BAO HIEM XA HOI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
BAO HIEM XA HOI DPoc 1ap - Tw do - Hanh phuac
TP.HOCHIMINH s

S6: 3142/TB-BHXH Thanh phé H6 Chi Minh, ngay 28 thang 12 niam 2016

THONG BAO

VE VIEC BAN HANH MOI QUY TRINH TIEP NHAN VA TRA KET QUA HO SO
THEO CO CHE MOT CUA VA PHIEU GIAO NHAN HO SO

Can cir Cong van sd 4027/BHXH-ST ngay 14/10/2016 cua Bao hiém x& hoi Viét
Nam vé viéc hudng dan ra soat va ban giao sé6 BHXH cho nguoi lao dong; Quyét dinh sé
2103/QP-BHXH ngay 06/6/2012 cua Giam dc Bao hiém xa hoi Thanh phd vé viéc ban
hanh quy dinh tiép nhan hd so va tra két qua theo co ché mét cira tai Bao hiém xa hoi
Thanh phé H6 Chi Minh;

Theo dé nghi cia Truéng phong Cap so thé; Bao hiém x& hoi Thanh phé Hb Chi
Minh ban hanh méi quy trinh tiép nhan va tra két qua hd so theo co ché mét cira, nhu
sau:

1. Ban hanh méi quy trinh tiép nhan va tra két qua hé so’ (01 quy trinh):

- Quy trinh ra soat, nhap thdng tin trén so BHXH, diéu chinh thdng tin cia ngudi
lao dong vao co so dir liéu, cap lai s6 BHXH, in to roi hang nam dé ban giao so6 cho
nguoi lao dong (quy trinh 320).

2. Ban hanh méi phiéu giao nhan hé so (PGNHS), 01 PGNHS sau:

- PGNHS 320.

3. Ngay &p dung: Bao hiem xa hoi Thanh ph6 H6 Chi Minh théng nhat &p dung
Quy trinh va phiéu giao nhan ho so dé cap ¢ muc 1 va muc 2, ké tir ngay 03/01/2017.

4. Té chic thuc hign:

- Phong Cong nghg thong tin chiu trach nhiém phdi hop voi nha cung cap phén
mém tiép nhan ho so, dé diéu chinh cac Quy trinh va Phiéu giao nhan ho so néu trén.

- Cac Phong Nghiép vu c6 lién quan va Bao hiém x& hoi quan, huyén chiu trach
nhiém t6 chuc, trién khai va thuc hién theo noi dung thong bao nay.



- Ban Bién tap Trang website Bao hiém x& hoi Thanh phd Ho Chi Minh cap nhat
quy trinh, biéu mau va phicu giao nhan ho so theo quy dinh./.

(dinh kém thdng b&o nay quy trinh va phiéu giao nhdn hé so méi)

GIAM POC

Noi nhdn:

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

- Chanh Van phong;

- Trudng cac Phong Nghi€p vuy;

- Giam dé¢ BHXH céc quan, huyén;

- Céc don vi, t chirc, c4 nhan NLD (dé 4p dung); .

- Trang web BHXH TP.HCM; Cao Van Sang
- Luu: VT, TNTKQ(2b).



QUY TRINH

TIEP NHAN VA TRA KET QUA HO SO 7
(dinh kem Thong bao so: 3142/TB-BHXH, ngay 28/12/2016 cua Bao hiém xa hgi Thanh
phé Hé Chi Minh)

1. Quy trinh ra soat, nhap thong tin trén s6 BHXH, diéu chinh thong tin cia
nguoi lao dong vao co sé dir ligu, cap lai s6 BHXH, in to roi bing nim dé ban giao
s6 cho ngudi lao doéng (Phiéu giao nhan hd so sb 320, 02 ban)

Piéu kién: ap dung di véi s6 BHXH 24 hoac 46 trang (gém s6 da duoc in hoic
chua dugc in to roi) va to bia sé BHXH (to bia s ¢6 to roi kém theo).

1.1. Quy trinh tom tat

- Muc dich: Thyc hién ra soat, nhap thong tin trén s6 BHXH, diéu chinh thong tin
cua ngudi lao dong dang tham gia BHXH bét budc tai cac don vi vao co so dir liéu dé Cap
lai $6, in to roi s6 BHXH hang nam dén thang 12 ciia ndm trudc thoi diém don vi nop ho
so dé ban giao s6 BHXH cho nguoi lao dong quan ly.

- Thoi han tra két qua: Thoi han 60 ngay lam viéc.

-So d@d:

Bon vi
3

Birére 1

Phong THTKQ Buéc2 | Phong (TA) | Budcs Phéong (T3)
TTHC, b$ phén Quan 1y thu CAp sb, thé
{t6) TNHS

-

- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bo phan (t6) TNHS. Thoi han 01 ngay lam
Viéc.

+ Budc 2: Phong (To) Quan ly thu. Thoi han 19 ngay 1am viéc.
+ Budc 3: Phong (T6) Cap so, thé. Thai han 39 ngay 1am viéc.

+ Budc 4: Phong TNTKQ TTHC, bo phan (t6) TNHS. Thoi han 01 ngay lam
Viéc.



1.2. Quy trinh chi tiét
Buwéc 1: Phong TNTKQ TTHC, bo phan (t6) TNHS. Thoi han 01 ngay 1am viéc.

- Tiép nhan hd so ctia don vi do 6 chirc dich vy buu chinh chuyén dén theo phicu
giao nhan ho so 320.

- Ho so gdm: Danh sach giao nhan sé6 BHXH do don vi lap (mau sb 01, 02 ban),
Danh sach diéu chinh lao dong va mac dong BHXH, BHYT va BHTN (mau D02-TS, 01
ban), S6 BHXH 24 hoic 46 trang (s6 mau cii) hoic to bia s6 BHXH (s6 mau méi), c4c to
roi s6 BHXH.

7 - Kiém dém, déi chiéu thdng tin, sb luong s6 BHXH so vai danh séch giao nhan
so BHXH (ho tén, s6 s6 BHXH, tong so luong s6), cap nhat ho so vao phan mém TNHS.

- Chuyén s6 BHXH va ho so kém theo cho Phong (T6) Quan ly thu.

- X&c nhan giao nhan hd so trén phan mém TNHS.

Budéc 2: Phong (T6) Quan ly thu. Thoi han 19 ngay lam viéc.

- Nhan Danh sach giao nhan s6 BHXH, Danh séch diéu chinh lao dong va mic
dong BHXH, BHYT va BHTN (mdu D02-TS), s6 BHXH (s6 mAu cii) hodc to bia 6
BHXH (s0 mau méi), cac to roi so BHXH tur bo phéan (t6) TNHS, doi chicu giao nhan ho
so trén phan mém TNHS.

_ - Thyc hign kiém tra, ra soat, nhap ddy du noi dung ghi trén s BHXH va thong
tin dicu chinh theo mau DO2-TS (néu c6) vao co s& dix ligu trén phan mém SMS:

+ V& nhan than: Ho, tén dém, tén, ngay thang nam sinh, giGi tinh, quéc tich.

+ Thoi gian tham gia BHXH: qua trinh dong BHXH, bao hiém that nghiép
(BHTN) cua nguoi lao dong chura huong.

Luu Y: qud trinh déng BHXH chwa huéng trwéc thang 01/1995 ghi trén sé da
dwoc Ky xac nhdn cia co quan BHXH, qua trinh dong BHXH chua huong tir thang
01/1995 tre di phai c6 trén phan mém SMS hodc da duoc co quan BHXH xac nhdn chot
So.

+ Cap bac, chirc vu, chirc danh nghé, cong viéc, tén don vi.
+ Tién luong, tham nién nghé, phu cap dong BHXH, BHTN.
+ Noi lam viéc: dia danh noi lam viéc cua nguoi lao dong (x&, huyén, tinh).

- Trudng hop s6 BHXH do BHXH tinh/thanh phd khéc cap hoic chét so trude do
néu c6 sai s6t thi Can b Quan Iy thu thao van ban trinh Ban Giam déc BHXH Thanh pho
(h6 so do BHXH Thanh phb giai quyét) hoic Ban giam d6¢c BHXH quan/huyén (hd so do
BHXH quan huyén giai quyét) ky vin ban giri co quan BHXH noi cip s6 hoic chdt s6



trude do dé xac minh lai.

- Ddi véi truong hop s6 BHXH chua diing, chua du thong tin; s BHXH b réach,
nho¢ khong doc duoc thong tin: lap Phi€u huéng dan bo sung ho so (Mau so 02) chi tiet
theo tirng s6 BHXH d¢é thong bao cho don vi b6 sung day du va chuyén cho Phong/ To
Cép s, thé.

- Chuyén toan bo s6 BHXH va file dir ligu danh sach s6 BHXH (mau sb 01a) cho
Phong/ To Cap so, thé.

- Chuyén Phiéu huéng dan bd sung (mau 02) kém s6 BHXH (néu c6) va Danh
s&ch giao nhan s6 BHXH (Mau s6 01) cho Phong/ T6 Cap so, thé.

- Cap nhat tinh trang hd so vao phan mém TNHS.
Budc 3: Phong (T6) Cap s6, thé. Thai han 39 ngay 1am viéc.

_ Tiép nhan ho so tir Phong (T6) Quan Iy Thu, ddi chiéu giao nhan ho so trén phan
mém TNHS.

Budéc 3.1: Kiém tra, d6i chiéu ndi dung trén sé6 BHXH véi co sé dir liéu va
cac che do da hwong.

- Kiém tra, d6i chiéu noi dung ghi trén s6 BHXH véi co s dir liéu trén phan mém
SMS:

+ V& nhan than: Ho, tén dém, tén, ngay thang nam sinh, gisi tinh, quéc tich.

+ Thoi gian tham gia BHXH: qua trinh dong BHXH, bao hiém that nghiép
(BHTN) cua nguoi lao dong chura huong.

+ Cép bac, chirc vu, chirc danh nghé, cong viée, tén don vi.
+ Tién lwong, thim nién nghé, phu cap dong BHXH, BHTN.
+ Noi lam viéc: dia danh noi lam viéc cua nguoi lao dong (x&, huyén, tinh).

- Kiém tra cac ché do da huong (tro cap BHXH 1 Ian, trg cap that nghiép): Tra
ctu dit liu huong BHXH mét lan, trg cap that nghiép trén trang thong tin dién tr cua
BHXH TP tai dia chi http://serverpt/tracuullan (theo hudéng dan tai cong van sb
1782/BHXH-CP ngay 15/7/2016 caa BHXH Thanh phd) va caa BHXH Viét Nam tai dia
chi: http://tracuu.vssic.gov.vn/:

+ Néu s6 di huong BHXH 1 lan, huéng tro cap thit nghiép trudc ngay
01/01/2015, thyc hién cat toan bd qua trinh da huaong (chon loai XN: “CT” dbi véi qua
trinh dong BHXH da huong BHXH mét 1an va chon loai XN: “TT” ddi véi qua trinh
dong BHTN da hudng tro cap that nghiép).

+ Néu s da huong trg cip that nghiép tir ngay 01/01/2015 try vé sau, cit qué



trinh dong BHTN tuong (g véi s6 thang huéng BHTN theo nguyén tic: ctr 1 théng
huong trg cap that nghiép tuong tng véi 12 thang dong BHTN theo hudéng dan tai cong
van s0 3722/BHXH-CST ngay 19/11/2015 cua BHXH Thanh pho.

+ Néu nguoi lao dong da huong tro cap that nghiép tir ngay 01/01/2015 try vé
sau, sau d6 co quyét dinh cham dit huong TCTN thi cin cir vao dit liéu da duoc Phong
Ché @6 BHXH cit qua trinh dong BHTN da huong va bao luu qué trinh dong BHTN
chwa huong dé thyuc hién chét s6 qué trinh dong BHTN chua huong.

- Truong hop dit liéu khdng khép dung hodc dir li¢u chua nhap day du noi dung
da ghi trén s6 BHXH hogc thong tin chua dicu chinh theo njéu DO02-TS thi 1ap phicu de
nghi (mau C02-TS) chuyén Phong (T6) Quan Iy Thu nhap bé sung, thoi han giai quyét la
02 ngay lam viéc.

Luuy:

- Truong hop da huong tro cap that nghiép tir ngay 01/01/2015 tro vé sau hogc
khéng co6 dir liéu dong BHTN tgi TP.HCM thi khi ra soat van thuc hjén cat qua trinh
dong BHTN da hwong va bdo luu qua trinh déng BHTN chuwa huong (neu co) theo huwéng
dan tai cdng van so 3722/BHXH-CST ngay 19/11/2015 cua BHXH Thanh pho.

- Truong hop ¢6 Quyér dinh cham diz hugng TCTN hogc trang tra citu ché do
BHXH (http://ser\{erpt/tracuullan/) co di ligu cham dirt huong TCTN ;ghung~trén phan
mém SMS chwa cat qua trinh déng BHTN dd huong thi I@p phieu yéu cau (mau C02-TS)

chuyén (dol véi BHXH qudn, huyen chuyén qua dwong truyén FTP) cho Phong Ché dg
BHXH dé kiém tra va cat “TT” trén SMS.

Buéc 3.2: Cap nhat dir ligu cap, cip lai va in to bia s6, to roi va to roi sb
hang nam.

3.2.1. Can cu di ligu da dugc nhap véi s6 BHXH thuc hién kiém tra, d6i chiéu dir
liéu qua trinh dong BHXH, BHTN chua huong trén phan mém SMS véi s6 BHXH thuc
hién xac nhan dén thang 12/2016 chon phuong an “TX” trén F10 va luu xac nhan.

- Cap nhat dix liéu dé cép, cap lai to bia, to roi s6 BHXH trén shift +F8 nhu sau:

* Poi voi s6 bao hiém xa hoi theo mau mai (chi co to bia s6):

- Cap nhat dit liéu in to roi nam 2009 theo phuong an “QT”.

* Poi véi s6 bao hiém xa hoi theo mau cii (46 hoic 24 trang)

a. Truong hop s6 BHXH mau cii chua dugc in to roi so:

- Lap phiéu dbi s6 BHXH.

- Thu hdi s6 BHXH (s6 mau cii) duc 15 Iuu ciing hd so.



- Cap nhat dit liéu cap lai to bia (Chon phuong dn cdp lai: Iy do khéc), cap lai to
roi $6 chon phuong an “BL” dbi véi qua trinh dong BHXH, BHTN duoc ghi trén sé6 mau
cii da chdt s6 hodc “QT” ddi véi qué trinh dong BHXH, BHTN duoc ghi trén s6 mau cii
dén thang 12/2009 (s6 chua chét).

b. Truong hop s6 BHXH mau cii di duoc in to roi s6 khong c6 dong diéu chinh:
- Lap phiéu di s6 BHXH.
- Thu hdi s6 BHXH (s6 mau cii) duc 16 luu cing hd so.

- Cap nhat dit liéu cap lai to bia (Chon phwong dn cdp lai: 1y do khac), cap lai to
roi s6 chon phuong an “BL” dbi voi qua trinh dong BHXH, BHTN duoc ghi trén s6 mau
cii da chét s6 va chon phuong an “QT” ddi voi qua trinh déng BHXH, BHTN duoc ghi
trén sé mau cii dén thang 12/2009.

c. Truong hop s6 BHXH maiu cii di duoc in to roi s6 c6 dong diéu chinh hoic
don vi c6 dieu chinh thong tin (nhan than, chic danh, muc dong,..) cua nguoi lao dong:

- Lap phiéu di s6 BHXH.
- Thu hdi 6 BHXH (s6 mau cii) va cac to roi kém theo, duc 13 luu cung hd so.

- Cép nhat dir li¢u cap lai t& bia (chon phwong dan cap lai: Iy do khéc), thu héi to
roi da cap, cap lai to roi s6 chon phuong 4n “BL” d6i vé6i qua trinh déng BHXH, BHTN
da duoc chét so trude do.

3.2.2. In cap lai to bia, to roi s6 BHXH va to roi hang nam:

- Cap nhat dit liéu cap to roi hang ndm ¢ qué trinh BHXH, BHTN chua huong tir
thang dong BHXH, BHTN tiép theo dén thang 12 cua nam truge thoi diém don vi nop hd
so (truong hop don vi ng BHXH thi cap to roi dén thang don vi da dong du tién) trén
phan mém SMS.

- Thao tac cap méi to roi hang nim:

+ Pang nhap vao SMS bang tai khoan can bo sb thé — Cap s6 the — Cap to roi
s6 — CAp moi to roi hang naim — Nhap ma don vi — Tap hop — Nhap Nam: 2016 —
Nhap Tu thang: 01/2010 — Bén thang: 12/2016 — Danh diu vao 6 “XNTX” — Bam S
liéu — Kiém tra — Chap nhan — Chon chuyén sang QLST dé in to roi hang nam.

- Truong hop don vi nop s6 theo timg dot, sau khi in to roi s6 BHXH cua dot
trudc thi can bo so thé bam “Bo sung” dé in dot tiép theo. Thao tac nhu sau:

+ Pang nhap vao SMS bang tai khoan can bo sb thé — Cap s6 the — Cap to roi
s6 — CAp mdi to roi hang nim — Nhap mi don vi — B6 sung — Nhap Nam: 2016 —
Nhap T thang: 01/2010 — Dén thang: 12/2016 — Danh diu vao 6 “XNTX” — Bam S
lieu — Kiém tra — Chap nhan — Chon chuyén sang QLST dé in to roi hang nam.



- Chuyén dir liéu tir phan mém SMS sang phan mém QLST dé kiém tra va in to
bia, to roi s6 BHXH cap lai, to roi hang nam; in 02 bién ban giao nhan s6 BHXH, ky vao
“dai dién bén giao”, in 02 phiéu sir dung phdi bia s6 (miu CO6-TS) luu 01 phiéu vao hd
s0, 01 phiéu chuyén can bo quan 1y phoi dé ddi chiéu quyét toan.

- Doi V&i truong hop hudng tro cap ghd’t nghiép tir ngay 01/01/2016 tro Vvé sau,
thurc hién in to roi qud trinh da huéng tro cdp that nghiép trén phan mém QLST (khdng
cap to roi da hwong tro cap that nghiép trén phan méem SMS).

- Trinh Lanh dao phong cip s6, thé (hd so do BHXH Thanh phé gidi quyét) hoac
Ban Giam dbe BHXH quan huyén (hd so do BHXH quan huyén giai quyét) ky trén bia,
to roi s6 BHXH cap lai.

- Chir ky cua Gidm déc BHXH Thanh phé (hd so do BHXH Thanh phé giai
quyet) hode Giam doc BHXH quéan/huyén (ho so do BHXH quéan/huyén giai quyet) duoc
queét trong phan mém dé in trén to roi hang nam.

q - Chuyén toan bo to bia, tor roi so BHXH, Phiéu huéng dan bo sung (mau 02) kém
s6 BHXH (neu c6), Danh sach giao nhan s6 BHXH (Mau so6 01) va 01 bién ban giao
nhan s6 BHXH cho Phong/ T6 TNHS.

- Cap nhat tinh trang hd so vao phan mém TNHS.
Buwéc 4: Phong TNTKQ TTHC, bo phan (t6) TNHS. Thoi han 01 ngay lam viéc.
- Tiép nhan hd so tir Phong (Td) Cap s, thé, cap nhat vao phan mém TNHS.

- Tién hanh chuyén két qua giai quyét ho so cho buu chinh dé tra don vi.

- X4c nhan giao nhan trén phan mém TNHS./.



Phiéu giao nhdn hé so nay dp dung tir ngay 03/01/2017

S6 Ho so: 320/ ............/SO CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

PHIEU GIAO NHAN HO SO

Loai hd Ra soat, nhap thong tin trén sé BHXH, diéu chinh théng tin ciia ngudi
S0 lao dong trén co sé dir liéu, cap lai so BHXH, in to roi hang nam deé

ban giao s6 BHXH cho ngudi lao ddng quan ly.

Diéu kién:  Ap dung dbi véi so BHXH 24 hodc 46 trang (gdm s6 da dwgc in hodc
chua dwge in to roi) va to bia so BHXH (to bia s6 c6 to' roi kém theo).

(Thoi han giai quyét loai hd so' nay: 60 ngay lam viéc.)

1. TEN G0N VI: o Ma GON Vi oo
2. DiEN thoal: ...oooiviiiiiiiice e Email: oo,
3. Dia chi nhan tra két qua hd so qua buu dién (NEU CO): ..oveveveeccecteesesie s
= A \ =R X Sé
STT Loai giay to, bieu mau
lwgng

1. | Danh s&ch giao nhan s6 BHXH (miu s6 01, 02 ban)

Danh sach diéu chinh lao dong va mie dong BHXH, BHYT va BHTN
2. | (mau D02-TS, 01 ban). Ap dung doi véi truong hop c6 dieu chinh thong
tin (nhén than, chac danh, mac dong,..).

S6 BHXH 24 hoic 46 trang (s6 mau cii) va céc to roi s6 kém theo (néu
co)

4. | To biasé BHXH (s6 mau méi) va cac to rai s6 kém theo.

Luu y:

- Muc sé 1: Pon vi sir dung lao déng can cir Vao dit liéu do co quan BHXH cung cdp,
thuc hién ra soat Igp danh sach cua toan bg nguoi lao dong dang tham gia BHXH tai
don vi theo Danh sach giao nhéan s6 BHXH (mau so 01), sap xép theo thir tw tang dan: s6
Mau cii (24 hodc 46 trang), s mau mdi (s6 gom c6 to bia va to roi kem theo), so mau
mdi (chi c6 to bia so).

- Muc s6 2: Ap dung doi Véi truong hop cé diéu chinh thong tin cia nguweoi lao déng
(nhan than, chuc danh, mize dong,..).

- Muc s6 3, 4: chi ngp s6 BHXH mdu cii (g6m s6 da duoc in hodc chua duoc in to roi) va
s6 BHXH mau méi da duoc cap to roi kém theo. Doi véi s6 BHXH (s6 mau cii), don vi sie
dung lao dong ghi qua trinh dong BHXH, BHTN den thang 12/2009, ky tén va dong dau.

- Trong thoi gian co quan BHXH thyec hién ra soat, nhdp thoéng tin trén sé vao co so dir
lieu, neu don vi sur dung lao dong cé phat sinh nguoi lao dong dung dong BHXH, BHTN




(nghi vige, hurong ché d@g,....) thi lap Phiéu yéu cau (mdu s6 02a) ngp cho co quan BHXH
theo PGNHS 333 dé nhdan lai s6 BHXH, ldp thu tuc chot so hoac gidi quyet che dé cho
nguoi lao dong kip thoi.

- Néu ngp ho so va nhdn két qud qua buu dién thi thoi han gidi quyét ho so sé cong thém
02 ngay cho moi luot.

Ngay trakétqua: ........ [ 120.........
.......... ,Ngay .....thang ..... nam...... Nguoi ndp hd so
Can bo tiép nhin ho so (Ky, ghi ho tén)

(Ky, ghi ho tén)



MAu s6 02a

Ten don Vii cooeevvvveecieecciiee,
Ma don Vil .o,
Diachi: cooooveeeiciecie,
PHIEU YEU CAU
(VIV tra s6 BHXH do co quan BHXH dang thuc hién ra sot)

Ngay ....... [....... /2016, don vi .......... . €6 nop 30 BHXH cua nguoi lao
dong cho BHXH.......... ERTT dé ra soat nhap thong tin trén s6 vao co so dit liéu theo
phicu giao nhén ho so 6 320/............. /SO, nay phat sinh nguoi lao dong dung dong
BHXH, BHTN (nghi viéc, huong ché d9,....) theo danh sach sau:
STT Ho va tén S6 s6 BHXH Ly do

1 2 3 5
1
2

.......... , Ngay.......thang.......nam........
bonvi
(ky tén, dong dau)




Tén don vi: coceevveeecieeceiee, Mau s6 01 )
(Ban hanh kém theo Coéng van so:

MAAOD VE v 4027/BHXH-ST ngay 14/10/2016 cia
Piachi: ..o BHXH Viét Nam)
DANH SACH GIAO NHAN SO BAO HIEM XA HOI
STT | Hovatén SbséBHXH | Kynhanciangudi | o
: lao dong

1 2 3 4 5
1
2
Tong sé s6 BHXH don vi ndp cho co quan BHXH: ....c..c.vvieiiieeeieeeeseeesee s,
(BANG CREEL oo en ettt s s st )
Tong sé s6 BHXH co quan BHXH ban giao cho don Vi: ......ccoveveeevevieeeeieseeeeseeeeeeon,
(BANG CRIEL oottt )
.......... , NQay........thang........nam... ..... ceerineey, NOAY.......thANG.......nAm ... .....
BEN GIAO BEN NHAN BEN GIAO BEEN NHAN

(Pon vi) (Co quan BHXH) (Co quan BHXH) (Pon vi)




HUONG DAN LAP
Danh séach giao nhan sé bao hiém xa héi (Mau sé 01)

1. Muyc dich: dé tong hop s6 nguoi lao dong va sb luong s6 BHXH don vi nop cho
co quan BHXH va s6 lugng s6 BHXH co quan BHXH ban giao cho don vi dé ban giao
nguoi lao dong

2. Trach nhiém lap: Pon vi sir dung lao dong thuc hién ra soat 1ap danh sach toan
bo nguoi lao dong dang tham gia BHXH tai don vi.

3. Thoi gian lap: sau khi don vi str dung lao dong thuc hién ra soét, phan loai s6
BHXH.

4. Phuong phap 1ap:
- Ghi day du thong tin caa don vi: tén don vi, mi don vi, dia chi.

- Cot 1: ghi s6 tht tu tir 1 dén hét sb nguoi lao dong nop s6 BHXH cho co quan
BHXH.

- Cot 2: ghi ho va tén cua timg nguoi lao dong theo s6 BHXH.

- Cot 3: ghi s6 s6 twong tng voi tén cia ngudi lao dong.

- Cot 4: nguoi lao dong ky, ghi rd ho, tén khi nhan s6 BHXH.

- Cot 5: ghi noi dung can ghi cha.

- Danh sich duoc sip xép theo tht ty ting dan: s6 mau cii (24 hodc 46 trang), s

mau méi (s6 gom c0 to bia va to roi kém theo), s6 mau méi (chi cé to bia so).

- Pon vi: ky, dong dau khi nop s6 BHXH cho co quan BHXH va khi nhan lai s6
tor co quan BHXH.

Ghi cha:

- Pon vi ngp toan bg sé6 BHXH ciia nguwoi lao déng theo danh sich cho co quan
BHXH.

- Co quan BHXH chuyén tra sé BHXH cho don vi qua té chirc dich vu buu chinh.

- Danh sach giao nhdn sé BHXH (Mdu sé 01) ldp thanh 02 bdn, don vi leu 01
ban, co quan BHXH luwu 01 ban.



