-YK tir 5% trg 1én

> (ban chinh)
6 HS so huong trg cap tai nan lao dong hoac H0 so hudng tro cAp bénh nghé nghiép cua nhitng
" | lan bi tai nan lao dong, bénh nghé nghiép trudc do (ban sao cé chirng thuc hoic ban chup)
I1. | Tai nan lao dong tai phat hoic bénh nghé nghiép tai phat:
1 S6 BHXH; hodc S6 BHXH va céc trang to roi; hoac To bia sd va cac trang to roi. (ban
" | chinh)
- Néu dicéu tri ndi tri: Gidy ra vién (ban chinh hoic ban sao c6 chirng thwe hodc ban
5, | .chup) . . ‘
" | - Néu khong diéu tri nfi tri: Giay to kham, di€u tri thuong tat tai phat hodc bénh tat tai phat
(ban chinh hodc ban sao c6 chirng thwe hodc ban chup)
Bién ban giam dinh mirc suy giam kha ning lao dong do tai phat cua Hoi dong Giam dinh
3. > .
Y khoa (ban chinh)
4 H6 so hudng tro cap tai nan lao dong hodc bénh nghé nghiép trudc d6 (ban sao c¢6 chirng thure

hoic ban chup)

Luu y: TNLD, BNN tdi phat:
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+ Néu dang hwéng tro cap hang thang thi nép ho so cho BHXH qudn, huyén noi dang chi trd tro cap.
+ Néu di huong tro cap 01 lan thi ndp ho so cho BHXH qudn, huyén noi dang cu trii.
- Truwong hop don vi sir dung lao dong ndp ban chup thi kém theo ban chinh dé vién chirc tiép nhin doi

chiéu.
Ngay tra két qua: ............ [oviiiiiiiin [oviiiiiiaiin (Qua han tra hd so 30 ngay, don vi chua dén nhan,
co quan BHXH s& chuyén ho so nay vao kho luu trir)
............... ,ngay...... thang...... nam......
Cin bd tiép nhan hd so Nguoi ndp hé so

(Ky, ghi ho tén) (Ky, ghi ho tén)
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S6 Ho so0: 606/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
So Ho so: 606H/............... /CDBHXH Poc lap - Tw do - Hanh phic
PHIEU GIAO NHAN HO SO

Loai hé so: Giai quyét ché d¢ huu tri:
- Nguoi lao dong dang dong BHXH tai BHXH quén, huyén (20 ngay lam viéc);
- Ngudi lao dong dang dong BHXH tai BHXH Thanh phé; Ngudi bao lwu thoi gian déng BHXH bit
budc; Ngudi tham gia BHXH tw nguyén di dwoc chdt sé hoic
Ngudi di c6 quyét dinh cho hwu (15 ngay lam viéc).

L. TN QON VIt v Madonvii............... Ma huyén:...............
2.Diénthoal: ...oooovviiii Email.. oo,
3. Dia chi nhan tra két qua hd so qua buu dién (08U CO): ....veeiieee e
So
STT Loai gidy to, biéu miu lwon
9
I. | H6 so huu tri d6i véi ngudi lao dong dang dong BHXH bit budc:
1. | S6 BHXH; hoic S6 BHXH va céac trang to ro1; hodc to bia sO va cac trang to roi. (ban chinh)
5 Qu%ét ;iinh nghi viéc dé huong ché d6 huu tri theo miu do B LDTB&XH quy dinh (bén chinh,
" | 01 ban).
3 Giay dang ky dia chi noi cu tra khi nghi huu, noi khdm chira bénh bao hiém y t ban dau (Mau s6 13-
" | HSB) (ban chinh)
4 Quyét dinh chuyén nganh va cic quyét dinh phong quin ham - néu c¢6 (ban sao cé chitng thuc
" | hodc ban chup)
5 Bién ban giam dinh muc suy giam kha nang lao dong tur 61% tro 1én cua Hoi dong giam dinh y
" | khoa néu c6 (ban chinh, 01 ban)
6 Gidy ching nhéan bi nhiém HIV/AIDS do rui ro bénh nghé nghiép - néu ¢ (ban chinh hodc ban
" | sao c6 chirng thuc hodc ban chup, 01 ban)
7 Danh sach nguoi lao dong nghi huu trude tudi co cap c6 tham quyén phé duyét theo quy dinh
" | (ban sdo c6 chirng thuc hodc ban chup, moi ho so 01 ban)
8 Théng bao cua co quan BHXH dong ¥ cho don vi dong trude tien BHXH, BHYT, BHTN cuia dbi
" | twong lam ho so huu tri (n€u ¢6). (ban chinh, 01 ban)
9 Cong van giai trinh ghi 15 1y do ndp ho so huu tri chdm so vai thi diém hudng lwong huu (bin
" | chinh, 01 ban)
10. Céc gidy to khac cd lién quan (néu co)
I Ho6 so hwu tri doi véi nguoi bao luu thoi gian dong BHXH bat budc hoic nguwoi tham gia
" | BHXH tw nguyén da dwgc chot so:
1. | SO BHXH; hoic S6 BHXH va cic trang td roi; hodc to bia s6 va cac trang to rdi. (ban chinh)
2. | Pon dé nghi huéng ché do huu tri theo Mau s6 12-HSB (bén chinh, 01 ban)
3 DOi v6i nguoi chip hanh xong hinh phat ti khong dugc huong én treo thi phai c6 thém Gidy
" | chung nhan chap hanh xong hinh phat tu (ban sao ¢6 chirng thue hodc ban chup, 01 ban)
4. | Quyét dinh tr& vé nudc dinh cu hop phap - néu co (ban sao ¢6 chimg thuc hoiic ban chup, 01 ban)
c Quyét dinh cia Toa 4n tuyén bo mat tich trd vé - néu c6 (ban sao cé chimg thue hodic ban chup,
" | 01 ban)
6 Bién ban giam dinh murc suy giam kha nang lao dong tir 61% tr¢ 1én cua Hoi dong giam dinh y
" | khoa néu c6 (ban chinh,01 ban)
7 Vin ban giai trinh ghi 5 1y do ndp ho6 so huu tri chdm so v6i thoi diém hudng luong huu (ban
" | chinh, 01 ban)
8 Cac gidy to khac co lién quan (néu
. AR A yrrrrTeTRTr
I11. | Ho so hwu tri doi véi ngwoi di c6 quyét dinh chd huu:
1 Giéy thong béo C}ia BHXH/TP dé nghi nguoi lao dong lién h¢ BHXH quan, huyén noi cu tra lam
" | tha tuc hudng ché do huu tri.
2. | - Gidy chimng nhan chd hudng ché do huu tri (ban chinh) hodc chd huong trg cap hang thang theo
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Nghi dinh s6 09/1998/ND-CP cia Chinh phu (ban chlnh) hoac

- bon de nghi huong ché d6 huu tri theo Mau s6 12-HSB (ban chinh, 01 ban) (d6i véi truong
hop mat quyét dinh hodc c6 tham gla BHXHtrong th(n gian cho huu)

Quyét dinh nghi viéc d€ huong ché d6 huu tri theo rpau do Bo LDTB&XH quy dinh (ban chinh,
01 ban) (401 vai truong hop dang tham gia BHXH bat budc trong thoi gian cho huu).

Luu y:
- Truong hop nguoi bao luu thoi gian déng BHXH bt budc hodc BHXH tw nguyén khi nop hé so phdi
xudt trinh ban chinh S6 hé khéau hodc S6 tam trii dé doi chiéu.

- Nguoi ¢6 quyét dinh cho huu ciia BHXH Tp.HCM, khong yéu cau nguoi lao dong ndp sé BHXH vi co
quan BHXH dang giir.

- Sau khi gidi quyét hiew tri, s6 BHXH sé lwu gitF tai co quan BHXH, khong trda cho nguwoi lao dong.

- Ho so gidi quyét ché do hwu tri chuyén dén Thanh phé phdi kém thém to 07/SBH thé hién toan bo qud
trinh dong BHXH, BHTN.

- Truong hop don vi sir dung lao dong hodc nguoi lao dong nop ban chup thi kém theo ban chinh daé
can b tiép nhian hé so doi chiéu.

- Néu sai i léch nhan than (ho, tén dém, tén, ngay, thang, nam sinh) giita s6 » BHXH va CMND, Hj Khiu
thi dé nghi diéu chinh s6 BHXH trudc khi gidi quyét ho so huwu tri. Co quan BHXH khong diéu chinh lgi
nhitng sai sot trén sau khi da lgp QD hwu tri.

Ngay tra két qua: ............ [oviiiiiininin [oviiiiiaiinnn (Qua han tra ho so 30 ngdy, don vi chua dén
nhan, co quan BHXH s& chuyén hd so nay vao kho luu trir)
............... ,ngay...... thang...... ndm......
Cian b tiép nhan ho so Nguoi nop ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)
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S6 Ho so: 607/............ /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
So Ho so: 607H/............ /CPBHXH Poc l1ap - Tu do - Hanh phic

PHIEU GIAO NHAN HO SO
Loai ho so: Huwéng ché d¢ tir tuit; Piéu chinh tro cip tuit 01 lin theo
Nghi dinh s6 83/2008/ND-CP; Huong tro cip tuit hang thang tir BHXH tinh khic chuyén dén.
(Thoi han giai quyét loai ho so nay: 10 ngay lam viéc)

L TEN QON VIZ ceitii e Madonvii............... Ma huyén: .................
2.Diénthoai: .......ooooviiiiii Emaili.. ..o
3. Pia chi nhén tra két qua hd so qua butl dieN (NEU CO): ..vvveveieieceeeeeee e,

So

STT Loai gidy to, biéu miu
i lwgng

I. | H6 so @i diéu kién hwéng tuat 01 lan:

S6 BHXH; hodc S6 BHXH va céc trang to ro1; hoac To bia so va céc trang to roi. (ban
chinh)

Gizfly chung tir hodc Gidy bao tir hodc Quyét dinh cua Toa an tuyén bd nguoi lao dong da
chét (ban chinh hoéc ban sao c6 chirng thuc hoac ban chup)

3. | To khai cua than nhan ngudi chét theo mau 09A—HSB (ban chinh)

Dbi v6i ngudi dang lam viée chét do tai nan lao dong (ké ca chét trong thoi gian diéu tri
lan dau), b6 sung:
- Bién ban diéu tra tai nan lao dong (ban chinh)

- Gidy ra vién (ban chinh hodc ban sao ¢ ching thyc hodc ban chup); Néu diéu tri ngoai
tra: giay chimg nhan thuong tich, gidy to kham, di€u tri ¢ lién quan (ban chinh hodc ban sao
6 chirng thuc hoiac ban chup)

- Néu tai nan giao thong dugc xéac dinh 1a tai nan lao dong thi bo sung: Bién ban kham
nghiém hién truong, so dd hién trudng vu tai nan giao théng cia Cong an giao thong hoic
Bién ban tai nan giao thong ctia co quan cong an hodc co quan diéu tra hinh sy quan doi
(ban chinh hoic ban sao cé chu’ng thuc)

Déi véi nguoi dang lam viée chét do bénh nghé nghiép (ké ca chét trong thoi gian diéu tri
lan dau), bo sung:
- Bién ban do dac moi truong (ban chinh hodc ban sao c¢6 chirng thuc)

5. | - Phiéu kham bénh nghé nghiép hoac phiéu hoi chan (ban chinh hoic bin sao ¢6 chirng
thue hoic ban chup)

- Bénh 4n diéu tri bénh nghé nghiép (ban chinh hoic ban sao ¢é chirng thuc hoic ban
chup)

Ho so dii diéu kién hwéng tuat hang thang:
Ngoai giay to n€u tai phan I, than nhan phai b6 sung thém:

Giay xéac nhan cia chinh quyén dia phuong noi than nhan cua nguoi lao dong khi con song

L phai nuéi dudng cu tra (néu co, ban chinh)
5 Gidy ching nhén cua nha truong noi dang hoc doi voi truong hop con con di hoc tir du 15
" | tuoi dén dudi 18 tudi (n€u c6, ban chinh)
3 Bién ban giam dinh murc suy giam kha nang lao dong tir 81% tr¢ 1€n cua than nhan dé nghi
" | hudng tuat hang thang (néu c6, ban chinh)
[11. | Piéu chinh tro cip tuit 01 lin theo Nghi dinh s6 83/2008/ND-CP.
S6 BHXH - néu co (chi ap dung cho nhimng truong hop giai quyét tro cap tir tut 01 lan
1. . .
truoc ngay 01/7/2010)
5 Quy¢et dinh hudngche dd tu tuat 01 1an. (ban chinh hoic ban sao dwgc chirng thuc hodc
" | ban chup)

Ho so giai quyet trog cap tuit hang thang tir BHXH tinh khac chuyen dén:
IV | Ngoai gidy to néu tai phan I, phan II, BHXH tinh chuyén dén hodc than nhan can bo sung
thém: (trir gidy to & muc 1.1)

1. | Bangké ho so di chuyén theo mau 17-HSB (ban chinh)
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2. | Gidy gi6i thiéu di chuyén (ban chinh)
3 Quy¢ét dinh huong trg cap mai tdng phi; Quyét dinh trg cap tuat hang thang (n€u c6) (ban
" | chinh/bén sao lai) ’
Do6i voi truong hop nguoi chét 1a doi twong dang dong BHXH, dang bdo luu qué trinh
dong BHXH:
- Ban tong hop qua trinh dong BHXH (ban chinh/ban sao lai)
4 D61 voi truong hop nguoi chét 1a déi tuong dang lanh lwong huu, trg cap BHXH hang
" | thang:
- Quyét dinh huong trg cap huu tri hodc trg cip BHXH hang thang (ban sao lai)
- Ban qué trinh cong tac hodc qua trinh dong BHXH tinh hudng lvong huu, tro cap BHXH
hang thang (bén sao lai)
5. | Giay to khac:
Luu y:

- Ho so bao lwu hodc tw dong tiép BHXH bdt budc hodc dang déng BHXH tw nguyén chét: than nhan
nop ho so tai BHXH qudn, huyén noi nguoi lao dong cw tri trudc khi chét. Newoi dang huéng lwong huu,
tro cap BHXH hang thang chét: than nhan nop hé so tai BHXH qudn, huyén noi dang chi tra lvong huu, tro

cap BHXH hang thang.

- Nguwoi dang hwong lwong hueu chét khéng phai ndp sé BHXH.
- Truong hop don vi sir dung lao dong, than nhan nguoi lao dong ngp ban chup thi kem theo ban

chinh dé nhén vién tiép nhdn doi chiéu.

- Déi v6i hé so ¢é than nhdan hwéng tro cdp tudt hang thang & tinh khdce, sé lirong méi logi gidy to

cong théem mot ban/tinh (trie truong hop co ban chinh).

Ngay tra két qua: ............ [oviiiiniinnn [oviiiiniinnn (Qua han tra ho so 30 ngay don vi chua dén nhan,
co quan BHXH s& chuyén hd so nay vao kho luu trir)
............... ,ngay...... thang...... nam......
Cian b tiép nhan ho so Nguoi ndp ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)
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S6 Ho so: 609/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Ho so huéng lwong huu, tro cap BHXH hangthang,
Hb so' cho huéng lwong huu, trg' cap hing thang chuyén dén
(Thoi han giai quyét loai ho so nay: 05 ngay lam viéc)

1. TEn nguoi dUQc huOng: ..o bién thoai:

3. Dia chi nhan tra két qua hd so qua butt Gi8n (NEU CO): wvvvevervieveeeeceee et

S6
Loai gidy to, biéu miu lugn

g

w
—

Huwéng ché d9 huu tri:

Gidy gi6i thiéu tra lvong huu hang thang (ban chinh, 01 ban)

Quyét dinh vé viéc hudng ché d6 huu tri hang thang (ban chinh, 01 ban)

Bén qua trinh dong BHXH (bén chinh, 01 ban)

S6 BHXH (néu co)

Bién ban Giam dinh y khoa (ban chinh, 01 ban) (néu c6)

Quyét dinh nghi viéc dé hudng ché d6 huu tri (ban chinh, 01 ban)

Cac giay to khac c6 lién quan (ban chinh hoic ban sao dwgc chirng thuc)

Gidy dé nghi truy linh sO tién chua nhan ché do BHXH hang thang ban chinh, 01 ban (tinh tir
ngay ra Quyét dinh hwu qua 6 thdang tro lén)

© © [Nk wNEI= o

S6 ho khiu cotén nguweoi hwong ché dé hieu tri, gidy CMND (mdi loai 01 ban chup)

Huong ché do tuat héng thang:

Glay gidi thleu tra trg cAp tudt hangthang(ban chinh, 01 ban)

Quyét dinh veé viéc hudng tro cap tuat hang thang(ban chinh, 01 ban)

Ban qua trinh dong BHXH (néu c0) (ban chinh, 01 ban)

Td khai cuia than nhan ban chinh, 01 ban (Mau s6 09A-HSB)

Ban sao Gidy chung tir, ban sao Gidy b4o tir hodc ban sao Quyét dinh ctia Toa an tuyén bd 1a da
chét, 01 ban.

g R |wIN e

Sb ho khau 6 tén nguwoi huwéng ché dé tuit hang thing, tén nguwoi dirng sé, giay CMND (mdi
loai 01 ban chup)

o

Hwéng ché dd tai nan lao dong, bénh nghé nghiép hiang thang:

Gidy gioi thiéu tra trg cAp TNLD, BNN hang thang(ban chinh, 01 ban)

Quyét dinh vé viéc huong trg cdp TNLD, BNN hang thang(ban chinh, 01 ban)

Vin ban dé nghi giai quyét trg cap TNLD, BNNhang thang(bén chinh, 01 ban)

Bién ban diéu tra TNLD theo quy dinh (ban chinh, 01 ban)

g (B W

Bién ban Giam dinh muc suy giam kha nang lao dong, BNN ctua Hoi déng Giam dinh y khoa
(ban chinh, 01 ban)

Trudng hop bi tai nan giao thong duoc xac dinh 1a TNLD thi c¢6 thém mdt trong cac gidy to sau:
- Bién ban kham nghiém hién truong, so dd hién truong vu tai nan giao thong (ban sao dwgce
6. | chirng thuc, 01 ban)

- Bién ban tai nan giao thong ctia co quan céng an hodc co quan diéu tra hinh sy quan doi (ban
sao dwge chirng thue, 01 ban)

Bénh nghé nghiép: Bién ban do dac moi trudng ¢ yéu td doc hai hodc Kiém tra moi trudng
lao dong trong thoi gian quy dinh do co quan c6 thim quyén 1ap (ban sao dwge chirng thue,
7. | 01 ban) hogc Bién ban tai nan rui ro nghé nghiép (ban sao dwgc chirng thue, 01 ban) theo mau
quy dinh tai QD s6 120/2008/QP-TTg ngay 29/8/2008 cua Thu tuéng Chinh phu dbi voi nguoi
lao dong bi nhiém HIV do tai nan rii ro nghé nghiép.
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- Gidy ra vién (ban chinh hodc ban sao dwogc chitng thwe, 01 ban) sau khi d3 diéu tri thuong
tat TNLD 6n dinh ddi voi truong hop diéu tri ndi tra hodc gidy to kham, diéu tri thwong tat ban
dau dbi voi trudong hop diéu trj ngoai tra.

- Gidy ra vién (ban chinh hoic ban sao dwgc chirng thwe, 01 ban) hodc Gidy kham bénh nghé
6. | nghiép (ban chinh hoic ban sao dwoc chirng thwe, 01 ban) hodc Phiéu hoi chan bénh nghé
nghiép (ban chinh hoic ban sao dwgc chirng thue, 01 ban) hoic Bién ban tai nan rii ro nghé
nghiép (ban sao dwogc chirng thwe, 01 ban) theo mau quy dinh tai QD s6 120/2008/QD-TTg
ngdy 29/8/2008 ctia Thu tudéng Chinh phu dbi véi ngudi lao dong bi nhiém HIV do tai nan rii
ro nghé nghiép.

7. | Ban qua trinh déng BHXH ban chinh, 01 ban (néu co).

Gidy dé nghj truy linh s6 tién chua nhan ché d6 BHXH hing thang (ban chinh, 01 ban)tinh tir
ngay ra Quyét dinh huu qua 6 thang tré lén

9. | S6 ho khau cé tén ngwoi hwéng tro cap TNLD, BNN, gidy CMND (mdi loai 01 ban chup)

IV Huong ché d9 mit sirc lao dong hang thang, tro cip mit sirc theo Quyét dinh so6 613/QD-
| TTyg

- MSLD: QD huong MSLD O , Bién ban GPYK O QD théi huong TC MSLD O, QP
hudng lai hodc tiep tuc O

- TC 613: Nhu ho so MSLD phan 1 c6 thém Pon theo mau 01-QP O Quyét dinh sb
613/QD-TTg O

Ho so cho hwéng lwong hwu, tro cip hing thang

Gidy ching nhan chd huong luong huu, trg cdp hing thang (ban chinh)

Quyét dinh nghi viéc dé huong ché d6 huu tri (ban chinh)

Ban qua trinh tham gia BHXH. (ban chinh)

ronR< N

S6 BHXH. (ban chinh)

Lwu v: Trueong hop S6 Ho khau, Gidy CMND néu ngp ban chup thi kém theo ban chinh dé doi chiéu.

Ngay tra két qua: ............ [oviiiiiiin [o..... N (Qua han tra ho so 30 ngdy, cac don vi chua dén
nhan, co quan BHXH s& chuyén hd so nay vao kho luu trit)
............... ,ngay...... thang...... nam......
Cian b tiép nhan ho so Nguwoi nop ho so
(Ky, ghi ho tén) (Ky, ghi ho ten)
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S6 Ho so: 610/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phic

PHIEU GIAO NHAN HO SO
Loai hé so: HO 5o’ huu tri, trg cép BHXH hﬁng thang; Hb so cho huong lwong huu,
tro' cAp hang thang chuyen dén BHXH tinh, thanh phé khac.
(Thoi han giai quyet loai hé so nay: 05 ngay lam viéc)

L ONE (DA): e
2. S0 @8N thOal BN LAC: . e e,

3. Dia chi nhan tra két qua hd so qua butt Gi8n (NEU CO): wvvreveveereeeeceee e

S6
STT Loai gidy to, biéu miu lwgn
g
I. | Ho so hwu tri, tro cAp BHXH hing thang.
1 Pon dé nghi chuyén noi nhan lwong huu va trg cap BHXH hang thang theo mau s6 16A-HSB
" | (ban chinh)
2 Giay gidi thi¢u hoac gidy xac nhan théi tra luong, tro cap BHXH hang thang cia BHXH
" | quin, huyén xdc nhan (ban chinh, 01 ban)
3. | Gidy uy quyén c6 xac nhan ciia co quan nha nudc c6 thim quyén theo quy dinh (ban chinh)
4 H6 khau hodc Pon x4c nhan dang tam tra noi dé nghi chuyén dén (ban sao dugc chirng thuc
" | hoac ban chup, 01 ban)
5. | Ching minh nhan dan ( ban sao duwgc chirng thwe hoiac ban chup, 01 ban)
I. | Ho so cho hwong lwong hwu va tro cip hing thing.
1 Pon dé nghi chuyén ho so chd huéng lwong huu, tro cap BHXHhang thang theo mau s 16B-
" | HSB (ban chinh)

”

Luu y:

- Qé nghi don ghi r6 dia chi cu tri chuyén dén (sé6 nha, dwong, phwong (xd), quin (huyén), tinh,
(thanh pho) va so dién thoai dé lién lac.

- Truong hop S6 Ho khéu, Gidy CMND néu nép ban chup thi kém theo ban chinh dé déi chiéu.

- Sau khi ngp don dé nghi di chuyén hé so dén BHXH tinh, thanh phé khac, BHXH Tp. Ho Chi Minh

sé chuyén toan bé ho so goc cua ong (ba) bang dwong cong vu. Pé nghi éng (ba) cho théng bdo moi den
lam thai tuc hodc lién hé truc tiép véi BHXH tinh noi dén dé lam thi tuc dang ky huong lwong hieu, tro cap.

...... ,ngay...... thang...... nam......
Can b tiep nhan ho so Nguwoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)
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So Ho so: 612/............... /CPBHXH CONG HOA XA HOI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phic
‘ PHIEU GIAO NHAN HO SO ]
Loai ho so: Vira giai quyét trg’ cap 6m dau, thai sin vira xac nhin s6 BHXH
(Thoi han gidi quyét loai ho so nay: 10 ngay lam viéc)

L. TEN QON VIt o e MA QO VI
2.Diénthoal: ..ocoovvvviiiiii Email:. . oo e,
3. Dia chi nhan trd két qua hd so qua but dien (NEU CO): ..vvveeieeeeeeeeeeeee et
St Y SR x
t Loai giay to, biéu mau SL
A. | HO so yéu ciu chung:
1. | File dir liéu: Gtri qua Email: [  Chuyén bang USB: [
5 Danh sach nguoi lao dong dé nghi huong ché d6 6m dau, thai san theo Mau s6 C70a-HD, (01 ban
" | chinh).
3 Cong van dé nghi giam qua trinh tham gia BHXH kém theo Mau s6 D02-TS dé nghi giam thoi gian
" | tham gia BHXH. (néu c6)
B. | HO so gidi quyét om dau, ngoai nhirng ho so tai phan A, bo sung:
I. | Néu diéu tri bénh trong nwéc:
1. | Ban than ngudi lao dong 6m:
Bénh ngin ngay:
1. | - Dibu trj noi tra: Gidy ra vién (ban chinh hodc béan sao cé chirng thwe hoiic ban chup)
1. | - Piéu tri ngoai tr(i: Gidy ching nhan nghi viéc huong BHXH theo Mau s6 C65-HD (ban chinh)
hodc Gidy to kham chita bénh (ban chinh hoic ban sao ¢é chirng thuwe hoic ban chup)
Dbi véi bénh dai ngay:
- Diéu trj ndi tra: Gidy ra vién (ban chinh hoiic ban sao ¢é chirng thuc hoic ban chup)
1. | - Piéu tri ngoai tri: Bién ban hoi chan cia bénh vién (ban sao c¢6 chirng thue hodic ban chup)
2. | hodc Phiéu hoi chan (ban sao c6 chirng thuwe hodc ban chup) hoic Bénh an (ban sao cé chitng
thue hoiic ban chup) hoic Gidy ching nhan nghi viéc huong BHXH Mau s6 C65-HD (ban chinh)
hodc S6 kham chita bénh (ban chinh hoic ban sao c¢6 chirng thue hodc ban chup)
Nghi cham soc con 6m:
- Truong hop diéu tri noi tri: Gidy ra vién (ban chinh heiic ban sao ¢é chirng thwc hoic ban
chup)
- Piéu trj ngoai tra: SO y ba hodc Gidy ching nhan nghi viéc huong BHXH Mau s6 C65-HD (ban
2. | chinh) hodc S6 kham chita bénh ciia con (ban chinh hodc ban sao ¢6 chirng thuwe hoic bén
chup)
- Giay xac nhan vé nghi viéc dé cham séc con 0m ctia ngudi str dung lao dong noi ngudi lao dong
nghi viéc truée d6 (cha hodc me) da hudng hét thoi gian theo quy dinh theo Mau s6 5B-HSB (ban
chinh)
- Ban dich tiéng Viét c6 cong chung Gidy kham, chita bénh do co s& y té nudc ngoai cap (ban
chinh hoic bén sao c6 chirng thuc hoac ban chup).
I1. | Néu diéu tri bénh & nuéc ngoai:
- Ban dich tiéng Viét co cong chimg Gidy kham, chita bénh do co s¢ y t& nudc ngoai cip (ban
chinh hoac ban sao c6 chirng thuc hoac ban chup).
C. | Ho so giai quyét thai san, ngoai nhirng ho so tai phan A, bo sung:
Truong hop nguoi lao dong Kham thai: S6 kham thai hodc Gidy kham thai (ban chinh hodc ban sao
1. | ¢6 chirng thwe hodc ban chup) hoic Gidy chimg nhan nghi viéc huong BHXH theo Mau s6 C65-HD
(ban chinh)
Truong hop ngudi lao dong bi say thai, nao, hut thai, thai chét luwu, thue hién bién phap tranh thai:
2. | - Gidy ra vién (ban chinh hodc ban sao cé chimg thue hoiic ban chup) hoic Gidy chimg nhan nghi
viéc huong BHXH theo Mau s6 C65-HD (bén chinh)
Truong hop nguoi lao dong sinh con:
- S6 BHXH (néu cong ca qua trinh tham gia BHXH cua don vi trudc va don vi hi¢n tai moi da diéu
3. | kién hudng thai san)
- Gidy khai sinh hodc Gidy chimg sinh cta con (bén sao c¢6 chitng thwe hodc ban chup, 01
ban/con)
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- Néu con chét phai co thém Gidy chimg tir hodc Gidy bao tir (ban sao cé chirng thue hoic ban
chup, 01 ban/con).

+ Truong hop con chét ngay sau khi sinh ma khong dugc cip Gidy chimg tir thi thay bang Bénh 4n (ban
sao ¢6 chimg thuc hodc ban chup, 01 ban/ 1 con) hodc,

+ Gidy ra vién ciia ngudi me (ban chinh hodc ban sao ¢6 chirng thuc hoac ban chup)

Nhan nudi con nudi dudi 4 thang tudi: Gidy ching nhan nudi con nudi ciia cip cé thim quyén (ban
sao c¢6 chimg thuc hoic ban chup)

Trudng hop sau khi sinh con me chét:

a/ Ca cha va me déu tham gia BHXH hoic chi c6 cha tham gia BHXH:

- Gidy khai sinh hodc Gidy chimg sinh cua con (ban sao cé ching thwe hodic ban chup, 01
ban/con)

- Gidy chimg tir cia me (ban sao c¢6 chirng thwe hodic ban chup, 01 ban)

b/ Chi ¢6 me¢ tham gia BHXH:

- Gidy khai sinh hodc Gidy chimg sinh cua con (ban sao cé ching thwe hodic ban chup, 01
ban/con)

- Gidy ching tir cia me (ban sao ¢6 chirng thwe hodic ban chup, 01 ban)

D. | H6 so bao lwu so:

Piéu Kién: Nguoi lao dong co tén trong danh sach bao giam (Mau s6 D02-TS) va don vi da thyc hién du
nghia vu dong BHXH, BHYT

1. | S6 BHXH va céac trang to r0i; hodc td bia s6 va cac trang t roi. (ban chinh)

2. | Danh sach theo Mau s6 01-DS/XNS (bén chinh, 01 ban)

3 CMND ban photo/1 nguoi va Uy nhiém chi hodc gidy chuyén tién (néu c6) hoac Cong van cam két
" | thanh toan ng (néu co)

Luu y: Truong hop don vi su dung lao dong ngp ban chup thi xudt trinh ban chinh d@é can bé tiép nhan ho
so doi chiéu.

Ngay tra két qua: ............ [oviiiiiiiinins Y . (Qua han tra hd so 30 ngay, cac don vi chua dén
nhan, co quan BHXH s€ chuyén ho so nay vao kho luu trir)
............... ,ngay...... thang...... nam......

Can b tiép nhan ho so Ngudi ndp ho so



Phiéu giao nhdn hé so nay dp dung ké tir ngay 12/10/2015

S6 Ho so: 614/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
So Ho so: 614H/............... /CDBHXH Poc lap - Tw do - Hanh phic
PHIEU GIAO NHAN HO SO

Loai ho so: Giai quyét ché d9 hwu tri d6i véi ngudi bao lvu qua trinh déng BHXH;
Nguoi lao dong di giam dinh suy gizm kha ning lao dong vira diéu
chinh nhén thén, chirc danh nghé.
(Thoi han gidi quyét: BHXH Thanh phé: 15 ngay 1am viéc; BHXH quén, huyén: 20 ngay 1am viéc)

Lo ONG (D) e Ma huyén: .....................
2. S0 BN thoai BN LAC: .. ee e e e e

3. Dia chi nhén tra két qua hd so qua buu dien (MU CO): ...ovvvneiie e

STT Loai gidy to, biéu mau

So

lwong

l. H6 so hwu tri

1. | S6 BHXH; hoidc S6 BHXH va céc trang to roi; hodc to bia s6 va cac trang to rdi. (ban chinh)

- Pon dé nghi hudng ché d6 huu tri theo Mau s6 12-HSB (ban chinh, 01 ban), hodc

2. | - Giay chimg nhan cho huu dbi voi ngudi lao dong nghi viéc chd du dicu kién vé tudi doi
(ban chinh).

Quyét dinh chuyén nganh va cac Quyét dinh phong quan ham - néu c6 (ban sao cé chirng

3 thuc hodc ban chup)

4 Bién ban giam dinh mire suy giam kha nang lao dong tir 61% tr¢ 1én cua Hoi dong Giam dinh
" | Y khoa - néu c6 (ban chinh, 01 ban)

5 Gidy chimg nhan bi nhiém HIV/AIDS do rii ro bénh nghé nghiép - néu c6 (ban chinh hogc

ban sao c6 chirng thuc hodc ban chup, 01 ban)

Doi voi nguoi chap hanh xong hinh phat tu trong truong hop khong dugc huong an treo, b6
6. |sung: Gidy chirng nhan chap hanh xong hinh phat tu (bdn sao ¢6 chirng thuc hoac ban
chup, 01 ban)

Quyét dinh trd vé& nude dinh cu hop phap - néu c6 (ban sao ¢é chirng thire hoic ban chup, 01

7. \
ban)
8 Quyét dinh cua Toa 4n tuyén bd mat tich trd vé - néu c6 (ban sao cé chirng thuc hoic ban
" | chup, 01 ban)
9 Vin ban giai trinh viéc nop ho so huu tri chim so voi thoi diém huéng lwong huu (bén
" | chinh, 01 ban)
10 Phiéu cung cap thong tin sb tai khoan do ngudi huéng lwong huu dé nghi (ban chinh, 01
" | ban) (n€u co)
Cac gidy to khac co lién quan (néu
11 CO)veeeeee . L. A AN AN ........
I1. | Ho so diéu chinh nhan thin: ho, tén, ngay thang niam sinh, giéi tinh.
1 - To khai thay doi thong tin nguoi tham gia BHXH, BHYT theo miu TK2-TS (bn chinh, 01
" | ban/nguoi)
2. | - Gidy khai sinh hodc Chtrng minh nhan dan (bén sao c6 chirng thue, 01 ban/ngudi)
I11. | HO so diéu chinh chirc danh nghé:
1 - To khai thay doi thong tin nguoi tham gia BHXH, BHYT theo mau TK2-TS (ban chinh, 01
" | ban/nguoi)
- Ban chyp quyét dinh hosc hop dong lao dong, hop dong lam viée, gidy td co lién quan dén
2. | viéc diéu chinh (theo hudng dan tai cong van 2899/BHXH-THU).................. (kem theo
ban chinh dé d6i chiéu)
Luu y:

- Nguoi c6 quyét dinh cho huu ciia co quan BHXH khéng can ngp sé BHXH vi co quan BHXH dang
giir.




Phiéu giao nhén ho so ndy dp dung ké: tir ngay 12/10/2015
- Sau khi giai quyet xong, s6 BHXH sé lwu gitr tai co quan BHXH, khong tra cho ca nhan.
- Trueong hop ngudi lao ddng nép ban chup thi kém theo ban chinh dé cdan bé tiép nhdn ho so doi chiéu.
- Néu sai léch nhdn thin (ho, tén dém, tén, ngay, thang, nam sinh) giita sé BHXH va Glay khai sinh,

CMND thi dé nghi diéu chinh s6 BHXH truwéc khi gidi quyét ho so hwu tri. Co quan BHXH khéng diéu
chinh lai nhirng sai sot trén sau khi da ldap QD huu tri.

Ngay tra két qua: ...... e [oviiiiiininnn (Qua han tra hd so 30 ngay, ong (ba) chua dén
nhan, co quan BHXH s€ chuyén ho so nay vao kho luu trir)

............... ,ngay...... thang...... nam......
Can bd tiép nhan ho so Nguoi ndp ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhdn hé so nay dp dung ké tir ngay 12/10/2015

S6 Ho so: 615/............... /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
So Ho so: 615H/............... /CDBHXH Poc lap - Tw do - Hanh phic
PHIEU GIAO NHAN HO SO

Loai ho so: Giai quyét ché d9 hwu tri vira diéu chinh nhan than, chirc danh
nghe doi véi nguoi lao dong dang dong BHXH.

(Thoi han gidi quyét: BHXH Thanh pho: 15 ngay 1am viéc; BHXH quén, huyén: 20 ngay lam viéc)

L. TEN AON VIi o Madonvii............... Ma huyén: .................
2. Din thoai: ......oooviiiiii Email:... .o
3. Dja chi nhén tra két qua hd so qua buu dién (MU CO): ....vv'eiiee e
STT Loai gidy o, biéu miu m?;:lg
I. | HO so hwu tri:
1. | S6 BHXH hodc S6 BHXH va cic trang to roi hodc To bia s6 va cac trang to roi (ban chinh).
2 Quyét dinh nghi viéc hudng ché do huu tri theo mau do Bo LDTB&XH quy dinh (ban chinh,
" | 01 ban).
3 Gidy ddng ky dia chi noi cu tra khi nghi huu, noi kham chita bénh bao hiém y € ban dau (Mau
" | s013-HSB) (ban chinh)
4 Quyét dinh chuyén nganh va cic quyét dinh phong quin ham - néu c6 (ban sao c6 ching
thwe hoac ban chup)
5 Bién ban giam dinh murc suy giam kha nang lao dong tir 61% tr6 1én cua Hoi dong giam dinh
" | y khoa néu c6 (ban chinh, 01 ban)
6 Gidy chimg nhan bi nhiém HIV/AIDS do ri ro bénh nghé nghiép - néu c6 (ban chinh hoic
__| ban sao ¢6 chirng thye hodc bian chup, 01 ban)
Doi voi nguoi chap hanh xong hinh phat tu trong truong hop khong duge huong an treo, b6
7. | sung: Gidy chimg nhan chip hanh xong hnh phat tu (ban sao cé chirng thwe hoac ban chup,
01 ban)
8 Quyét dinh tr& vé& nude dinh cu hop phap - néu co (ban sao ¢é chirng thwe hoic ban chup, 01
" | ban)
9 Quyét dinh ctia Toa an tuyén bd mat tich trd vé - néu co (ban sao ¢6 chirng thwe hoiic ban chup,
" | 01 ban)
10 Vin ban giai trinh viéc nép ho so huu tri chdm so voi thoi diém huong lwong huu (bin
" | chinh, 01 ban)
Il | HO so diéu chinh nhin than: ho, tén, ngay thiang niam sinh, giéi tinh.
1 |- Td khai thay doi thong tin ngudi tham gia BHXH, BHYT theo mau TK2-TS (ban chinh, 01
" | ban/nguoi)
2. | - Gidy khai sinh hodc Chirmg minh nhan dan (ban sao c6 chirng thue, 01 ban/ngudi)
I11. | Ho so diéu chinh chirc danh nghé:
1 |- Td khai thay doi théng tin ngudi tham gia BHXH, BHYT theo mau TK2-TS (ban chinh, 01
" | ban/nguoi)
- Ban chup quyét dinh hodc hop dong lao dong, hop dong lam viéce, gidy to 6 lién quan dén
2. | viéc diéu chinh (theo hudng dan tai cong van 2899/BHXH-THU)............... (kém theo ban
chinh dé ddi chiéu)
Luu y:

- Sau khi gidi quyét xong, s6 BHXH sé luu tai co' quan BHXH khong tra cho ngueoi lao dong.
- Truong hop don vi sir dung lao dong ndp ban chup thi kém theo ban chinh dé can bé tiép nhin ho so

doi chieu.




Phiéu giao nhdn hé so nay ap dung ké tir ngay 12/10/2015

- Néu sai léch nhén than (ho, tén dem, tén, ngay, thang, nam smh) gita sé BHXH va Glay khai
sinh, CMND thi dé nghi diéu chinh sé BHXH trwéc khi gidi quyét hé so hwu tri. Co quan BHXH
khéng diéu chinh lgi nhitng sai sét trén sau khi di lip OP hwu tri.

_ Ngaytra két qua: ........ e [oviiiiiininnn (Qua han tra hd so 30 ngay, don vi chua dén nhan
ho so co quan BHXH s€ chuyén ho so nay vao kho luu trtr)

............... ,ngay...... thang...... nam......
Can b tiép nhan ho so Nguoi ndp ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)



Ph,ié’u giao nhdn hé so nay dp dung ké tir ngay 12/10/2015 . _ . .
S0 Ho so: 617/...c.ceeun..n.. /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PHIEU GIAO NHAN HO SO
Loai ho so: Huéng tiép hrong hwru, tro cip hang thang trong cac truwong hop:
- Sau khi chdp hanh xong hinh phat ti;
- Tré vé dinh cur hop phap;
- Pugc Toa an tuyén b mat tich tré vé;
- Hwéng theo Quyét dinh 613/QP-TTg.
(Thoi han giai quyét loai ho so nay: 15 ngay lam viéc)

1. Tén nguoi huong.: .....covviiiiiiii e, Ma huy@n: .....cccovevviiiiiieiie e

I 5 1S 1 W1 o T Y-} DT

4. Dia chi nhan tra két qua hd so qua buu dién (08U CO): .....viue i

So

STT Loai giay to, bieu mau lwgng

HO so' huéng lwong huu, trg' cap BHXH hang thang: sau khi chap hanh xong hinh
| phat tu; sau khi tré vé nwée dinh cuw hgp phap hoic sau khi Toa an tuyén bo mat tich
tré ve:

Gidy dé nghi truy linh, tiép tuc nhan ché d6 BHXH theo Mau s6 19-CBH (ban chinh, 01
ban)

2. | Gidy uy quyén c6 xac nhan cta co quan nha nude c6 tham quyén theo quy dinh (n€u c6)

- Gidy chimg nhéan chip hanh xong hinh phat ti (ban sao c6 chiig thuc hodc ban chup)
hoac

- Quyét dinh tré vé nude dinh cu hop phép (ban sao ¢é chirng thue hoiic ban chup) hoic

- Quyét dinh ciia Toa an tuyén bd mét tich tré vé (ban sao cé chiing thure hodic ban chup)

Il | Huéng tiép theo Quyét dinh 613/QP-TTg:

1. | Néu ddi tuong con séng: Pon dé nghi hudng tro cap (Mau sé6 01-QD613, ban chinh)

Néu ddi twong huong da chét: Pon dé nghi giai quyét mai tang (Mau s6 03-QP613,
ban chinh)

Luu y: Trwong hop nguwoi lao dong ndp ban chup thi kém theo ban chinh dé can bé tiép nhin ho
so doi chiéu.

Ngay tra két qua: ...... o /... /M. . ... (Qua han tra h6 so 30 ngay, cic don vi chua dén
nhan, co quan BHXH s€ chuyén ho so nay vao kho luu trir)

............... ,ngay...... thang...... nam......
Can b tiep nhan ho so Nguwoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



Ph,ié’u giao nhdn hé so nay dp dung ké tir ngay 12/10/2015 . . X .
S(':) Hﬁ S0t 620/...cccuvueennn. /CPBHXH CONG HOA XA HQI CHU NGHIA VIET NAM
So Ho so: 620H/............... /CDBHXH Poc lap - Tw do - Hanh phic

PHIEU GIAO NHAN HO SO

Loai ho so: Diéu chinh lai lwong hwu, trg cip BHXH do thay déi tién lwong dong BHXH
hoac dwgc bo sung thém thoi gian dong BHXH;
bi€u chinh thong tin vé nhén thin trong ho so hwéng BHXH hang thang.
(Thoi han gidi quyét: 20 ngay lam viéc)
1. Tén don vi, ngudi lao dong:..........covviiiiiiiiin... Madonvi:............ Ma huyén: ........
2.Dién thoai: .......oovviviiiiii Email:

3. Dia chi nhén tra két qua hd so qua buu dien (N CO): ...oovvneiee et

So

Stt Loai giay to, biéu mau lwong

Diéu chinh lai lwrong huru, trg' cap BHXH do thay doi tién lwrong dong BHXH hoic
dwgce bo sung thém thoi gian dong BHXH.

1. | Quyét dinh huu tri (ban sao ¢é chl'rng thwe hoac ban chup)

2 Bén chuyp Quyet dinh luong, quyét dinh hodc hop dong lao dong, hop dong lam viéc, gidy to
" | ¢6 lién quan dén viéc diéu chinh (kém theo ban chinh dé ddi chleu)

Td khai thay d6i thong tin ngudi tham gia BHXH, BHYT theo mau TK2-TS (ban chinh, 01
ban/nguoi).

Céc gidy to khac:

I1. | Piéu chinh théng tin vé nhin than trong hd so hwéng BHXH hang thang.

1 bon d{% nghi diéu chinh thong tin vé nhan than trong ho so hwong BHXH hang thang
" | Mau s0 01-DCNT (ban chinh, 01 ban)

5 Gidy khai sinh duoc co quan c6 thim quyén cip (ban chinh hodc ban sao ¢6 chirng thuc
" | hoac ban chup)

- Co quan BHXH sé thue hién truy linh phan chénh léch lwong huu vao ky lwong gan nhat (néu cd).
- Khi ngp ho so nguoi huwong BHXH hang thang xudt trinh ban chinh Gidy khai sinh dé can bé tiép
nhan doi chiéu voi ban sao co chung thwe (néu nop ban sao).
- Truong hop nguoilao dong ndp ban chup thi kém theo bén chinh d@é can bj tiép nhgn ho so doi
chiéu.

Ngay tra két qua: ...... Favaos A L AN, (Qua han tra ho so 30 ngay, cac don vi chua dén
nhan, co quan BHXH s& chuyén ho so nay vao kho luu trit)

............... ,ngay...... thang...... nam......
Can b0 tiep nhan ho so Ngwoi nop ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)



Ph,ié’u giao nhdn hé so nay dp dung ké tir ngay 12/10/2015 . . X .
S0 Ho so: 621/............... /CPBHXH CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PHIEU GIAO NHAN HO SO
Loai ho so: Gidi quyét ché d hwu tri do co' quan BHXH gi6i thi¢u giam dinh y khoa
(Thoi han gidi quyét: theo ngay tra ket qua cia Hoi dong GDYK)
L N (DA): e,
2.S6 dieN thoai HEN TAC: ....oieuee e,

3. Dia chi nhén tra két qua hd so qua buu dién (N CO): ...ovvvneiee et

Doz So
STT Loai giay to, biéu mau lrong
1 SO BHXH; hoic S6 BHXH va cac trang to ro1; hodc To bia sO va cac trang to roi. (ban
" | chinh)
- Pon dé nghi hudng ché d6 huu tri theo Mau s6 12-HSB (ban chinh, 01 ban), hoic
2. | - Giay chiing nhan cho huu d6i véi nguoi lao dong nghi viée cho du diéu kién ve tudi doi (ban
chinh).
Déi voi nguoi chip hanh xong hinh phat tu trong truong hop khong duoc huong an treo thi phai
3. | co thém Giay ching nhan chap hanh xong hinh phat tti (ban sao ¢6 chimg thuc hoic ban chup,
01 ban)
4. | Quyét dinh chd hudng ché do huu tri (ban chinh, 01 ban)
5 Quyet dinh tr¢ vé nudc dinh cu hgp phap - néu ¢6 (ban saocéd chirng thuwe hoac ban chup, 01
" | ban)
6 Quyét dinh cta Toa 4n tuyén bo mat tich tré vé - néu c6 (ban saocé chirng thue hoidc ban
" | chup, 01 ban)
7 Giay dé nghi giam dinh kha ning lao dong theo mau quy dinh tai Thong tu 07/2010/TT-
" | BYT (ban chinh, 01 ban)
Vian ban xé4c nhan diéu kién lam viéc c¢6 yeu t6 nang nhoc, ddc hai ciia nguoi st dung lao
8. . . , x I
dong (ban chinh theo mau) (n€u co)
9. | Ban photo CMND, H$ khau kém ban chinh dé doi chiéu hodc Ban sao c6 chiing thuc
Céc giay to khac c6 lién quan (néu cd)
10, | evririiiiiiiiiienenen. . . N........ AN & ... .. ..........
Luu y:
- Nguoi c6 quyét dinh cho hieu ciia BHXH Tp. HCM khéng can ndp s6 BHXH vi co' quan BHXH dang
gitr sO.

- Sau khi gidi quyét hieu tri, s6 BHXH sé lwu gitt tai co quan BHXH, khong trd cho nguwoi lao dong.
- Truong hop nguoi lao ddng ndp ban chup thi kém theo ban chinh dé cdn bé tiép nhdn hé so doi chiéu.
- Néu sai léch nhdn than (ho, tén dém, tén, ngay, thang, ndam sinh) giita sé BHXH va CMND, H¢p

khdu thi dé nghi diéu chinh sé BHXH truéc khi gidi quyét ho so huwu tri. Co quan BHXH khéng diéu
chinh lgi nhitng sai sot trén sau khi da lap OD hwu tri.

Ngay tra két qua: y AW A (Qua han tra ho so 30 ngdy, 6ng (ba) chua dén
nhan, co quan BHXH s€ chuyén ho so nay vao kho Iuu trit)
............... ,ngay...... thang...... nam......
Can b tiep nhan ho so Nguwoi ngp ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)




Ph,l'é’u giao nhdn hé so nay dp dung ké tir ngay 12/10/2015 . X .
S0 Ho so: 626/............... /CDBHXH CONG HOA XA HOQI CHU NGHIA VIET NAM
Déc 1ap - Tu do - Hanh phuc

S6 Ho s0: 626 ndp 2T/............... /CPBHXH

_ PHIEU GIAO NHAN HO SO ‘
) Loai ho so: thanh toan kinh phi cho cac co' sé' day nghé .
(Thoi han giai quyét 5 ngay lam viéc doi voi danh sach dé nghi quyét toan thang lién ké trudc thang nhan ho
SO;
3 thang ddi v6i trudng hop khac — chi tiép nhan hd so tai BHXH Thanh phd).

1. Tén o 56 day NGHE .....cvoveeececeeveeeeeee e MaA G0N VIiiiiiiiiiiiciiceee e
2. DIN thO@i: .oiicviiiiiii i Email: oo,

3. Pia chi nhan tra két qua hd so qua buu dién (N CO): ..o

STT Loai gidy to, bi¢u miu S6 lwong

A Ho so ting mdi thanh todn kinh phi cho cdc co sé day nghé gom:

DS dé nghi chi hd trg HN ting mé&i (mdu s6 01, ban chinh); thang ............ccoo.........

Danh sach tong hop mau sé C87a - HD (ban chinh) ; thang .........cccocoviiueeurennnns

Quyét dinh hd tro hoc nghé (ban chinh, 1 ban/ nguoi);

Pon dé nghi hoc nghé (ban chup, 1 ban/nguoi);

Mau C87a-HD chi tiét cua timg ngudi (ban chinh, 1 ban/ngudi)

Vin ban dé nghi diéu chinh (néu co)

Quyét dinh diéu chinh hd trg hoc nghé (ban chinh, 1 ban/ ngudi néu co).

Bang bao gia hoc phi (néu c6 thay d6i).

© |O(N]je|af~|lwINM]E

TR R G ) TR T T —

B Ho so hwong tiép thanh todn kinh phi cho cdc co sé day nghé gom:

DS dé nghi chi hd trg HN huéng tiép (mau s 01, ban chinh); thang .....................

Danh sach tong hop mau s6 C87a - HD (ban chinh) ; thang ..........cccccoevueviueveennnn,

Mau C87a-HD chi tiét ctia timg ngudi (ban chinh, 1 ban/ngudi)

Vin ban dé nghi diéu chinh (néu co)

Quyét dinh diéu chinh hd trg hoc nghé (ban chinh, 1 ban/ nguoi néu co).

Bang bao gia hoc phi (néu c6 thay d6i).

N | oalre N e

HO SO KNAC (BT CO). oot el

Luu y:

- Yéu cdu cdc co so day nghé ndp ho so thanh todn hang thang (ngay sau thdang lién ké ciia thang co
day nghé, khéng dé don nhiéu thang. Truong hop dé don tir 2 thang tré 1én, co quan BHXH sé chuyén kinh
phi sau 3 thang ké tir ngdy nhdn hé so thanh todn).

- Khi nép ho so dé nghi co sé day nghé giri kém file danh sach twong wéng véi danh sach ban gidy
qua email chedobhxh@bhxhtphcm.gov.vn.

Ngay tra két qua: ............ /. LA

TP.H6 Chi Minh, ngay...... thang...... nam......

Cin b tiép nhan ho so Ngudi np hd so
(Ky, ghi ho tén) (Ky, ghi ho tén)



