BAO HIEM XA HOI VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM

BAO HIEM XA HQI Péc l1ap - Tu do - Hanh phiic
TPHOCHIMINH el
S6: 3782/BHXH-THU TP. H6 Chi Minh, ngay 28 thang 11 nam 2014

V/v hwedng din bé sung mét sé nghiép vu

Kinh giri: Cac don vi st dung lao dong trén dia ban TP.HCM
Cin ctr Quyét dinh s6 1018/QD-BHXH ngay 10/10/2014 ctia Tong Giam doc BHXH Viét
Nam va cOng van s0 4175/BHXH-PC ngay 31/10/2014 cia BHXH Viét Nam. Bao hiém xa hoi
Thanh pho huéng dan bo sung mét s6 nghi€p vu, nhu sau:

1. V& T& khai va Danh sach

1.1. B6 "To khai tham gia BHXH, BHYT” (Mau s6 A01-TS); "T¢ khai tham gia BHXH tu
nguyén” (Méau s6 A02-TS) va “Td khai tham gia BHYT” (Mau s6 A03-TS), thay bang “Td khai
tham gia BHXH, BHYT” (Mau s6 TK01-TS) va “T¢ khai thay ddi thong tin ngudi tham gia
BHXH, BHYT” (Mau s6 TK02-TS).

1.2. Piéu chinh lai Danh séach lao dong tham gia BHXH, BHYT (Mau s6 D02-TS), Danh
sach tham gia BHYT (Mau D03-TS(TN)) (chi &p dung cho ngudi tham gia BHYT tu nguyén).

2. Hwéng din 1ap va sir dung biéu mau

2.1. To khai tham gia BHXH, BHYT (Mau s6 TK01-TS)

- Muc dich: dé nguoi lao dong lan dau tham gia BHXH ké khai cac thong tin lién quan dén
nhan than, tién luong khi 'dang ky tham gia BHXH, BHYT, BHTN hoac chi tham gia BHXH
hodc tham gia BHYT va cap s6 BHXH, th¢ BHYT.

- Phuong phap lap:

+ S6 dinh danh: ghi s6 s6 BHXH.

+ Nguoi lao dong can cad CMND, gidy khai sinh, ho chleu s6 ho khau va ho so gdc nhu ly
lich, hop dong lao dong, hop dong lam viéc cac Quyét dinh tuyén dung, tiép nhan va cac gidy to
chimg minh quyén lgi BHYT ... dé ké khai vao To khai tham gia BHXH, BHYT. (Mau s6 TKO1-
TS).

Luu y:

- Yéu cau nguoi lao ddng phdi ké khai day dii cc tiéu thirc trong to khai.

- Ngay, thang, nam sinh: ghi nhw trong gidy khai sinh hodc hg chiéu. Trieong hop khdng
xac dinh dwoc ngay, thang sinh thi ghi ngay 01 thang 01.



- Pia chi dang ky hé khau: ghi ddy @i dia chi noi dang ky ho khdu thwong trii tai thoi diém
ldp to khai.

- Dia chi lién hé: ghi ddy di dia chi lién hé noi dang sinh song dé co quan BHXH giri
théng bdo ket qua dong BHXH, BHYT.

+ Pon vi ¢6 trach nhiém kiém tra, d6i chiéu CMND, gidy khai sinh, ho chiéu, s6 ho khau
co phai la cua nguoi lao dong hay khong va khop diung voi ndi dung trén To khai tham gia
BHXH, BHYT (mau TK1-TS) do nguoi lao dong 1ap trude khi giri cho co quan BHXH.

+ Co quan BHXH céan ctr vao “T¢ khai tham gia BHXH, BHYT” W(Mﬁu s6 TKO1-TS) va
Danh sach lao dong tham gia BHXH, BHYT (Mau so6 D02-TS) dé cap s6 BHXH cho nguoi lao
dong, luu To khai.

2.2. To khai thay ddi théng tin nguoi tham gia BHXH, BHYT (Mau TK02-TS)

- Muc dich: dé nguoi lao dong ké khai b sung thong tin hodc thay d6i thong tin ctia ngudi
tham gia BHXH, BHYT.

- Trach nhiém lap:
+ Khi nguoi lao dong co thay ddi, bo sung thong tin hodc thay doi loai hinh tham gia.

_ + Nguoi lao dong tang mdi da duoc cp s6 BHXH nhung chua c6 dir liéu nhan than trén
phan mém SMS tur tinh khac chuyén dén.

- Phuong phap lap:
+ 86 dinh danh: ghi s6 s6 BHXH.

+ Nguoi lao dong can ci To khai tham gia BHXH, BHYT (Mﬁu s6 TK01-TS), CMND
gidy khai sinh, ho chiéu, s6 ho khau va ho so gbc nhu ly lich, hop dong lao dong, hop dong lam
viéc cac Quyét dinh tuyén dung, tlep nhan va cac gidy to ching minh quyén loi BHYT ... dé ké
khai diéu chinh vao T& khai thay ddi thong tin nguoi tham gia BHXH, BHYT (Miu s6 TK02-
TS).

Liru y: Thong tin bdt bude nguoi tham gia phai khai bao: I. Ho va tén (viét chit in hoa) 11
S6 dinh danh Bat dau tir muc III. Noi dung thay doi: chi ghi nhitng thong tin vao tiéu chi can
diéu chinh, bo sung; con khéng cé diéu chinh, bé sung thi bo trong.

~ +Co quan BHXH can cir To khai thay d6i thong tin nguoi tham gia BHXH, BHYT (M?u}
so TKO2-TS) cap nhat, diéu chinh lai thong tin ¢6 lién quan ctua nguoi lao dong, cap lai s6
BHXH, th¢ BHYT (néu c6).

2.3. Danh sach lao dong tham gia BHXH, BHYT (Mau D02-TS).
- Muc dich: dé don vi str dung lao dong thong bao cho co quan BHXH khi c6 phat sinh

tang, giam lao dong, tién lu.:o’ngq tham gia BHXH, BH,YT, BHTN; diéu chinh muc dong BHXH,
BHYT BHTN va dang ky cap so0 BHXH, th¢ BHYT doi véi nguoi lao dong thude don vi.



- Phuong phap lap:

+ Don vi can cir To khai tham gia BHXH, BHYT (Mau sb TKO1-TS); hop ddng lao dong
hop dong lam viéc cac Quyét dinh tuyén dung, ti€p nhén, Quyét dinh nang luong, thuyén
chuy€n, thdi viéc va cac gidy to khac c6 lién quan l1ap Danh sach lao dong tham gia BHXH,
BHYT (Mau D02-TS) thanh 01 ban, gui cho co quan BHXH trude ngay 20 hang thang cung voi
cac To khai tham gia BHXH, BHYT (Mau s6 TKOI-TS - néu c6) va To khai thay doi thong tin
nguoi tham gia BHXH, BHYT (Mau TKO02-TS - néu c6)

+ Chi tiéu hang ngang: Ghi dﬁy du tén don vi, dia chi, sb dinh danh ghi ma don vi.

+ Chi tiéu theo cot:

- Cot A: ghi s6 thir tu tir nho dén 16n theo timg muc.

- Cot B: ghi ho tén cua timg nguoi lao dong va ghi twong Gmg timg muc tang lao dong, tang
mirc dong hodc giam lao dong, giam murc dong. Trong timg muc lai ghi theo thir tu: ngudi ¢6 6
BHXH ghi trude; nguoi chua c6 s6 BHXH ghi sau.

- Cot 1: ghi s6 s6 BHXH, chua c6 thi dé trong.

- Cot 2: ghi déy du, chi tiét vé cép bac, chic vu, chirc danh nghé, cong vigc, diéu kién noi
lam viéc theo quyét dinh hoac HPLD, HPDLV.

- Cot 3: ghi tién lwong ctia ngudi lao dong (bao gdm ca hé s chénh 1éch bao luu néu co)

-Cot 4, 5, 6, 7: ghi phu cap moéi tuong tng (néu co).

- Cot 8: ghi tir thang, ndm nguoi lao dong ting, giam hodc thay d6i mirc dong

- Cot 9: ghi ty 1¢ dong; d6i véi truong hop truy dong hodc diéu chinh tién luong tir thang
(cot 8) thi ghi dén thang tuwong tng thoi gian truy thu hodac diéu chinh, truong hop co nhiéu méc
thoi gian khac nhau thi ting dong theo tung moc thoi gian tuong tmg; thu hoéi thé BHYT; nghi
huong tro cép thai san; ma hodc tén bénh vién dang ky KCB ban dau ..

+ Chi tiéu theo hang ngang:

- Tang: ghi theo thtr tu lao dong tang mai; lao dong diéu chinh ting mirc dong, truy dong
BHXH, BHYT trong don vi, thu hoi gia tri con st dung do khong tra thé, truy dong BHTN,
BHXH.

- Giam: ghi theo tht ty lao dong giam do chuyen di, nghi huong ché do BHXH ...; lao dong
diéu chinh giam murc dong trong don vi, giam trir sé phai déng BHYT, BHXH, BHTN.

Luu y:

+ Don vi ké khai day du, chinh xdc tién lwong, tién cong va cdac khodn phu cdp déng BHXH
BHYT, BHTN ghi trong Quyét dinh hoac HPLD, HDLV cua tung nguwoi lao dong.



+ Nguwoi lao dong thuoc doi tuong thuc hién ché dé tién lwong do Nha miede quy dinh thi
ghi tién lwong va phu cdp bang hé so; phu cdp tham nién vuot khung tham nién nghé ghi bang
1y 1é phan tram (%) vao cét twong iimg, néu khong hieong phu cap nao thi bo trong.

+ Nguoi lao dong thugc doi twong thuc hién ché dg tién luong do nguoi sir dung lao dong
quyét dinh thi ghi so tién lwong cu thé. Néu trén HPLD, HPLYV ciia nguoi lao dong ghi tién
lirong hé sé hodic tién lwong cé goc ngoai té thi phdi quy déi, ghi bang tién (VND) theo quy dinh.

+ Néu trong thang don vi ldp nhiéu danh sdch lao déng déng BHXH, BHYT thi dainh sé
cac danh sach.

2.4. Danh sach nguoi tham gia BHYT (Mau D03-TS(TN))

~ Muc dich: dé dai 1y thu ké khai nhiing ngudi tham gia BHYT ty nguyén ting méi, dong
tiép, dong lai.

Phuong phap lap: dé dai 1y thu thong bao cho BHXH quén, huyén khi c6 bién dong (tang,
giam) ve nguoi tham gia, so tién dong BHYT.

Luuy:

+ Chi tiéu theo hang ngang: sé dinh danh ghi s6 ma don vi dwoc co quan BHXH cdp
+ Chi tiéu theo cot:

Cot 1: ghi ma s6 thé BHYT cuia nguoi tham gia néu da dwoc co quan BHXH cdp

Cét 3: Chi ghi doi véi nhitng truong hop nguoi tham gia theo hé gia dinh dwoc gidm mikc
dong (Vi du: 70%, 60%, 50%, 40%)

2.5. B6i v6i nhém ddi tugng chi tham gia BHYT do ngan sach Nha nudc dong, hd tro mirc
dong van st dung Danh sadch ngudi tham gia BHYT nhu trudce day.

2.6. Thong bao két qua dong BHXH, BHYT (Mau C12-TS)

Co quan BHXH in Thong bao két qua déng BHXH, BHYT (Mau C12) ra file dr liéu
chuyén cho don vi hang thang cham nhat vao ngay 10 ctia thang sau qua hé thong iBHXH.

Riéng thang cudi quy, ngoai Thong bao da gui qua hé thdng iBHXH sé& in Thong bao theo
quy thanh van ban chuyén cho don vi.

2.7. Pon dé nghi (Mau s6 DO1-TS)

Muc (‘iich: dé nguoi tha}m gia BHXH, BHYT dé nghi co quan BHXH thay déi, ‘diéu chiqh
thong tin vé nhéan than trén s6 BHXH, th¢ BHYT, thay d6i noi kham chira bénh ban dau thay doi
quyén lgi huong BHYT hodc thay d6i muc thu nhdp hodc phuong thic dong BHXH tu
nguyeén....



Phuong phap lap:

- Ghi day du cac tiéu thirc in sin trong don dé nghi:

+ Mi s6 quan Iy: ghi s6 s6 BHXH hodc mi thé¢ BHYT tuy theo noi dung can dé nghi;
+ Ngay thang nam sinh: ghi nhu trong gidy khai sinh;

+ Gi6i tinh: ghi ro 1a Nam hay NiI;

+ Chimg minh thu: ghi sb, noi cap, ngay thang nam cap chimg minh thu;

+ Pon vi: ghi tén don vi noi dang tham gia hodc noi tham gia sau cung BHXH, BHYT;

+ Noi dung: ngudi lao dong ghi rd ndi dung can d& nghi diéu chinh hoic cdp lai s6 BHXH,
th¢ BHYT .....

- Luu y:
+ Déi véi truong hop dé nghi cap lai s6 BHXH do mat:

- Nguoi tham gia BHXH phai ké khai day di qud trinh dong BHXH, BHTN chua hwong
BHXH mot lan gom cdc thong tin sau: tur thang/nam dén thang/nam, tén don vi, dia chi don vi,
chiee danh, mirc lvong;

- Nguoi tham gia BHXH, BHTN phai cam két viéc chira hidng (hodc da hwong) BHXH mot
lan, tro cap that nghiép, néu tim lai dwoc s6 BHXH cii s€ hoan tra lai cho co quan BHXH.

+ Ho so gui kem: ké chi tiét, so lwong cdc loai ho so guti kem.

Trong qua trinh thuc hién néu phat sinh vuéng méc (jé nghi cac don vi phan anh kip thoi ve
Béo hiém xa hdi thanh phd (Phong Thu) dé dugc hudng dan giai quyét./.

KT. GIAM POC
PHO GIAM POC

Noi nhdn:

- Nhur trén;

- Ban GD (b/c);

- Cac Phong chirc nang;

- BHXH Q/H;

- Trang Web; x .

- Luu VT, THU (S.2b). Nguyeén Thi Thu





