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Sb: 3894/TB-BHXH TP. Hé Chi Minh, ngay 08 thang 12 nam 2014

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 clr Quyét dinh 6 2103/QD-BHXH ngay 06/6/2012 cua Gidm doc Bao hiém xa hoi
Thé\nh pho Ve viéc bar} hélph quy dinh tiep nhan ho so va tra két qua theo co ché mot ctra tai Bao
hieém xa hoi Thanh pho Ho Chi Minh;

Cin cir Quyét dinh s6 1018/QD-BHXH ngay 10/10/2014 ciia Tong Giam doc Bao hiem x&
hoi Viét Nam veé Viéc stra dpi mot so noi dung tai cac quyét dinh ban hanh quy dinh quan ly thu,
chi bao hiém x& hoi, bao hiemy te;

~ Theo dé nghi cua Truéng Phong thu va Truong Phong cap so the, Bao hiem xa hoi Thanh
pho HO Chi Minh dieu chinh quy trinh tiep nhéan va tra ket qua va Phicu giao nhan ho so theo co
ché mot cira, nhu sau:

1. Péi véi quy trinh tiép nhan va tra két qua hé so, diéu chinh 21 quy trinh sau (dinh
kem 21 quy trinh theo thdng bao nay)

1.1. Quy trinh thwc hién Thu BHXH, BHYT, BHTN (03 quy trinh):
- Quy trinh giai quyét hd so dang ky BHXH, BHYT (quy trinh 101);

- Quy trinh giai quyét hd so thu BHXH, BHYT bét budc; cap s6 BHXH, thé BHYT (quy
trinh 103);

- Quy trinh giai quyét hd so cap the BHYT tw nguyén (quy trinh 202).
1.2. Quy trinh thuec hién cip s6 BHXH, Thé BHYT (18 quy trinh):

- Quy trinh xac nhan s6 BHXH (s6 mau cii): bao gom chdt s6 nghi viéc, bao luu, chuyén
cbng téc... (quy trinh 301);

- Quy trinh diéu chinh thong tin ca nhan nguoi tham gia BHXH (quy trinh 302);

- Quy trinh diéu chinh nhan than do muon ho so ciia nguoi khac tham gia BHXH (quy trinh
303);

- Quy trinh chuyén qué trinh tham gia BHXH tir nhiéu so vé s6 goc (quy trinh 304);

- Quy trinh cap lai s6 BHXH do mat: do ngudi lao dong lam mat hoic do don vi lam mat
(quy trinh 305);

- Quy trinh cap lai s6 BHXH do hu hong (quy trinh 306):;

- Quy trinh thu hoi s6 BHXH da chdt ctia ngudi lao dong dong BHXH da nghi viée sau 12
thang khong dén nhan so (quy trinh 309);



- Quy trinh bé sung hd so cip s6 BHXH cho lao dong ting ky trudc (quy trinh 310);

- Quy trinh diéu chinh qué trinh d3 dwoc X4c nhan trén sé nhung ngudi lao dong da nghi
viéc ngung dong BHXH (quy trinh 311);

- Quy trinh giai quyét hd so cap s6 BHXH cho ky truge (quy trinh 312);

- Quy trinh chuyén qué trinh tham gia BHXH tir nhiéu s6 vé s6 gdc trong trudng hop c6
mot hay nhiéu s6 BHXH dang luu gitr & co quan BHXH (quy trinh 315);

- Quy trinh cép lai s6 BHXH cho ngudi lao dong do bi thu héi tro cdp that nghiép (quy
trinh 316);

- Quy trinh c4p lai 6 BHXH cho lao dong do da nhan try cap BHXH 1 Ian bj thu hoi s
hoac that lac so6 sau do6 tiep tuc tham gia BHXH (quy trinh 317);

- Quy trinh x&c nhan s6 BHXH (s6 mau méi): bao gdm chét sé nghi viéc, bao luu, chuyén
cong tac... (quy trinh 321);

- Quy trinh d6i th¢ BHYT do théng tin ghi trén thé khong dung (quy trinh 401);

- Quy trinh ¢4p lai hogc doi the BHYT do bi mat, bi hu hong, do diéu chinh quyén loi kham
chita bénh va thay d6i noi kham chira bénh hoac doi thoi diém huéng di 5 nam lién tuc (quy
trinh 402);

- Quy trinh cép thé BHYT ky trudc do thiéu thdng tin (quy trinh 403).

2. i véi Phiéu giao nhan hé so (PGNHS), diéu chinh 13 PGNHS sau:

PGNHS 101, PGNHS 103, PGNHS 201; PGNHS 305; PGNHS 306; PGNHS 311; PGNHS
313; PGNHS 317; PGNHS 401; PGNHS 402; PGNHS 614; PGNHS 615; PGNHS 620.

Laeu y: M6t S6 quy trink diéu chinh tai muc 1 khéng ¢é diéu chinh PGNHS.

3. Ngay &p dung: Bao hiém xa hoi Thanh phd HO Chi Minh thong nhat &p dung céc Quy
trinh va phiéu giao nhan ho so dé cap & muc 1 va muc 2, ké tir ngay 15/12/2014.

4. Té chirc thuc hién:

- Phong Cong nghg thdng tin chiu trach nhiém phéi hop véi nha cung cép phan mém tiép
nhan ho so, dé dieu chinh cac Quy trinh va Phicu giao nhan ho so noi ¢ trén.

- Céc Phong chirc ndng 6 lién quan va Bao hiém x& hoi quan/huyén chiu trach nhiém
chuec, trien khai va thyc hién theo néi dung théng béo nay.

- Cac té chac, don vi va ca nhan nguoi lao dong trén dia ban Thanh phé H6 Chi Minh &p
dung cac Phiéu giao nhan ho so mai theo quy dinh./.

GIAM POC

Noi nhan:

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

- Trudng cac phong chire nang;

- Giam déc BHXH cac quan, huyén;
- Céc don vj, t6 chirc, c4 nhan NLD;

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



CAC QUY TRINH TIEP NHAN VA TRA KET QUA HO SO

(dinh kém Théng béo sa: 3894/TB-BHXH, ngay 08/12/2014 cia Bdo hiém x& hgi Thanh phs Ho
Chi Minh)

I. Quy trinh thgc hién Thu BHXH, BHYT, BHTN.

1. Quy trinh giai quyét hd so ding ky BHXH, BHYT (Phiéu giao nhan hé so 101, 02
ban).

1.1. Quy trinh tom tat:

- Muc dich: d¢ giai quyét viéc dang ky tham gia BHXH, BHYT cho don vi mai (ké ca
trrong hop don vi chuyén tir noi khac den).

- Piéu kién: don vi nop hd so sau khi di dugc co quan BHXH hudng dan tha tuc, 1ap biéu
mau.

- Thoi han tra két qua: 10 ngay 1am viéc.

- So do:
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- Dién giai quy trinh:

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

+ Budc 2: Phong (B phan) Thu. Thoi han 4,5 ngay.

+ Budc 3: Phong (Bo phan) Cap s, thé. Thoi han 04 ngay.
+ Budc 4: Phong (B6 phan) TNHS. Thoi han 1 ngay.

1.2. Quy trinh chi tiét:

1.2.1. Bwéc chuan bj:

~ - Phong (B0 phan) Thu tiy diéu kién to chiic cac budi huong dan tap huén nghigp vy, 1ap
biéu mau ho so dang ky theo lich dang ky hang tuan & Thanh pho (va ngay quy dinh ¢ BHXH
quan, huyén).

- Truong hop ca biét thi Phong Thu, Giam doc BHXH quan, huyén bé tri can b husng dan
tai Phong Tiep Cong dan.

1.2.2. Bwéc tiép nhan hé so tai Phong (B phan) TNHS:
Buwéc 1: Phong (Bé phan) TNHS. Thoi han 0,5 ngay lam viéc.
- Kiém dém ho so theo Phiéu giao nhan va kiém tra tinh hop I& hop phap cua ho so.



- Kiém tra ho so:
+ Kiém tra dé bao dam c6 day du thong tin trong Phiéu ding ky tham gia BHXH, BHYT.
ot Kiém tra thong tin trén To khai tham gia BHXH, BHYT (njéu TKO1-TS), To khai thay
doi thong tin nguoi tham gia BHXH, BHYT (mau TK02-TS) c6 day du khong (doi véi truong
hop tir tinh kh&c chuyén den).

+ Doi chiéu s lugng To khai tham gia BHXH, BHYT (miu TKO01-TS) véi s6 lao dong
tang mai chua co s6 BHXH, To khai thay d6i thong tin nguoi tham gia BHXH, BHYT (mau
TK02-TS) s6 lao dong tham gia BHXH tinh (da duoc cap sb) ting méi nhung chua c6 dir liéu
nhan than trén phan mém SMS tai Thanh phé véi Danh séch tham gia BHXH, BHYT, BHTN
(mau DO2-TS).

+ Péi chiéu s luong.

- Va0 phan mém SMS cép ma don vi tham gia BHXH va ghi vao Phiéu ding ky tham gia
BHXH, BHYT.

- Néu c6 dir ligu (USB) thi cap nhat vao phan mém TNHS va danh dau vao Phiéu giao nhan
ho so.

- Cap nhat thong tin vao phan mém iQLBH; ghi thai han tra hé so vao Phiéu giao nhan hd
S0.

- Chuyén Phiéu giao nhan hd so 101 va hd so cho Phong (B6 phan) Thu.

Luuy:

- S6 dinh danh: d@éi véi don vi ghi ma don vi, cOn Ciia nguoi lao dong ghi s6 s6 BHXH.

- Yeu cau don vi ngp toan bg sé tién bao hiém phai déng (hodc sé tién bao hiém mgt thang
tham gia cua toan bg nguoi lao dong trong danh sach) trong thoi gian 03 ngay lam vigc ké tir
ngay co quan BHXH nhan ho so dé dwot cap the BHYT.

Buwaéc 2: Phong (B phan) Thu. Thoi han 4,5 ngay lam viéc.

- Tiép nhan Phiéu giao nhan ho so 101 va ho so tir Phong (Bo phan) TNHS, xac nhan viéc
giao nhan ho so trén phan mém iIQLBH.

- Kiém tra toan dién va chi tiét hd so d¢ béo dam tinh dung dan, ddy du hop 1€ cua hd so.
Luu y mot s6 van dé sau:

+ Doi chiéu dé bao dam sw phi hop gitra thdng tin trén To khai tham gia BHXH, BHYT
(TKO1-TS) v& To khai thay doi thong tin ngusi tham gia BHXH, BHYT (mau TK02-TS) véi
Danh sach tham gia BHXH, BHYT (mau D02-TS).

+ Kiém tra viéc thuc hién mtc luong, noi dang ky kham chita bénh, quyén loi BHYT... ¢6
phu hop véi quy dinh khéng.

- Xtr ly hd so:

+ Vao phan mém SMS kiém tra nhimg trudng hop tring sé CMND:

* Néu phat hién ngudi lao dong da dugc cap s6 BHXH trudc do thi khong cap sb s6 mai,
ma stir dung so so da cap dé tiep tuc quan ly viéc tham gia BHXH, dong thoi thong bao cho don
V.



* Truong hop phat hién nguoi lao dong da duoc cap nhiéu so, thi tam thoi st dung s6 sb
dugc BHXH Thanh phé cip sau cung dé tlep tuc quan ly, dong thoi gui Phiéu yéu cau dé thong
bao cho don vi kiém tra va 1ap ho so gop sb theo quy dinh.

+ Cép sb S(f) BHXH cho nhimg nguoi mei tham gia ‘!:Am dau, cap sb cho ngudi chua co6 sé;
ghi cac so liéu ve so vao bieu D02-TS. (Cac truong hop bo sung thong tin thi khong de nghi cap
s6 BHXH)

Vi du: Tong SoA: s6 BHXH dé nghi cap 1a 10 (c6 02 pr BHXH bé sung). Trong dé, tong sé sé
BHXH cap mai tir so 000000001 dén 000000007 va 03 so cap lai.

+ Nhap thong tin ca nhan vao phan mém SMS theo To khai thay ddi thong tin nguoi tham
gia BHXH, BHYT (mau TKO02-TS) doi véi ngudoi tham gia BHXH tinh (da dugc cap so) tang
mai nhung chua cé dir liéu nhan than.

+ Lap “Gidy dé nghi in to bia s6 BHXH, th¢ BHYT” (theo mau): Ghi s6 luong to bia s
BHXH, the BHYT va gia tri th¢ BHYT de nghi cap d€ chuyén Phong cap so, the lam cén ctr in to
bia s6 BHXH, thé¢ BHYT.

+ Nhap dir liéu thu (hoac xu ly file, kiém tra va import s6 liéu) vao phan mém SMS.

+ In Bang tinh 1ai truy thu BHXH, BHYT, BHTN mau D02b-TS (néu c6) dé chuyén cho
don vi.

+ Can bo xir ly ky xac nhan da xu ly trén mau DO2-TS.

+ Luu Phiéu ding ky va cac loai ho so dang ky tham gia BHXH, BHYT.

_+ Cap nhat tinh trang hd so vao phan mém iQLBH, chuyen Phiéu giao nhan ho so 101 va
ho so cho Phong (B phan) Cap so, the.

Luu y:

- Cgt “Ghi chi™ trén mdu DO2-TS su- dung ghi: ghi ty I¢ déng; doi véi truong hop truy
dong hodc dieu chinh tien luong tr thang (cor 8) thi ghi den thang twong ung thoi gian truy thu
hodc dieu chinh, truong hop €6 nhiéu moc thoi gian khac nhau thi tang dong theo tirng moc thoi
gian twong ung; thu hoi the BHYT; nghi hudng tro cap thai san; ma hodc tén bénh vién dang ky
KCB ban dau ...

Budc 3: Phong (Bo phan) cap so, thé. Thai han 04 ngay 1am viéc.

- Tiép nhan Phiéu giao nhan ho so 101 va ho so, dit liéu trén phan mém SMS tir Phong (Bo
phan) Thu, xac nhan viéc giao nhan ho so trén phan mém iQLBH.

- Kiém tra, doi chiéu s6 lugng s6 BHXH, thé BHYT dé nghi cap (Phiéu dé nghi in to bia 6
BHXH, the BHYT) voi dit liéu ho so ca nhan nhap trong phan mém SMS. Trudong hop c6 sai
léch thl can bo cap so, the lap ’Phiég dieu chinh (mau COZ-TS) chuyén cho can bd T’hu.WSau 0,5
ngay ke tir thoi diém nhén Phicu dicu chinh, can by Thu chuyén tra ket qua giai quyet dé can bo
cap so, the cap nhat dir liéu cap thé BHYT, to bia s6 BHXH.

- Xtr ly hd so:

+ In thé BHYT va 02 Bién ban giao nhan th¢ BHYT.

+ In To bia s6 BHXH va 02 Bién ban giao nhan s6 BHXH.

+ In ““Danh sach khong du thong tin cip s6 BHXH, thé BHYT” (néu co).



+ In 02 Phiéu sir dung phdi bia so6 BHXH (mau C06-TS), 02 Phiéu sir dung phdi the BHYT
(rpﬁu CO7-TS), can bo cap so, the luu 01 ban, 01 ban chuyén cho can bo Tong hop quan 1y phoi
so BHXH, phéi thé¢ BHYT dé quyeét toan vai Phong cap so6, thé BHXH Thanh pho.

+ Can bo xir ly ky xac nhan da xu ly trén mau DO2-TS.

+ Trinh ky, dong dau To bia s6 BHXH.

+ Chuyén toan bo hd so kém s6 BHXH, thé BHYT cho Phong (bo phan TNHS).
+ X&c nhan giao nhan trén phan mém iQLBH.

~ Luu y: can bg s6, the sau khi in s6 BHXH, thée BHYT xuat file hinh anh (PDF): danh séch
cap s6 BHXH (mau D09a-TS), danh sach cap thé BHYT (mau D10a-7s) d@é luu va phuc vu cong
tac kiem tra, doi chieu.
Buoc 4:Phong (Bo phan) TNHS. Thoi han 1 ngay lam viéc.
- Tiép nhan Phiéu giao nhan hd so 101 va hd so tir Phong (Bo phan) cip s, thé chuyen tra
khéach hang gom “Danh sach khong du théng tin cip s6 BHXH, thé BHYT” (néu cod), the

BHYT, To bia s6 BHXH, d& nghi don vi ky vao Bién ban giao nhan the BHYT, giao nhan sb
BHXH. Tra don vi 01 ban, 01 ban luwu theo hd so cip s6 BHXH, the BHYT.

- Luru toan bg hd so hd so cp s6 BHXH, the BHYT gdm cac miu: TKO1-TS, TKO02-TS,
D02-TS; Bién ban giao nhan s6 BHXH, th¢ BHYT, Giay d¢ nghi in so BHXH, thé¢ BHYT...)

- Cap nhat tinh trang hd so vao phan mém iQLBH.

2. Quy trinh giai quyét ho so thu BHXH, BHYT bit bugc; cap s6 BHXH, thé BHYT
(Phiéeu giao nhan ho so 103, 02 ban).

2.1. Quy trinh tom tit:

- Muc dich: dé giai quyét ho so dong BHXH, BHYT bat budc; cap so6 BHXH, cip va gia
han thé BHYT cua ’donrvi su dung lao dong, trén co s& d6 cap nhat bo sung thong tin cia nguoi
lao dong va doi chieu két qua dong BHXH, BHYT cua don vi.

- Thai han tra két qua: 10 ngay lam viéc

- So dd:
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- Dién giai quy trinh:
+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay.



+ Budc 2: Phong (B6 phan) Thu. Thoi han 4,5 ngay.

+ Budc 3: Phong (Bo phan) Cap s6, thé. Thoi han 04 ngay.

+ Budc 4: Phong (B phan) TNHS. Thai han 1 ngay.

2.2. Quy trinh chi tiét:

Budéc 1: Phong (B§ phan) TNHS. Thai han 0,5 ngay lam viéc.

- Kiém dém ho so theo Phiéu giao nhan va kiém tra tinh hop 1& hop phap cua ho so.

- Kiém tra thong tin trén To khai tham gia BHXH, BHYT (miu TK1-TS), T khai thay doi
thong tin nguoi tham gia BHXH, BHYT (mau TK2-TS) c¢6 day du khéng.

- Béi chiéu sb luong T khai tham gia BHXH, BHYT (miu TK1-TS) vai s6 lao dong ting
méi chua c6 s6 BHXH, T khai thay d6i thong tin ngudi tham gia BHXH, BHYT (miu TK2-TS)
s6 lao dong tham gia BHXH tinh (dd duoc cap s6) ting mdi nhung chua c6 dit liéu nhan than
trén phan mém SMS tai Thanh phd hoic diéu chinh théng tin véi Danh sach tham gia BHXH,
BHYT, BHTN (mau D02-TS).

- Kiém tra sb lao dong giam trén biéu D02-TS, xac dinh s6 luong thé BHYT con gi4 tri st
dung dé thu hoi. Bdi véi cac trudng hop khong tra thé thi kiém tra viéc dong bd sung hét gia tri
thé con lai trén biéu D02-TS. Luu Yy cac trudng hop nghi thai san, nghi viéc nhung thé BHYT
dang duoc gia han hoic dang dwoc cip maéi thi khong thu hdi thé BHYT, nhung yéu cau don vi
ghi dy du céc noi dung twong tng vao cot ghi chd caa biéu DO2-TS nhur sau:

+ Néu nguoi lao dong du diéu kién huong ché do thai san thi ghi “Nghi huong trg cap thai
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san".

+ Néu nguoi lao dong khong du diéu kién huéng ché do thai san thi ghi “Nghi thai san
khong hudng tro cap”, (nhung phai dong bo sung hét gia tri the BHYT).

+ Néu nguoi lao dong nghi viéc hudng ché do 6m dau bénh dai ngay thi ghi “Nghi huong
tro cap om dau bénh dai ngay”, thu hoi hét gia tri thé BHYT.

+ Néu nguoi lao dong nghi viéc nhung thé¢ BHYT dang duoc gia han thi ghi “Chua nhan
th¢ BHYT do dang gia han”.

+ Néu ngudi lao dong nghi viéc nhung th¢ BHYT, s6 BHXH dang duoc cAp mai thi ghi
“Chua nhan thé BHYT, so BHXH do dang cap mai”.

+ Néu don vi ¢6 dit ligu (USB) thi cap nhat vao phan mém TNHS va dénh dau vao Phiéu
giao nhan ho so.

- Cap nht tinh trang hd so vao phan mém iQLBH, chuyén Phiéu giao nhan ho so 103 va
ho so cho Phong (B6 phan) Thu.

Luu y:
- S6 dinh danh: d@éi véi don vi ghi ma don vi, cON Ciia nguwoi lao déng ghi sé s6 BHXH.
- péi Vdi cac don vi ng tien bao hiém khi ngp ho so thu thi can bé TNHS khong dwoc tir
choi tiep nhan ho so.
- Viéc thu hoi thé BHYT thuc hién theo diing hiréng dan tai cong van so 1492/BHXH-THU
ngay 27/5/2014.



Buoc 2: Phong (B§ phan) Thu. Thoi han 4,5 ngay lam viéc.

- Tiép nhan Phiéu giao nhan ho so 103 va toan bd hd so goc tir Phong (B phan) TNHS,
X&c nhan viéc giao nhan ho so trén phan mem iQLBH.

- Kiém, tra toé‘n dién va chi tiét hd so dé bao dam tinh ding din, day du hop 1é cua hd so.
Luu y mdt s6 van dé sau:

+ Doi chiéu dé dam bao sy phu hop gitra thong tin trén To khai tham gia BHXH, BHYT
(mau TKO1-TS), To khai thay doi thong tin nguoi tham gia BHXH, BHYT (mau TK02-TS) voi
Danh sach tham gia BHXH, BHYT, BHTN (mau D02-TS).

+ Kiém tra viéc thuc hién mirc luong, noi ding ky kham chira bénh, quyén loi BHYT... ¢6
phu hgp véi quy dinh khéng.

+ Doi chiéu s6 luong the BHYT thu hdi; Bién ban thu hoi the ddi véi cac truong hop don
vi tra thé sau 02 ngay tir ngay nhan th¢é gia han (kem theo Bién ban giao nhan thé dé doi chicu).

- Xtr ly hd so:

+ Va0 phan mém SMS kiém tra nhiing truong hop tring s6 CMND:

* Néu phat hién nguoi lao dong da duoc cip s6 BHXH trude d6 thi khong cap s6 s6 mai,

ma st dung s s6 da cap dé tiép tuc quan ly viéc tham gia BHXH, dong thoi thong bao cho don
VI.

* Truong hop phat hién nguoi lao dong da dugc cap nhieu so, thi tam thoi s dung s6 s6
dugc BHXH Thanh pho cap sau cung dé tiep tuc quan ly, dong thoi guri Phicu yéu cau dé thong
bao cho don vi kiém tra va lap ho so gop so theo quy dinh.

+ Cép s6 s6 BHXH cho nhiing nguoi méi tham gia lan dau, ghi céc s liéu vé s6 vao bicu
D02-TS. (Céc truong hop bo sung thong tin thi khong dé nghi cap s6 BHXH).

Vi du: Tong Soi s6 BHXH dé nghi cap 1a 10 (c6 02 Sﬁ BHXH bé sung). Trong dé, tong sé sé
BHXH cap mai tir s6 000000001 dén 000000007 va 03 so cap lai.

+ Nhap thong tin ca nhan vao phan mém SMS theo To khai thay doi thong tin nguoi tham
gia BHXH, BHYT (mau TKO02-TS) d6i vai nguoi tham gia BHXH tinh (da dugc cap so) tang
ma&i nhung chua co dit liéu nhan than hodc diéu chinh théng tin nhan than.

+ Lap “Gidy dé nghi in to bia s6 BHXH, thé¢ BHYT": Ghi s6 lwong s6 BHXH, the BHYT
va gia tri thé¢ BHYT dé nghi cap dé chuyén Phong cap so, thé lam can cur in s6 BHXH, thé
BHYT.

+ Nhap di liéu thu (hogc xit Iy file, kiém tra va import s6 liéu) vao phan mém SMS.

+ In Bang tinh 1ai truy thu BHXH, BHYT, BHTN miu D02b-TS (néu c6) dé chuyén cho
don vi.

+ Cén bo ky xé&c nhan da xu ly trén biéu D02-TS, D02b-TS.
+ Luu Van ban giai trinh, ban sao vin ban xt ly... va ban sao cac Quyét dinh, Thong bao...

_+ Cap nhit tinh trang ho so vao phan mém iQLBH, chuyén Phiéu giao nhan ho so 103 va
ho so cho Phong (B6 phan) cap so, thé.

Luu y:



- Truong hop s6 BHXH da duoc chét bdo leu (BL) khéng tiép tuc tham gia, don vi nép hé
so dieu chinh tang, giam muc tien luong dong BHXH, BHYT, BHTN thi can bg Thu khong duoc
dieu chinh ma phdi yéu cau don vi ngp ho so theo Phiéu giao nhgn ho so 311.

- C6t 9 “Ghi chd” trén mgu D02-TS sir dung ghi: ghi ty I¢ dong; doi Véi trieong hop truy
dang hodc diéu chinh tién leong tir thang (cot &) thi ghi dén thang twong g thoi gian truy thu
hodc diéu chinh, truong hop €6 nhiéu méc thoi gian khac nhau thi tng dong theo ting moc thoi
gian tuwong vng; thu héi the BHYT; nghi huéng tro cdp thai san; ma hodc tén bénh vién dang ky
KCB ban dau ...

- Truong hop e?iéu chinh lwong, chircc danh dang tham gia ngp theo Phiéu giao nhdn hé so
103 thi khdng chuyen Phong (B phan) cap so, the ma chuyen cho Phong (Bg phdn) TNHS luu
theo quy dinh, ket thac quy trinh.

- Mdu TKO02-TS &p dung cho nhiing triong hop ké khai bo sung théng tin hodc thay doi
thong tin cia nguwoi tham gia ngoai nhing thong tin bat bugce ngwoi tham gia phdi khai béo: 1.
Ho va tén (viét chiz in hoa); Il. S¢ dinh danh. Bdr dau tir muc 111. Ngi dung thay doi: chi ghi
nhitng thong tin vao tiéu chi can diéu chinh, bé sung; con khéng cé diéu chinh, bé sung thi bo
trong.

Hang thang:

- Tu ngay 21 dén ngay 25 cua thang, can bo Thu thuc hién thao tac két chuyén dir lieu
trong phan mém SMS ddi voi timg don vi dang quan ly. In Bang tong hop danh sach lao dong
tham gia BHXH, BHYT (miu D02a-TS) dbi V&I moi don vi tham gia; ky, trinh lanh dao Phong
(B6 phan) Thu duyét, gui Phong (Bo phan) cap so, thé ky xac nhan, sau d6 nhan lai dé luu, theo
doi.

- Tu ngay 01 dén ngay 10 cua thang sau, Bo phan (can bd) Tong hop Thu tinh 1ai va in
Thong bao két qua dong BHXH, BHYT (mau C12) ra file di liéu chuyén cho don vi qua hé
thong iBHXH.

- Riéng thang cudi quy, ngoai Thdng bao quy gui qua hé théng iBHXH cén bd Thu sé in
“Thong bao” theo quy thanh vén ban chuyén cho bd phan TNHS vao ngay 20 cua thang dau quy
sau dé chuyén cho don vi.

Buéc 3: Phong (B& phan) cip sé, thé: Thai han 04 ngay 1am viéc.

- Tiép nhan Phiéu giao nhan ho so 103 va ho so, dir liéu trén phan mém SMS tir Phong (BS
phan) Thu, xac nhan viéc giao nhan ho so trén phan mem iQLBH.

- Kiém tra, d6i chiéu sé luong s6 BHXH, thé BHYT dé nghi Cap (Phiéu d@é nghi in to bia s6
BHXH, the BHYT) véi dit ligu hd so c4 nhan nhap trong phan mém SMS. Truong hop c6 sai
léch th[ can bo Cap s6, the lap ,Phleg diéu chinh (miu C02- -TS) chuyen cho can bo Thu. Sau 0,5
ngay ke tu thoi diém nhéan Phicu dicu chinh, can by Thu chuyén tra ket qua giai quyet dé can bo
cap so, thé cap nhat dix liéu cap thé BHYT, to bia s6 BHXH.

- Xir Iy h so:

+ Kiém tra, d6i chiéu s6 lugng the¢ BHYT thu hoi (néu c6), chuyén dix liéu thu hoi thé
BHYT tir SMS sang QLST.

+ In thé¢ BHYT va 02 Bién ban giao nhan th¢ BHYT.



+ In To bia s6 BHXH va 02 Bién ban giao nhan s6 BHXH.
+ In “Danh sach khéng du théng tin cip s6 BHXH, the¢ BHYT” (néu co);

+ In 02 Phiéu sir dung phdi bia so6 BHXH (mau C06-TS), 02 Phiéu sir dung phdi the BHYT
(rpﬁu CO7-TS), can bg cap so, the luu 01 ban, 01 ban chuyén cho can bo Tong hop quan ly phoi
so BHXH, phéi thé¢ BHYT d¢ quyét toan vai Phong cap so, thé BHXH Thanh pho;

+ Ky xac nhan da xu ly trén biéu D02-TS,

+ Trinh ky, dong dau to bia s6 BHXH.

+ Chuyén toan bo hd so kém sé6 BHXH, thé BHYT cho Phong (bd phan TNHS
+ X&c nhan giao nhan trén phan mém iQLBH

Luu y:

- Can bg s6, the sau khi in s6 BHXH, the BHYT xuat file hinh anh (PDF): danh sach cap s6
BHXH (mau D09a-TS), danh sach cap the BHYT (mau D10a-TS) dé luu va phuc vu cong tac
kiem tra, doi chieu.

- Cudi thang nhdn mdu D02a-TS do Phong (Bg phdn) Thu chuyén dén, ky x&c nhdn, chuyén
tra lai Phong (Bé phdn) Thu.

Buwadc 4: Phong (Bo phan) TNHS. Thaoi han 01 ngay lam viéc.

- Tiép nhan Phiéu giao nhan hd so 103 va ho so tir Phong (Bo phan) cap s6, thé chuyén tra
khach hang gom: “Danh sach khong du thong tin cap sé6 BHXH, the BHYT” (néu cd), thé
BHYT, T& bia sé6 BHXH, d nghi don vi ky vao Bién ban giao nhan thé¢ BHYT, s6 BHXH. Tra
don vi 01 ban, 01 ban luu theo hd so cap s6 BHXH, th¢ BHYT.

- Luu toan bg hd so hd so cap s6 BHXH, th¢ BHYT gom cac mau: TKO1-TS, TKO02- TS,
D02-TS; Bién ban giao nhan s6 BHXH, th¢ BHYT, Giay d¢ nghi in s6 BHXH, thé BHYT...).

- Cap nhat tinh trang hé so vao phan mém iQLBH.
MQT SO QUY TRINH PAC BIET
A. Gia han thé BHYT:
1. Pon vi lap tha tuc gia han thé BHYT:
Thai han tra két qua: 10 ngay lam viéc.
Budéc 1: Phong (B§ phan) TNHS. Thai han 0,5 ngay.
- Tiép nhan hd so gom:
+ Vin ban cua don vi (mau DO1b-TS).

+ To khai thay doi thong tin nguoi tham gia BHXH, BHYT (miu TK2-TS) néu ¢6 thay doi
noi dang ky kham chtra bénh ban dau.

+ Ban sao UNC (trong truong hop mai chuyén tién cho co quan BHXH).

- Vao phan mem SMS kiém tra so tién don vi da dong cho co quan BHXH va Ban sao
UNC (trong truong hop mai chuyén tién) - néu c6 dé xac dinh s6 tién don vi da nop:

+ Truong hop don vi nop du tién dén hét thang lién ké thang nop ho so gia han thi tiép



nhan.

Vi du: Pau ky gia han thé BHYT nam 2015, don vi ng tien bao hiém nén chwa duoc gia
han thé. Ben ngay 05/03/2015 don vi déng du tien den het thang 02/2015 va I@p ho so dé nghi
gia han thé, thi tiep nhdn ho so.

+ Truong hop don vi kh@ng ng BHYT, nhung con ng BHXH thi thuc hién gia thé BHYT
theo hudng dan tai cong vin s6 1068/BHXH-THU ngay 16/04/2013 ciia BHXH Thanh pho.

- Néu ¢ dir ligu (USB) thi cap nhat vao phan mém iQLBH va danh dau vao Phiéu giao
nhan ho so.

- Cap nhat tinh trang hd so vao phan mém TNHS, chuyén Phiéu giao nhan hd so 103 hd so
cho Phong (B6 phan) Thu.

Budc 2: Phong (B phan) Thu. Thoi han giai quyét 3,5 ngay.

- Tiép nhan Phiéu giao nhan hd so 103 tir Phong (B9 phan) TNHS, xac nhan viéc giao nhan
ho so trén phan mém IQLBH.

- Tién hanh kiém tra, ddi chiéu chung tir nop tién caa don vi (néu co), duyét cap the BHYT.

- Lap “Gidy d& nghj in th¢ BHYT": Ghi s6 luong the BHYT va gi4 tri thé BHYT dé nghi
cap dé chuyén Phong cap so, thé 1am can ct in thé BHYT.

- Cap nhat tinh trang hd so vao phan mém iQLBH, chuyén Phiéu giao nhan ho so 103 va
ho so cho Phong (b6 phan) Cap so, thé.

Budc 3: Phong (B phan) Cap sé, thé. Thoi han giai quyét 5,5 ngay.

- Tiép nhan Phiéu giao nhan ho so 103, ho so va dit ligu trén SMS tir Phong (Bo phan) Thu,
X&c nhan viéc giao nhan ho so trén phan mem iQLBH.

- Kiém tra, d6i chiéu dit liéu trén SMS véi sé luong dé nghi gia han. Truong hop dit liéu
d6i tuong trén SMS chua dung so v6i Gidy dé nghi in thé BHYT thi can bo cap s, the lap Phiéu
diéu chinh (miu C02-TS) chuyén cho cén bo Thu. Sau 0,5 ngay ké tir thoi diém nhan Phiéu diéu
chinh, can bo Thu chuyén tra két qua giai quyét dé can bo Cap so, thé in thé BHYT.

- Can ctr vao mau TK2-TS kiém tra, diéu chinh noi KCB va cap nhan noi KCB méi vao
chuong trinh SMS.

- In th¢ BHYT va 02 Bién ban giao nhan thé¢ BHYT.

- In 02 Phiéu sir dung phoi thé BHYT (mau CO7-TS), cn bo cip 6, thé luu 01 ban, 01 ban
chuyén cho can b Tong hop quan Iy phoi s6 BHXH, phoi the BHYT dé quyet toan véi Phong
Cap so, thé BHXH Thanh pho.

- Cap nhat tinh trang h so vao phan mém iQLBH, chuyén toan bo ho so kém the BHYT
theo Phiéu giao nhan ho so 103 cho Phong (Bo phan) TNHS.

Luu y:

- Can bg s6, the sau khi in s6 BHXH, thé BHYT xuat file hinh anh (PDF) Danh séch cdp
the BHYT (mau D10a-7S) dé luu va phuc vu cong tac kiem tra, doi chieu.

Budrc 4: Phong (Bd phan) TNHS. Thoi han giai quyét 0,5 ngay.
- Tiép nhan Phiéu giao nhan ho so 103 va toan bd ho so tir Phong (Bo phan) cap sb, the



chuyén tra khach hang gom:
+ Thé BHYT.

_+ Yéu cau don vi ky vao 02 Bién ban giao nhan thé BHYT, tra don vi 01 ban luu theo hd
so cap thé¢ BHYT

- Cap nhat tinh trang hd so vao phan mém iQLBH

- Luu toan bd hd so ho so cap the BHYT gom cdc miu: DO1b-TS, TK02-TS, Bién ban giao
nhan s BHXH, th¢ BHYT, Gidy dé nghi in s6 BHXH, th¢ BHYT....)

B. Quy trinh lap “Phiéu yéu cau thu hdi thé BHYT, s6 BHXH”

- Nguyeén tic chung: Khi don vi ngp hé so thu bao giam lao dong tai cot ghi chi mau DO2-
TS ghi “Chua nhén the BHYT do dang gia han hoac dang cap mei” khong nop lai the BHYT cho
co quan BHXH, thi can b6 Thu khéng dugc thu bo sung hét gia tri the.

- Cac bwéc xir ly nghiép vu can chi y nhirng diém sau:
1. Phong (B9 phan) Thu:
- VAo phan mém SMS xéc dinh can bo Cép sb, thé da in thé BHYT chua:

+ Truong hop cén b Cap so, the chua in the thi can bo Thu nhap giam lao dong, thyc hién
thao tac thu hoi thé BHYT trén phan mém SMS binh thudng nhu cac truong hop giam khéac.

+ Truong hop can bo Cap sd, thé di in thé BHYT, to bia s6 BHXH:

* D6i voi the BHYT thu hoi: can bo Thu bam “thu hoi the” trén SMS, luu the BHYT tai
Phong (b6 phan) Thu va chuyén dir liéu sang Phong (b6 phan) so, thé.

* Doi véi to bia 6 BHXH thu hoi: can b thu bam “huy do khong tham gia” trén SMS va
chuyén to bia qua Phong (bo phan) cap so, thé.

* Can bo Thu van nhap giam lao dong, thuc hién thao tac thu hoi the BHYT trén phan men
SMS nhu cac truong hop giam khac, nhung khong nhap bo sung tiang hét gia tri the BHYT.

* Lap 02 Phicu yéu cau thu hoi the BHYT, s6 BHXH. Doi véi truong hop nguoi lao dong
tang méi dang dugc cap s6 BHXH, tiep sau d6 don vi dicu chinh giam thi phai thu hoi ca To bia
s6 BHXH.

- Cap nhit tinh trang hd so vao phan mém iQLBH, chuyén ho so kém to bia s6 BHXH thu
hoi (néu c6) cung Phicu yéu cau thu hoi the BHYT, s6 BHXH va ho so cho Phong (Bo phan)
Cap so, thé.

2. Phong (B phan) CAp sb, theé:

- Tiép nhan Phiéu giao nhan ho so 103 va toan bd ho so tir Phong (Bo phan) Thu, xir 1y
nghiép vu in thé BHYT, so BHXH theo quy trinh.

- Céin cir 86 lugng the BHYT thu hdi trén di lisu SMS, chuyén dit ligu thu hdi the tir SMS
sang phan mém QLST;

- DGi v6i trudng hop to bia s6 thu hoi: kiém tra d6i chiéu vei dir lisu SMS, cat géc bia s
luu theo ho so 103, chuyén dir liéu hay s6 do khong tham gia tir SMS sang phan mém QLST.

- Cap nhat tinh trang hd so vao phan mém iQLBH, chuyén toan bo hd so kém to bia s6



BHXH thu hdi va Phiéu yéu cau thu hdi thé BHYT, s6 BHXH cho Phong (Bo phan) TNHS.
3. Phong (Bo phan) TNHS:

- Tiép nhan hd so toan bd hd so theo phiéu giao nhan 103 tir Phong (B phan) cap so, the,
tien hanh tra khach hang: Phicu yéu cau thu hoi the BHYT, s6 BHXH. (don vi giir lai 01 ban, 01
ban luu theo ho so thu hoi the BHYT, so6 BHXH).

- Cap nhat tinh trang hd so vao phan mém iQLBH.
- Luu toan b hd so theo phiéu giao nhan 103,

Luu §: Can by TNHS huéng ddn don vi ngp lai thé BHYT, s6 BHXH (néu c6) theo Phiéu
giao nhan ho so 105.

3. Quy trinh giai quyét hé so cip thé BHYT tw nguyén (Phiéu giao nhan hd so 202, 02
ban):

3.1. Quy trinh tém tit:
- Muc dich: dé giai quyét hd so cip the BHYT tu nguyén.
- Thoi han tra két qua: 10 ngay l1am viéc hd so cap méi, gia han.

- So do:
Khach B¢& phén
hang KHTC
F 3 b
Bl
h r
Bo phan B2 | Bophin B3 | B phan
TNHS v Thu " CST
&
B4

- Dién giai quy trinh:

+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay.

+ Buac 2: Phong (B6 phan) Thu va KH-TC. Thoi han 5 ngay.
+ Budc 3: Phong (Bo phan) cap s6, thé. Thoi han 3,5 ngay.

+ Buac 4: Phong (B6 phan) TNHS. Thoi han 01 ngay.

3.2. Quy trinh chi tiét:

3.2.1. CAp méi:

Budéc 1: Phong (B§ phan) TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan, kiém dém ho so theo Phiéu giao nhan hd so.

- Kiém dém s6 luong T khai tham gia BHXH, BHYT (mau TKO1-TS) tuong tng Véi
Danh sach nguoi tham gia BHYT(mau DO03-TS (TN)) hay khong.

- Néu c6 dix liéu (USB) thi cap nhat vao phan mém TNHS va danh dau vao Phiéu giao nhan



ho so.

- Cap nhat tinh trang ho so vao phan mém iBHXH, chuyén Phiéu giao nhan ho so 202 va
ho so cho Phong (B phan) Thu.

Buwdc 2: Phong (B phan) Thu va KH-TC. Thoi han 05 ngay lam viéc.
+ Phong (B§ phan) Thu. Thoi han 02 ngay.

- Tiép nhan Phiéu giao nhan ho so 202 va hd so tir Phong (Bo phan) TNHS, xac nhan trén
phan mém iBHXH.

- Kiém tra Danh sach tham gia va hd so lién quan kém theo.

- Truong hop giam muc dong, néu trong ho gia dinh c6 nhimg thanh vién da tham gia
BHYT bat bugc khac thi kiém tra xem c6 du dicu kién giam muic dong khong.

- Duyét cap thé BHYT.

- Nhap di liéu thu (hodc xi 1y file, kiém tra va import s6 ligu) vao phan mém SMS, xac
dinh s6 lugng thé duoc cap va so6 phai thu.

- Chuyén Phiéu giao nhan hd so 202 va toan bo hd so cho Phong (B phan) KH-TC.
+ Phong (B§ phan) KH-TC. Thoi han 01 ngay.

- Phong (Bo phan) KH-TC tiép nhan Phiéu giao nhan hd so 202 va toan bd hd so tir Phong
(B6 phan) Thu.

_ - Tién hanh di chiéu s6 tién, ngay nop va ky xac nhan trén danh sach tham gia BHYT
(mAu DO3-TS(TN)).

- Chuyén Phiéu giao nhan hd so 202 va toan bo hd so cho Phong (B phan) Thu.

+ Phong (B§ phan) Thu. Theoi han 02 ngay.

- Tiép nhan Phiéu giao nhan hd so 202 va toan b hd so cho Phong (B6 phan) KH-TC.

+ Lap “Gidy d¢ nghj in to bia s6 BHXH, thé BHYT” (theo mau): Ghi s6 lugng the¢ BHYT
va gia tri the BHYT d¢ nghi cap dé chuyén Phong cap so, thé lam can ctr in thé BHYT.

- Cap nhat tinh trang hé; S0 Va0 phan mém iBHXH, chuyén Phiéu giao nhan hd so 202 va

ho so cho Phong (B6 phan) cap so, thé.

- Hang thang in Bang tong hop danh sich ngudi chi tham gia BHYT (miu D03a-TS) doi
Vv6i moi dai ly tham gia; ky, trinh lanh dao Phong (B¢ phan) Thu duyét, gui Phong (Bo phan) cap
s0, thé ky xac nhan, sau d6 nhan lai dé luu, theo doi.

Bwéc 3: Phong (B phan) Cap so, thé. Thoi han 3,5 ngay lam viéc.

- Tiép nhan Phiéu giao nhan ho so 202 va ho so, dit liéu trén phan mém SMS tir Phong (Bo
phan) Thu, xac nhan viéc giao nhan ho so trén phan mém iBHXH.

- Cin ctr dir ligu va Gidy dé nghi in to bia s BHXH, th¢ BHYT Phong (B9 phan) Thu
chuyén sang, tien hanh in thé BHYT. Neu so liéu co Iéch thi 1ap Phicu dieu chinh (mau C02- TS)
phoi hgp véi Phong (Bo phan) Thu dé xac dinh so lugng sai léch.

- Xtr ly hd so:



+ In thé¢ BHYT va 02 Bién ban giao nhan th¢ BHYT.

+1n 02 Phiéu sir dung phoi the BHYT (mau CO7-TS), can bd cap so, the luu 01 ban cing
v6i ho so, 01 ban chuyen cho can bo Tong hop quan ly phdi s6 BHXH, phoi thé BHYT dé quyeét
toan vai Phong cap so, the BHXH Thanh pho.

- Cap nhat tinh trang hd so vao phan mém iBHXH va chuyén Phiéu giao nhan hd so 202 va
ho so cho Phong (B6 phan) TNHS.

~ Luu y: can bg s6, thé sau khi in s6 BHXH, thé BHYT xuat file hinh anh (PDF) Danh séch
cap the BHYT (mau D10a-7S) dé luu va phuc vu cong tac kiem tra, doi chiéu.

Buoéc 4: Phong (B§ phan) TNHS. Thoi han 01 ngay lam viéc.

- Tiép nhan Phiéu giao nhan hd so 202 va toan bo hd so tir Phong (Bo phan) cap s, the tra
cho khéach hang, gom:Thé BHYT, 02 Bién ban giao nhan thé¢ BHYT.

- Yéu cu don vi ky vao 02 Bién ban giao nhan thé BHYT, tra don vi 01 ban, chuyén 01
ban cua lai cho Phong (B6 phan) cap so, thé.

- Luu hd so.
- Cap nhat tinh trang hd so vao phan mém iBHXH.
3.2.2. Gia han thé BHYT tu nguyén.

Quy trinh giai quyét thuc hién twong tw nhu muc 2.1. Sé ngay thuc hién giita cac Phong
(B6 phan) trinh tu nhu sau:

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

Buwdc 2: Phong (Bo phan) Thu va KH-TC. Thoi han 02 ngay lam viéc.

+ Phong (B§ phan) Thu. Thoi han 01 ngay.

+ Phong (B§ phan) KH-TC. Thoi han 0,5 ngay.

+ Phong (B§ phan) Thu. Thoi han 2 ngay.

Buéc 3: Phong (B phan) Cap sé thé. Thoi han 3,5 ngay lam viéc.

Budéc 4: Phong (B§ phan) TNHS. Thai han 0,5 ngay lam viéc.

I1. Quy trinh thuc hi¢n cap s6 BHXH, thé BHYT.

1. Quy trinh xac nhan ) BHXH (S(K), mau cii): bao gom chét sé6 nghi viéc bao luu,
chuyén cong tac... (Phieu giao nhan ho so so 301, 02 ban)

1.1. Quy trinh tém tat

- Muc dich: Dung dé chdt s6 BHXH cho ngudi lao dong nghi viéc, bao luu thoi gian tham
gia BHXH, chuyén cong tac...

- Khi c6 cac phat sinh trén, don vi nop hd so cho co quan BHXH theo Phiéu giao nhan hd

so s 301, 02 ban.

- Thoi han tra két qua: 08 ngay 1am viéc, riéng truong hop vira ¢ip lai s6 BHXH do da
nhan BHXH 1 lan bi that lac hoac thu hoi s6 vira chot s6 thi thoi han giai quyét 14 ngay lam
VIEC.



1.2. Pi véi s6 BHXH miu cii:

1.2.1. Trudng hep hd so binh thwong (khong phai diéu chinh, bo sung cac dir ligu
trong ho so thu):

- So' db:
Khach hang
Budc 2
B6 phin Phong (BP) B& phén
TNHS céip b the TNHS
Bude 1 Budc 3

- Dién giai quy trinh:

+ Budc 1: Bo phan tiép nhan hd so. Thai han 0,5 ngay l1am viéc.
+ Budéc 2: Phong (BP) Cap s6, thé. Thoi han 07 ngay lam viéc.
+ Budc 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

- Quy trinh chi tiét:

Buwéc 1: Bo phan tiép nhan ho so. Thoi han 0,5 ngay 1am viéc.
- Tiép nhan kiém dém ho so theo Phiéu giao nhan 301/.../s0

- Can b TNHS chi tiép nhan s6 BHXH khi don vi da thuc hién béo gidm va da nop du tién
den thoi gian chot so.

- Cap nhat tiép nhan hd so vao phan mém iQLBH.
- Chuyén s6 BHXH va ho so kém theo cho Phong (bd phan) s6, thé
- X4c nhan giao nhan hd so trén phan mém iQLBH.

Luu y: Poi véi s6 BHXH da hweong tro cap 1 Ian bi duc 16 (tir 01/01/2010 dén 21/03/2011)
hodc thu hai (ter 02/03/2011 deén 01/04/2012) nay tiep tuc tham gia trén sé so cii thi can cir vao 1
trong cac giay to sau dé nhdn hé so: quye{ dinh huong 1 lan hodc phiéu xac nhdn thu hol s6 mau
01/XNTHS hoac mau C15-TS hoac don dé nghi (mau DO1-TS), thoi han giai quyeét doi voi ho so
nay la 14 ngay lam viéc.

Buéc 2: Phong (Bé phan) sé, thé. Thoi han 07 ngay lam viéc.

- Tiép nhan s6 BHXH va ho so kém theo tir can by TNHS, dbi chiéu giao nhan ho so trén
phan mém iQLBH.

- Thuc hién kiém tra, ddi chiéu:

+ Tinh hinh thanh toan cua don vi;



+ Dit liéu da dugc giam han “GH”;

+ Dit ligu cua thoi gian dé nghi x&c nhan (dién bién luong, chic danh ...) va tong thoi gian
liy ke chot so;

+ Céc ché do da huong: ém dau, thai san, BHXH 1 l1an, BHTN; cét dir liéu qua trinh da
huong tro cap 1 lan, tro cap that nghiép (néu cd);

+ Thong tin ca nhan trén dix liéu SMS véi s6 BHXH;

+ Dit liéu tir noi khac chuyén dén (néu co);

+ Dit liéu déng bo trén SMS dé xac dinh nguoi lao dong c6 1 s6 s6 BHXH hay nhiéu s6
BHXH.

* Truong hop nguoi lao dong co nhiéu sb thuc hién chét S(i) trén chuong trinh SMS, va
chuyén dir li¢u sang chuong trinh QLST khong yéu cau duyét; in mau 07/SBH kém mau PO1-DV
hoac P02-CN d¢ yéu cau nguoi lao dong nop ho so gop sé theo PGNHS 304.

* Truong hop nguoi lao dong chi ¢6 1 s6 s6 BHXH duy nhat va dit liéu khop ding thyc
hién: xac nhan chét tong thoi gian tham gia BHXH, BHTN trén so BHXH (truéc 12/2009) trinh
lanh dao ky, dong dau, kem theo dau “khoa so chuyen sang in to roi”; cap to roi (tr 01/2010)
trén SMS, chuyen dir ligu tr chuong trinh SMS sang chuong trinh QLST dé€ duyét va in: in danh
sach cap to roi s6 Iuu theo ho so chot so.

+ Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén tra hd so cho cén b tiép
nhan ho so.

Luu : D6i v6i s6 BHXH di dugc duc 16 hodc thu hoi do dd hueng tro cap 1 lan nay tiép
tuc tham gia trén so so ci, can cir vao quyet dinh huong 1 lan (tor 01/01/2010 den 21/03/2011)
hogc phieu xac nhan thu hoi s6 mau 01/XNTHS (ap dung tir 22/03/2011 den 01/04/2012) hogc
mau C15-TS don dé nghi (mau DO1-TS) can b sé cap lai to bia so, to roi qua trinh that nghi¢p
chwa huong va chot so qua trinh tham gia tiep theo.

Bwéc 3: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hd so tir b phan s6, cap nhat vao chuong trinh iQLBH.

- Tién hanh tra s6 BHXH va h so cho khach hang.

1.2.2. Trudng hep ¢6 diéu chinh, bé sung lién quan dén qué trinh tham gia BHXH,
BHTN hoic dieu chinh bo sung théng tin ca nhan caa nguoi tham gia BHXH:

- So db:



Buodc 3

Khach hang Phong (BP)
Thu
l I Budc 4
B phan Phong (BP) Bo phéan
TNHS Cép s, thé TNHS
Budc | Budc 2 Budc 5

- Dién giai quy trinh:
+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.
+ Budc 2: Phong (BP) Cap s6, thé. Thai han 01 ngay lam viéc.
+ Budc 3: Phong (BP) Thu. Thoi han 3,5 ngay lam viéc.
+ Budc 4: Phong (BP) Cap s6, thé. Thoi han 2,5 ngay lam viéc.
+ Budc 5: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.
- Quy trinh chi tiét:
Budéc 1: Bo phan TNHS. Thai han 0,5 ngay lam viéc.
- Tiép nhan kiém dém hd so theo Phiéu giao nhan 301/.../s0
- Cén bd TNHS chi tiép nhan s6 BHXH khi don vi da thuc hién bao giam va da nop du tien
den thoi gian chot so.
- Cap nhat tiép nhan hd so vao phan mém iQLBH.
- Chuyén s6 BHXH va ho so kém theo cho phong (bo phan) cap so, thé.

Luu Y: Poi Véi 6 di huong tro cap 1 Ian bi duc 16 (tir 01/01/2010 dén 21/03/2011) hodgc
thu hoi (tr 02/03/2011 den 01/04/2012) nay tiép tuc tham gia trén so sé cii thi cin cir vao 1 trong
cac gidy to sau dé nhdn ho so: quyét dinh huéng 1 lan hogc phiéu xac nhdn thu hoi sé mau
01/XNTHS hogc mau C15-TS hodc don dé nghi (mau DO1-TS) va thoi han gidi quyér, doi véi ho
so nay la 14 ngay lam viéc.

Buwéc 2: Phong (B phan) sé, thé. Thoi han 01 ngay 1am viéc.

- Tiép nhan s6 BHXH va hé so kém theo tir bo phan TNHS, ddi chiéu giao nhan hd so trén
phan mém TNHS.

- Thyc hién kiém tra d6i chiéu nhu quy dinh tai diém thtr 2 ctia buéc 2 muc 1.2.1 néu trén.
Néu dir lidu c6 sai léch thong tin (ké ca truong hop dién bién lwong chua ding quy dinh) hoic s6
c6 qua trinh tir noi khac thi can bo s6 1ap (02 ban) phiéu diéu chinh theo mau (mau C02-TS) va
toan bo ho so chuyén cén b thu dé diéu chinh, hoic nhap b sung dit liéu truéc khi xac nhan.

Bwoc 3: Phong (BP) Thu. Thoi han 3,5 ngay lam viéc.



- Tiép nhan “Phiéu dé nghi diéu chinh” va hé so tir bo phan so, thé xac nhan trén s6 giao
nhan ho so.

- Nhap toan bd qua trinh tir noi khac chuyén dén (néu c6) vao chuong trinh SMS.

- Céan cir phiéu diéu chinh va hd so ctia ¢dn b s6 chuyén, tién hanh kiém tra, diu chinh
hodc nhap bo sung dir liéu thu; nhap b6 sung, dieu chinh thong tin ca nhan nguoi tham gia
BHXH nhu Ho va tén sai dau; dao ngay thang ndm sinh; sai gidi tinh; dao so CMND; thi€u noi
cap, vao chuong trinh SMS.

- Luu Phiéu dé nghi diéu chinh di véi cac truong hop ¢d nhap bd sung, diéu chinh thdng
tin ¢4 nhan nguoi tham gia BHXH nhu trén.

- Chuyén lai 01 phiéu diéu chinh va hd so cho Céan b $6,

Luu y:

- Truong hop khéng diéu chinh dirgc can bg Thu ¢6 phiéu bao ghi r6 ly do sai khong gidi
quyet dé can bg so ¢o co so khdng xac nhdan so BHXH cho don vi.

- Do Véi 6 €6 qUa trinh tir noi khdc chuyén dén néu cé qud trinh da hwong BHXH 1 lan,
tro cap BHTN khong nhgp diz li¢u.

Buwéc 4: Phong (BP) sé, thé. Thai han 2,5 ngay lam viéc.

- Nhan lai 01 phiéu diéu chinh va hd so tir bo phan Thu.

- Doi chiéu ho so va dit ligu da dugc diéu chinh (hogc nhap bo sung) thuc hién xéc nhan so
va luu vao phan mém SMS.

+ Xéc nhan chot tong thoi gian tham gia BHXH, BHTN trén s6 BHXH (trudc 12/2009)
trinh lanh dao ky, dong dau, kem theo dau “khda s6 chuyén sang in to roi”; cap 1o roi (tor
01/2010) trén SMS, chuyén dir liéu tir chuong trinh SMS sang chuong trinh QLST dé€ duyét va
in; in danh s&ch cap to roi s6 luu theo ho so chot so.

+ Cap nhat tinh trang ho so vao phan mém iIQLBH va chuyén tra ho so cho cén b tiép
nhan ho so.

Luuy:

1. Doi v6i s6 BHXH dd dwgc duc 16 hogc thu hoi do da hieong tro cap 1 lan nay tiép tuc
tham gia trén so so cii, can cir vao quyet dinh hwong 1 lan (tir 01/01/2010 den 21/03/2011) hogc
phieu xac nhan thu hoi s6 mau 01/XNTHS (ap dung tir 22/03/2011 den 01/04/2012) hoac mau
C15-TS don de nghi (mau DO1-TS) can bo s6 cap lai to bia so, to roi qua trinh that nghiép chua
hwong va chot so qua trinh tham gia tiep theo.

2. Truwong hop nguoi lao dong co nhiéu sé thuc hi¢n chat Sé: trén chuwong trinh SMS, va
chuyen dir ligu sang chwong trinh QLST khong yéu cau duyét; in mau 07/SBH kem mau PO1-DV
hogc P02-CN dé yéu cau nguoi lao dong nop ho so gop so theo PGNHS 304.

3. Truong hop s6 BHXH sai khdng xac nhdn dwoc thi can bg duyét so phdi ghi r6 Iy do sai;
phieu de nghi nay duoc lam co so dé giai quyét cho lan sau.

Bwoc 5: B phan TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so tir phong (bd phan) cap s6, thé cap nhat vao chuong trinh iQLBH.



- Tién hanh tra s6 BHXH cho khach hang.

2. Quy trinh diéu chinh théng tin c4 nhan nguwdi tham gia BHXH (Phiéu giao nhan ho
s0' 302, 02 ban).

2.1. Quy trinh tém tit

- Muc dich: Dung dé‘ diéu chinh thong tin c4 nhan nguoi tham gia BHXH do don vi cung

cap thong tin sai so véi ho so goc hodc do dir liéu co quan BHXH sai so voi ho so goc (so
CMND, ngay cap, noi cap , dia chi, dan toc ...) va dieu chinh nhan than nguoi tham gia BHXH,
BHTN, BHYT (diéu chinh vé ho, tén, ngay thang ndm sinh, gici tinh) khi co sai sét trong ho so
tham gia BHXH, BHTN, BHYT cta nguoi lao dong hoac nguoi lao dong thay doi vé nhan than
nhu: Ho; tén; tén dém; ngay, thang, nam sinh.

- Khi ¢6 phat sinh trén, don vi ndp hd so cho co quan BHXH theo bang ké 302 (02 ban).

- Thoi han giai quyét hd so: 16 ngay lam viéc, quan huyén 18 ngay lam viéc.

- So do:

Burde da

Burdrc 1 .
Khach hing Phong (BP} Phang (BP) Phing cip
TNHS Thu s0. thé
T Burdsc 2 Bute 3b
* B phin
» Cciip s0. the
Bardre 4b

- Cdc buéc “a” &p dung tai VP BHXH Thanh pho.

- Cac buoc ““b”” &p dung tai BHXH qudn huyén.

- Dién giai quy trinh:

+ Budc 1: Phong (BP) TNHS. Thaoi han 0,5 ngay lam viéc.

+ Buac 2: Phong (BP) Thu. Thoi han 08 ngay lam viéc; quan huyén 06 ngay lam viéc.

+ Bud6c 3: Phong (BP) Cap so, thé. Thoi han 07 ngay 1am viéc; quan huyén 11 ngay lam

+ Budc 4: Phong (BP) TNHS. Thai han 0,5 ngay lam viéc.
2.2. Quy trinh chi tiét:

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

- Tiép nhan kiém dém hd so theo Phiéu giao nhan 302/.../0.
- Cap nhat tiép nhan hd so vao phan mém iQLBH.

- Cén bd TNHS truy cap vao phan thu ddi chiéu dit li¢u déi twgng véi s6 BHXH va ho so
goc, nham xac dinh dang ho so kém theo.

- Cé&n bd TNHS chuyén hd so cho Phong Thu.



- Xé4c nhan giao nhan hd so trén phan mém iQLBH.
Luu y:

- 5(5 BHXH c6 qud trinh dong BHXH, BHYT sau cung o co quan BHXH nao thi noi do thuc
hién diéeu chinh.

- Truong hop do 16i cia co quan BHXH nhw nhdp dir liéu nhan than sai so véi D02-TS thi
can bg TNHS nhdn lai tir don vi hodc nguwoi lao dong gom: to bia hodc to roi sé BHXH hodc thé
BHYT sai chuyén can bg thu d@é diéu chinh nhan than va chuyén cén bg sé, thé in cdp lai dé tra
ngay ho so.

Bwéc 2: Phong (BP) Thu. Thoi han 08 ngay lam viéc; quan huyén 06 ngay lam viéc:
- Tiép nhan hd so tir bd phan TNHS, d6i chiéu giao nhan hé so trén phan mém iQLBH.

+ Kiém tra trén dir liéu ddng bo dé xac dinh nguoi lao dong duoc cap 1 sé hay nhiéu sb
BHXH:

* Truong hop ngudi lao dong c6 nhiéu s6 s6 BHXH thi thuc hién diéu chinh nhan than,
thong tin ca nhan trén chuong trinh SMS, in Phieu yéu cau gop s6 mau P01-DV hogc P02-CN va
chuyén ho so cho Phong (bg phan) so, thé.

* Truong hop chi c6 1 s6 s6 BHXH duy nhat thi thuc hién:

+ Pbi chiéu hd so gbc vai dit liéu dbi twong trén phan mém SMS, xéac dinh muc sai sot trén
s0 BHXH (mau cti) hoac to bia so, to roi so, the BHYT.

+ Kiém tra, diéu chinh va nhap dit liéu nhan than vao phan mém SMS.
+ Nhap toan bo qué trinh tir noi khac chuyén dén (néu c6) vao dir liéu thu theo SMS.

_+ Cap nhit tinh trang ho 50' Va0 phan mé[n iQLBH, chuyén toan bo hd so kém s6 BHXH
(mau cii) hoac to bia so, to roi s6, the BHYT (néu cd) cho Phong Cap so thé.

Luu y:

- Do Véi $6 €6 qué trinh tir noi khdc chuyén dén néu cé qud trink da huwong BHXH 1 lan,
tro cap BHTN khong nhgp diz liu.

- Riéng BHXH qudn huyén: Bé phdn Thu sau khi kiém tra d@si chiéu, nhdp bé sung, diéu
chinh dé liéu trén SMS, lIdp bién ban tham dinh (mau 03-BBTP) ky xdc nhdn két qud tham dinh
gui vé BHXH Thanh phé (Phong cdp sé, thé) bang tdp tin hinh dnh lén duong truyén FTP (01
bdn) d@é c6 co s in 6 BHXH.

Buéc 3: Phong (BP) cap so thé. Thoi han 07 ngay lam viéc; quan huyén 11 ngay lam viéc.
- Tiép nhan hd so tir bo phan thu, d6i chiéu giao nhan ho so trén phan mém iIQLBH;

* Poi véi truong hop nguoi lao dong co nhiéu sb thyc hién: cat goc thu hol thé cil, in cap
lai th¢ BHYT da duogc diéu chinh dé tra don vi cing hd so va phiéu yéu cau gop so.

* Pdi vai trudng hop nguoi lao dong chi ¢d 1 s6 s6 BHXH duy nhat thyc hién:

+ Thu hoi toan bo s6 BHXH (s6 BHXH mau cii, t& bia s6, cac trang to roi s6 BHXH), the
BHYT (néu cd), cat goc luu cung ho so diéu chinh.

+ Lap phiéu ddi s6 BHXH.



+ Can ct dit liéu di dugc can bo thu diéu chinh hodc nhap bd sung (néu cé) trén SMS.

+ Kiém tra dit liéu nhan than, qua trinh nhap b sung (néu co).

+ Kiém tra cac ché do da huong: thai san, tir tuit-TNLD, huong BHXH 1 lan, huong trg
cap that nghiép.

* Néu s da huong BHXH 1 lan, huong tro cdp that nghiép thi thuc hién cit qua trinh da
huong.

* Néu s6 da huong ché do tir tuat-TNLD thi dong dau vao trang 3 bia so.

+ Cap nhat dir liéu dé cap lai toan bo s6 BHXH, thé BHYT trén SMS theo dit liéu da duoc
diéu chinh.

* Néu sb c6 thoi gian cubi cing di duoc xac nhan bao luu thi cap lai to roi dén thoi diém
do.

* Néu s6 c6 thoi gian cudi cung da dugc xac nhan in to roi hang nam thi cap lai to roi dén
thoi diém cua nam da in.

* Néu s6 c6 thoi gian cudi cung da duoc xac nhan “TX” thi cip to roi “QT” dén thoi diém
12/20009.

* Néu s6 BHXH mau cili (loai 48 trang hodic 24 trang) da dugc ky duyét, xac nhan qua trinh
truge ndm 1995 trén s6 BHXH va tiép tuc dong tai don vi d6 thi cap lai to roi “QT” dén thoi
diém da duoc xac nhan trén so.

- Chuyén dir liéu tir chuong trinh SMS sang chuong trinh QLST dé duyét va in; in 02 bién
ban giao nhan so6 BHXH, ky vao “dai dién bén giao”, in 02 phiéu sir dung phdi bia s6 (mau C06-
TS), in 02 phieu st dung phoi the¢ BHYT - mau CO7-TS (n€u c6) luu 01 phi€u vao ho so, 01
phiéu chuyén can bo quan 1y phéi dé doi chicu quyet toan.

- Trinh Ban Giam déc BHXH Tp ky trén bia, to roi s6 BHXH cép lai;

- Cap nhit tinh trang h6 so vao phan mém iQLBH, luu ho so c4p lai s6 BHXH va chuyen
to bia so, to roi so; thé BHYT (néu cd); 02 bién ban giao nhan s6 BHXH, thé¢ BHYT.

* Luu y:

- Riéng hé so' do BHXH qudn huyén quan 1y, Phong cap s6, thé can ci vao Bién ban tham
dinh va dir lieu do BHXH qugn huyén phuye‘n lén dé thuc hién duyét va in dong thoi in 01 danh
sach cap lai to bia, to roi s6 BHXH (néeu c6) giao BHXH qugn huyén.

- Thoi han @é Phong Cap so the in cdp lai s6 BHXH (to bia, to roi s6 BHXH) cho BHXH
gudn huyén la 06 ngay lam viéc bao gom ca ngay giao va nhgn.

- H6 so cdp lai s6 BHXH heu tai Phong (bg phdn) sé, thé sau I ndm chuyén Phong (bé
phan) lueu triz theo quy dinh.

Bwoc 4: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan ho so tir bo phan sb the, cap nhat vao chuong trinh iQLBH.

- Tién hanh tra to bia, to roi s6 BHXH, thé BHYT va 01 bién ban giao nhan ho so s
BHXH, the BHYT cho khach hang (d€ nghi don vi, ngudi lao dong ky vao 01 bién ban giao
nhan so BHXH).



3. Quy trinh diéu chinh nhén than do mwon hd so nguoi khac tham gia BHXH (Phiéu
giao nhan ho so 303, 02 ban).

3.1. Quy trinh tém tit:

- Muc dich: Tao diéu kién cho ngudi lao dong cai chinh lai hd so cho ding nguoi, ding
doi tugng tham gia BHXH.

- Khi ¢6 cac phat sinh trén, don vi nop hd so cho co quan BHXH theo bang ké 303, 02 ban.
- Thai han giai quyét hé so: 16 ngay 1am viéc; quan huyén 18 ngay 1am viéc.

- So dd:
Birdc 4a
Bude 3a
Bude | " -
Khach Phong Phong Phong cép
hang (BP) (BP) Thu s, the
FY Fy
Bude 2 Budc 3b
P
B phan
p CAp 50. thé
e ———

Burde 4b
+ Cdc buéc “*a” &p dung tai VP BHXH Thanh pha.
+ Cdc buodc “b” ap dung tei BHXH qudn huyén.
3.2. Quy trinh chi tiét:
Buwdc 1: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan kiém dém hd so theo Phiéu giao nhan 303/.../s0.
- Cap nhat tiép nhan ho so vao phan mém iQLBH.

- Can bd TNHS truy cap phan mém thu d6i chiéu dit ligu ddi twong véi s6 BHXH va hd so
goc, nham xac dinh dang ho so kém theo.

- Can bd TNHS chuyén hd so cho Phong Thu.

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

Luuy:

- S6 BHXH con qud trinh dong BHXH, BHTN sau cung o co quan BHXH nao thi noi do
thuec hién diéu chinh.

- Cdc truong hop phét sinh tir 01/01/2015 tré di thi khéng tiép nhdn gidi quyét.

Buwaéc 2: Phong (B phan) Thu. Thoi han 08 ngay lam viéc; quan huyén 06 ngay lam viéc:

- Tiép nhan ho so tir bo phan TNHS, ddi chiéu giao nhan ho so trén phan mém iQLBH.

+ Kiém tra trén dir liéu dong bo dé xac dinh nguoi lao dong duoc cap 1 sé hay nhiéu s6
BHXH:



* Truong hop ngudi lao dong c6 nhiéu s6 s6 BHXH thi thuc hién diéu chinh nhan than,
thdng tin ca nhan trén chuong trinh SMS, in Phieu yéu cau gop s6 mau P01-DV hogc P02-CN va
chuyén ho so cho Phong (bg phan) so, thé.

* Truong hop chi c6 1 s6 s6 BHXH duy nhat thi thuc hién:

- Déi chiéu, kiém tra hd so gdc vai dir liéu dbi tugng trén phan mém SMS va s6 BHXH xéc
dinh ho so dé diéu chinh dir liéu.

- Piéu chinh dit liéu nhan than va nhap b sung di liéu dong tir noi khac (néu cé) vao phan
mém thu SMS.

- Chuyén toan bo hd so kém s6 BHXH, thé BHYT cho phong (bd phan) cip s6, thé.
- Cap nhat tinh trang hd so vao phan mém iQLBH.
Luuy:

- D6i V61 86 €6 qUA trinh tur noi khdc chuyén dén néu ¢b qud trinh da huong BHXH 01 lan,
tro cap BHTN khong nhgp diz li¢u.

- Riéng BHXH qudn huyén: Bé phdn Thu sau khi kiém tra d@si chiéu, nhdp bé sung, diéu
chinh diz liéu trén SMS, ldp bién ban tham dinh (mau 03-BBTP) ky xdc nhan két qud tham dinh
giri vé BHXH Thanh phé (Phong cdp sé, thé) bang tdp tin hinh dnh lén dwong truyéen FTP (01
bén) dé cé co sé in s6 BHXH;

Buéc 3: Phong (BP) cap s6 thé. Thoi han 07 ngay lam viéc; quan huyén 11 ngay lam viéc.
- Tiép nhan hd so tir bo phan thu, d6i chiéu giao nhan ho so trén phan mém iQLST.

* Poi véi truong hop ngudi lao dong co nhiéu sb thuc hién: cat goc thu hol the ct (neu co)
in cap lai the¢ BHYT di duoc diéu chinh dé tra don vi cing hd so va phiéu yéu cau gop so.

* Pdi voi trudng hop nguoi lao dong chi ¢d 1 s6 s6 BHXH duy nhat thuc hién:

- Thu hoai toan b s6 BHXH (s6 BHXH méu cil, to bia s0, c4c trang to roi s6 BHXH), the
BHYT (néu co), cat goc Iuu cung ho so dieu chinh.

- Lap phiéu ddi s6 BHXH.
- Can cr dir liéu da duoc can bo thu didu chinh hoic nhap bd sung (néu cd) trén SMS:
+ Kiém tra dit liéu nhan than, qua trinh nhap bé sung (néu co).

~ + Kiém tra cac ché do da huong: thai san, tir tuat-TNLD, huéng BHXH 1 lan, huong trg
cap that nghiép.

* Néu s6 da huong BHXH 1 lan, huong tro cap that nghiép thi thuc hién cat qué trinh da
huong.

* Néu s6 da huong ché do tir tuat-TNLD thi dong d4u vao trang 3 bia so.

_+ Cap nhat dix ligu dé cAp lai toan b s6 BHXH, the BHYT trén SMS theo dit li¢u da duoc
dieu chinh.
* Néu s6 ¢6 thoi gian cudi cung da dugc Xac nhan bao luu thi cap lai to roi dén thoi diém
do.

* Néu so ¢6 thoi gian cudi cing da duoc xac nhan in to roi hang nam thi cap lai to roi dén



thoi diém ciia nam da in.
* Néu s6 co thoi gian cubi cung da duoc xac nhan “TX” thi cip to roi “QT” dén thoi diém
12/20009.

* Néu s6 BHXH mau cili (loai 48 trang hogic 24 trang) da dwoc ky duyét, xac nhan qua trinh
truge ndm 1995 trén s6 BHXH va tiep tuc dong tai don vi @6 thi cap lai to roi “QT” dén thoi
diém da duoc xac nhan trén so.

- Chuyén dit liéu tir chuong trinh SMS sang chwong trinh QLST dé duyét va in; in 02 bién
ban giao nhan sé6 BHXH, ky vao “dai dién bén giao”, in 02 phiéu st dung phéi bia s6 (mau C06-
TS), in 02 phiéu sir dung phéi thé BHYT - mau CO7-TS (néu c6) luu 01 phiéu vao hd so, 01
phiéu chuyén can bo quan 1y phoi dé dbi chiéu quyét toan.

- Trinh Ban Gidm do¢c BHXH Thanh phé ky trén bia, to roi s6 BHXH cap lai; luu ho so cip
lai 6 BHXH.

- Cap nhat tinh trang ho so VAo phan mém iQLBH va chuyén to bia $6, to roi s6; thé BHYT
(néu cd); 02 bién ban giao nhan s6 BHXH, th¢ BHYT cho Phong (b6 phan) TNHS.

*Luuy:

- Riéng ho so do BHXH quan huyén quan Iy, Phong Cdp $6, thé can cit vao Bién ban tham
dinh va dif ligu do BHXH qudn huyén chuyén lén de thuc hi¢n duyét va in dong thoi in 01 danh
sach cap lai to bia, to roi so BHXH (neu co6) giao BHXH qudn huyén.

- Thoi han @é Phong cap so thé in cap lgi s6 BHXH (to bia, to roi s6 BHXH) cho BHXH
qudn huyén la 06 ngay lam viéc bao gom ca ngay giao va nhdn.

- H6 so cdp lai s6 BHXH lueu tai Phong (bg phdn) sé, thé sau I nam chuyén Phong (bé
phan) luu trie theo quy dinh.

Bwoc 4: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (BP) Cap s, thé cap nhat vao chuong trinh iQLBH.

- Tién hanh tra to bia, to roi so BHXH, thé BHYT va 01 bién ban giao nhan s6 BHXH, the
BHYT cho khach hang. (Yéu cau don vi, nguoi lao dong ky vao 01 Bién ban giao nhan so
BHXH, th¢ BHYT).

~ 4.Quy trinh chuyén quéa trinh tham gia BHXH tir nhiéu sé vé sb goc (Phiéu giao nhan
ho so so 304, 02 ban).

4.1. Quy trinh tém tat:
- Muc dich: Nguoi lao dong 6 nhiéu s6 BHXH, don lai thanh mét sb.

= Khi c6 cac phat sinh trén, don vi, nguoi lao dong nop hd so cho co quan BHXH theo
phiéu giao nhan ho so s6 304, 02 ban.

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



Burde 4a

Burire 3a

Burdre 1

r

Phang Cip
sd, thé

Phing (BP)
TNHS

Phong (BPF)
Thu

Khdch hang

F 3 Fy
Burirc 2
Budc 3b ——
® B phan cép
> 50, thé
Bude 4b

- Cdc buéc ““a” &p dung tei VP BHXH Thanh pho.

- Cdc buoc ““b” ap dung tai BHXH qudn huyén.

4.2. Quy trinh chi tiét:

Bwoc 1: B§ phan TNHS. Thai han 0,5 ngay lam viéc.

- Tiép nhan ho so theo Phiéu giao nhan ho so s6 304/..../SO.

- Tiép nhan don cua NLD, s6 BHXH gdc va cac s6 BHXH khac, the BHYT (néu c6) va ho
so khac kém theo (n€u c6), doi chicu, cap nhét ti€p nhan vao phan mém iQLBH. Truong hop
chua dugc giao so thi ghi 1o trong don).

- Céan bd TNHS truy cap phan mém thu doi chiéu dir ligu doi twong véi s6 BHXH va ho so
goc, nham xac dinh ding ho so kém theo.

- Cap nhat tiép nhan ho so vao phan mém iQLBH.
- Chuyén toan b hd so cho Phong Thu.

- X&c nhan giao nhan hd so trén phan mém iQLBH.
Luuy:

+ S6 BHXH c6 qua trinh dong BHXH, BHTN sau cung o co quan BHXH nao thi noi d6
thuc hién gop so.

+ Truong hop vira chuyén s6 vé s6 goc, vira dieu chinh nhan than thi b6 sung ho so bang ké
302 va giai quyet ho so theo nghiép vu bang ké 304/..../SO.

Bwoc 2: Phong (B phan) Thu. Thoi han 12 ngay lam viéc; quan, huyén 10 ngay lam
Viéc.

- Tiép nhan toan bo hoé so tir bo phan TNHS, d6i chiéu giao nhan hd so trén phan mém
iQLBH.

- D6i chiéu hd so nhén than, diéu chinh hoac nhap toan bo qua trinh tham gia BHXH,
BHTN tur noi khéac chuyén den.

- Chuyén qué trinh tham gia BHXH, BHTN tir cac SO khac vé 50 gdc (S6 gde 1a sb co thoi
gian tham gia BHXH sém nhat); chuyén ma thé¢ BHYT vé s6 géc - néu co.

- Giri cong vin (theo mau GO1-NB) cho cac co quan BHXH c6 lién quan. (Riéng véi co



quan BHXH ngoai tinh thi lap céng van (theo mau G02-NT) chuyén BHXH/TP ky guri), dé
chuyen qué trinh tham gia BHXH, BHTN tir s6 s6 BHXH dang quan Iy vé s6 sé géc trén phan
mém SMS.

- DGi v6i nhiing truong hop ¢6 s6 can gop, dong thoi con ¢d thoi gian dong tring BHXH,
BHTN. [(hi gop so hoac chot so nghi viée thi wu tién gitt lai thoi gian dong bao hiém va trinh tu
giai quyét nhu sau:

* Thir tu vu tién:

+ Thoi gian dong BHXH, BHTN di duoc chdt s6.
+ Noi dong ca BHXH, BHTN.

+ Noi dong BHXH, BHTN c6 murc lwong cao hon.

Luwu y: Doi Véi cdc truong hop phuc tap, khi thuc hién can phdi trao doi cu thé véi céc
phong nghiép v BHXH/TP dé dwoc hirong dan gidi quyét.

* Trinh tu giai quyét:

+ Can bo Thu lap Phiéu giai quyet cong vi¢c va 03 ban DO2-TS diéu chinh giam thoi gian
dong trung trinh lanh dao Ky duyét de thodi thu tién dong thira cho ngudi lao dong thdng qua don
vi. Bong thoi giri cong van (theo mau GO01-NB) cho co quan BHXH c6 lién quan dé diéu chinh
giam qua trinh dong trung trén phan mem SMS — néu c6 (theo ty 1€ 0%) va chuyén qua trinh
tham gia BHXH, BHTN con lai tir s6 s6 BHXH dang quan Iy vé s s goc.

+ Truong hop ¢o thoi gian dong trung o ngoai tinh thi can bo Thu chi thuc hién diéu chinh
giam thoi gian dong trung ¢ thanh pho. NEu nguoi lao dong muon gitr lai thoi gian dong tai
thanh pho, thi huéng dan nguoi lao dong lién hé vai BHXH tinh dé thodi thu thoi gian dong
trung.

- Chuyén toan bd hd so kém sé6 BHXH, thé¢ BHYT (néu c6) cho Phong (Bo phan) Cap sb
the.

Luu y:

- D6i véi 86 €6 qua trinh tir noi khdch chuyén dén néu c6 qua trinh da hirong BHXH 01
lan, tror cap BHTN khdng nhap dir liéu.

- Riéng BHXH quan huyén: Bg phan Thu sau khi kiém tra doi chiéu, nhdp bé sung, diéu
chinh diz lieu trén SMS, lap bién ban tham dinh (mau 03-BBTD) ky xac nhan ket qua tham dinh
giri vé BHXH Thanh pho (Phong cap sé, thé) bang tdp tin hinh dnh lén dwong truyén FTP (01
ban) d@é c6 co so-in s6 BHXH.

Buéc 3: Phong (B§ phan) S0, thé. Thoi han 13 ngay lam viéc; quan huyén 17 ngay lam
viéc bao gom ca thoi gian giao nhan s6 cap lai véi BHXH Thanh pho.

- Tiép nhan hé so tir bd phan thu, d6i chiéu giao nhan hd so trén phan mém iQLBH.

- Lap bién ban huy s6 BHXH trén SMS tai muc “hity ¢6 nhiéu s6 chon “YES” di vai s6 0
BHXH can chuyén qua trinh tir so huy ve s6 goc, chon “NO” doi vei s6 so BHXH huy do da
nhan trg cap 1 lan (CT) hoac s6 huy do nguoi lao dong khéng thira nhan (KB, KT).

- Thu hoai toan bd céc s6 BHXH (s6 BHXH mau cil, to bia s, cac trang to roi s6 BHXH),
the BHYT (néu c0), cat goc luu cung ho so dieu chinh,



- Lap phiéu ddi s6 BHXH.

- Can cr dir liéu da duoc can bo thu didu chinh hoic nhap bd sung (néu cd) trén SMS:

+ Kiém tra dit liéu nhan than, qua trinh nhap b sung (néu co).

~ + Kiém tra cac ché do da huong: thai san, tir tudt-TNLD, huéng BHXH 1 lan, huong trg

cap that nghiép.

* Néu s6 da huong BHXH 1 lan, huong tro cdp that nghiép thi thuc hién cit qua trinh da
hudng.

* Néu s6 da huong ché do tir tuAt-TNLD thi dong d4u vao trang 3 bia so.

+ Cap nhat dix liéu dé cap lai toan bo s6 BHXH, the¢ BHYT trén SMS theo dit liéu da duoc
diéu chinh.

* Néu s6 c6 thoi gian cudi cing dd dugc xac nhan bao luu thi cap lai to roi dén thoi diém
do.

* Néu s6 ¢6 thoi gian cudi cing da dwoc xac nhan in to roi hang ndm thi cap lai to roi dén
thoi diém cua nam da in.

* Néu sb 6 thoi gian cudi ciing da duoc xac nhan “TX” thi cap to roi “QT” dén thoi diém
12/2009;

* Néu s6 BHXH mau cii (loai 48 trang hodc 24 trang) da duoc ky duyét, xac nhan qua trinh
tru¢c ndm 1995 trén s6 BHXH va tiép tuc dong tai don vi d6 thi cap lai to roi “QT” den thoi
diém da duoc xac nhan trén so.

- Chuyén dir lieu tir chuong trinh SMS sang chuong trinh QLST dé duyét va in; in 02 bién
ban giao nhan s6 BHXH, Ky vao “dai dién bén giao”, in 02 phieu sir dung phoi lg‘la s6 (mau C06-
TS), in 02 phicu s dung phoi the BHYT - mau CO7-TS (n€u c6) luu 01 phicu vao ho so, 01
phiéu chuyén can bd quan ly phoi dé doi chiéu quyét toan.

- Trinh Ban Giam do¢c BHXH Thanh phd ky trén bia, t& roi s6 BHXH cép lai; Luu ho so
cap lai so BHXH;
- Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén to bia so, to roi so; the BHYT
(néu cd); 02 bién ban giao nhan s6 BHXH, th¢ BHYT cho Phong (b6 phan) TNHS.

* Luu y:

- Riéng ho so' do BHXH qudn huyén quan 1y, Phong cap so, thé can ci vao Bién ban tham
dinh vq de lieu do BHXH qugn huyén phuye‘n lén dé thuc hién duyét va in dong thoi in 01 danh
sach cap lai to bia, to roi s6 BHXH (neu c6) giao BHXH qudn huyén.

- Thoi han d@é Phong cap so thé in cdp lai s6 BHXH (to bia, to roi s6 BHXH) cho BHXH
qudn huyén la 06 ngay lam viéc bao gom ca ngay giao va nhdn.

- Ho so cap lai s6 BHXH luu tai Phong (b6 phan) so, thé sau 1 nam chuyén Phong (bd
phan) luu trir theo quy dinh.

Bwoc 4: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so tir Phong cap so, thé cap nhat vao chuong trinh iQLBH.

- Chuyén tra ho so giao nhan tir bo phan so, thé vao Bién ban giao nhan s6 BHXH cho



khéch hang.

~ 5.Quy trinh cAp lai s6 BHXH do mat: do nguoi lao dong lam mat hogc do don vi lam
mat (Phiéu giao nhan ho so so 305, 02 ban).

5.1. Quy trinh tém tit:

- Muc dich: Dung dé cap lai Sé BHXH cho ngudi lao dong khi mat (bao gdm do ngudi lao
dong lam mat hoac do don vi lam mat).

- Khi ¢6 cdc phat sinh trén, don vi, ngudi lao dong nop hd so cho co quan BHXH theo
Phiéu giao nhan ho so 305 (02 ban).

- Thoi han tra két qua: 45 ngay lam viéc.
5.1.1. Pdi véi cac don vi do BHXH Thanh phé quan Iy:
- So db:

Khach hang

I Bl

Phong Thu;
Bophan | B2 [ ponscsT e .| P.COBHXH.
TNHS B3

- Dién giai quy trinh:

+ Budc 1: Bo phan TNHS. Thaoi han 0,5 ngay.

+ Budc 2: Phong cap s, thé; Phong Thu; Phong Ché d6 BHXH. Thai han 44 ngay.
+ Budce 3: B6 phan TNHS. Thoi han 0,5 ngay.

5.1.2. Pdi véi cac don vi do BHXH quan, huyén quan ly:

- So db:
Khach hang Phong Ché |
do
4 B7
BI
B;IXH b2 Phe B3 Phong Cép s6
- ong < o ong Cap so,
qudn, huyén | ps.pg | TN&QLHS B4 the
B6

- Dién giai quy trinh:
+ Budc 1: BHXH quan, huyén. Thoi gian 9 ngay lam viéc trong do:
* Buoc 1.1: B phdn TNHS. thoi han 0,5 ngay lam viéc.



* Buéc 1.2: Bé phdn sé, thé. thoi han gidi quyét 8,5 ngay 1am viéc.
+ Buac 2: Phong TN & QLHS. Thoi han 0,5 ngay lam viéc.

+ Budc 3: Phong cip sd, thé; Phong Ché do: 24 ngay lam viéc trong d6 Phong ché do 7
ngay lam viéc.

+ Budc 4: Phong Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.
+ Budc 5: BHXH quan, huyén 04 ngay lam viéc trong do:

* Buéc 5.1 Bé phdn cdp s6, thé 0,5 ngay lam viéc.

* Buoc 5.2. Bé phdn Thu, thoi han 1,5 ngay lam viéc.

* Buéc 5.3. B6 phdn sé, the thoi han 02 ngay lam viéc

+ Budc 6: Phong cap s6, the BHXH Thanh phé 4,5 ngay 1am viée (trong do duyét dir lieu
02 ngay lam viéc; in so trinh ky dong dau 2,5 ngay lam viéc).

+ Buac 7: Phong TN & QLHS: 0,5 ngay.

+ Budc 8: BHXH quan huyén 2 ngay lam viéc trong do:

* Buéc 8.1. B6 phdn cap sé, the, 01 ngay lam viéc.

* Budc 8.2. Bo phan TNHS thoi han 01 ngay lam viéc.
5.2. Quy trinh chi tiét

5.2.1. Poi véi cac don vi do BHXH Thanh phé quan ly:
Buwdc 1: Bo phan TNHS. Thoi han 0,5 ngay lam viéc

- Tiép nhan, ddi chiéu, kiém dém ho so theo Phiéu giao nhan hd so 305;
- Chuyén toan bd hd so cho Phong cap so, thé.

- Xé4c nhan giao nhan hd so trén phan mém iQLBH.

Luu y:

-S6 BHXH mdt da ¢é qud trinh déong BHXH, BHTN sau cting & co quan BHXH nao thi noi
do thuc hién cap lai.

- Truong hop don vi hodc nguoi lao dong tim thdy §5 va tra lai co quan BHXH thi can bo
tiep nhan ho so chuyén ho so cho Phong (Bé phdn) cap so, thé.

Budc 2: Phong Cép s, thé; Phong Thu; Phong Ché d¢ BHXH. Thoi han 44 ngay lam
Viéc.

+ Phong Cép sé, thé. Thoi han 01 ngay.

- Tiép nhan ho so tir bo phan TNHS, d6i chiéu giao nhan trén phan mém iQLBH.

- Tién hanh kiém tra d6i chiéu ho so véi dit liéu thu trén SMS.

- Doi chiéu voi co s6 dir liéu cua Trung tam thong tin BHXH Viét Nam dé lam co s¢ xéc
minh qua trinh huong tro cap 01 lan.

- Cén ci Danh séch dé nghi cap lai s6 BHXH (mau 03a-DS/CLS) hodc Pon dé nghi cap lai

so BHXH (mau D01-TS), kiém tra, xac minh, doi chiéu ho so vai co s¢ dir liéu hién dang quan



ly, dac biét [é dir jiéu ctia Trung tam thong tin BHXH Viét Nam dé 1am co sé xac minh qué trinh
huong tro cap 1 lan, 1ap Cong van xac minh qua trinh dong BHXH, BHTN & noi khac (néu cd).

- Chuyén danh séch x4c minh huéng cac ché do BHXH (theo méau) cho phong Ché do
BHXH doi véi nhitng ho so' ¢6 qua trinh tham gia BHXH tru¢e ndm 2005; Chuyén danh sach
xac minh huéng BHTN do6i véi nhitng ho so du dieu kién huong BHTN.

* Truong hop s6 mat c6 qua trinh dong ¢ nhiéu noi tai dia ban Thanh phé thi can cur vao dir
liéu dong bo va ket qua xac minh huong BHXH 1 lan, xdac minh BHTN d¢ lap phicu dé nghi
(mau C02-TS) chuyén Phong Thu nhap b6 sung qua trinh.

* Truong hop s6 mit c6 qua trinh dong & BHXH tinh, thanh phé khac thi lap Cong vin xéac
minh trong thaoi han 30 ngay.

+ Phong Ché d BHXH. Thai han 07 ngay.

- Nhan Danh sach xac minh huéng trg cap 01 1an, tro cap that nghiép (theo mau) tir Phong
Cap s0, thé, xac nhan trén so6 giao nhan ho so.

- Kiém tra dbi chiéu xdc nhan chi tra cdc ché do trg cap BHXH, tro cap that nghiép va
chuyén tra Phong Cap so, thé.

+ Phong Cap s6, thé. Thoi han 01 ngay.

- Can ctr hd so dd duoc xac minh, kiém tra dbi chiéu qua trinh dong BHXH, BHTN. Néu s6
c¢6 qua trinh dong & noi khac chua huong hoac théng tin ca nhan (s6 CMND, ngay cap, noi cip
CMND, dia chi) con thiéu, 1ap Phiéu diéu chinh theo mau C02-TS kém gidy to c6 lién quan
chuyén Phong Thu.

- Trudng hop c6 qua trinh da huong BHXH 01 1an, tro cap that nghiép thi khdng tinh thoi
gian hudng.

Luu y: Néu da cfzuyén Phong Thu ban chinh: *“van ban xac nhdn qua trinh dong cua
Tinh”, thi can bé cap sé, the luu ban photo.

+ Phong Thu. Thoi han 04 ngay.
- Tiép nhan hd so tir Phong (B6 phan) Cap sd, thé.

- Cén ctr vao hd so: nhap bo sung céc thong tin vé nhan than con thiéu trén di ligu SMS,
doi chiéu, kiém tra qué trinh tham gia BHXH tir noi khac dé nhap di liéu vao phan mém SMS.

- Chuyén toan bd ho so cho Phong cap s6, theé, luu phiéu d& nghi hodc Cong vin xac nhan
qua trinh dong BHXH cua tinh.

Luu y: Poi voi so BHXH c6 qua trinh tir noi khac chuyén dén néu cé cé qud trinh da
huwong BHXH 01 lan, tro cap that nghiép thi khdng nhdap diz liéu.

+ Phong Cép s6, thé. Thai han 01 ngay.
- Béi chiéu kiém tra dir liéu thu trén SMS.
- Lap Bién ban tham dinh trinh hd so cho Ban giam dbc ky duyét.

- Céin cir Cong véan xéc minh ctia BHXH tinh, Phiéu xdc minh huong trg cap 01 Ian, trg cap
that nghiép cua Phong Che d6 BHXH, cat qua trinh da husng tro cap 01 lan hoac tro cap that
nghiép (néu co).



- Cap nhat dix liéu dé cp lai toan bo s6 BHXH trén chuong trinh SMS;

* Néu s6 ¢6 thoi gian cudi cing dd duoc xac nhan bao luu thi cap lai To roi dén thoi diém
do.

* Néu sb cd thoi gian cudi cing dd duoc xac nhan To roi hang nam thi cap lai To roi dén
thoi diém cua nam da in.

* Néu s6 BHXH mau cii (loai 48 trang hoic 24 trang) da duoc ky duyét, x4c nhan qua trinh
trude nam 1995 trén s6 BHXH va tiep tuc dong tai don vi d6 thi cap lai to roi “QT” dén thoi
diém da duoc xac nhan trén so.

- Chuyén dix liéu tir SMS sang chuong trinh QLST dé duyét va in s6 BHXH:

- In To bia, To roi 6 BHXH va 02 Bién ban giao nhan s6 BHXH ky vao “Pai di¢n bén
giao”, in 02 Phicu sir dung phoi bia s6 theo mau CO6-TS (luu 01 phi€u vao ho so, 01 phieu
chuyén can bo quan 1y phéi dé doi chiéu quyet toan).

- Trinh Ban Gidm do¢c BHXH Thanh phé ky trén bia, to roi s6 BHXH cap lai; luu hd so cap
lai s6 BHXH.

- Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén to bia s6, to rdi s6; 02 bién
ban giao nhan s6 BHXH cho Phong (bo phan) TNHS.

Luu y:

- Truwong hop nguoi lao déng c6 nhiéu sé s6 BHXH thi thyc hién cdp lai s6 trén chirong
trinh SMS (khdng in to bia to roi s6 cap lgi) va chuyén diz liéu tir SMS sang phan mém QLST
(khdng yéu cau duyet), in mdu 07/SBH (néu c6 qua trinh dong BHXH da duot xac nhan) kem
Phiéu yéu cau ggp s6 mau P01-DV hogc P02-CN dé tra hé so cho khdch hang.

Bwdc 3: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong cap s6, thé cap nhat vao chwong trinh iQLBH

- Chuyen tra ho so: to bia so, to roi s6, 01 Bién ban giao nhan s6 cho khach hang (yéu cu
khéach hang ky vao 01 bién ban giao nhan s6 dé luu).

5.2.2. Pdi véi cac don vi do BHXH quén, huyén quan ly:

Buwoc 1: BHXH quan, huyén. Thoi han 9 ngay lam viéc, Trong do:

Buoéc 1.1: Bé phan TNHS. thoi han 0,5 ngay lam viéc.

+ Tiép nhan, kiém dém hd so theo Phiéu giao nhan hé so 305.

+ Chuyén toan bo hd so cho bd phan s, thé.

+ X&c nhan giao nhan hd so trén phan mém iQLBH.

Luu y: S6 BHXH mat da c6 qué trinh dong BHXH, BHTN sau cing ¢ co quan BHXH nao
thi noi d6 thuc hién cap lai.

Budéc 1.2: Bo phan sé, thé. thoi han giai quyét 8,5 ngay lam viéc.

- Tiép nhan ho so tir bo phan TNHS, cén cir Danh sach dé nghi cap lai s6 BHXH (mau 03a-
DS/CLS, 01 ban) hodc Pon de nghi cap lai s6 BHXH (mau DO1-TS), tien hanh kiém tra, xac
minh, doi chiéu ho so véi co s¢ dir liéu hién dang quan ly, dac biét la di liéu cta Trung tdm



thdng tin BHXH Viét Nam. Trén co s¢ do 1ap bién ban tham dinh (miu 02-BBTP) Ban Giam
doc BHXH quan huyén ky, dong dau vao bién ban tham dinh.

- Chuyén toan b hd so cap mat s6 BHXH cho phong TN&QLHS (BHXH Thanh phd)
Budc 2: Phong TN&QLHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hd so tir BHXH quan, huyén cing phiéu giao nhan hd so theo mau thdng nhat.
- Kiém tra sb luogng va tinh phép ly caa hd so.

- Ghi ngay nhan va ngay tra trén phiéu giao nhan ho so caa BHXH quan, huyén.

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

- Chuyén hd so cho phong cip sb, thé kém theo phiéu giao nhan hd so véi BHXH quan,
huyén.

Budc 3: Phong Cap sé, thé; Phong Ché d§. Thoi han 24 ngay 1am viéc
Bwéc 3.1. Phong Cép sé thé.

- Tiép nhan hd so tir Phong TN&QLHS.

- X&c nhan giao nhan trén Phan mém iQLBH.

- Tién hanh kiém tra ddi chiéu ho so day di, hop Ié.

- Péi chiéu véi co s dit liéu caa trung tdm thong tin BHXH Viét nam dé 1am co s& Xac
minh qua trinh da hudng tro cap 1 lan.

- Chuyén danh sach xac minh huong cdc ché do BHXH (theo mau) cho phong Ché do
BHXH doi véi nhitng ho so c6 qua trinh tham gia BHXH truée ndm 2005; Chuyén danh sach
xac minh huéng BHTN do6i véi nhitng ho so du dicu kién huong BHTN.

- Trinh lanh dao ky va gui cong vén (theo mau) cho BHXH cac tinh, thanh ph noi ¢6 lién
quan dén qua trinh tham gia BHXH.

Buéc 3.2. Phong Ché @9 BHXH. Thai han 7 ngay 1am viéc

~ - Nhan phiéu xac minh huéng tro cAp BHXH (theo méu), xac minh huéng BHTN tir phong
cap so thé, xac nhan trén s6 giao nhan ho so.

- Kiém tra doi chiéu x4c nhan chi tré trg cap huu tri, BHXH mot lan, TNLD, BNN cac ché
d6 ngan han, BHTN va chuyén tra phong Cap so thé.

Buéc 3.3. Phong cip sé, thé:

- Cén cir két qua giai quyét ciia phong Ché do BHXH va BHXH cac tinh, thanh phé khac,
Phong cap so thé trinh Ban Giam doc ky duyét bién ban tham dinh ho so.

- Ban giao toan b ho so cho phong TN&QLHS, ké cé hd so khong du diéu kién kém phiéu
béo tra ho so.

- X&c nhan giao nhan trén Phan mém iQLBH

Bwoc 4: Phong TN&QLHS. Thoi han 0,5 ngay.

- Tiép nhan hd so da giai quyét tir Phong cap s, the.
- Kiém tra ho so day du theo quy dinh.



- Xé4c nhan trén phan mém iQLBH.

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

- X&c nhan giao nhan trén Phan mém iQLBH.

Bwaéc 5: BHXH quan, huyén. Thoi han 4 ngay lam viéc trong d6:
Budc 5.1 bd phan cép s, thé. Thoi han 0,5 ngay 1am viéc:

- Tiép nhan hd so tir phong TN&QLHS.

- Can ctr vao két qua thim dinh (mau 02-BBTD):

+ Néu khong du diéu kién cap lai so BHXH thi chuyén hd so cho bo phan TNHS dé tra hd
so va thong bao cho don vi, nguoi lao dong biét.

+ Néu du diéu kién cap lai thi 1ap phiéu dé nghi (miu C02-TS) cling hd so cap lai chuyén
bo phan Thu

Luwu y: Néu da cizuyén Phong Thu ban chinh: *“van ban xac nhdgn qua trinh dong cua
Tinh”, thi can bg Cap so, the luu ban photo.

Buwdc 5.2. B§ phan Thu. Thoi han 1,5 ngay lam viéc:

- Can ctr vao hd so: nhp bo sung céc thong tin vé nhan than con thiéu trén dit liéu SMS,
doi chiéu, kiém tra qua trinh tham gia BHXH tir noi khac dé nhap dir liéu vao phan mem SMS.

- Chuyén toan bd hd so cho bo phan s, thé; luu phiéu dé nghi hodc Cong van xac nhan qua
trinh dong BHXH cua tinh.

Luu y: Doi v6i s6 BHXH c6 qué trinh tir noi khac chuyén dén néu ¢6 ¢6 qué trinh da
huong BHXH 01 lan, tro cap that nghiép thi khéng nhap di liéu.

- Kiém tra d6i chiéu, hoan chinh di liéu trén SMS.
- Chuyén hd so cho bo phan cap s6, the.
Bwéc 5.3. Bd phan sé, thé. Thai han 02 ngay lam viéc.

- Tiép nhan hd so tir bo phan thu, kiém tra d6i chiéu, thuc hién cap lai s6 do mat trong
chuong trinh quan ly thu (SMS).

* Néu s6 ¢6 thoi gian cudi cing da dugc xac nhan bao luu thi cap lai To roi dén thoi diém
do.

* Néu s6 ¢6 thoi gian cudi cung da dugc xdc nhan To roi hang ndm thi cap lai To roi dén
thoi diém cia nam da in.

* Néu s6 BHXH mau cil (loai 48 trang hodc 24 trang) da duoc ky duyét, xac nhan qua trinh
truge nam 1995 trén s6 BHXH va tiep tuc dong tai don vi d6 thi cap lai to roi “QT” dén thoi
diém da duoc xac nhan trén so.

- Chuyén dit ligu tir SMS sang phan mém quan 1y s6, thé (QLST) chuyén dir liéu cap lai so
vé BHXH Thanh pho (Phong cap so, thé) dé yéu cau duyét.

Luu Y: Truong hop nguoi lao dgng co r;hié‘u s6 s6 BHXH thi thyc hi¢n cdp lai §(§ trén
chwong trinh SMS (khong in to bia to roi so cap lai) va chuyeén diz liéu tir SMS sang phan mem
QLST (khéng yéu cau duyét), in mau 07/SBH (néu cé qua trinh dong BHXH da dwoc Xac nhan)



Phiéu yéu cau ggp sé mau P01-DV hogc P02-CN dé trd hé so cho khdch hang.
Buwéc 6: Phong cap s6, thé. Thoi han 4,5 ngay 1am viéc.

- Can cir vao dir liéu yéu cau duyét caa quan huyén, kiém tra duyét dit liéu va can ct vao
bién ban tham dinh, thuc hién in toan bo s6 cap lai do mat cho BHXH quan huyén; in 02 danh
sach cap lai s6 BHXH (luu 01 danh sach, 01 danh sach chuyén BHXH quan huyén dé luu tai
BHXH quan huyén).

- Trinh Ban Giam d6¢c BHXH Thanh ph ky va chuyén phong HCTH déng dau , thoi han
0,5 ngay.

- Chuyén “Phiéu thong bao nhan hd so™ bang file PDF qua dudng truyén FTP thu muc;
Traodoi_Nghiepvu/04-Phong cap s, thé/Thdng bao nhan ho so “nam xxxx”.

- Chuyén Phong TNQLHS sé6 BHXH kém danh sach cip lai s6 va 02 bién ban giao nhan sb
(1 ban giao BHXH quan huyén, 01 ban phong TNHS luu).

Budéc 7: Phong TNQLHS. Thoi han 0,5 ngay.

Nhén s6 BHXH kém danh sach cap lai so va 02 bién ban giao nhan so tir Phong cap so, the
chuyén tra cho BHXH quan huyén theo “Phiéu théng béo nhan ho so”.

Bwaéc 8: BHXH quan huyén. Thoi han 2 ngay lam viéc trong do:
Budc 8.1. B§ phan cip s6, thé. Thoi han 01 ngay 1am viéc.

~ - In “phiéu thdng béo nhan hd so™ tir File PDF, can cir trén ngay hen tra ghi trén thong béo
dé nhan ho so tai phong TNQLHS.

- Luu hd so cap lai s6 BHXH va chuyén to bia, to roi s6 BHXH, bién ban giao nhan sb
BHXH cho bo phan TNHS.

Bwac 8.2. B§ phan TNHS. Thoi han 01 ngay lam viéc:

- Tiép nhan hd so tir bd phan s6, theé.

- Chuyén tra: to bia so, to roi s6, 01 bién ban giao nhan sé cho khach hang.

- X4c nhan giao nhan trén phan mém iQLBH.

6. Quy trinh cép lai s6 BHXH do hw héng (Phiéu giao nhan hé so sé 306, 02 ban).

6.1. Quy trinh tom tat:

- Muc dich: Cap lai so6 BHXH cho ngudi lao dong khi bi hu hong do quan Iy s6 khong tét.

- Khi c6 céc phat sinh trén, don vi nop hd so cho co quan BHXH theo phiéu giao nhan ho
so s0 306, 02 ban.

- Thoi han giai quyét: 16 ngay lam viéc; quan huyén 18 ngay lam viéc.
- So dé:
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6.2. Quy trinh chi tiét:
Bwdc 1: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan kiém dém, doi chiéu ho so theo Phiéu giao nhan ho so 306 cap nhat tiép nhan
vao phan mém iQLBH.

- Truong hop s6 hu hoéng do 16i co quan BHXH nhu in mo, in nhoe muc... thi can bo
TNHS nhan lai tir don vi hodac nguoi lao dong gom: To bia, to roi s6 BHXH va giai quyet tra
ngay.

- Chuyén hd so cho Phong (BP) Cap sb, thé.

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

Budéc 2: Phong (BP) céap sb thé. Thoi han 01 ngay lam viéc.

- Tiép nhan hd so tir bd phan TNHS, ddi chiéu giao nhan ho so trén phan mém TNHS.

- Doi chiéu s6 BHXH vsi dir ligu doi tuong trén phan mém SMS va danh sach dé nghi cip
lai s6 BHXH (mau 03a-DS/CLS, 01 ban) hoac Bon dé nghi cap lai s6 BHXH (mau DO1-TS).

+ Thong tin c& nhan trén di liéu SMS véi s6 BHXH. )
+ Dir liéu tir noi khac chuyén dén (néu co).

- Néu dir liéu c6 sai léch thong tin hoac so ¢6 qua trinh tir noi khac thi can bo so lap (02
ban) phieu dieu chinh theo mau (mau C02-TS) va toan bg ho so chuyen can b thu dé dieu chinh,
hoac nhap bo sung dir liéu trude khi xac nhan.

Bwoc 2.1: Phong (B phan) Thu. Thoi han 06 ngay lam viéc; quan huyén 04 ngay lam
Viéc.

- Tiép nhan phiéu dé nghi diéu chinh va hé so tir can bo so, xac nhan trén s6 giao nhan ho
SO.

- Can ct phiéu diéu chinh va ho so cta can bo sé chuyén, tién hanh kiém tra, diéu chinh
hoac nhap bo sung thdng tin vé ca nhan nguoi tham gia vao chuong trinh SMS.

- Nhap toan b qué trinh tir noi khac chuyén dén (néu co) vao chuong trinh SMS.
- Chuyén lai 01 phiéu diéu chinh va hd so cho can bo s6.
Luu i DO Véi $6 €6 qué trinh tir noi khdc chuyén dén néu co qud trinh dé huong BHXH
01 lan, tro cap BHTN khong nhgp diz li¢u.
y Busc 2.2: Phong (B§ phén) Cap so, thé. Thoi han 08 ngay 1am viéc; quan huyén 13 ngay
am Vigc.



- Tiép nhan hd so tir b phan Thu, dbi chiéu giao nhan hd so trén phan mém iQLBH.

_ - Kiém tra dit ligu dong b trén SMS dé xéc dinh nguoi lao dong c6 1 s6 s6 BHXH hay
nhiéu s6 BHXH.

* Truong hop kiém tra phat hién nguoi lao dgng cé nhiéu so, ldp phiéu yéu cau nguoi lao
dong lam thu tuc gop sé va tra ho so cho bé phan TNHS.

* Truong hop chi c6 1 s6 s6 BHXH duy nhat thi thuc hién:

- Thu hoai toan bo s6 BHXH (s6 BHXH mau cii, t& bia 6, c4c trang to roi s6 BHXH), cét
goc luu cung ho so dieu chinh.

- Lap phiéu ddi s6 BHXH.
- Can cr dir liéu da duoc can bo thu didu chinh hoic nhap bd sung (néu cé) trén SMS:
+ Kiém tra dit liéu nhan than, qua trinh nhap b sung (néu co).

~ + Kiém tra cac ché do da huong: thai san, tir tuat-TNLD, huéng BHXH 1 lan, huong trg
cap that nghiép.

* Néu s6 da huong BHXH 1 lan, huéng tro cdp that nghiép thi thuc hién cat qua trinh da
hudng .

* Néu s6 dd huong ché do thai san, tir tuat-TNLD thi dong dau vao trang 3 bia s6.

+ Cap nhat dir liéu dé cap lai toan bo s6 BHXH, thé BHYT theo dir liéu da duoc diéu
chinh.

* Néu s6 c6 thoi gian cudi cing di dugc xac nhan bao luu thi cap lai to roi dén thoi diém
do.

* Néu s6 c6 thoi gian cudi cing da dugc x4c nhan to roi hang ndm thi cp lai to roi dén
thoi diém cua nam da in.

* Néu sb 6 thoi gian cudi ciing da duoc xac nhan “TX” thi cap to roi “QT” dén thoi diém
12/20009.

* Néu s6 BHXH méu cii (loai 48 trang hodc 24 trang) da dwoc ky duyét, xac nhan qua trinh
truge nam 1995 trén s6 BHXH va tiép tuc dong tai don vi d6 thi cap lai to roi “QT” den thoi
diém da duogc xac nhan trén so.

- Chuyén di liéu tir SMS sang chuong trinh QLST dé duyét va in s6 BHXH.

- In t0 bia 6, to roi s6 BHXH, “ban tong hop qua trinh dong BHXH, BHTN” va 02 bién
ban giao nhan s6 BHXH, ky vao “dai dién bén giao”, in 02 phicu st dung phdi bia so (mau C06-
TS), luu 01 phiéu vao ho so, 01 phicu chuyén can bo quan 1y phdi dé doi chiéu quyét toan;

- Trinh Ban Giam d6¢ BHXH Thanh phd ky trén bia, to roi s6 BHXH cap lai.

- Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén to bia s6 va to roi s6 BHXH
va 02 bién ban giao nhan s6 BHXH cho b6 phan TNHS.

Luu y:

- Riéng BHXH qudn huyén: B¢ phan sé’,, thé cdp nhat diF liéu cap lai s6 BHXH, lap bién
ban tham dinh (mau 03-BBTP) ky xac nhan ket qua tham dinh gui vé BHXH Thanh pho (Phong



cap sé, thé) bang tdp tin hinh dnh Ién dwong truyén FTP (01 ban) dé c6 co sé in s6 BHXH.

- Phong Cap s6, the can cit vao Bién ban tham dinh va di liéu do BHXH qudn huyén
chuyén lén deé thuc hién duyét va in dong thoi in 01 danh sach cap lai to bia, to roi s6 BHXH
(néu cd) giao BHXH qudn huyén.

- Thoi han dé Phong cap so thé in cap lgi s6 BHXH (to bia, to roi s6 BHXH) cho BHXH
qudn huyén la 06 ngay lam viéc bao gom ca ngay giao va nhdn.

- Ho so cdp lai s6 BHXH heu tai Phong (bg phdn) sé, thé sau I nam chuyén Phong (bé
phdn) luu triv theo quy dinh.

Buwdc 3: Phong (b phan) TNHS.

- Tiép nhan hd so tir bd phan s6, the.

- Chuyén tra: to bia s, to roi s, 01 bién ban giao nhan sb cho khach hang.
- X&c nhan giao nhan trén phan mém iQLBH.

7. Quy trinh Thu hdi s6 BHXH dé chot ciia ngudi lao dong nghi viéc sau 12 thang
khong den nhan so (Phieu giao nhan ho so so 309, 02 ban).

7.1. Quy trinh tom tat:

- Muc dich: ding dé thu hdi 6 BHXH da chdt ciia nguoi lao dong nghi viéc sau 12 thang
khong deén nhan s6 BHXH, don vi ngp lai co quan BHXH noi dang tham gia.

- Piéu kién: S6 BHXH di duogc chét xac nhan bao lwu.

- Thai han tra két qua: tra ngay.

- So do:
Khach hang
Jr Buée | Buge 2a Bude 3
Phong (BP) Phong (BP) ( B& phén
TNHS Thu TNHS

Budc 2b

- Dién giai quy trinh:

+ Budc 1: Bo phan TNHS.

+ Budc 2: Phong (BP) Thu.

+ Budc 3: Bo phan TNHS.

7.2. Quy trinh chi tiét:

Buwadc 1: Bo phan TNHS. Thoi han trong ngay lam viéc



- Tiép nhan hd so theo phiéu giao nhan hd so 309.

- H6 so gdm: Danh sach dé nghi thu hdi s6 BHXH cua don vi (02 ban). file dir ligu cua
danh sach d& nghi thu hdi s6 BHXH; s6 BHXH miu cii (da duoc chot xac nhan bao luu) hodc to
bia s6 BHXH, cac to roi s6 BHXH (s6 mau méi).

- To khai tham gia BHXH, BHTN mau 01-TBH, hoic mau A01-TS, 01 ban (néu co).
- Kiém dém s6 BHXH so vai danh sach nham xac dinh sb luong chinh xéc.

- Lap “phiéu giao nhan s6” tra don vi 01 ban.
- Kiém tra qué trinh tham gia BHXH trén s6 da chdt néu:

+ Trén s6 BHXH chi ¢6 qua trinh tham gia BHXH tai Thanh phd Ho Chi Minh chuyén s6
BHXH vé kho luu trir theo quy dinh.

+ Trén s6 BHXH c6 qua trinh tham gia BHXH ¢ tinh, thanh phé khac chuyén Phong (Bo
phan) Thu dé nhap dir liéu vao chuong trinh SMS.

- Chuyen dir ligu vao kho lwru dir liéu thu hdi s6 BHXH theo dia chi
http://serverpt/thuhoiso/ d¢ 1am co s tra cru, Xac nhan khi nguoi lao dong 1€n nhan so.

Buwdéc 2: Phong (Bo phan) Thu.
- Tiép nhan hd so tir bd phan TNHS.

- Kiém tra ddi chiéu dix liéu trén SMS véi s6 BHXH, nhap b sung hozc diéu chinh, hoan
tat dir liéu vao chuong trinh SMS.

- Lap bién ban giao nhan, chuyén h so, s6 BHXH cho phong TNHS (bo phan luu tri).
Buoc 3: B¢ phan TNHS.
- Tiép nhan hd so, s6 BHXH tir Phong (BP) Thu luu trit theo quy dinh.

Luu y: Dbi v6i nhitng s6 BHXH d3 tiép nhan tir trudc ngay 01/12/2014, khi ngudi lao
d6ng nhan lai s6 néu ¢6 qua trinh tham gia BHXH & tinh, thanh phd khac nhung chua dugc nhap
vao chuong trinh SMS, Bo phan luu trir ¢ trach nhiém cung cip cac s6 BHXH nay cho Phong
(b6 phan) Thu nhap bd sung qua trinh vao SMS dé 1am can ct cap lai s6 BHXH.

8. Quy trinh b6 sung hd so' cAp s6 BHXH cho lao dong ky truéc (Phiéu giao nhan hé
so 50 310, 02 ban).

8.1. Quy trinh tém tit:

- Muc dich: Dung dé cap s6 BHXH cho lao dong cac ky trudc do thiéu thong tin chua
duoc cap so6 BHXH, nay da hoan thién xong ho so.

- Khi ¢6 phat sinh trén, don vi nop ho so cho co quan BHXH theo Phiéu giao nhan h so s6
310, 02 ban.

- Thoi han tra két qua: 10 ngay lam viéc
- So do:
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- Bué6c “a” &p dung ddi véi Phong cap s6, the BHXH Thanh phé.
- Budc “b” ap dung ddi véi BHXH quan, huyén.

- Dién giai quy trinh:

+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (BP) Thu. Thoi han 05 ngay lam viéc.

+ Budc 3: Phong (BP) Cap s6, thé. Thai han 04 ngay 1am viéc.

+ Budc 4: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

8.2. Quy trinh chi tiét:

Budéc 1: Bo phan TNHS. Thai han 0,5 ngay lam viéc.

- Tiép nhan kiém tra d6i chiéu ho so theo Phiéu giao nhan hd so 310
- Cap nhat tiép nhan ho so vao phan mém iQLBH.

- Chuyén hd so va dit liéu vi tinh cho Phong (BP) Thu.

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

Buwdc 2: Phong (BP) Thu. Thoi han 05 ngay lam viéc.

- Tiép nhan ho so va dix liéu vi tinh (néu c6) tir can bo tiép nhan ho so. Boi chiéu giao nhan
ho so trén phan mém TNHS.

- Kiém tra va nhap dieu chinh, b6 sung nhirng thdng tin nhan than vao dir liéu ho so ca
nhan cua phan mém SMS.

- Chuyén toan bo hd so cho phong cap so, thé, cap nhat tinh trang hd so trén phan mém
iQLBH.

Buéc 3: Phong (BP) Cap s6, the. Thoi han 04 ngay lam viéc.
- Tiép nhan hd so tir can bo thu, d6i chiéu giao nhan ho so trén phan mém iQLBH.
- Kiém tra, d6i chiéu thdng tin danh sach tham gia BHXH, BHTN, BHYT trén SMS.



- Cap nhat dit liéu cdp méi to bia trén phian mém SMS
- Chuyén dit liéu tir SMS sang phan mém quan ly so, thé QLST dé duyét va in

_ - In cap méi to bia s6 va 02 bién ban giao nhan s6 BHXH. In 02 phiéu sir dung phéi bia s6
(mau C06-TS) luu 01 phiéu vao ho so, 01 phiéu can bo quan 1y phoi dé doi chiéu quyét toan.

- Luu hd so mau D09a; 01 t& khai tham gia BHXH, BHYT

- Cap nhat tinh trang hd so vao phan mém iQLBH.

- Chuyén to bia s6 BHXH, 01 Bién ban giao nhan s6 BHXH cho Phong (b6 phan) TNHS.
- X&c nhan giao nhan trén phan mém iQLBH.

Luu y: Trwong hop kiém tra phat hi¢n nguoi lao dong co nhiéu sé, ldp phiéu yéu cau
nguweoi lao dong 1am thi tuc gép sé va trd ho so cho bé phdn TNHS.

Bwéc 4: By phan tra két qua. Thoi han 0,5 ngay 1am viéc.
- Tiép nhan hd so tir can bo s6, cap nhat vao chuong trinh iQLBH.

- Tién hanh tra to bia s BHXH, 01 Bién ban giao nhan s6 BHXH cho khach hang (yéu cau
don vi ky vao Bién ban giao nhan so BHXH).

9. Quy trinh diéu chinh qua trinh di dugc chét xac nhan trén s6 nhung ngudi lao
dong da nghi viéc ngirng dong BHXH (Phieu giao nhan ho so so 311, 02 ban).

9.1. Quy trinh tom tit:

- Muc dich: Dung dé diéu chinh qué trinh tham gia BHXH da duoc Ch6~t xé&c nhan trén sb
nhung nguoi lao dong da nghi viéc ngung dong BHXH khi c6 sai sot thuoc Ioi cua don vi nhu:
thoi gian, mirc dong, thay doi chirc danh nghe...

- Khi c6 phét sinh sai s6t vé thoi gian, chirc danh nghé ... 15i thuoc vé don vi, don vi nop hd
so cho co quan BHXH theo PGNHS s6 311, 02 ban.

- Thoi han tra két qua: 16 ngay lam viéc.

- So dd:
Khédch hang
1 B 2 Burdc 4
B phén ' Phong (BP) Ph&n; (BP) B& phén
THNHS l Thu Eﬁ]:r 56, thé THHS
Burdre 1 Burde 3

- Dién giai quy trinh

+ Buac 1: B6 phan TNHS. Thot han 0,5 ngay lam viéc.

+ Budc 2: Phong (BP) Thu. Thoi han 07 ngay lam viéc.

+ Budc 3: Phong (BP) Ciap s6, thé. Thai han 08 ngay lam viéc.



+ Budc 4: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

9.2. Quy trinh chi tiét:

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

- Tiép nhan kiém dém, ddi chiéu hd so theo Phiéu giao nhan hd so 311;

- Cap nht tiép nhan hd so vao phan mém iQLBH.

- Chuyén hd so va dit liéu vi tinh (néu c6) cho Phong (BP) Thu.

- Xé4c nhan giao nhan hd so trén phan mém iQLBH.

Buwdc 2: Phong(bo phan) Thu. Thoi han 07 ngay lam viéc.

- Tiép nhan hd so tir can bo TNHS, dbi chiéu giao nhan hd so trén phan mém iQLBH.

- Can ctr miu D02-TS; To khai thay doi thong tin nguoi tham gia BHXH, BHYT (miu
TK2-TS) kiém tra doi chieu nhap b6 sung, hoac dicu chinh gué trinh dong BHXH, BHTN vao
phan mém SMS, nhap toan b6 qua trinh tir noi khac chuyén dén (néu c6) vao phan mém SMS.

- Can bo Thu sau khi xu ly xong ky xac nhan vao mau D02-TS, chuyén toan bd hd so cho
Phong (BP) Cap so, thé.

- Cap nhat tinh trang hd so vao phan mém SMS.

Buéc 3: Phong (BP) Cap s, thé. Thoi han 08 ngay lam viéc.

- Tiép nhan hd so tir bo phan thu, xac nhan tinh trang hd so trén phan mém TNHS.

- Can c dir ligu trén SMS da duoc ¢én b thu nhap diéu chinh trén SMS, tién hanh doi
chicu dir liéu trén SMS véi qua trinh dieu chinh ghi trén trén ban D02-TS; to khai TK2- TS; xac
nhan qua trinh da dugc dicu chinh “CS” trén SMS; chuyén dir lieu tir SMS sang phan mém quan
ly so, tbé QLST d¢ yéu cau duyet va in, in to roi c6 ndi dung dieu chinh. In 02 Bién ban giao
nhan s6 BHXH, ky vao “Dai dién bén giao”. Trinh Ban Giam doc BHXH Thanh pho hodc

BHXH quén huyén (theo phan cap quan ly) ky trén to roi s6, Chuyén s6 BHXH cho phong (b6
phan) hanh chinh dé dong dau.

- Phong (bd phan) Hanh chinh téng hep. Thoi han gial quyét 0,5 ngay 1am viéc. Nhan )
BHXH thuc hi¢n dong dau, dong dau giap lai vao to roi diéu chinh véi to roi chdt so cudi cung
(dol v6i s6 BHXH mau cii da chdt sd truge thang 12/2009 dong dau giap lai vao trang chét so
cudi cling) va chuyén tra cho b phan sb.

- Chuyén s6 BHXH kém to roi s6 BHXH va 01 bién ban giao nhan s6 BHXH cho b phan
TNHS.

Luu §: Ho so diéu chinh ngi dung da ghi trén s6 BHXH leu tai Phong (bg phan) cdp so,
thé sau 1 nam chuyén Phong (bé phdn) luu triv theo quy dinh.

Buéc 4: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hé so tir Phong (BP) Cap s, thé cap nhat vao chuong trinh iQLBH

- Tién hanh tra s6 BHXH, to roi s BHXH va 01 bién ban giao nhan s6 BHXH cho khéch
hang (yéu cau don vi ky vao bién ban giao nhan s6 BHXH).

10. Quy trinh giai quyét hd so cap s6 BHXH cho ky trwéc: Ap dung d6i voi sé s6



BHXH mau cii con ton tai ¢ don vi hodc da duoc cap s6 so nhung chua 1ap HS cap to bia s
BHXH (Phiéu giao nhan ho so s6 312, 02 ban).

10.1. Quy trinh tom tat:

- Muc dich: Dung Qé cap s6 BHXH cho cac truong hop da duogc cap sé s6 BHXH ’mﬁg cu
nhung chua du’qc‘duyét, SO trang 3 con ton tai & don vi s dung lao dong hoac da duoc cap so6 so
nhung chua 1ap ho so cap to bia.

- Khi ¢6 phét sinh trén, don vi nop hd so cho co quan BHXH theo phiéu giao nhan hd so sb
312, 02 ban.

- Thai han tra két qua: 10 ngay lam viéc; quan huyén 10 ngay lam viéc.
- So' d6:

Khach hing \

Burde 2 B 4
L

Bé phin Phang (BP Phong (BP) B& phén
TNHS Thu Cép S6, thé TNHS

Bude | Burde 3

- Dién giai quy trinh:

+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (BP) Thu. Thoi han 05 ngay lam viéc.

+ Budc 3: Phong (BP) Cap s6, thé. Thai han 04 ngay 1am viéc.
+ Budc 4: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

10.2. Quy trinh chi tiét:

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

- Tiép nhan hd so theo phiéu giao nhan hé so s6 312.

- Pdi voi s6 BHXH (mAu cil):

+ T khai tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
+ S6 BHXH di ghi trang 3 (sap Xép theo diing s6 thir tu s6 s6 dugc cap).
+ Phoi s6 tring tra lai (néu co).

- Poi voi s6 BHXH (mau méi):

+ T khai tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
- Cap nhat tiép nhan ho so vao phan mém iQLBH.

- Chuyén toan b hé so cho Phong (BP) Thu.

- X&c nhan giao nhan ho so trén phan mém iQLBH.



Luwu y: Quy trinh ndy chi 4p dung ddi voi s6 c6 qua trinh tham gia tir 07/1995 tré vé sau.
Buwdc 2: Phong (BP) Thu. Thoi han 05 ngay lam viéc.

- Tiép nhan s6 BHXH, to khai tham gia tir bo phan tiép nhan ho so, déi chiéu giao nhan ho
so trén phan mém iQLBH.

- Béi chiéu, kiém tra dit liéu trén phan phan mém SMS cing céc hd so tir bo phan TNHS
chuyén toi, tien hanh nhép cac thong tin con thicu: s6 CMND, ngay cap, noi cap trén tung to
khai vao dir liéu ho so ¢4 nhan cua phan mém SMS.

- Chuyén toan bd hd so cho Phong (bd phan) cip so, thé.
- Xé4c nhan giao nhan hd so trén phan mém iQLBH.
Buéc 3: Phong (B phan) Cap sé, thé. Thoi han 04 ngay 1am viéc.

- Kiém tra, ddi chiéu hd so diéu chinh bb sung cua don vi vai dit liéu trén SMS néu khép
duang.

- Trinh ky, dong dau (s6 mau cii).

- Cap nhat di ligu cap s6 BHXH trén chuong trinh SMS, chuyén tir SMS sang chuong trinh
quan ly s6, the QLST dé yéu cau duyét va in, in to bia (s6 mau méi) in 02 phiéu sir dung phdi bia
s6 (mau CO06-TS) luu 01 phiéu vao hd so, 01 phiéu chuyén cén bo quan 1y phéi dé ddi chiéu
quyét toan. In 02 bién ban giao nhan s6 BHXH.

- Cap nhat tinh trang hd so vao phan mém iQLBH.
- Giao nhan hd so v6i bo phan TNHS trén phan mém iQLBH.

Luu y: Truong hop kiém tra phat hi¢n nguoi lao dgng c6 nhiéu so, lap phiéu yéu cau
nguoi lao dong lam thu tuc gép so va tra ho so cho bo phan TNHS.

Buwdc 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (BP) cap sd, thé cap nhat vao chuong trinh TNHS.

- Tién hanh tra s6 BHXH va 01 bién ban giao nhan cho khach hang (yéu cau khach hang ky
vao 01 bién ban).

11 . Nguoi lao ddng dé nghi nhan s6 BHXH do don vi di ndp co' quan BHXH (Phiéu
giao nhan ho so' so 314, 02 ban)

11.1. Quy trinh tom tat:

- Muc dich: Dung dé tra s6 BHXH cho ngudi lao dong trong truong hop s6 da duoc xé&c
nhan thoi gian dong BHXH, BHTN, nhung sau 12 thang khong nhan so, don vi da tra I§i cO quan
BHXH va luu trit tai BHXH quan, huyén hoac tai Phong TN&QLHS BHXH Thanh pho.

- Khi nguoi lao dong yeéu cau nhan lai s6 BHXH, ngudi lao dong nop hd so cho co quan
BHXH theo phiéu giao nhan ho so s6 314, 02 ban.

- Thai han tra két qua: 12 ngay lam viéc; quan huyén 14 ngay lam viéc.
- So dd:



-

Khéch hang Phéng Thu
e 1 I Buac 3.4 Biurcve 5
Phong (BF) .| Phong (BP) B& phin
TNHS | Capso. the | THNHS
Buroe 2

- Dién giai quy trinh:

+ Budce 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (BP) Cap s6, thé. Thai han 01 ngay lam viéc.

+ Budc 3: Phong (BP) Thu. Thoi han 04 ngay lam viéc; quan huyén 03 ngay lam viéc.

+ Budc 4: Phong (BP) Cap sb, thé. Thoi han 06 ngay lam viéc; quan huyén 09 ngay lam
VIEC.

+ Buac 5: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

11.2. Quy trinh chi tiét:

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

- Tiép nhan hd so theo PGNHS sb 314 gdom: don dé nghi nhan lai s6 BHXH (miu
314/SBH, 01 ban).

- Can clr vao thong tin trén don cua nguoi lao dong, tra cau voi kho dir liu thu hdi s6 (co
quan BHXH nao dé thyuc hién xong viéc chuyén dir liéu thu hoi s6 vao kho dix liéu chung toan
thanh pho thi thuc hién tra ctru theo dia chi http://serverpt/thuhoiso/):

+ Truong hop khong co trén dit ligu thi ghi rd y kién vao don, yéu cau don vi sit dung lao
dong co6 trach nhiém giai quyeét cho nguoi lao dong.

+ Truong hop c6 tén trén di lieu thu hdi so thi can bo tiép nhan ky xac nhan vao don va
tiép nhan ho so.

- Cap nhat tiép nhan ho so vao phan mém iQLBH.
- Chuyén hd so cho Phong (BP) Cap s, thé.

Luwu y: Phong cdng nghé thdng tin da xdy dung xong phan mém tra cizu diz lidu thu hoi so
theo dia chi http://serverpt/thuhoiso/, dé nghi BHXH qudn huyén khan truwong hoan chinh diz
lidu thu hei s6 chuyén Phong Cong nghé thong tin dé tich hop vao kho di liéu chung toan Thanh
phé lam co s6 tra citu.

Buéc 2: Phong (BP) Cap s6, thé. Thoi han 01 ngay lam viéc.

- Tiép nhan hd so tir bo phan TNHS, d6i chiéu giao nhan hé so trén phan mém iQLBH.

- Cén cur vao thong tin trén don cua nguoi lao dong thuc hién:

+ Dbi chiéu voi dit liéu dong bo dé xac dinh s6 hay, s6 da huong BHXH 1 1an, BHTN...

+ P6i chiéu vai dir liéu trén SMS dé kiém tra thdng tin cap so, chét so, cap lai s6 do mat....



ctia NLD, kiém tra thong tin vé nhan than trén SMS néu day du lap phiéu doi s6 BHXH. Truong
hop thicu thong tin so voi don cua ngudi lao dong 1ap phicu yéu cau theo mau C02-TS, chuyén
ho so cho Phong (BP) Thu dé nhap bo sung.

Buwdc 3: Phong (BP) Thu. Thoi han 04 ngay lam viéc; quan huyén 03 ngay lam viéc.

- Nhan ho so tir Phong (BP) Cép s, the, tién hanh nhap b6 sung céc thdng tin vé ca nhan
ngudi tham gia BHXH con thiéu, hoan chinh dir liéu trén SMS.

- Chuyén hd so cho Phong (Bd phan) cap s, thé.

- Bwéc 4: Phong (BP) Cép sb, thé. Thoi han 06 ngay 1am viéc; quan huyén 09 ngay lam
Viéc.

- Nhan ho so tir Phong (BP) Thu kiém tra céc thdng tin vé ca nhan trén di ligu SMS, néu

day du thuc hién cap nhat dix liéu dé cap lai to bia, to roi s6 BHXH trén SMS.

- Chuyén dit liéu tir chwong trinh SMS sang chuong trinh QLST dé duyét va in

- In t0 bia 6, tor roi s6 cAp lai va 02 Bién ban giao nhan s6 BHXH ky vao “Dai dién bén
giao”, in 02 phicu s dung phdi bia s6 (mau CO6-TS), luu 01 phicu vao ho so, 01 phieu chuyén
can bo quan ly phoi dé doi chieu quyet toan.

- Trinh Ban Giam d6¢c BHXH Thanh phé ky, dong dau trén to bia, to roi so.

- Luu hd so: don dé nghi nhan lai s6 BHXH cua NLD.

- Chuyén tra hd so (to bia, to roi, bién ban giao nhan s6) cho bo phan TNHS.

- Cap nhat tinh trang vao phan mém QLST.

- Cit qua trinh da huong BHXH 1 1an, BHTN (néu c6) trén SMS

Luuy:

- Riéng BHXH qudn huyén: Bg phdn so, the cap nhat di liéu cap lai s6 BHXH, ldp bién
ban tham dinh (mau 03-BBTD) ky xdc nhdn ket qua tham dinh gui vé BHXH Thanh pho (Phong
cap so, thé) bang tap tin hinh anh lén dwong truyen FTP (01 ban) dé co co so in s6 BHXH.

- Phong Cap s0, the can cir vao Bién ban tham dinh va dit ligu do BHXH qudn huyén
chuyén lén de thuc hién duyét va in so BHXH cap lai cho BHXH qudn huyén, dong thoi in 01
danh sach cap lai to bia, to roi s6 BHXH (néeu cd) giao BHXH qudn huyén.

- Thoi han dé Phong Cap so the in cdp lai s6 BHXH (to bia, to roi s6 BHXH) cho BHXH
qudn huyén la 06 ngay lam viéc bao gom ca ngay giao va nhdn.

- H6 so cdp lai s6 BHXH heu tai Phong (bé phdn) sé, thé sau I nam chuyén Phong (bé
phan) luu triz theo quy dinh.

- Truwong hop ngueoi lao dong co [\hiéu S6 S0 BHXH thi thuc hien cap lai S(f trén chwong
trinh SMS (khdng in to bia to roi so cap lai) va chuyeén dir liéu tir SMS sang phan mém QLST
(khdng yéu cau duyet), in mau 07/SBH (neu co qua trinh dong BHXH da duoc xac nhdn) kém
Phieu yéu cau gop so mau PO1-DV hogc P02-CN dé tra ho so cho khach hang.

Buwdc 5: Bo phan TNHS. Thai han 0,5 ngay lam viéc.

- Tiép nhan s6 BHXH tir Phong (B6 phan) cap sd, thé, cap nhat vao chuong trinh iQLBH.



- Chuyén tra to bia, to roi s6 BHXH va 01 bién ban giao nhan s6 BHXH cho khach hang.

12. Quy trinh chuyén qua trinh tham gia BHXH tir nhiéu s6 vé s6 géc trong trudong
hop c6 mot hoac nhieu so BHXH dang lwu giir tai co quan BHXH (phiéu giao nhan ho so
315, 02 bin).

12.1. Quy trinh tom tat:

- Muc dich: nguoi lao dong c6 nhiéu sé6 BHXH, don lai thanh mét sb, trong d6 c6 mot
hoac nhiéu so BHXH dang dugc luu giir tai co quan BHXH.

-Luuy:

+ S6 BHXH c6 qua trinh dong BHXH, BHTN sau cung & co quan BHXH nao thi noi d6
thuc hién gop so.

+ Truong hop vira chuyén s6 vé s6 géc, vira diéu chinh nhan than thi bo sung ho so Phiéu
giao nhan s6 302 va giai quyeét ho so theo nghiép vu Phiéu giao nhan ho so 304.

- Thoi han tra két qua: 26 ngay lam viéc (BHXH quan, huyén 28 ngay)
- So dé:

Khach
héng

" Bde

B2 B3 B4 r Bs
.| BP. Luu .| Phéng CB .| Phong (BF) .| Phong

| trir HS "| BHXH TP | Thu | (BP)CST

[ Y

B& phin
THHS

B4b

Bé

Luru y: cac budc B4b va B4c ap dung cho BHXH quan, huyén

- Dién giai quy trinh:

+ Buac 1: Phong (Bo phan) TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Bo phan luu trit hd so. Thoi han 02 ngay 1am viéc.

+ Budc 3: Phong Ché do BHXH. Thai han 03 ngay lam viéc.

+ Budc 4: Phong (Bo phan) Thu. Thoi han 11 ngay lam viéc.

+ Budc 5: Phong (b6 phan) Cap so, thé. Thai han 9 ngay; quan huyén: 11 ngay 1am viéc.
+ Budc 6: Phong (b6 phan) TNHS. Thoi han 0,5 ngay.

12.2. Quy trinh chi tiét

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

- Tiép nhan cong van (don) cia ngudi lao dong, so BHXH goc va céc s6 BHXH khac, the
BHYT (néu c6) va ho so khac kém theo (neu co), doi chiéu, cap nhat tieép nhan vao phan mém
TNHS. Truong hop chua duoc giao so thi ghi rd trong don.



- Can bd TNHS truy cap phan mém thu ddi chiéu dit ligu ddi twong véi s6 BHXH va hd so
goc, nham xac dinh dang ho so kém theo.

- Cap nhat tiép nhan hd so vao phan mém iQLBH.

Buwéc 2: Bo phan lwu trir hd so. Thoi han 02 ngay lam viéc.

- Tiép nhan hd so tir bd phan TNHS, xac nhan trén phan mém iQLBH.

- Béi chiéu dit liéu da dwoc don vi chuyén 1én BHXH luu trit. LAp phiéu xéc nhan s6 (hu
hong) da dugc huy theo quy dinh luu theo bd ho so.

- Béi chiéu, kiém tra s6 BHXH.

- Lap danh sach d& nghi xac nhan chua nhan trg cap BHXH 01 lan, BHTN (ddi véi s
BHXH do co quan BHXH Iuu trir) giri Phong che d6 BHXH Thanh pho.

- Cap nhat tinh trang hd so vao phan mém iQLBH.

~ Luu y: Doi véi truong hop khong tim thay sé s6 BHXH chuyén Ién luu trit, b phén heu trit
ho so bao cho don vi (nguoi lao dong) dé biet bo sung thong tin ho so. Bon vi khdng bo sung
duwoc thong tin ho so thi tra xuong bé phdn tra ket qua.

Budc 3: Phong Ché dp BHXH. Thai han 03 ngay lam viéc.
- Tiép nhan hd so, xac nhan trén phan mém TNHS.

- Déi chiéu, kiém tra va xac nhan viéc giai quyét ché do BHXH 01 lan, BHTN (kiém tra
thém trong kho dir liéu chung cia BHXH Viét Nam dé xac minh qua trinh huong ché d6 01 lan
tir tinh khac).

- Tién hanh xac nhan viéc da huong trg cap BHXH 01 lan, BHTN hay chua; 1ap gidy xac
nhan.

- Chuyén hd so cho Phong Thu hodc b phan tiép nhan hé so BHXH quan, huyén.

Bwéc 4: Phong (b6 phan) Thu. Thoi han 11 ngay lam viéc.

- Tiép nhan toan bo hd so tir Phong ché ¢6 BHXH (d6i voi BHXH quan huyén thi bo phan

TNHS sau khi nhan hd so tr Phong Ché @ BHXH Thanh phé s& giao cho bo phan thu), ddi
chiéu giao nhan ho so trén phan mém iQLBH.

- D6i chiéu hd so nhén than, diéu chinh hoac nhap toan bo qua trinh tham gia BHXH,
BHTN tu noi khac chuyén den.

- Chuyén qua trinh tham gia BHXH, BHTN tir cac s6 BHXH khéc vé s6 goc (so goc la so
ca thoi gian tham gia BHXH sém nhat, chuyén mé thé¢ BHYT vé s6 goc (néu cd).

- Gui cong van mau GO1-NB cho cdac co quan BHXH co lién quan (riéng vai co quan
BHXH ngoai tinh thi lap cong vin mau GO2-NT chuyén BHXH Thanh pho ky guri), dé chuyen
qua trinh tham gia BHXH, BHTN tir s6 s6 BHXH dang quan ly vé s6 s6 gbc trén phan mém
SMS.

- Déi véi nhimg truong hop co s6 can gop, ddng thoi con cd thoi gian dong tring BHXH,
BHTN khi gop s6 hoic chét s6 nghi viéc thi wu tién gitr lai thoi gian dong bao hiém va giai quyét
theo trinh tu sau:

* Th tu uu tién:



+ Thoi gian dong BHXH, BHTN dé duoc chét so.
+ Noi dong ca BHXH, BHTN.
+ Noi dong BHXH, BHTN c6 muc luong cao hon.

Luu y: Di vai truong hop phirc tap, khi thuc hién can phai trao doi cu thé véi cac Phong
nghiép vu BHXH Thanh pho dé duoc hudng dan giai quyeét.

* Trinh tu giai quyét:

+ Cén b thu 1ap phiéu giai quyét cong viéc va 03 ban DO2-TS diéu chinh giam thoi gian
dong trung trinh lanh dao ky dgyét dé thoai thu tién dong thira cho ngudi lao dong thong qua don
vi. bong thoi gui cong van mau GO1-NB cho co quan BHXH c¢6 lién quan dé dieu chinh giam

qua trinh déng trung trén phan mém SMS - Néu co (theo ty 1¢ 0%) va chuyén qué trinh tham gia
BHXH, BHTN con lai tir s6 s6 BHXH dang quan Iy vé s géc.

+ Truong hop c6 thoi gian dong tring ¢ ngoai tinh thi can bo Thu chi thuc hién diéu chinh
giam thoi gian dong trang & BHXH Thanh phd. Néu nguoi lao dong mudn gitr lai thoi gian dong
tai BHXH Thanh phé thi huéng din nguoi lao dong lién hé véi BHXH tinh dé thoéi thu thoi gian
dong trung.

- Trinh 1anh dao ky biéu D02-TS (néu co).
- Chuyén toan b hd so cho Phong (bo phan) Cap so, thé.
- X&c nhan giao nhan trén phan mém iQLBH.

Luu §: Doi v6i s6 BHXH c6 qua trinh tir noi khdc chuyén dén néu c6 qud trinh da huong
BHXH 01 lan, tror cap that nghiép thi khéng nhap dez liéu.

Budc 5: Phong (b phan) Cap sé, thé. Thai han 9 ngay; quan huyén 11 ngay lam viéc.

- Tiép nhan hd so tir Phong (b phan) Thu, d6i chiéu giao nhan hd so vao phan mém
iQLBH.

- Lap bién ban huy s6 BHXH trén SMS tai muc “hity ¢6 nhiéu s6 chon “YES” di vai $6 0
BHXH can chuyén qua trinh tir so huy ve s6 goc, chon “NO” doi vei s6 so BHXH huy do da
nhan trg cap 1 lan (CT) hoac s6 huy do ngudi lao dong khong thira nhan (KB, KT).

- Thu hoi toan b cac s6 BHXH (s6 BHXH méu cil, to bia s6, to roi s6 BHXH), the BHYT
(néu c0), cat goc luu cung ho so diéu chinh.

- Lap phiéu di s6 BHXH.
- Can cr dir liéu da duoc Phong (bo phan) thu diéu chinh gop s6 trén SMS.

+ Kiém tra dir liéu nhan than, dit liéu qua trinh da duoc gop vao s6 s6 ¢6 thoi gian tham gia
sém nhat.

~ +Kiém tra cac ché do da huong: thai san, tir tuat, TNLD, huong BHXH 01 lan, huéng trg
cap that nghigp.

* Néu s6 da huong ché do tir tuat-TNLD thi dong dau vao trang 3 bia so.

+ Cap nhat dir liéu dé cap lai toan bo s6 BHXH, thé BHYT trén SMS theo dit liéu da duoc
diéu chinh.



* Néu s6 c6 thoi gian cudi cing dd dugc xac nhan bao luu thi cip lai to roi dén thoi diém
do.

* Néu s6 ¢6 thoi gian cudi cung da dugc xac nhan in to roi hang nam thi cap lai to roi dén
thoi diém cua nam da in.

* Néu sb 6 thoi gian cudi ciing da duoc xac nhan “TX” thi cap to roi “QT” dén thoi diém
12/2009;

* Néu s6 BHXH mau cii (loai 48 trang hogc 24 trang) da dwoc ky duyét, xac nhan qua trinh
trudc ndm 1995 trén s6 BHXH va tiép tuc dong tai don vi d6 thi cap lai to roi “QT” den thoi
diém da duogc xac nhan trén so.

- Chuyén dir liéu tir chwong trinh SMS sang chuong trinh QLST dé duyét va in; in 02 Bién
ban giao nhan s6 BHXH, Ky vao “dai dién bén giao”, in 02 phieu sir dung phoi lg‘la s6 (mau C06-
TS). in 02 phicu s dung phoi the BHYT - mau CO7-TS (néu c6) luu 01 phicu vao ho so, 01
phiéu chuyén can bd quan ly phoi dé doi chiéu quyét toan.

- Trinh Ban Giam doc BHXH Thanh phé ky trén bia, to roi s6 BHXH cép lai; Luu ho so
cap lai so BHXH.
- Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén to bia so, to roi s6; the BHYT
(néu c0); 02 bién ban giao nhan s6 BHXH, thé¢ BHYT cho Phong (b6 phan) TNHS.

*Luuy:

- Riéng hé so do BHXH qudn huyén quan 1y, Phong cap so, thé can cik vao Bién ban tham
dinh vq dir liéu do BHXH qugn huyén phuyén lén dé thuc hién duyét va in dong thoi in 01 danh
sach cap lai to bia, to roi s6 BHXH (neu cd) giao BHXH qudn huyén.

- Thoi han dé Phong cép so thé in cap lai s6 BHXH (to bia, to roi s6 BHXH) cho BHXH
quan huyén la 06 ngay lam viéc bao gom ca ngay giao va nhan.

- Ho so cap lai s6 BHXH luu tai Phong (b phan) so, thé sau 1 nam chuyén Phong (bo
phén) luu trir theo quy dinh.

Buwdc 6: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan h so tir Phong cap so, thé cap nhat vao chuong trinh iQLBH.
- Chuyén tra ho so da nhan tir b phan cap s6, thé va Bién ban giao nhan s6 BHXH cho
khach hang.
13. Quy trinh cap lai s cho trwong hep bi thu héi tre cip that nghigp (Phiéu giao
nhan hd so s6 316, 02 ban).
13.1. Quy trinh tom tat
- Muc dich: Dung dé cap lai s6 BHXH cho ngudi lao dong trong truong hop bi thu hi trg
cap that nghiép do huong sai quy dinh hoac nguoi lao dong khong nhan TCTN.
- Phong (bd phan) TNHS: Khi nguoi lao dong téi lién hé thi tra cau vao kho dir liu thu
hoi tién trg cap that nghiép theo dia chi: http://Serverpt/thuhoitctn d€ hudng dan nguoi lao dong
thyc hién theo 1 trong cac truong hop sau:

1. Truong hop 01: nguoi lao dong ¢ tén trong “danh sich da thu hoi TCTN” hoac “danh
sach huy TCTN” thi kiém tra qua trinh tham gia sau cung trén s6 dé tra s6 BHXH cho NLD,



ddng thoi huong dan ngudi lao dong nop ho so theo Phiéu giao nhan 316 tai BHXH noi chét s6
sau cing néu ngudi lao dong chi co 1 s6 BHXH hoac phiéu giao nhan 304 tai noi tham gia
BHXH sau ciing néu nguoi lao dong c6 nhiéu s6 BHXH.

2. Truong hop 02: nguoi lao dong khdng ¢ tén trong danh sch tra ctu thu hoi trg cap that
nghiép, thi huéng dan nguoi lao dong lién hé Phong ké hoach tai chinh BHXH Thanh phé dé nop
tién, sau khi nop tién thi thuc hién nhu trudng hop 01.

Luu y: Néu sé ¢6 qud trinh tham gia sau cung da dwoc chat tgi tinh, thanh phé kh&c thi
Phong TNHS ldp cong van kém theo s6 BHXH va ho so thu hoi tro cap that nghiép dé nguoi lao
dong ve tinh cap lai so BHXH.

- Khi ban hanh Quy trinh nay dé tra cizu vao kho diz liéu thu hai tro cap that nghiép, de
ngh; Phong TNQLHS, cép Phong c6 lién quan va BHXH qudn huyén ldp danh sach can bg duroc
phan cong, gui Phong Ké hoach tai chinh BHXH TP dé cap user vao tra cuu.

- Sau khi nop tién thu hoi tro cap that nghiép va nhan s6 BHXH, nguoi lao dong nop ho so
cho co quan BHXH theo phicu giao nhan ho so s6 316, 02 ban.

- Thai han giai quyét: 16 ngay lam viéc; quan huyén 18 ngay lam viéc.

- So' do:
B.db
Bl i B2 B.3b l
Khach hang Phong (BP) Phong (BP) BP Cép s,
THHS Thu \ theé quin |
B.3a v
| Phong Cép
sb, thé

B.4a

- Cdc buéc “*a” &p dung tei VP BHXH Thanh phé.

- Cdc buoc ““b” ap dung tai BHXH qugn huyen.

- Dién giai quy trinh:

+ Buac 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (BP) Thu. Thoi han 06 ngay lam viéc.

+ Buéc 3: Phong (b6 phan) cap so, thé. Thoi han 09 ngay 1am viéc; quan huyén 11 ngay
lam viéc.

+ Buac 4: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

13.2. quy trinh chi tiét:

Buwéc 1: Bo phan TNHS. Thoi han 05 ngay lam viéc.

- Tiép nhan hd so theo PGNHS s6 316.



- Don dé nghj cap lai s6 BHXH (mau D01-TS); Quyét Binh vé viéc thu hoi tién trg cap that
nghiép huong sai quy dinh (01 ban sao) hoac Quyét dinh huy TCTN (01 ban sao); S6 BHXH
keém day du cac to roi so.

- Cap nhat tiép nhan ho so vao phan mém iQLBH.

- Chuyén s6 BHXH va hd so kém theo cho phong Thu.

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

Budc 2: Phong (BP) Thu. Thoi han 06 ngay lam viéc.

- Tiép nhan s6 BHXH va hd so kem theo tir bo phan TNHS, doi chiéu giao nhan hd so trén
phan mém iQLBH.
- Traciu vao kho dir ligu thu hoi tién tro cap that nghiép chung toan thanh phé dé xac dinh
doi tugng thu hoi, in phiéu tra ciu dir liéu thu hoi TCTN.
- Luu y riéng BHXH qudn huyén: Bg phan thu sau khi kiém tra doi chiéu ho so véi dit
licu dang quan 1y, ldp bién ban tham dinh (mdu 03-BBTP) ky xdc nhan ket qua thdam dinh gui vé

BHXH Thanh phé (Phong cdp so, thé) bang tdp tin hinh dnh Ién dwong truyén FTP (01 bdn) dé
¢6 co 56 in s6 BHXH;

- Can clr vao s6 BHXH, ho so kém theo, d6i chiéu vai dit liéu trén SMS:

+ Phyc hdi qué trinh d3 huéng bao hiém that nghiép trén chuwong trinh SMS (néu c6).

+ Kiém tra nhap toan bo qua trinh BHTN tir noi khac chuyén dén (néu c6) vao chuong
trinh SMS.

- Cap nhat tinh trang hd so vao phan mém iQLBH va chuyen toan bo ho so kem s6 BHXH
cho Phong (Bo phan) cap so, thé.

Buéc 3: Phong (BP) Cap s6, thé. Thoi han 09 ngay lam viéc; quan huyén 11 ngay lam
Viéc.

Thuc hién kiém tra di chiéu s6é BHXH va dit liéu:

1/ Truong hop s6 BHXH ¢6 qué trinh BHTN da huong chwa cit “TT” trén dir liéu, thuc
hién mét trong cac truong hop sau:

1.1. D4i véi s6 mau méi: thu hdi to bia s6 hogc to roi s6 BHXH trén céc trang bj dong du
“da huong tro cap that nghi¢p”; cat goc luu cung ho so cap lai. Thuc hién cap lai to bia, hoac to
roi so BHXH; chuyén dir li¢u tir chuong trinh SMS sang chuong trinh QLST dé duyét va in

Trinh Ban Giam d6c BHXH Tp ky trén bia, to roi so6 BHXH cap lai.

1.2. Dbi voi s6 BHXH mau cii dong dau “da huong BHTN” vao trang 46 hoic trang 24: thi
dong dau “da thu hdi tro cap that nghiép theo quyét dinh s6...” trinh 1anh dao phu trach s, thé
ky xac nhan vao trang 46 hoic trang 24. Néu trén céc trang to roi kém theo c6 dong dau “da
huong tro cap that nghiép” thi ¢t goc luu cung hd so cap lai. Thuc hién cap lai to roi s6 BHXH;
chuyén di liéu tir chwong trinh SMS sang chuong trinh QLST dé duyét va in.

Trinh Ban Giam déc BHXH Tp ky trén to roi s6 BHXH cap lai.

2/ Truong hop s6 BHXH c6 qua trinh BHTN da hudng da bi Cat “TT” nay dugc Phong (bo
phan) Thu phuc héi trén chuong trinh SMS hoic s6 BHXH tir noi khac chuyén dén bi cat qua



trinh tham gia BHTN do di huong nay Phong Thu nhap bb sung qué trinh BHTN thi thuc hién:

- Thu hi toan b to roi 6 BHXH, chon Iy do “khong di diéu kién huéng trg cap bao hiém
that nghiép”; cat goc to roi s6 BHXH thu hoi luu cung ho so cap lai.

- Cap nhat dir liéu dé cip méi (khong in) va cap lai to roi s6 BHXH trén SMS,
- Chuyén di liéu tir chuwong trinh SMS sang chwong trinh QLST dé duyét va in.

- Néu trang 3 to bia 6 BHXH ¢6 dong dau “da huong trg cap that nghiép..” thi thu hoi, cat
goc va luu cung ho so cap lai, chuyén dir licu tir SMS sang chuong trinh QLST dé duyét cap lai
to bia (Phong cap so thé thuc hién in).

- Trinh Ban Giam déc BHXH Tp ky trén bia, to roi s6 BHXH cép lai.
* Luu y:

- Riéng ho so' do BHXH qudn huyén quan 1y, Phong Cap s6, thé can cit vao Bién ban tham
dinh va diz lieu do BHXH qudn huyén chuyén lén dé thuc hién duyét va in.

- Thoi han d@é Phong Cap s6 thé in cap lai 6 BHXH (to bia, to roi s6 BHXH) cho BHXH
qudn huyén la 06 ngay lam viéc bao gom ca ngay giao va nhdn.

- Cap nht tinh trang hd so vao phan mém iQLBH va chuyén tra hd so cho Phong TNHS.
Bwac 4: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hd so tir Phong cap so, thé cap nhat vao phan mém iQLBH.

- Tién hanh tra s6 BHXH va hé so cho khach hang.

14, Quy trinh cAp lai s6 BHXH cho lao dong do di nhén trg cap BHXH 1 lan bj thu
hoi so hoac that lac so6 sau do tiep tuc tham gia (Phieu giao nhan ho so' so 317, 02 ban).

14.1. Quy trinh tom tat:

- Muc dich: Dung dé‘ Cép lai s6 BHXH cho nguoi lao dong do da nhan tro cap BHXH 01
lan bi that lac hoac bi thu hoi s6 BHXH, sau do tiép tuc tham gia BHXH.

- Khi c6 céc phat sinh trén, don vi nop hd so cho co quan BHXH theo phiéu giao nhan hd
s0 s0 317/ ...../SO (02 ban).

- Thoi han tra két qua: 16 ngay lam viéc.

- So do:
Bardc da
| Burde 3a
Bude | |
Khach hang Phong (BP) Phong (BP) Phéng cip
THHS Thu 50, thé
Brcng 2 Bude b
" BG phan
*  cap s0, the

Bining db

- Cdc buéc ““a” &p dung tei VP BHXH Thanh phé.



- Cac buoc ““b” &p dung tai BHXH qudn huyén.

- Dién giai quy trinh:

+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Buac 2: Phong (BP) Thu. Thoi han 06 ngay lam viéc.

+ Budc 3: Phong (BP) Cap s6, thé. Thoi han 09 ngay lam viéc.
+ Budc 4: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

14.2. Quy trinh chi tiét:

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

- Tiép nhan hd so theo PGNHS s6 317. ho so gom:

+ Pon cam két cua ngudi lao dong xac dinh di nhan trg cap BHXH 1 lan (mau DO1- TS)
hoac

+ Gidy xac nhan thoi gian dong BHTN chua huong (mau C15-TS ,01 ban chinh;

+ Phiéu xé&c nhan thu hdi s6 BHXH (mau 01-XN/THS, 01 ban chinh);

+ Quyét dinh huong tro cap BHXH 1 1an (01 ban chinh);

- Cap nhit tiép nhan hd so vao phan mém iQLBH;

- Chuyén toan bd hé so cho phong phong (bd phan) Thu;

- X4c nhan giao nhan hd so trén phan mém iQLBH.

Buwdc 2: Phong (BP) Thu. Thoi han 06 ngay lam viéc.

- Tiép nhan hd so tir bo phan TNHS, dbi chiéu giao nhan hd so trén phan mém iQLBH.
- Can ctr vao ho so kém theo tra ciru vao kho dit liéu da huong tro cap BHXH 1 lan:

+ Truong hop da huong trg cdp BHXH 1 lan tir nam 2005 tré di, tra ciru theo dia chi:
Tracuu.vssic.gov.vn, néu khdng c6 tén trén di liéu ¢ huong BHXH 1 1an thi tra ho so khong
giai quyét.

+ Truong hop da huong tro cap BHXH 1 1an tir ndm 2004 tré vé trudc, tra ciru theo dia chi:
ServerPT/Tracuullan. néu khdng c6 tén trén di liéu da huéng BHXH 1 1an, thuc hién 1 trong 2
treong hop sau:

v Nguoi lao dong c6 dia chi ho khau thuong trd tai Thanh phd Ho Chi Minh: 13p phiéu
chuyén Phong Che do d€ xac minh, ket qua xac minh van chua huong BHXH 1 lan thi tra ho so
khéng giai quyeét.

v v Nguoi lao dong c6 dia chi ho khau thuong trd tai tinh, thanh phd khéac: can ¢ vao don
de giai quyet.

- Cin ctr vao hd so kém dbi chiéu véi dit ligu trén SMS:

+ Kiém tra trén dir liéu dong bo dé xac dinh nguoi lao dong duoc cap 1 sé hay nhiéu s6
BHXH:

_ * Truong hop nguoi lao dong ¢6 nhiéu s6 s6 BHXH thi khong giai quyét, in Phiéu yéu cau
(mau P01-DV) de nghi lap ho so gop so theo phicu giao nhan 304.



* Truong hop ngudi lao dong chi c6 1 s6 s6 BHXH duy nhit thi thyc hién:
+ Cit toan bo qua trinh d& huong BHXH 01 1an, BHTN (néu cd) trén dit liéu SMS.

~ + Nhap bo sung thdng tin ca nhan con thiéu trén dix liéu SMS (s6 CMND, ngay cép, noi
cap CMND, dia chi thuong tra).

~ + Cén cir vao mau C15-TS kiém tra nhap toan b qua trinh BHTN tir noi khac chuyén dén
(néu cd) vao chuong trinh SMS.

- Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén toan bo hd so kém theo cho
Phong (Bo phan) cap so, the.

Budc 3: Phong (BP) Cap so, thé. Thoi han 09 ngay lam viéc.

- Tiép nhan ho so tr Phong (bd phan) Thu cap nhit tinh trang hd so vao phan mém iQLBH,
Thuyc hién kiém tra doi chiéu ho so vai dir liéu SMS:

- Néu khép dung thuc hién cp lai to Bia so BHXH (chon 1y do cap lai: “cap lai do mat”
neu so da dugc giai quyet BHXH 1 lan trudc ngay 01/02/2011 hoac “cap lai do da huwéng BHXH
1 1an” néu s6 da duoc giai quyét BHXH 1 lan tir 01/02/2011 tro di).

- Cp lai to roi s6 BHXH c6 qua trinh BHTN chua huéng (néu cd).

- Chuyén dir lieu tir chuong trinh SMS sang chuong trinh QLST dé duyét va in; in 02 bién
ban giao nhan s6 BHXH, ky vao “dai di¢n bén giao”, in 02 phiéu sir dung phoi b‘la,sé (mau CO06-
TS) luu 01 phiéu vao ho so, 01 phiéu chuyén can bé quan 1y phoi dé doi chiéu quyét toan.

- Trinh ky, dong d4u trén bia, to roi s6 ¢ qué trinh that nghiép chwa huong.

- Cap nhat tinh trang ho so vao phan mém iQLBH va chuyen tra to bia, tor roi s6 BHXH
(néu c0), bién ban giao nhan s6 cho Phong (B6 phan) TNHS.

Buwdc 4: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (BP) cép so thé, cap nhat vao phan mém iQLBH.
- Tién hanh tra s6 BHXH va 01 bién ban giao nhan sé6 cho cho khach hang.

15. Quy trinh xac nhan s6 BHXH (s6 mau méi): bao gom chét so nghi viéc, bao luu,
chuyén cong tac... (Phiéu giao nhan ho so 321, 02 ban).

15.1. Quy trinh tom tat:

- Muc dich: Dung dé chét s6 BHXH cho ngudi lao dong nghi viéc, bao luu thoi gian tham
gia BHXH, chuyén cong tac...

- Khi ¢6 phat sinh trén, don vi nop hd so cho co quan BHXH theo bang ké 321 (02 ban).
- Thoi han tra két qua: 08 ngay lam viéc.
15.2. P6i véi s6 BHXH mau méi:

15.2.1. Truwdng hep hé so' binh thwong (khong phai diéu chinh, bd sung cac dir ligu
trong ho so thu):

- So do:



{ Khéch hang J
Budc 2

Bd phan Phong (BP) B phén
THNHS 84, the THHS

Bude 1 Burde 3

- Dién giai quy trinh:

+ Buace 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (BP) so, thé. Thai han 07 ngay 1am viéc.

+ Buace 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

- Quy trinh chi tiét:

Budéc 1: B phan tiép nhan hd so. Thoi han 0,5 ngay lam viéc.
- Tiép nhan kiém dém hd so theo Phiéu giao nhan 321/.../s0

- Can bd TNHS chi tiép nhan s6 BHXH khi don vi da thyc hién béo gidm va da nop du tién
den thoi gian chot so.

- Cap nhat tiép nhan hd so vao phan mém iQLBH.
- Chuyén s6 BHXH va ho so kém theo cho phong (bo phan) cap so, thé.

Luu Y: Poi Véi 6 da hwong tro cap 1 1an bi duc 16 (tie 01/01/2010 dén 21/03/2011) hodc
thu hoi (tir 02/03/2011 dén 01/04/2012) nay tiép tuc tham gia trén so sé cii thi can cir vao 1 trong
cac gidy to sau dé nhdn ho so: quyét dinh hueng 1 lan hogc phiéu xac nhan thu hoi sé mdu
01/XNTHS hogc mdu C15-TS hodc don dé nghi (mau DO1-TS) va thoi han gidgi quyét doi véi ho
so nay la 14 ngay lam viéc.

Buéc 2: Phong (Bé phan) s6, thé. Thoi han 07 ngay lam viéc.

_ - Tiép nhan s6 BHXH va ho so kém theo tir can bo TNHS, déi chiéu giao nhan ho so trén
phan mém TNHS.

- Thuc hién kiém tra, ddi chiéu:

+ Tinh hinh thanh toan cua don vi

+ Dit liéu da dugc giam han “GH”

+ Pbi chiéu dit liéu caa thoi gian dé nghi xac nhan va tong thoi gian liy ké chdt s6.

+ Db chiéu cdc ché do da huong: dm dau, thai san, BHXH 1 lan, BHTN; cét dit liéu qua
trinh da huong tro cap 1 lan, trg cap that nghiép (néu co)

+ Théng tin c& nhan trén dit liéu SMS véi s6 BHXH.

+ Dit liéu tr noi khac chuyén dén (néu co);



+ Dir liéu dong bo trén SMS dé xac dinh ngudi lao dong ¢6 1 s6 s6 BHXH hay nhiéu S6
BHXH;

* Truong hop nguoi lao dong ¢ nhiéu sb thuc hién chét S(i) trén chuong trinh SMS, va
chuyén dir li¢u sang chuong trinh QLST khong yéu cau duyét; in mau 07/SBH kem mau P01-DV
hoac P02-CN d¢ yéu cau nguoi lao dong nop ho so gop so6 theo PGNHS 304.

* Truong hop nguoi lao dong chi c6 1 s6 s6 BHXH duy nhat va dit ligu khop ding thyc
hién: xac nhan “cap to roi chét s6” vao phan mém SMS; chuyen dir liéu trr chuong trinh SMS
sang chuong trinh QLST dé duyét va in; in danh sach cap to roi s6 luu theo ho so chét sb.

- Trinh lanh dao ky, dong dau.

- In 02 Bién ban giao nhan s6 BHXH, ky vao “Pai dién bén giao”.

+ Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén tra ho so cho can bd tiép
nhan ho so.

Luu y: Poi VGi SOf BHXH dd durgc duc 16 hogc thu héi do da hirong tro cap 1 lan nay tiep
tuc tham gia trén so so ci, can cir vao quyet dinh huong 1 lan (tir 01/01/2010 den 21/03/2011)
hogc phiéu xac nhdn thu hoi sé6 mau 01/XNTHS (ap dung tir 22/03/2011 den 01/04/2012) hogc

mau C15-TS, don dé nghi (mdu DO1-TS) cé&n bé sé cap lai to bia sé, to roi qua trinh that nghiép
chura hirong va chot sé qué trinh tham gia tiép theo.

Buwdéc 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so phong cap s6, thé cap nhat vao chwong trinh TNHS.

- Tién hanh tra s6 BHXH va 01 Bién ban giao nhan s6 BHXH cho khéach hang. (Yéu cu
don vi ky vao 01 Bién ban giao nhan s6 BHXH).

15.2.2. Truong hop cé diéu chinh, nhip qua trinh déng noi khac lién quan dén qua
trinh tham gia BHXH, BHTN hoac dieu chinh bo sung théng tin ca nhan caa ngwoi tham
gia BHXH:

-So db:

Budc 3

Khach hang Phéong (BP)
Thu

t Budc 4

L 4
Bd phén i Phong (BP) Ba phin
TNHS Cap sd, thé TNHS

Burére 1 Bure 2 B 5

- Dién giai quy trinh:

+ Buac 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (BP) Cap s6, thé. Thoi han 1 ngay 1am viéc.
+ Buac 3: Phong (BP) Thu. Thoi han 3,5 ngay lam viéc.



+ Budc 4: Phong (BP) Cap s6, thé. Thai han 2,5 ngay lam viéc.
+ Buac 5: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

- Quy trinh chi tiét:

Buwéc 1: Bo phan tiép nhan hd so. Thoi han 0,5 ngay 1am viéc.
- Tiép nhan kiém dém hd so theo Phiéu giao nhan 321 /.../so.

- Canbo TNHS chi tiép nhan s6 BHXH khi don vi da thyc hign béo giam va da nop du tién
den thoi gian chot so.

- Cap nhat tiép nhan ho so vao phan mém iQLBH.
- Chuyén s6 BHXH va hd so kém theo cho phong (bo phan) cap sd, thé.

Lueu y: POi Vi s6 da huong tro cdp 1 lan bi duc 16 (tir 01/01/2010 dén 21/03/2011) hodc
thu hoi (tir 02/03/2011 dén 01/04/2012) nay tiép tuc tham gia trén sé sé cii thi can cir vao 1 trong
cac gidy to sau dé nhan hé so: quyét dinh hweng 1 lan hogc phiéu xac nhan thu héi s6 mau
01/XNTHS hogc mau C15-TS hodc don dé nghi (mau DO1-TS) va thei han gidgi quyér doi véi ho
so nay la 14 ngay lam viéc.

Budc 2: Phong (B phan) sé, thé. Thoi han 01 ngay lam viéc.

- Tiép nhan s6 BHXH va h so kem theo tir bo phan TNHS, di chiéu giao nhan ho so trén
phan mém iQLBH.

- Thuc hién kiém tra déi chiéu nhu quy dinh tai diém thtr 2 cia budc 2 muc 15.2.1 néu trén.
Néu dit liéu co sai léch théng tin (ké ca truong hop dién bién luong chua ding quy dinh) hoic s6
c6 qua trinh tir noi khéc thi Can bo s6 lap (02 ban) phiéu diéu chinh theo mau (mau C02-TS) va
toan bo hd so chuyén can bo thu dé didu chinh, hoac nhap bé sung di liéu trude khi xac nhan.

Buwdc 3: Phong (BP) Thu. Thoi han 3,5 ngay lam viéc.

- Tiép nhan “Phiéu dé nghi diéu chinh” va hé so tir b phan so6, thé xac nhan trén sé giao
nhan hd so.

- Nhap toan bd qua trinh tir noi khac chuyén dén (néu c6) vao chuong trinh SMS.

- Can cir phiéu diéu chinh va hé so cta cén b s6 chuyen, tién hanh kiém tra, diéu chinh,
hoac nhap bo sung di liéu thu; nhap bo sung, diéu chinh thong tin ca nhan nguoi tham gia
BHXH nhu Ho va tén sai dau; dao ngay thang nam sinh; sai gigi tinh vao chuong trinh SMS.

- Chuyén lai 01 phiéu diéu chinh va hd so cho can bo s6.
Luu y:

- Truong hop khéng diéu chinh dirgc can bg Thu ¢6 phiéu bao ghi r6 Iy do sai khong gidi
quyét dé can bo so co co so khéng xac nhan so BHXH cho don vi.

- Do V6i $6 €6 qué trinh tir noi khdc chuyén d@én néu c6 qua trinh da huwong BHXH 1 lan,
tro cap BHTN khong nhap dz liéu.

Buéc 4: Phong (BP) CAp s6, thé. Thoi han 2,5 ngay lam viéc.
- Nhan lai 01 “phiéu diéu chinh” va hé so tir can bo thu,
- Béi chiéu ho so va dit liéu da duoc diéu chinh (hoic nhap bé sung) thuc hién xac nhan sb



va luu vao phan mém SMS.

R 33

- Néu dir liéu khép ding tién hanh cap nhat dit ligu “cp to roi chét s6” vao phan mém
SMS; chuyén dir li¢u tr chuwong trinh SMS sang chuong trinh QLST dé duyét va in; in danh sach
cap to roi so luu theo ho so chot so.

- Trinh lanh dao ky, dong dau.
- In 02 Bién ban giao nhan s6 BHXH, ky vao “Pai dién bén giao”.

+ Cap nhat tinh trang hd so vao phan mém iQLBH va chuyén tra hd so cho can bo tiép
nhan hd so.

Luuy:

1. Doi Véi s6 BHXH di dwoe duc 16 hodc thu hoi do da huong tro cap 1 lan nay tiép tuc
tham gia trén sé sé cii, can cir vao quyét dinh hweng 1 lan (tir 01/01/2010 d@én 21/03/2011) hodc
phiéu xac nhan thu hoi sé mau 01/XNTHS (&p dung tir 22/03/2011 dén 01/04/2012) hogc mau
C15-TS don dé nghi (mau DO1-TS) can bg sé cap lai to bia s, to rei quéa trinh that nghiép chura
hwéng va chot sé qud trinh tham gia tiép theo.

2. Trwong hop nguoi lao dgng ¢6 nhiéu sé thi chi in to 07/SBH kém mdu P01-DV hodc
P02-CN dé yéu cau nguoi lao dong ngp ho so gop so theo PGNHS 304.

Bwéc 5: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir phong so, thé cap nhat vao chwong trinh iQLBH.

- Tién hanh trd s6 BHXH, va 01 Bién ban giao nhan s6 BHXH cho khach hang. (Yéu cu
don vi ky vao 01 Bién ban giao nhan s6 BHXH).

_16. Quy trinh déi thé BHYT do thong tin ghi trén thé khong ding (Phiéu giao nhan hd
so 50 401, 02 ban).

16.1. Quy trinh toém tat:

- Muc dich: Ding dé doi the BHYT cho ngudi ¢6 the trong truong hop nhan than trén the
bi sai hoac trurong hop vira diéu chinh théng tin ca nhan vira cap mat thé BHYT.

- Khi co cac phat sinh trén, don vi, nguoi lao dong nop hd so cho co quan BHXH theo
Phiéu giao nhan ho so s6 401, 02 ban.

- Thoi han tra két qua: 07 ngay lam viéc.
- So dé:

Khich hang

—ee e

N Burde 2 Burde 4
B phén Phnng {BP} Phong (BP) Bé phén
TNHS ] Ciép sd, thé TNHS

Bude 1 Burdre 3

- Dién giai quy trinh:



+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Buac 2: Phong (BP) Thu. Thoi han 04 ngay lam viéc.

+ Budc 3: Phong (BP) Cap s6, thé. Thoi han 02 ngay lam viéc.

+ Buac 4. Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

16.2. Quy trinh chi tiét:

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

- Tiép nhan hd so theo phiéu giao nhan hd so s6 401, gom:

+ Pon ctia nguoi tham gia theo mau DO1-TS hoic To khai mau TK2-TS.
+ Thé con gia tri stir dung.

+ Mot trong cac giay to sau: Gidy khai sinh, CMND, s6 ho khau, Thé hoc sinh (d6i voi
truong hop con di hoc) (Ban sao cé ching thuc)

- Trudng hop vira diéu chinh nhan than vira cap mét thi bo sung thém ho so: cong van cam
ket hoac giay cam ket (theo mau, 01 ban).

- Cap nhat tinh tiép nhan hd so vao phan mém iQLBH.
- Chuyén hé so cho Phong (BP) Thu.

- X&c nhan giao nhan hd so trén phan mém iQLBH.
Budc 2: Phong (BP) Thu. Thoi han 04 ngay lam viéc.

- B6 phan Thu nhan hd so tir bd phan TNHS, ddi chiéu giao nhan hd so trén phan mém
iQLBH.

- Tién hanh kiém tra hé so, diéu chinh dit liéu trén phan mém SMS.
- Can bo thu ky xac nhan vao don dé nghi cia nguoi tham gia.

- Trinh cOng van cam két hozc giay cam két cho 1anh dao ky duyét (4p dung cho truong
hop vira cap mat vira diéu chinh théng tin ca nhan).

- Chuyén: th¢ BHYT cling toan bo h so cho Phong (bo phan) cap sd, thé.
- Cap nhat tinh trang hd so vao phan mém iQLBH.
Buéc 3: Phong (Bé phan) cip sé, thé. Thai han 02 ngay 1am viéc.
- B0 phan cdp s6, the nhan hd so tir Phong (BP) Thu, ddi chiéu giao nhan hé so trén phan
mém iQLBH.
~ - Thu hoi the BHYT cil cat goc va luu ho so: don dé nghi cua nguoi tham gia, tor khai thay
doi thong tin TK2-TS, 01 ban giay cam két (néu co).
- Cap nhat dir ligu dé cap lai the BHYT va gié trj th¢ cap theo gi tri cta the BHYT cii trén
chuwong trinh SMS; chuyén dir liéu tir SMS sang phan mém quan ly so6, thé dé duyét va in.
_ - Inthe BHYT va 02 bién ban giao nhan the BHYT; in 02 phiéu st dung phoi the BHYT
(mau CO7-TS) luu 01 phiéu vao ho so, 01 phiéu chuyén can bd quan 1y phéi dé doi chieu quyét
toan



- Chuyén th¢ BHYT, 01 bién ban giao nhan thé BHYT cho bo phan TNHS.

- Cap nhat tinh trang hd so vao phan mém tiép nhan hd so.

Bwoc 4: B§ phan TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hd so tir Phong (BP) Cap s6, the, cap nhat vao chuong trinh TNHS.

- Tién hanh tra th¢ BHYT, 01 bién ban giao nhan th¢ BHYT, cho khach hang (yéu cau
khach hang ky vao 01 bién ban giao nhan thé BHYT).

- Thuc hién viéc thu phi cap lai thé¢ BHYT dbi véi truong hop vira cap mét vira diéu chinh.

17. Quy trinh c4p lai hodic d6i thé BHYT do bi mét, hw héng, do diéu chinh quyén lei
kham chira bénh va thay doi noi kham chira bénh hodc doi thoi diém hwéng tir di S5 ndm
lién tuc (Phieu giao nhan ho so so 402, 02 ban).

17.1. Quy trinh tom tat:

- Muc dich: Cép lai thé BHYT cho nguoi tham gia trong truong hop mat, bi hong, diéu
chinh quyén lgi khdm chira bénh va thay d6i noi kham chira bénh.

- Khi nguoi tham gia BHYT ¢6 yéu cau vé viéc cap lai the do mét, hong, thay doi noi
KCB... don vi nop ho so theo Phicu giai quyét ho so so 402/../THE.

- Thoi han tra két qua: 04 ngay lam viéc.
- So dé:

r————

Khach
hang
 ———

Burdre | I Burcre 2 Rude 3
B phén
TWNHS

- Dién giai quy trinh:

+ Budc 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.
+ Buéc 2: Phong Cap s6, thé. Thoi han 03 ngay lam viéc.
+ Budc 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
17.2. Quy trinh chi tiét:

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

- Tiép nhan ho so theo phiéu giao nhan ho so s6 402.

- Kiém tra ddi chiéu hd so, thé BHYT va cac gidy to kém theo.
- Cap nhat tiép nhan hd so vao phan mém iQLBH.

- Chuyén hd so cho can bo thé.

- Xé4c nhan giao nhan hd so trén phan mém iQLBH.



_ Luu y: Thay d6i noi kham chira bénh chi thyc hién tir ngay 01 dén ngay 10 cuia thang dau
moi quy.
Budéc 2: Phong Cap s, thé. Thoi han 03 ngay lam viéc.
- Tiép nhan hd so tir bd phan TNHS, d6i chiéu giao nhan trén phan mém TNHS.

- Tién hanh kiém tra d6i chiéu va cap nhat di liéu dé cap lai thé BHYT trén phan mém
SMS (gia tri thé cap theo gi4 tri cia thé¢ BHYT cii); Diéu chinh dit liéu vé noi KCB hodc quyén
loi KCB (néu c6); hoidc dbi thoi diém huong tir di 5 ndm lién tuc trén phan mém SMS; chuyén
dir liéu tir SMS sang phan mém quan ly sb, thé QLST dé duyét va in.

_ - Inthe BHYT va 02 bién ban giao nhan the BHYT. In 02 phiéu st dung phoi the BHYT
(mau CO7-TS) luu 01 phiéu vao ho so, 01 phiéu chuyén can bd quan 1y phéi d¢ doi chiéu quyeét
toan.

- Cap nhat tinh trang hd so vao phan mém tiép nhan hd so.
- Chuyén th¢ BHYT va 01 bién ban giao nhan thé cho bo phan tiép nhan hé so.

Luu y: Thé BHYT duoc cap lai do mdt chi duoc thay doi cac thong tin vé noi déing kj KCB
ban dau sau 12 thang ké tir ngay cap lai.

Buwdc 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir phong cap sd, the cap nhat vao chuong trinh iQLBH.

- Tién hanh tra th¢ BHYT, 01 bién ban giao nhan thé BHYT (yéu cau ky vao bién ban giao
nhan thé BHYT).

- Thuc hién viéc thu phi d6i thé BHYT d6i véi cac truong hop cip mat, cap hong.

Luu Y Truong hop déi thé BHYT do hw héng thugc vé 16i ciia co quan BHXH (do thé in
mo, in nhoe myec, in léch...) thi khéng thu phi.

18. Quy trinh cap thé BHYT ky truéc do thiéu thong tin. Dung dé cap the BHYT cho
lao dong cac ky trude do thicu thong tin chua dugc cap the BHYT nay da hoan thién xong ho so
(Phieu giao nhan ho so so 403, 02 ban).

18.1. Quy trinh tom tat:

- Muc dich: Dung dé cip the BHYT cho lao dong cac Ky truée chua dugc cap thé do thiéu
thong tin vé noi dang ky KCB nay da hoan thién dé cap thé BHYT.

- Khi ¢6 phat sinh trén, don vi nop hd so theo phiéu giao nhan hd so sb 403, 02 ban.
- Thoi han tra két qua: 07 ngay lam viéc.
- So d6:



Ty e e

Khach hang Phiong (BP)
Thu
F
L 4 - h J Y
IJ_-.‘-__-—\-\ & a~
B& phiin » Phong (BF) | B phén
S
Burdie 1 Budc 2 DBudg 3

- Dién giai quy trinh:

+ Buac 1: B6 phan TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (bo phan) Cap sd, thé. Thoi han 06 ngay lam viéc.
+ Buac 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.

18.2. Quy trinh chi tiét:

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

- Tiép nhan hd so theo phiéu giao nhan hd so s 403.

- Tiép nhan danh sach khong du thdng tin cap thé BHYT ky trudc (cua co quan BHXH 1ap
gui tra don vi ky trudc); To khai thay doi thong tin nguoi tham gia BHXH, BHYT (mau TK2-
TS, 01 ban/nguoi).

- Cap nhat tiép nhan hd so vao phan mém iQLBH.

- Chuyén hd so va dit liéu vi tinh (néu c6) cho phong (bd phan) cap so, thé.
- Xé4c nhan giao nhan hd so trén phan mém iQLBH.

Buéc 2: Phong (B phan) Cap so, thé. Thoi han 06 ngay lam viéc.

- Tiép nhan ho so va dit ligu vi tinh tir can bo tiép nhan hd so, doi chicu giao nhan hé so
trén phan mém iQLBH.

- Kiém tra va nhap diéu chinh, bo sung nhirng thong tin vé noi KCB hoac quyén loi KCB
va dir lieu trén phan mém SMS. Cép nhét dix li¢u trén chuong trinh SMS, chuyén dit liéu tir SMS
sang phan mém quan ly s6, thé QLST d¢€ duyét va in thé BHYT.

- In the BHYT va 02 bién ban giao nhan the, in 02 phiéu sir dung phéi the. In 02 phiéu sit
dung phdi the (mau CO7-TS) luu 01 phieu vao ho so, 01 phieu chuyén can bd quéan ly phéi dé doi
chiéu quyeét toan.

- Cap nhat tinh trang ho so vao phan mém iQLBH.

- Chuyén th¢ BHYT, 01 bién ban giao nhan thé BHYT cho bo phan TNHS.

Luu §: Truong hop bo sung, diéu chinh céc thong tin vé nhan than trén the BHYT Phong
(Bo phdn) cap so, the chuyeén ho so cho Phong (Bg phdn) Thu dé nhdp dieu chinh bo sung, trong
thoi han 03 ngay, Phong (bg phdn) Thu tra ho so va két qua diing cho Phong cap soé, thé dé xac
nhgn va in the BHYT.

Buoéc 3: Bo phan TNHS. Thoi han 0,5 ngay lam viéc.



- Tiép nhan hd so tir can bo the, cap nhat vao chuong trinh iQLBH.

- Tra the BHYT va 01 bién ban giao nhan th¢ BHYT, cho don vi (yéu cau don vi ky vao
bién ban giao nhan thé BHYT).



Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014

S6 Ho so: 101/......... /THU CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phac

_PHIEU GIAO NHAN HO SO
Loai ho so: Pang ky BHXH, BHYT bat bugc
(Thoi han giai quyet loai ho so' nay: 10 ngay lam viéc)

L. TEN QO VI oot e e e e Ma don vii ...ooceveeeennnn.
2.Diénthoai: ....coooviiiiiiee EMal
= A Y =R X Sé
STT Loai giay to, bieu mau
lwgng

I. |Hd so yéu cau:

1. |Phiéu ding ky tham gia BHXH, BHYT (mau 01/DKBB, 01 ban)

2. |Quyét dinh thanh lap hoic Giy phép kinh doanh/hoat dong (Ban sao cé chiing
thuc)

Quyét dinh xép hang doanh nghiép Nha Nuéc - néu c6 (Ban sao)

4. |Danh sach nguoi lao dong tham gia BHXH, BHYT (mau D02-TS, 01 ban)

5. [T& khai tham gia BHXH, BHYT déi véi ngudi tham gia BHXH lan dau (Mau sé
TK1-TS, 01 ban/ngudi)

6. [T khai thay doi thong tin nguoi tham gia BHXH, BHYT dbi voi nguoi da co sb
BHXH tur tinh khac chuyén ve (mau TKO02-TS, 01 ban/ngudi)

- Doi Vdi don vi ding ky ch@m so vdi giay phép thanh Idp, 6 truy thu BHXH, BHYT,
hé so bo sung:

1. [Van ban giai trinh cia don vi (mau DO1b-TS)

2. Vén‘bén X,fr Iy vi pham vé BHXH, BHYT, BHTN cua co quan Nha nudc co tham
quyeén - néu co6 (Ban sao)

3. |Bang thanh toan tién lwong, tién cong cua don vi (ban sao); hop dong lao dong
(ban sao, 01 ban/nguoi) twong ng thoi gian truy thu.

Luu §: Don vi phai luu Hop dong lao dong; Bang thanh toan tién lwong, tién cong
thang g vdi thoi gian truy thu dé phuc vu cdng tac kiém tra, doi chieu khi can thiét.

- Déi Vdi don vi dd tham gia BHXH tai noi khdc chuyén dén, hé so bé sung:

1. [Thdng bao két qua dong BHXH, BHYT cua co quan BHXH tham gia trudc do
(mau C12-TS, 01 ban)

I1. |Ho0 so khac:

1. 1Pi voi ngudi dugc huong quyén loi BHYT cao hon (ngudi ¢6 ¢ong ...): thém




ban sao gidy to c6 lién quan (kém theo ban chinh dé ddi chiéu) dé ching minh.

I11. [File dir liu: Chuyén bang iBHXH:  REA®USB:  REddemail: [
Luu y:

- Pon vi ¢6 trach nhiém ngp toan bg so tién bao hiém phai dong (hodc sé tién bao hiem mgt
thang tham gia cua toan bg nguoi lao dong trong danh sach) trong thoi gian 03 ngay lam vi¢c ke
ter ngay co quan BHXH nhan ho so dé dwoc cap the BHYT.

- Truong hop nguoi lao dong duoc cap Gidy xac nhdn da thu hoi s6 BHXH (mau C15a-TS) do
da huong tro cap BHXH 01 lan, thi Igp ho so theo Phiéu giao nhdn ho so so 317 dé dwoc cap to
bia s6 BHXH.

Ngay tra két qua: el (Qud han trd hd so 30 ngdy, cac don vi chua dén
nhan, co quan BHXH sé chuyén ho so nay vao kho luu trit)

........ ,ngay .....thang ..... nam ........ .
Can bg tiép nhan ho so Nguai nop ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014

S6 Hb so: 103/......... /THU CONG HOA XA HQI CHU NGHIA VIET
S6 Ho so: 103/......... /THU-PC NAM
So Ho so: 103/......... /THU-GH Péc lap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai hd so: Thu BHXH, BHYT bit bugc
(Thai han giai quyét loai hé so nay: 10 ngay lam viéc, riéng hd so diéu chinh chirc danh,
mikc lwong, gia han thé: 05 ngay lam viéc)

L. TEN Q0N VI oo e e e e Ma don Vii .ovcveiieennenn.
2.Diénthoai: ..o EMal
FEPEY S P =R X Sé
STT Loai giay to, bieu mau
lwgng

I. |H® so thu BHXH, BHYT khi c6 bién dong, gém:

1. |Danh sach lao dong tham gia BHXH, BHYT (mau D02-TS, 01 ban)

- Truwong hop bdo ting lao dpng déng BHXH, BHYT, hé so bé sung:

1. [To khai tham gia BHXH, BHYT d6i v6i nguoi tham gia BHXH lan dau (mau
TK1-TS, 01 ban/nguoi)

2. |Péivéi nguoi lao dong lam cﬁng viéc nagng nhog, déc hai: ban sao quyét dinh
hodc hop dong lao dong, hop dong lam viec, giay to cd lién quan khac (theo
hweong dan tai cong van 2899/BHXH-THU) (kém theo ban chini dé doi chieu)

3. [To khai thay doi théng tin nguoi tham gia BHXH, BHYT doi véi ngudi da co
50 BHXH tur tinh khac chuyén vé (mau TK02-TS, 01 ban/nguoi)

- Truwong hop béo gidm lao dong déng BHXH, BHYT, hé so bé sung:

1. [Thé BHYT con thoi han sir dung (01 thé/ngudi)

2. |Bién ban tra thé BHYT dbi véi truong hop don vi da nop trude dé - néu co
(Ban chinh)

3. [Quyét dinh/Thong bao cham dut hop dong lao dong... (Ban sao, 01 ban/nguoi)
hoac Quyét dinh/Théng bao cham dut hgp dong lao dong tap thé dinh kem
danh sach (Ban sao)

- Truwong hgp diéu chinh chic danh cong viéc, mirc lwong déng BHXH, BHYT, ho
so' b6 sung:

1. |Quyét dinh diéu chinh chac danh cong viéc, Quyét dinh diéu chinh tién lvong...
(Ban sao, 01 ban/nguoi)

2. [To khai thay d6i thong tin nguoi tham gia BHXH, BHYT (miu TK2-TS, 01
ban/nguoi)




- Trwong hep diéu chinh chic danh cong vige ¢é lién quan dén cong vigc ngng
nhoc, doc hai, ho so bo sung:

1. |Ban sao quyét dinh hodc hop dong lao dong, hop dong lam viéc, gidy to ¢ lién
quan dén viéc diéu chinh (theo huéng dan tai cong van 2899/BHXH-

THU).................. (kém theo bdn chinh dé doi chiéu)
2. [To khai thay ddi thdng tin nguoi tham gia BHXH, BHYT (miu TK02-TS, 01
ban/nguoi)

- Truwong hep truy thu BHXH, BHYT, hé so b sung:
1. [Vin ban giai trinh ciia don vi (mau DO1b-TS)

2. [Van ban xir Iy vi pham vé BHXH, BHYT, BHTN ciia co quan Nha nwéc c6
tham quyén - néu c6 (Ban sao)

3. |Bang thanh toan tién lwong, tién cdng cua don vi (ban sao); hop dong lao dong
(ban sao, 01 ban/ngudi) tuong tng thoi gian truy thu.

Lueu V: Pon vi phai leu Hop dong lao déng: Bang thanh todn tién lwong, tien cong
thang «ng Véi thoi gian truy thu dé phuc vu cong tac kiém tra, doi chiéu khi can thiét.

- Truwong hop cé thay déi noi ding ky kham, chira bénh ban dau, hé so bé sung:
1. [To khai thay doi thong tin nguoi tham gia BHXH, BHYT (mau TK02-TS, 01
ban/nguoi)

1. |Ho so gia han thé BHYT:

1. |Van ban dé nghi gia han thé BHYT cua don vi (mau D01b-TS)

2. |Ching tir nop tién - néu c6 (Ban sao)
I11. [H so khac:

1. DI voi ngudi duoc huong quyén lgi BHYT cao hon (ngudi 6 cong ...): thém
ban sao giay to co lién quan (kem theo ban chinh d€ doi chiéu) dé chirng minh.

IV. [File dir ligu: Chuyén bang iBHXH: O biang USB:  [Bhng email: []

Luu y: Trueong hop nguoi lao dong duoc cap Gidy xac nhén da thu héi s6 BHXH (mdu C15a-
TS) do da huong tro cap BHXH 01 lan, thi lap ho so theo Phieu giao nhdn ho so s 317 dé duoc
cap to bia so BHXH.

Ngay tra Két qua: .......cooeeeeid covieiiid e

Ngay tra két qua ho so dieu chinh chie danh, mire Iuong: ........./ .........J ............. (Qu& han
tra ho so 30 ngay, cac don vi chua dén nhan, co quan BHXH s€ chuyén ho so vao kho luu trir).

........ ,NQAY ... thang ..... nam ......... Ngudi ndp hd so
Can b tiep nhan ho so (Ky, ghi ho tén)
(KY, ghi ho tén)



Phiéu giao nhdn hé so ndy dp dung ké tir ngay 15/12/2014

S6 Ho so: 201/......... /THU CONG HOA XA HQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Dang ky BHXH tw nguyén
(Thoi han giai quyeét loai ho so nay: 08 ngay lam viéc)

| N <) 4 (04 Ma don Vii .....ooevvvieennn.
2.Dbiénthoai: .........ocoveiiiiiiii e EmMall
STT Loai gidy to, biéu miu S6 lwong

A. H6 so ca nhan:

| Ping Ky lan diu hodc ding ky lai sau thoi gian dirng déng:
1. [T& khai tham gia BHXH, BHYT (mdu TK1-TS, 01 ban/ngudi)
Péi V6i ngwoi di tham gia BHXH trwéc dé, ho so bo sung:

1. |S6 BHXH (Ban sao, 01 ban/ngudi)

2. (Gidy xac nhan da thu hdi s6 BHXH d6i véi nguoi da huong trg cap BHXH
01 lan - néu c6 (mau C15a-TS, 01 ban/ngudi)

Il [Thay d6i mirc déng, phwong thirc dong:

1. [T khai thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK2-TS, 01
ban/nguoi)

B. |Ho so don vi dai dién cho nguoi lao dong déng BHXH Tu nguyén.
Ngoai nhirng ho so bat bugc tai phan I. A, bo sung thém:

1. [Phiéu dang ky tham gia BHXH Tu nguyén (mau 02/BKTN, 01 ban)
2. Danh sach ngudi tham gia BHXH Ty nguyén (mau D05-TS, 01 ban)
3. [File di liéu: Chuyén bang iBHXH: O biang USB: [ bang email: (]

Ngay tra két qua: ........ | A, (Qua han tra ho so 30 ngay, cac don vi chua dén nhan,
co quan BHXH s€ chuyén ho so nay vao kho luu trir)

........ ,Ngay .....thang ... nam ......... Ngudi nop hd so
Can bg tiép nhan ho so (Ky, ghi ho tén)

(KY, ghi ho tén)



Phiéu giao nhdn hé so ndy dp dung ké tir ngay 15/12/2014

S6 Ho so: 305/......... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Cap lai so BHXH do mat
(Thoi han giai quyet loai ho so nay: 45 ngay lam viéc)

| N <) 4 (04 Ma don Vii .....oooeevvneennn.
2.Dbiénthoai: .........ocoviiiiiiiii e EmMail
STT Loai gidy to, biéu miu S6 lwong

I. |Cp lai s6 BHXH do mit:

- Truong hop don vi 1am mat: Danh sach dé nghi cap lai s6 BHXH (mau
03a-DS/CLS,01 ban); Bién ban xac dinh nguyén nhan (01 ban); van ban xu
ly vi pham hanh chinh cta S¢ Lao dong Thuong binh va X& hoi hoéc Thanh
1. [ra S¢ Lao dong Thuong binh va Xa hoi (01 ban); Bién lai Thu tién theo
Quyeét dinh xir phat (01 ban sao)[] hoac

- Truong hop nguoi lao dong 1am mat: Pon dé nghi cap lai s6 BHXH (mau
DO1-TS)(]

Dbi voi nguoi lao dong ¢ qua trinh tham gia trudce thang 7/1995, bo sung:
2. | To khai cip s6 BHXH da duoc duyét O

- Néu mat to khai thi nop ho so gbc [

I1. [Thu hdi sé6 do mat nay tim lai dwoc:

- Truong hop don vi tim thiy: Cong van dé nghi caa don vi (mau DO1b-TS)
1. | hoac

- Truong hop nguoi lao dong tim thay: Pon dé nghi (mau DO1-TS) O

2. |S6 BHXH cap lan dau (s6 mau cii hoic t& bia s6, cac trang to rdi s6 BHXH)

Lueu y: Thii tuc ngp hé so

- POi V6i nguoi dang tham gia BHXH thi don vi noi dang tham gia nép hé so-

- oI Véi nguwoi dd nghiViéc thi don vi noi tham gia cudi cung trieéc khi nghi viéc ngp hé so:

- Truong hop don vi da gidi thé thi don vi quan ly cap trén tryc tiép nép, néu khong co don vi
quan Iy cap trén thi nguoi lao dong nop cho co quan BHXH noi tham gia cuoi cung truoc khi
gidi thé.

- K& khai trén mdu DO1-T5S: Nguoi tham gia BHXH phdi ké khai dady dit qua trinh déng BHXH,
BHTN chwa huong BHXH 1 lan (tie thang/nam den thang / nam, tén don vi va dia chi don vi,

chicc danh, mic luong); cam két viée chira huong (hodc da hurong) BHXH 1 lan, tror cap that
nghiép, néeu tim lai s6 BHXH cu sé hoan tra lgi cho co quan BHXH.

Ngay tra két qua: .....[ ..../20.....(Qua han tra hd so 30 ngay, cac don vi chua dén nhan, co quan
BHXH sé chuyeén ho so vao kho luu trix).

........ ,Ngay .....thang ... nam ......... Ngudi nop hd so
Can bo tiép nhan ho so (Ky, ghi ho tén)

(K, ghi ho tén)



Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014
S6 Ho so: 306/......... /SO CONG HOA XA HQI CHU NGHIA VIET NAM

Poc lap - Tw do - Hanh phac

PHIEU GIAO NHAN HO SO
Loai ho so: Cap lai so BHXH do hw héng

(Thoi han giai quyét loai ho so nay: 16 ngay lam viéc, tai BHXH quan, huyén: 18 ngay lam viéc)

L. TEN QO VI oo e e e Ma don vii ...occeeeeeennnenn.
2.Diénthoai: ..o Email: oo,
STT Loai gidy to, biéu mau S6 lwong

1. Pbi véi S6 BHXH (miu cii):

1. | Trudng hop don vi lam hong: Danh sach dé nghi cap lai s6 BHXH (mau
03a-DS/CLS, 01 ban) ; Bién ban xac dinh nguyén nhan (01 ban); van ban
xur Iy vi pham hanh chinh cia s¢ Lao dong Thuong binh va Xa hdi hoac
Thanh tra s& Lao dong Thuong binh va Xa hoi (01 ban) L] hoac
- Truong hop ngudi lao dong 1am hong: Pon dé nghi cap lai s6 BHXH
(mau DO1-TS) [

2. [T khai tham gia BHXH, BHYT (mau TK1-TS, 01 ban/so) doi véi truong
hop chua duoc duyét trang 03 s6 BHXH (mau cil)

3. |S6 BHXH cii (hu hong)

I1. P6i véi S6 BHXH (miu méi):

1. | Truong hop don vi 1am hong: Danh sach dé nghi cap lai s6 BHXH (mau
03a-DS/CLS, 01 ban); Bién ban xac dinh nguyén nhan (01 ban); van ban
Xt ly vi pham hanh chinh cua s¢ Lao dong Thuong binh va Xa hoi hoac
Thanh tra s& Lao dong Thuong binh va Xa hoi (01 ban) L] hoac
- Truong hop nguoi lao déng 1am hong: Pon dé nghi cap lai s6 BHXH
(miu D01-TS) O

2. [T biasé BHXH (bi hu hong)

3. |Céc trang to roi s6 BHXH (bi hu hong)

Luwu y: Thu tuc nop hé so:

- P6i V6i nguoi dang tham gia BHXH thi don vi noi dang tham gia nép hé so-

- Do Vi nguwoi da nghi Viée thi don vi noi tham gia cudi cing truéc khi nghi viéc ngp hé so:

- Truong hop don vi da giai thé thi don vi quan ly cap trén tryc tiép nép, néu khong co don vi
quan Iy cap trén thi nguoi lao dong nép cho co quan BHXH noi tham gia cuéi cing truéc khi
gidi thé.

Ngay tra két qua: ....;/ / .......... (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)

.., NQAY .....thang ..... nam ......... Ngudi nép hd so

Can b tiép nhan ho so (Ky, ghi ho tén)
(KY, ghi ho tén)



Phiéu giao nhdn hé so ndy dp dung ké tir ngay 15/12/2014

S6 Ho so: 311/......... /THU CONG HOA XA HQI CHU NGHIA VIET NAM
boc lap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Piéu chinh qua trinh da dwoc chét xac nhan trén s6 BHXH
Ap dung déi véi trwong hop nguwoi ao dong di nghi vigc, ngirng dong BHXH
(Thoi han giai quyét loai hd so nay: 16 ngay lam viéc)

L. TEN QON VI oo e e e e Ma don vii ....cccveeeennee
2.Diénthoai: ..o Emal
STT Loai gidy to, biéu mau S6 lwong

1. [Danh sach diéu chinh lao dong va mic dong BHXH, BHYT, BHTN (mau
D02-TS, 01 ban)

2. [To khai thay d6i thong tin nguoi tham gia BHXH, BHYT (mau TK2-TS, 01
ban/nguoi)

3. 1S6 BHXH (mau cit) O hoic to bia s6 BHXH (s6 mau méi) O
4. [CAc to roi s6 BHXH
5. |Ho so lién quan dén viéc diéu chinh: Quyét dinh, Hop dong .............

Ngay tra két qua: ..... / NPTy do (Qua han tra h so 30 ngay, cac don vi chua dén nhan,
co quan BHXH s€ chuyén ho so vao kho luu trir)

........ ,Ngay .....thang ... nam ......... Ngwdi nop hé so
Can bg tiep nhan ho so (Ky, ghi ho tén)
(KY, ghi ho tén)



Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014

S6 Ho so: 313/......... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phac

PHIEU GIAO NHAN HO SO
Loai hd so: Cap, ghi sé thoi gian cong tic truéc thang 01/1995
hoic thai gian dam nhiém chire danh truée thang 01/1998 ddi véi can b cap xa
(Thoi han giai quyét loai ho so nay: 15 ngay lam viéc d6i voi truong hop cap ghi sb thoi gian
cong tac trudc thang 01/1995: 30 ngay lam viéc ddi vai truong hop dam nhiém chirc danh trude
thang 01/1998 ddi véi can bo cap xa)

) 0 =) 1 (01 Ma don Vii v,
2.Diénthoal: ..................cccccecEMail L,
STT Loai gidy to, biéu mau S6 lwong

I |Hé so cip ghi sé thoi gian cong tac trwéc thang 01/1995:

Pon d& nghi cia ngudi lao dong (theo mau DO1-TS, 01 ban)
To khai tham gia BHXH, BHYT(theo mau TK1- TS, 01 ban)

S6 Bao hiém xa hoi (néu c)

Phiéu bao hd so (néu co)

A ER F A I

Ho so, gidy to goc c6 lién quan: nop theo “Phu luc PGNHS 313- huwong
dan danh muc hé so”

Il Hé so cip ghi so thoi gian dam nhiém chirc danh trwéc thang 01/1998
d6i véi can bd cap xa:

a. [DPon vi sir dung lao dong, ngwai lao dong:

- Danh sach lao dong tham gia BHXH, BHYT (theo Mau D02-TS, 01 ban)
chi &p dung doi véi cac doi twong quy dinh tai théng tu lién tich
03/2010/TTLT-BNV-BTC-BLOTBXH ngay 27/5/2010

2. [To khai tham gia BHXH, BHYT(theo mau TK1- TS, 01 ban) chi ap dung
doi Voi cdc doi twong quy dinh tai thong tu lién tich 03/2010/TTLT-BNV-
BTC-BLDTBXH ngay 27/5/2010

S6 Bao hiém xa hoi (néu c)

4. Phiéu b4o hd so (néu c6)

Ho so, gidy to goc co Ilen quan: ngp theo “Phu luc PGNHS 313- hudng
ddn danh muc hé so ¢

b. |[BHXH quan, huyén:
1. |Bién ban thim dinh (theo Mau, 01 ban) do BHXH quan, huyén lap

2. |Danh séch can bo xa thude doi tuong thuc hién theo quyét dinh s6
1674/QD-TTG (theo Mau sé 01- CBXTPHCM, 01 ban) do BHXH quan
huyén 1ap chi &p dung doi Véi doi tuwong theo quy dinh tai Quyér dinh sé
1674/QD-TTg ngay 08/11/2012 cua Thu twéng Chinh phu

Lueu y: Thii tuc ngp ho so:




- POi V6i nguoi dang tham gia BHXH thi don vi noi dang tham gia nép hé so-
- Péi Vdi nguwoi di nghi viée thi don vi noi tham gia cudi cling truoc khi nghi viéc ngp hé so.
Truong hop don vi da giai thé thi don vi quan ly cap trén truc tiep nop.

Ngay tra két qua: ......./ .../ .............(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 ......... Ngudi nép héd so
Can bg tiép nhan ho so (Ky, ghi ho tén)

(K, ghi ho tén)



Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014

S6 Ho so: 317/......... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phac

PHIEU GIAO NHAN HO SO
Loai hd so: CAp lai s6 BHXH do di nhén trog cap BHXH 1 1an bj thu héi sé hoic thét lac
sau dé tiép tuc tham gia BHXH
(Thoi han giai quyét loai ho so nay: 16 ngay lam viéc)

| 0 =) 1 (01 Ma don Vii .eeeeeeiiiiinnne,
2.Biénthoal: ..................cccc cEMaIl L,
STT Loai gidy to, biéu mau S6 lwong

I [Trudng hop da giai quyét tro cap BHXH 1 lan truéc ngay 01/02/2011 bi
that lac so, sau do tiep tuc tham gia BHXH:

1. [oncam lgé't cua nguoi lao dong xac dinh da dugc giai quyét tro cap BHXH
1 1an bi that lac s6 (mau D0O1-TS, 01 ban).

Il [Truwong hep da gidi quyét trg cAp BHXH 1 lan ké tir ngay 01/02/2011
tré di, bi thu hoi so sau do tiep tuc tham gia BHXH:

1. | Gidy xac nhan thoi gian dong BHTN chua huong (mau C15-TS, 01 ban
chinh) (néu co);

2. [Truong hop nguoi lao dong khong c6 mau C15-TS dugc quy dinh tai khoan
1, muc Il & trén; bo sung mat trong ba giay to sau:

- Don cam két cuia ngudi lao dong xac dinh da dugc giai quyét tro cap
BHXH 1 1an (miu DO1-TS): O hoic

- Phiéu xac nhan thu hoi s6 BHXH (mau 01-XN/THS, 01 ban chinh); O
hoac

- Quyét dinh huong tro cap BHXH 1 lan (01 ban chinh). O

Luu y: Pon cam két cia nguoi lao dgng (mau DO1-TS) d@é nghi ghi ré noi da nhdn tro cap
BHXH 1 lan.

Ngay tra két qua: ............. [N o (Qua han tra ho so 30 ngay, cac don vi chua dén
nhan, co quan BHXH sé& chuyén ho so nay vao kho luu trir)

........ ,NQAy .....thang ... ndm ......... Ngudi nép hd so
Cén b tiep nhan ho so (Ky, ghi ho tén)
(K, ghi ho tén)



Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014
S6 Ho so: 401/......... ITHE CONG HOA XA HQI CHU NGHIA VIET NAM

Poc l1ap - Tw do - Hanh phac

‘ ~ PHIEU GIAO NHAN HO SO
Loai ho so: Doi thé BHYT do thong tin ghi trén thé khong ding
(Thoi han giai quyeét loai ho so nay: 07 ngay lam viéc)

1. Tén don vi (CANhAN): ..o Ma don vii ..o,
2.Diénthoai: ..o Emall e,
STT Loai gidy to, biéu miu S6 lwong

I. [Thii tuc hd so:

1. [Pon d& nghi ciia ngudi tham gia (mau DO1-TS, 01 ban/ngudi)

2. [Thé¢ BHYT cii con gia tri;

3. Péi v6i truong hop nhan than ghi trén the khong dung, bb sung mot trong
cac gidy to sau: Gidy khai sinh, CMND, S6 h¢ khau, Thé hoc sinh (d6i véi
trueong hop con di hoc) (Ban sao cé ching thuc)

I. [Tha tuc hd so ddi véi ddi twong chinh sach thugc sé Lao dong Thwong
binh va xa héi quan ly:

1. [To khai thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK2-TS, 01
ban/nguoi)

2. [Thé BHYT cii con gia tri;

I11. [Trwong hep muc I, muc 11, néu vira diéu chinh nhan than vira cAp mat
thé BHYT:
Bé sung thém h so:
- Truong hop don vi ndp ho so: Gidy cam két (mau 401a/THE) O hoic
- Truong hop c& nhan nop hd so: Gidy cam két (mau 401b/THE) O
Luu y:

- Tal kho@n 3 muc | néu khﬁnglnép “Ban sao c6 chieng thyc” thi nop “Ban photo” kem “Ban
chinh” dé doi chieu (can bg tiep nhdn ho so can cik vao Ban chinh doi chieu, ky xac nhgn vao
ban photo).

Ngay tra két qua: ......... Y (Qué han tra hd so 30 ngay, cac don vi chua dén
nhan, co quan BHXH sé chuyén ho so nay vao kho luu trit)

.y NQAY ... thaNg ..... nam ........ Ngudi nop hd so
Can bg tiep nhan ho so (Ky, ghi ho tén)

(KY, ghi ho tén)




Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014
S6 Ho so: 402/......... /THE CONG HOA XA HQI CHU NGHIA VIET NAM

Loai hd so: CAp lai hodc d6i thé BHYT do mat, bi hw héng, diéu chinh quyén lgi kham
chira bénh va thay doi noi kham chira bénh hoic doi thoi diem hwéng tir di 5 nam lién tuc

Poc l1ap - Tw do - Hanh phac

PHIEU GIAO NHAN HO SO

(Thoi han giai quyét loai hd so nay: 04 ngay lam viéc)

I.Téndonvi (CANhAN): ..o, Ma don vii ..oceveenenne.
2.Diénthoal: ..................cccc cEMaIl L,
Y SR x S6
STT Loai giay to, bieu mau
: lwgng
A. [Cép lai thé BHYT do mat hoiic hw héng:
I. |H so do don vi ndp:
1. [Danh sach d& nghi cap lai thé BHYT (mau 03b-DS/CLTH, 01 ban)
2. [Thé BHYT cii con gia tri (truong hop thé BHYT bi hu hong).
1. |H® so do ¢4 nhan ngudi tham gia BHYT ndp: (&p dung trong triong
hop nguoi lao dong da nghi Viée, doi twong huu tri, hoc sinh sinh vién va
tré em dudi 6 tuoi).
1. Pon dé nghi cap lai th¢ BHYT(mau DO1-TS).
Thé BHYT cii con gia tri (truong hop thé BHYT bi hu hong).
B. [P6i thé BHYT do: diéu chinh quyen loi khdm chira bénh; thay déi noi
kham chira bénh hoidc déi thoi diém hwéng tir di 5 nim lién tuc
1. [Pon d& nghj cap lai, d6i thé (mau DO1-TS, 01 ban/ ngudi)
2. [Thé¢ BHYT cii con gia tri
3. [Trudng hop diéu chinh quyén loi kham, chira bénh: Gidy to ¢ lién quan
den mirc huong guyen loi cao hon (Ban sao ¢é ching thuc)
Luuy:

- Thé BHYT cap lgi do bi mat chi dwoc thay déi noi kham, chiva bénh ban dau sau 12 thang ké tir

ngay cap lai

- Viéc doi thé BHYT do thay d6i noi khdm chira bénh ban dan chi thuc hién vao ngay 01 deén
ngay 10 cua thang dau méi quy. Riéng truong hop nhdn ho so tir ngay 21 cia thang cudi quy va
c6 ngay tra két qua trusc ngay 01 cua thang dau quy sau, thi thoi han tra két qua vao budi chiéu
ngay 1am viée dau tién cia thang dau quy sau.

Ngay tra két qua: .......... [ e - (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).

s NQAY ..... thaNg ... nam ......... Ngudi nép hd so
Can bo tiép nhan ho so (Ky, ghi ho tén)
(Ky, ghi ho tén)



Phiéu giao nhdn hé so ndy dp dung ké tir ngay 15/12/2014

S6 Ho so: CONG HOA XA HQI CHU NGHIA VIET NAM
614/......... /CPBHXH Péc lap - Tw do - Hanh phac

‘ ~ PHIEU GIAO NHAN HO SO o
Loai ho so: Giai quyet che d§ hwu tri vira dieu chinh nhan than, chirc danh nghe doi voi
ngudi bio luu qua trinh déng BHXH.
(Thoi han giai quyeét loai ho so nay: 20 ngay lam viéc)
1.0NG (DA) .oevveeeiee e, MA huyén: ........ccceeverenne.

2. SO QBN TN0AT TN AC: vttt ettt et e et et et e e eeentenaens

So

STT Loai gidy to, biéu mau
lwgng

I. |HO so hwu tri

S6 BHXH; hodc S6 BHXH va cac trang to roi; hoac to bia sé va céc trang

Lo roi. (ban chinh)
- Bon d& nghi huong ché d6 huu tri theo Mau s 12-HSB (ban chinh, 01
) ban), hoac
* | Gidy ching nhan ché huu ddi véi ngudi lao dong nghi viéc cho du diéu
Kién ve tuoi doi (ban chinh).
3 Quyét dinh chuyén nganh va cac Quyét dinh phong quan ham - néu c6 (ban
" sao c6 chirng thuc hoac ban chup)
4 Bién ban giam dinh muc suy giam kha néng lao dong tur 61% trg 1én cua
" |Héi dong Giam dinh Y khoa - néu cd (ban chinh, 01 ban)
5 Gidy chang nhan bi nhiém HIV/AIDS do rai ro bénh nghé nghiép - néu cé

(ban chinh hodc ban sao c6 chirng thuwe hoac ban chup, 01 ban)

Doi voi nguoi Ch»ép hanh xong hinh phat tu trong truong hop khong duoc
6. |huong an treo, bo sung: Giay chirng nhan chap hanh xong hinh phat tu (ban
sa0 cO chirng thuc hoac ban chup, 01 ban)

Quyét dinh tré vé nudc dinh cu hop phap - néu cé (ban sao ¢ chieng thuc

& hodc ban chup, 01 ban)

Y Quyét dinh ctia Toa &n tuyén bd mat tich tré vé - néu co (ban sao c6 chieng
" [thwc hodc ban chup, 01 ban)

g |Vanban giai trinh viéc nop hd so huu tri cham so véi thoi diém hudng
" |luong huu (ban chinh, 01 ban)

10 Phicu cung cap thdng tin so tai khoan do ngudi huéng lwvong huu dé nghi
" |(ban chinh, 01 ban) (neu co)

" Céc giay to khac 6 lién quan (NU CO) ...vvevveveeveeeeeeveeeeeeeeeeeeenes

1. |Hd so diéu chinh nhan than: ho, tén, ngay thang nim sinh, giéi tinh.




- To khai thay ddi thong tin nguoi tham gia BHXH, BHYT theo mau TK2-

15 (ban chinh, 01 ban/ngudi)

5 Giay khgi sinh hoac Chirng minh nhan dan (ban sao cé ching thuc, 01
ban/nguoi)

I11. Hd so diéu chinh chikc danh nghé:

1T To khai thay d6i thong tin nguoi 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 viéc, gidy to
2. [c6 lién quan dén viéc dieu chinh (theo huéng dan tai cong van 2899/BHXH-
THU)........cccenne. (kém theo ban chinh dé doi chiéu)

Luu y:

- Nguroi ¢6 quyét dinh cho hueu ciia co quan BHXH khéng can ngp s6 BHXH vi co quan BHXH
dang giir.

- Sau khi gidgi quyét xong, s6 BHXH sé luwu gii tai co quan BHXH, khéng tra cho c& nhan.

- Truong hop nguoi lao dgng ngp ban chup thi kém theo ban chink dé can bg tiép nhan hé so doi
chiéu.

- Néu sai léch nhan than (ho, tén dém, tén, _ngay, thang, nam sinh) giia s6 BHXH va Gidy

khai sinh, CMND thi dé nghj diéu chinh sé BHXH trwéc khi gidgi quyét hé so huweu tri. Co
quan BHXH khéong diéu chinh lgi nhiing sai sét trén sau khi d lip OP hwu tri.

Ngay tra két qua: ......./ coveeenend s (Qua han tra ho so 30 ngay, 6ng (ba) chua dén
nhan, co quan BHXH s& chuyén ho so nay vao kho luu trir)

........ ,ngay .....thang ..... nam ......... :
Cén b tiep nhan ho so Nguoi nop ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhdn hé so nay dp dung ké tir ngay 15/12/2014

S6 Ho so: 615/......... /ICPBXH CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc l1ap - Tw do - Hanh phac

PHIEU GIAO NHAN HO SO
Loai ho so: Giai quyét ché dd huu tri vira diéu chinh nhan dan, chirc danh nghé déi véi
nguoi lao dong dang lam viéc.
(Thoi han giai quyét loai hd so nay: 20 ngay lam viéc)

L. TEN AON VIi cvviii i Ma don vii .......oevne...... M@ huyén ..
2.Biénthoal: ..................cccc cEMaIl L,
STT Loai gidy to, biéu mau S6 lrong

I. |Ho so hwu tri:

1. S6 BHXH hoic S6 BHXH va céc trang to roi hoac To bia s6 va céc trang to
roi (ban chinh).

2. |Quyét dinh nghi viéc huong ché do huu tri theo miu do Bo LBTB&XH quy
dinh (ban chinh, 01 ban).

3. (Gidy dang ky dia chi noi cu trt khi nghi huu, noi kham chira bénh bao hiém
y té ban dau (Mau s6 13-HSB) (ban chinh)

4. Quyét dinh chuyén nganh va céc quyét dinh phong quan ham - néu c6 (ban

sao c6 chirng thuc hoac ban chup)

5. [Bién ban giam dinh muc suy giam kha nang lao dong tir 61% tr [én cua
Hoi dong giam dinh y khoa néu cé (ban chinh, 01 ban)

6. |Gidy ching nhan bi nhiém HIV/AIDS do rai ro bénh nghé nghiép - néu cé
(ban chinh hodc ban sao c6 chirng thuc hoac ban chup, 01 ban)

7. [P6i véi nguoi Chqép hanh xong hinh phat tu trong truong hop khong duoc
hudng an treo, bo sung: Giay chang nhan chap hanh xong hinh phat tu (ban
sao c6 chirng thuc hoac ban chup, 01 ban)

8. |Quyét dinh tro vé nude dinh cu hop phép - néu ¢6 (ban sao c6 chirng thuc
hoac ban chup, 01 ban)

9. |Quyét dinh cua Toa &n tuyén b mat tich tré vé - néu cé (ban sao cé chieng
thwc hoac ban chup, 01 ban)

10. [Van ban giai trinh viéc nop hd so huu tri cham so véi thoi diém huéng
lurong huu (ban chinh, 01 ban)

Il |H so diéu chinh nhan than: ho, tén, ngay thing nim sinh, gigi tinh.

1. |- To khai thay doi thong tin ngudi tham gia BHXH, BHYT theo mau TK2-
TS (ban chinh, 01 ban/ngudi)

2. | Gidy khai sinh hoic Ching minh nhan dan (ban sao c6 ching thuc, 01
ban/nguoi)

I11. [Hé so diéu chinh chirc danh nghé:
1. | To khai thay ddi thong tin ngudi tham gia BHXH, BHYT theo miu TK2-




TS (ban chinh, 01 ban/ngudi)

2. - Ban chup quyét dinh hoic hgp ddng lao dong, hop dong 1am viéc, gidy to
c6 lién quan den viéc dieu chinh (theo huéng dan tai cong van )
2899/BHXH-THU) ....................... (kém theo ban chinh dé doi chiéu)

Luu y:

- Sau khi gidgi quyét xong, s6 BHXH sé luu tai co quan BHXH khéng tra cho ngueoi lao dong.

- Truong hop don vi sit dung lao dgng ngp ban chup thi kém theo ban chinh dé can bg tiép nhan
ho so doi chieu.

- Néu sai lgch nhan than (he, tén dém, tén, _ngay, thang, nam sinh) giira s6 BHXH va Gidy
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 nhizng sai sét trén sau khi da lgp QP huweu tri.

Ngay tra két qua: ........... /Y A (Qua han tra ho so 30 ngay, don vi chua dén nhan
ho so co quan BHXH s& chuyén ho so nay vao kho Iuu trir)

........ ,Ngay .....thang ... nam ......... Nguwdi nop hé so
Can bg tiep nhan ho so (Ky, ghi ho tén)
(KY, ghi ho tén)



Phiéu giao nhdn hé so ndy dp dung ké tir ngay 15/12/2014

S6 Ho so: CONG HOA XA HQI CHU NGHIA VIET NAM
620/......... /CPBHXH Péc lap - Tw do - Hanh phac

PHIEU GIAO NHAN HO SO
Loai hd so: Piéu chinh lai lwong huu, trg cap BHXH do thay doi tién lwong dong BHXH
hogc dwogc bd sung thém thai gian déng BHXH;
Piéu chinh thdng tin vé nhan than trong hé so hwéng BHXH hang thang
(Thai gian giai quyét: 20 ngay lam viéc)

1. Tén don vi, nguoi lao dong: ...........coovevvee..Madon vii ooeenaee. Ma huyén
2.Diénthoal: ..................ccc cEMaIl L
STT Loai gidy to, biéu miu S6 lwong

Piéu chinh lai lwong hwu, tro cAp BHXH do thay ddi tién lwong déng

- |BHXH hoiic dwoc bé sung thém thi gian déng BHXH.

1. |Quyét dinh huu tri (ban sao ¢ chieng thuc hodc ban chup)

Ban chup Quyet dinh luong, quyet dinh hoic hop dong lao dong, hop dong
2. [lam viéc, gidy to co6 lién quan dén viéc diéu chinh (kém theo ban chinh dé
ddi chiéu)

T khai thay d6i thong tin ngudi tham gia BHXH, BHYT theo miu TK2-

4 IS (ban chinh, 01 ban/nguo).
Cac gidy to khac:
B
I Piéu chinh thong tin vé nhan than trong hd so hwéng BHXH hang
" [thang.
L [Pon dé nghi diéu chinh thdng tin vé nhan than trong ho so huong BHXH
" |hang thang Mau s6 01-DCNT (ban chinh, 01 ban)
5 Gidy khai sinh duoc co quan cé tham quyén cap (ban chinh hoic ban sao
" [c6 chieng thuc hodc ban chup)
Luu y:

- Co quan BHXH sé thuc hién truy linh phan chénh léch lirong huru vao ky lwong gan nhat (néu
co).

- Khi ngp ho so nguoi hueng BHXH hang thang xuat trinh ban chinh Gidy khai sinh dé can bg
tiep nhdn doi chieu véi ban sao c6 ching thuc (neu ngp ban sao).

- Trurong hop nguoi lao dong ngp ban chup thi kém theo ban chinh dé can bg tiép nhan hé so doi
chiéu.

Ngay tra két QUA: ............. [, [, (Qua han tra ho so 30 ngay, cac don vi chua
dén nhan, co quan BHXH s& chuyén hd so nay vao kho luu trit)

........ ,ngay .....thang ..... nam ......... )
Can bg tiép nhan ho so Ngwoi nop ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



BAO HIEM XA HOI TP.HCM  CONG HOA XA HQI CHU NGHIA VIET NAM
PHONG (BQO PHAN) THU Péc 1ap - Tw do - Hanh phtic

GIAY PE NGHI IN TO BIA SO, THE BHYT

Ten dom Vi: ..ooovveeiiiiiii MaDV:

1. Tong sb to bia s6 BHXH d& nghi Cap: ..........cccccovvneeeennnn 1O

Trong do:

+ CAP MOT TUSO v AENSO e,

+ CAP DO SUNG: TU SO v @ENSE

Tong s6 to khai tham gia BHXH, BHYT (TKOL-TS): ...oovvveeeeeiieeeeeenn 10

2. Tong so6 thé BHYT dé nghi Cap: .................. the

- Trong do:

+ Tang mOi: covvvviiiiiiiie e, the.

+Giahan: ... thé, Trong d6: - Thai san: ..o the

- Thoi han st dung thé BHYT : Tur .../ ..o . dén ol ...

3. KhONg in thé: I LY dO: .veoeiieece e s
Ngay .... Thang ..... ndm ..... P. TRUONG PHONG

CAN BQ THU (Ky, ghi ho tén)

(K, ghi ho tén)
Luu y: Truong hop khong in thé BHYT thi Bg phan cap sé theé chuyén Gidy dé ngh; in s6, the
BHYT cung vai Phiéu giao nhédn ho so dé thong bao cho don vi biet.



