BAO HIEM XA HQI VIET NAM  CONG HOA XA HQI CHU NGHiA VIET NAM
------- Doc lap - Tu do - Hanh phuc

Sé: 3434/BHXH-ST Ha N6i, ngay 20 thang 09 ndm 2019
Vv hueéng dan mot s6 nji dung lién quan cong tac ra
soat, tra s6 BHXH

Kinh giri: Bao hiém x4 hoi cac tinh, thanh phé truc thuéc Trung wong

Thot gian qua, Bao hiém x@ hoi cdc tinh, thanh phé truc thudc Trung wong (goi chung 1a
BHXH tinh) d3 co ban trién khai t6t cac noi dung lién quan dén cong tac ra soat, tra s6 cho nguoi
lao dong. Tuy nhién, trong qua trinh t6 chuc thyc hién nhiém vy van con mot s6 vudng mic phat
sinh lién quan dén in va chuyén phat to roi s6 BHXH hang nim cho ngudi tham gia; cong tac ra
soat, ban giao s6 BHXH. Pé dam bao théng nhit trong thuc hién nhiém vu, BHXH Viét Nam
hudng dan BHXH tinh mét s6 noi dung sau:

1. T6 chirc in To roi hang nim
~ Hudng dan b6 sung Diém 3.4, Khoan 3, Biéu 33 Quy trinh thu BHXH, BHYT, béo hiém
that nghi¢p (BHTN)), bé(? hiém taj nan lao dong, bénh nghé nghiép; quan ;y SO BHXH, th¢ BHYT
ban hanh kem theo Quyeét dinh so 595/QD-BHXH ngay 14/4/2017 ctia Tong Giam doc nhu sau:

- Trudc ngay 30/3 hang nam, chdt sb liéu to roi hang ndm; in va chuyén phat t6i tay
nguoi lao dong xong trudc ngay 01/7 hang nam.

- BHXH tinh ty in hoac thué don vi in; truong hop thué don vi in thyc hién ky Hop dong
vo1 don vi duge thué in dam bao ding quy dinh; cung cap dia chi, s6 dién thoai (néu co) cua

ngudi lao dong cho don vi duoc thué chuyén phat va kiém soat mot s6 noi dung sau:

+ Pbi v6i don vi duge thué in: Kiém soat thoi gian in, thoi gian ban giao cho don vi
chuyén phat, chat luwong in, s0 lugng (Mau so 02 keém theo).

+ Pbi v6i don vi chuyén phat: Kiém soat viéc chuyén phat To roi hang ndm t6i tay nguoi
lao dong (Mau s6 01 kém theo).

2. Ra sodt, ban giao s6 BHXH cho nguoi lao dong

2.1. Thuc hién ra soat s6 BHXH ctia ngudi lao dong khi co yéu ciu cua cac ddi tuong
Sau.

- Nguoi lao dong dang tham gia BHXH ty nguyén di c¢6 qua trinh tham gia BHXH bt
bugc trude khi tham gia BHXH tu nguyén;



- Nguoi lao dong dang tham gia BHXH ty nguyén duoc cap s6 BHXH (theo mau s6
BHXH cii) quy dinh tai Quy¢t dinh s6 1443/Qb-LDTBXH ngay 09/10/1995 cta B truong Bo
Lao dong - Thuong binh va Xa hoi vé viéc ban hanh mau s6 BHXH;

- Nguoi lao dong dang bao luu qua trinh tham gia BHXH, BHTN chua duoc ra soat tra s6
BHXH.

2.2. Quy trinh ra soat, tra s6 BHXH dbi v6i nhitng ddi tugng trén thuc hién theo quy dinh
tai Cong van s0 4027/BHXH-ST ngay 14/10/2016 ctia BHXH Viét Nam vé viéc huéng dan ban
giao s6 BHXH cho nguoi lao dong va thyc hién ban giao s6 BHXH cho ngui lao dong qua Buu
dién theo Cong van s6 1976/BHXH-ST ngay 24/5/2017 cia BHXH Viét Nam v viéc chuyén
phat nhan ho so, tra s6 BHXH qua dich vu buu dién.

2.3. Miu s6 01 - Danh sach giao nhan s6 BHXH va Mau s 03 - Phiéu d6i chiéu qua trinh
dong BHXH thuc hién theo mau ban hanh kem theo Cong van nay.

3. X4c nhéin s6 BHXH cho cic truong hop di nghi viée

D¢ hoan thién kho dit lidu bao luu thoi gian dong BHXH, yéu cau BHXH cac tinh ra soat
va can ctr dir liéu dang quan 1y thuc hién x4c nhan tong thoi gian tham gia BHXH, BHTN (theo
quy dinh tai Khoan 3, Diéu 46 Quyét dinh s6 595/QD-BHXH) d6i voi nhitng trudong hop nguoi
lao dong da nghi vi¢c nhung chua dugc xac nhan s6 BHXH do don vi no tién dong BHXH,
BHTN, BHTNLD-BNN; don vi khong con ton tai; don vi da giai thé, pha san... (thuc hién xdc
nhdn trén phan mém d@é ddy qud trinh lén "Chét sé tai BHXH Viét Nam"), hoan thanh xong trudc
ngay 01/11/2019.

Yéu cau BHXH tinh t6 chirc thyuc hién cac ndi dung hudng din trén, trong qua trinh trién
khai thyuc hién, néu c6 vudng mac kip thoi bao cdo vé BHXH Viét Nam dé xem xét, gidi quyét./.

TL.TONG GIAM POC
Noi nhdn: TRUONG BAN SO - THE
- Nhu trén;
- T6rl11g Gidm dbc (gié b/c);
- Cac Pho TGP (dé b/c);

- BT, TCKT, CNTT (dé p/h); (
- Tong Cong ty Buu dién Viét Nam (dé p/h);
- Luu: VT, ST (3).

V0 Khanh Binh



MAU SO 01

(Ban hanh kém theo Céng vin s6 3434/BHXH-ST
ngay 20/09/2019 cua BHXH Viét Nam)

BAO HIEM XA HOI TINH....
BAO HIEM XA HOI HUYEN....

TN QOM Vit st et b e narne e
M QOM VI it ettt ettt e e ettt e e e e e e e sttt et e e s eesssaaabeeaaeeas
PA CRIiueeeeeee e e
STT Ho va tén Mi 56 BHxH | KY nhan ciia nguoi lao Ghi ch
: dong (Ky, ghi ro ho tén)
1 2 3 4 o)
1
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(NQUYEN NNAN: ..ottt ta et e e e e e steenaesseeaeanaennes
............................................................................................................................ ).
BAN GIAO NHAN LAI

................. ,Agay......thang......nam..... ceveereneenen,NQAY......tHANQ......nAM.....

BEN GIAO BEN NHAN BEN GIAO BEN NHAN

(Co quan BHXH) (Buu dign/don vi duoc  (Buu di¢n/don vi dupc  (Co quan BHXH)
thué chuyén phat) thué chuyén phat)



HUONG DAN LAP
Danh sach giao nhian s6 BHXH/T¢ roi hang nim cho nguoi lao dong
(MAu sd 01)
a) Muc dich: Dé tong hop, theo ddi sb luong s6 BHXH (s6 BHXH cua ngudi tham gia BHXH
bat budc, tham gia BHXH tu nguyén, nguoi tham gia dang bao luu qua trinh dong BHXH,
BHTN) va to ro1 hang nam do co quan BHXH ban giao cho Buu dién/don vi dugc thué chuyén
phat va s6 lugng s6 BHXH co quan Buu dién/don vi duge thué chuyén phat da ban giao t6i tay
nguoi lao dong; s6 lwong s6 BHXH/To ro1 hang nam Buu dién/don vi dugc thué chuyén phat
chuyén lai co quan BHXH
b) Trach nhiém lap: Co quan BHXH tinh/quén huyén lap.
c¢) Thoi gian l1ap: Theo ting dot giao nhan véi co quan Buu dién.
d) Phuong phép lap:
Ghi day du tén don vi, mi don vi, dia chi.
- Cot 1: ghi s6 thir tu tir nho dén 16n theo timg muc.
- Cot 2: ghi ho va tén nguoi tham gia.
- Cot 3: ghi ma s6 BHXH cua ngudi lao dong do co quan BHXH cung cip
- Cot 4: nguoi lao dong ky va ghi rd ho tén khi nhan s6 BHXH/to roi hing nam.
- Cot 5: ghi ndi dung can ghi cha.
* Can bo BHXH ghi tong s6 so BHXH da ra soat/To roi hang nam ban giao cho co quan Buu
dién d¢ tra cho nguoi lao dong, Ky ghi 16 ho tén khi ban giao s6 BHXH/T6 roi hang nam cho
Buu dién va nhan lai s6 BHXH/To ro1 hang nam tir co quan Buu dién.
* Co quan Buu dién ghi tong s6 s6 BHXH/Td roi hang nim ban giao lai cho co quan BHXH,
nguyen nhan cu thé, Ky ghi r6 ho tén khi nhan s6 BHXH/To ro1 hang ndm tir co quan BHXH va
ban giao lai s6 BHXH/T¢ roi hang nam cho co quan BHXH
Danh sach giao nhan s6 BHXH/T® roi hiang nam cho ngudi lao dong (Mau sb 01) duoc 14p thanh

03 ban, cO quan BHXH luu 02 ban (01 ban luu tai Phong K& hoach - Tai chinh, 01 ban luu tai
Phong Cap s0, thé) va co quan Buu dién luu 01 ban.



MAU SO 02

(Ban hanh kém theo Céng vin s6 3434/BHXH-ST
ngay 20/09/2019 cua BHXH Viét Nam)

BAO HIEM XA HOI TINH....
BAO HIEM XA HOI HUYEN....

DANH SACH GIAO NHAN TO ROI HANG NAM

(ap dung déi véi don vi dwoc thué in ban giao cho don vi dwge thué chuyén phdt)

STT Tén don vi Mai don vi S6 lwong Ghi chi
2 3 4 5

A lw N [~ |-

......... ngay......thang......nam.....

BEN GIAM SAT BEN GIAO BEN NHAN
(Co quan BHXH) (Don vi dwoc thué in) (Don vi dwoc thué chuyén phat)
HUONG DAN LAP

Danh sich giao nhin To roi hing nim
(MAu s 02)

a) Muc dich: Dé tong hop, theo ddi s6 lwong T rdi hing nim do don vi dwgc thué in ban giao
cho cho don vi chuyén phat dé ban giao toi tay nguoi lao dong.

b) Trach nhiém lap: Pon vi dugc thué in 1ap.

c¢) Thoi gian lap: Theo ting dot giao nhan.



d) Phuong phap lap:

- Cot 1: Ghi s6 thu tu tr nho dén 16n theo tirng muyc.
- Cot 2: Ghi tén don vi st dung lao dong.

- Cot 3: Ghi ma don vi str dung lao dong.

- Cot 4: S6 luong to roi hiang nam theo ma s6 BHXH.

- Cot 5: Ghi ndi dung can ghi chi.



MAiu s6 03

(Ban hanh kém theo Céng van s6: 3434/BHXH-ST

ngay 20/09/2019 cua BHXH Viét Nam)

BAO HIEM XA HOI ............. CONG HOA XA HOI CHU NGHIA VIET NAM
BAO HIEM XA HOI ............. Doc 1ap - Tw do - Hanh phic
.............. , ngay........ thang.......nam...........

PHIEU POI CHIEU QUA TRINH PONG BHXH

1. Thong tin cia nguoi lao dong

Noi dung ghi trén s6 BHXH

Noi dung dé nghi diéu chinh

Ho va tén:

[Ngay, thang, nam sinh:

SO SO BHXH: ..o,

Noi cip Gidy khai sinh: ...............cooueveiue

S sd6 BHXH:

S6 CMND/ho chiéu/thé can cude......ovvveeen.....

Noi cap Gidy khai

2. Qua trinh dong BHXH, BHTN

Noi dung ghi trén s6 BHXH

Noi dung dé nghi diéu chinh

T |DPén
thangthang Dién giai
nam | nam

Can ctr
dong

Tu | Bén
thang|thang Dien giai Can cur dong
nam | nam




- Lily ké thoi gian dong quy HT, TT dén
thang ..../....1a ......nam ...... thang.

(Trong d6 BHXH bit budc 1a ... ndm ...

thang).
- Lity ké thoi gian dong BHTN chua hudng 1a
...... nam ...... thang.
CO QUAN BHXH
Nguwoi lao dong CB nhip li¢u CB thim dinh Giam dbc
(ky ghi ro ho tén) (ky ghi ro ho tén) (ky ghi vé ho ten) — (ky, ghi ro ho tén, dong
dau)
HUONG DAN LAP

Phiéu d6i chiéu qua trinh déng BHXH (Mu s6 03)
1. Muyc dich: dé dbi chiéu qua trinh dong BHXH ciia nguoi lao dong

2. Trach nhiém l4p: can b tham dinh thyc hién in 1an thir nhat tir co s¢ dit lidu thu, cap so, the;
can bd nhép li€u in tir co s¢ dir liéu da nhap sau khi diéu chinh thong tin.

3. Thoi diém 1ap: khi thyc hién ra soat s6 BHXH va sau khi nhap day di thong tin trén so6 BHXH
va thong tin di€u chinh cua nguoi lao dong vao co s dir licu.

4. Phuong phap lap:

- Cot “Noi dung ghi ,trén s6 BHXH: thuc hién in tr co' s dir li€u; truong hgp ngu(‘)’i‘lao dong
chua c6 “Noi cap Giay khai sinh” thi dé nghi ghi bo sung tai Cot “Noi dung dé nghi diéu chinh”
tuong ung.

- Cot “Noi dung dé nghi diéu chinh”: néu nguoi lao dong c6 qua trinh cong tac tai Cot “Noi dung
ghi trén s6 BHXH” chua ding thi dé nghi diéu chinh twong ing cung hang tai Cot “Noi dung de
nghi diéu chinh”.




Ghi chu:

Néi dung dé nghi diéu chinh bao goém:

- Nhén than: Ho, tén dém, tén, ngay thang ndm sinh, gici tinh, quoc tich, noi cap Gidy khai sinh.
- Thoi gian tham gia BHXH: qua trinh dong BHXH, BHTN cua nguoi lao dong.

- Cd'p bdc, chirc vu, chirc danh nghé, cong viéc, tén don vi.

- Tién lwong, tham nién nghé, phu cap déng BHXH, BHTN.

- Noi lam viéc: dia danh noi lam viéc cua nguoi lao dong (xa, huyén, tinh).

- Tdch tién lwong déng BHXH, BHTN theo cdc quy thanh phan tir thoi diém 01/01/2015.

- Noi cdp Gidy khai sinh: ghi ré tén xd (phwong, thi trdan), huyén (qudn, thi xd, thanh phé thudc

tinh), tinh, thanh phé da cap Gidy khai sinh. Trwong hop chwa xdc dinh dwgc noi cap gidy khai
sinh thi ghi nguyén quan (truong hop sat nhdp, chia tach dia gioi hanh chinh thi ghi theo tén dia

i3]

danh tai thoi diém ké khai) hodc ghi theo noi dang ky hé khdu thuong trit hodc tam tril...”.



