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

Sé: 1746/BHXH-QLT TP. H6 Chi Minh, ngay 08 thang 7 nim 2016

Vv hieomg dan nghiép vu s6 BHXH

Kinh giri: - Céac phong chirc nang thugc BHXH thanh phd;
- Bdo hiém xa hoi quén, huyén.

Thyc hién Quyét dinh 959/QD-BHXH ngay 09/09/2015 clia Tong Gidm doc Bao hiém
xd@ hoi Viét Nam quyét dinh ban hanh Quy dinh v€ quan 1y thu bao hiém xa hoi (BHXH), bao
hiém y t¢ (BHYT), bao hiém that nghiép (BHTN); quan ly s6 BHXH, th¢ BHYT.

Nhim thong nhat nguyén tic giai quyet trong qua trinh thyc hién cac nghiép vu phat sinh
lién quan dén s6 bao hiém xa hoi, Bao hiém xa hoi Thanh phd H5 Chi Minh huéng din nhu sau:

I. Nguyén tic chung:

1. Méi ngudi lao dong (NLD) chi dugc cap mot s6 BHXH VOl ma s6 dinh danh duy nhét
trong toan bd qua trinh tham gia dé theo doi viéc dong va giai quyet ché d0 BHXH, BHTN theo
quy dinh cta phap luat.

2. Trudng hop NLD c6 nhiéu s6 thi phai tién hanh gop dit liéu vé s6 gbe.

- S6 gbc 1a s6 dang huong cac chef: d6 hang thang; hodc s6 ¢6 qua trinh tham gia BHXH
som nhat nhung chua huong BHXH 1 lan; hoac da huéng BHXH 1 lan nhung con qua trinh
BHTN.

- Sau khi gop s6 phai thu hdi s6 va hay cac s6 s6 BHXH khong phai 1a s6 gbc di duoc
g0p; thu hoi s6 goc cap lai to bia va to ro1 moi.

- Truong hop ¢6 qua trinh tham gia BHXH dau tién dugc quan ly bang sb sb tam, hodc s6
khong du 10 ky tu thi lay so so0 BHXH lién ke sau do6 la so goc.

] 3. Pbi v6i nhitng sd gdp c6 thoi gian dong tring qua trinh BHXH, khi gop so thi giit lai
s0 ¢6 thoi gian dong trung BHXH theo thtr tur vu tién nhu sau:

- S6 dang huong cac ché do hang thang.
- S6 da dong BHXH, BHTN theo hop dong lao dong giao két dau tién.

- S6 ¢6 thoi gian déng BHXH ¢ tinh, thanh phé khac, néu NLD mudn gitt thoi gian dong
tai thanh pho, thi yéu cau NLD lién hé BHXH tinh, thanh pho d6 dé giam trung va chot lai so.

Luu y: Néu qud trinh déng trimg nhau thi thwc hién gidam trung trén $6 $6 xdc dinh phdi
huy do gop, khong thuc hién giam xen ké qua trinh trung cua cac so khdc nhau.

I1. Nguyén tic xir Iy khi giai quyét cic ndi dung lién quan s6 BHXH

1. Cép s6 s6 BHXH (56 dinh danh) méi

Khi co yéu cau cap méi s6 s6 BHXH, Bo phén giai quyét phai can cu s6 ching minh
nhan dan (hodc s6 can cudc) ra soat trong phan mém quan 1y thu va chi cap sb sé mai khi khong
phat hién duge NLB c6 bat ky s s6 nao.



a. Truong hop phat hién NLD da ¢6 1 s6 s6 hop 1€ (trir cc s6 O tam, s6 s6 khong di 10
ky tu...) thi ghi nhan tang m&i BHXH theo s6 s6 do.

b. Trudng hop phat hién NLD c¢6 nhiéu sb sd, thi sir dung tién ich tra ctru kiém tra nhiing
s0 do da huong ché dd hay chua:

+ Néu tat ca so déu da “huong BHXH 1 lan va tro cap that nghiép thi gitr s6 s6 do BHXH
Thanh phé cap sau cung dé cép cho nguoi lao dong, ddng thoi tién hanh cat dit liéu va lap bién
ban huy cac s6 con lai. Truong hop ¢6 s6 con qua trinh dong BHTN chura hudng thi lay s6 s6 nay
dé cip cho ngudi lao dong tiép tuc tham gia.

+ Néu cac s6 déu khong xac dinh dugc thi tam thoi liy s6 s6 do BHXH Thanh phd cap
sau cung va kém theo Phicu yéu cau gop so6 (PO1-BV) chuyén don vi.

c. Truong hop khong phat hién sO s6 nao, nhung trong phan khai bao tang méi BHXH,
don vi c6 ghi s s6 cii (ké ca sb s6 do tinh, thanh phd khac cép), thi dung s6 sb cua don vi khai
bao.

2. Xir Iy khi phat hién nhiéu sé:
Khi ¢6 yéu cau chdt s6 BHXH hoic cip lai s0; giai quyét hd so huu tri, BHXH 1 lan, tir
tudt, tai nan lao dong - bénh nghé nghiép, thai san c4 nhan... thi cin ctr sb CMND (hoac s6 can

cudc) ra soat trong phan mém quan 1y thu va chi thyuc hién khi NLD chi c6 mot s6 s6. Néu phat
hién nhiéu s6 s6 thuc hién nhu sau:

a. Truong hop cac s6 nay da nhan BHXH 1 1an va trg cap that nghiép hodc c6 thoi gian
tham gia BHXH, BHTN dud6i 12 thang nhung nguoi lao dong khong cung cap ) hodc don
khong thira nhan thi thyc hién khoa dit liéu va huy cac sé nay dong thoi chdt s6, cap lai so.

b. Truong hop van con cac s6 chua huong BHXH 1 1an va tro cip tht nghiép va co thoi
gian tham gia BHXH, BHTN tir 12 thang tr¢ 1én nhung nguoi lao dong khéng cung cép s hodc
don khong thtra nhan thi tra lai ho so 1ap Phi€u yéu cau gop so (PO1-DV).

II1. Nguyén tic xir Iy khi cé qua trinh dong BHXH triung

1. Nguoi lao dong chua huong ché d6 ngan han hodc da huong ché do ngin han nhung
qué trinh can giam tring c6 mirc luong thap hon hodc bang mic luong clia qua trinh giit lai thi
thuc hién gidm trung.

2. Nguoi lao dong da hudng ché o ngén han céa 2 s6 hodc hudng ché do ngén han 1 s
nhung qua trinh can gidam tring c¢6 mirc lvong cao hon mirc luong ciia qué trinh giit lai thi ra
quyét dinh thu hoi s6 tién chénh 1éch da giai quyét ché do, sau khi thu hdi dugc tién thi thuc hién
giam trung.

Vi'du 1: Nguoi lao dong c6 s6 A la s6 goc c6 mikc tién lwong la 5.000.000 va s6 B ¢ mirc
tién luong la 7.000.000, ca 2 so cing dwgc gidi quyet ché dg om dau ngay 15/12/12015 (giai
quyét tring 2 lan). Truwong hop ndy phai thu hoi s6 tlen dd gidi quyét tai s6 B véi mirc lwong la
7.000.000, sau d6 méi tién hanh gidm tring va gép so.

Vi du 2: Nguoi lao dong c6 s6 A la s6 gdc co murc tlén lirong la 5.000.000 va sé B ¢é miic
tién lwong la 7.000.000, chi s6 B duoc giai quyét ché dg om dau ngay 15/12/2015 (giai quyet 1
lan). Trwong hop nay phai thu hoi s6 tién chénh léch 2.000.000 da giai quyét giita s6 B va s6 A,
sau dé mdi tién hanh giam tring va gop so.



3. Khi giam tring c6 sb tién phai hoan tra cho nguoi lao dong thi thuc hién qua don vi
noi nguoi lao dong dang tham gia, truong hop da thoi viéc hodc thoi gian giam trung da dugc
bdo luu thi ra quyét dinh hoan tra tryc tiép cho nguodi lao dong.

4. Trudng hop ngudi lao dong c6 yéu cau can trir sb tién phai thu hoi va sb tién giam
tring (hoan tra) thi cdc bo phan lién quan phdi hop té chie thuc hién theo yéu cau ciia ngudi lao
dong. Truong hop sé tién thu hdi 16n hon sé tién hoan tra thi sau khi thu hdi xong sé tién chénh
1éch méi hoan chinh s6 va tra cho nguoi lao dong.

5. Néu giam qua trinh déng BHTN gitta cac s6 lam giam hodc ting mirc hudng hodc sb
thang huong trg cdp that nghiép thi sau khi gop s, bo phan quan 1y thu thyc hién chuyén Phong
Ché d¢6 BHXH c6 van ban dé nghi Trung tdm Dich vu Viéc lam Thanh phd diéu chinh quyét
dinh huong.

IV. Mt s6 Iwu y khi xir Iy nghiép vu lién quan dén gop s6 BHXH:

1. Nhiing truong hop so bi huy theo nhiing quy dinh trén khi nguoi lao dong c6 don yéu
cau va cung cip duoc nhing s6 nay thi phuc hdi qua trinh va chuyén dir liéu vé s s6 gbc dong
thoi thyc hién chdt lai s6 goc. Khi phuc hoi qua trinh thi nguoi lao dong chi dugc bao luu thoi
gian tham gia BHXH, BHTN va chi dung dé giai quyét ché do cho 1an sau khong xem xét giai
quyét lai cac ché d6 da huéng trude do.

2. Trudng hop don vi hodc nguoi lao dong ndp hd so gop va chdt s6 nhung qué trinh
tham gia tai don vi trudc d6 chua duge chét s6 do don vi no khong c6 kha ning thanh toan, pha
san, giai thé, chu bo tron... va nguoi lao dong c6 don yéu cau chdt sb véi qua trinh dong BHXH,
BHTN tuong mg v6i thoi gian don vi dong du thi van thyuc hién gop s6 dong thoi khoa dir lidu
qua trinh BHXH, BHTN con ng. Khi don vi thue hién nop du tién thi phuc hdi lai thoi gian tham
gia ndy va chi ding dé giai quyét ché do cho lan sau khong xem xét giai quyét lai cac ché do da
huong trudce do.

3. Pon vi gop s6 khong nhat thiét phai 1a don vi sau cing. Tuy nhién, can bo xir Iy nghiép
vu phai dam bao qua trinh tham gia cta nhimg don vi truéc d6 da dugc chdt bao luu. Truong
hop chua chét bao luu thi bd phan quan 1y thu 1ap C02-TS gui qua FTP dé phéi hop véi co quan
BHXH noi phai thyc hién chét dir liéu, thoi gian xu ly C02-TS khong qua 1 ngay, sau do chuyén
qué trinh vé s6 gdc cho NLD. Truong hop bat kha khang mai tra lai s6 cho nguoi lao dong.

4. Truong hop sq khong phai 1a s6 gbc da huong BHXH 1 lan nhung van con qua trinh
BHTN chua hudng thi cat dir liéu BHXH da huong, chuyén qua trinh BHTN con lai v€ s6 goc va
thuc hién nghi¢p vu huy so.

o Ngubj lao dong co nhiéu s6 s6 BHXH nhung chi cung cép duoc s6 thude tinh, thanh
pho khac, cac s6 con lai tham gia tai BHXH Thanh ph6 H6 Chi Minh ma nguoi lao dong khong
thira nhan hoac da hudng hét cac ché do, thuc hién khoa dir li¢u va huy sé theo quy dinh.

6. Nguoi lao dong cam két s6 da huong BHXH 1 1an va tro cdp that nghiép, nhung dit
lidu tra ctru cia co quan BHXH khong thé hién thi van thyc hién khoa dir liéu nhu ndi dung cam
két ctia NLD va giai quyet ho so.

7. D6i v6i cac s6 BHXH c6 qua trinh dong tring nhau, trong d6 c6 sé da huéng BHXH 1
lan (ké ca thoi gian dong BHTN trung chua huong) thi khoa dir liéu cua s6 da huong d6 dong
thoi hiy s6, khong thuc hién giam tring trén sb s6 con lai.



8. Cac truong hop phuc hoi lai qua trinh BHTN truée ddy cua nguoi lao dong do da
hudng sai quy dinh va bi thu hdi tién tro cip that nghiép, s nay da bi huy khi gop. Khi c6 quyét
dinh thu hoi cia S¢ Lao dong - Thuong binh va Xa hoi nhung qua trinh tham gia BHTN cén
phuc hoi bi khoa thi co quan BHXH noi xur ly hd so 1ap C02-TS (kém phleu thu va Quyét dinh
thu hodi tro cap that nghiép) gui qua FTP dén co quan BHXH noi khoa dé mo khoa, thoi gian xir
ly CO2-TS khong quéa 1 ngay. Néu dir liéu chdt s6 ¢6 qua trinh BHTN tai tinh khong c6 dir liéu
trén trang thong tin dién tu cia BHXH Viét Nam thi b phan quén 1y thu lién hé Trung tdm Dich
vu Viéc lam Thanh phd dé nghi cung cdp ban sao s6 BHXH dang luu trit tai trung tdm dé phuc
héi qua trinh BHTN.

9. Khi giai quyét cac nghiép vu BHXH, phat hién s6 BHXH d3 duoc cép lai do mat
nhung NLD nép sd khong phai la so cap lai do mét thi lap bién ban thu hoi sb, dong thoi c6
phiéu yéu cdu tra vé va khong giai quyét hd so.

10. Truong hop khi gop s6 phat hién cac s6 c6 qua trinh tham gia tring khép nhau trong
cung 1 don vi vé€ thoi gian dong, muc lwong do trude day da duge gop s6 nhung chua huy hoac
chua chuyén qua trinh vé s6 goc thi khong thuc hién cap lai s6 hodc gidm thu doi véi s6 dong
trung.

Yéu cau BHXH quan, huyén va cic _phong nghi€p vu co6 lién quan thyc hién ding néi
dung huéng dan trén cac ndi dung huong dan trudc day trai van ban déu bi bai bo. Trong qua
trinh thyc hién néu c6 vudng méc thi phan anh vé BHXH Thanh phd (cac phong nghiép vu lién
quan) dé duoc giai quyét./.

KT. GIAM POC
PHO GIAM POC
Noi nhdn:
- Nhu trén;
- Ban Giam déc;
- Cac phong nghiép vu;
- Luu VT, QLT.

Nguyén Thi Thu



PO1-bV

BAO HIEM XA HOI CONG HOA XA HQI CHU NGHIA VIET NAM
TP. HO CHIMINH Poc lap - Tw do - Hanh phic
BAOHIEMXAHOI s
QUAN (HUYEN)
S6:  /PYC-BHXH TP. Ho Chi Minh, ngdy thang ndm 2016
PHIEU YEU CAU

V/v yéu cau nguoi lao dong gop s6 BHXH
BA0 HIEIM XA BOT vttt thong bao dén
1 914, 1 ' TR A5 WP S W

cac truong hop nguoi lao dong da duge cap nhidu s6 BHXH nhu sau:

S6 50 A . .
STT Ho va tén BHXH [Len don vi tham gia Co quan BHXH ) = 0,
da Chp BHXH sau cung (quan ly sau cung

Pé nghi 6ng (ba) ndp lai toan bd cac s6 BHXH ndi trén cho don vi dé 1ap hd so gop sb
theo quy dinh.

Truong hop nguoi lao dong khong cung cap dugc s6 BHXH thi phai c6 don trinh bay cu
thé 1y do va cam két chiu trach nhiém do1 voi ndi dung trinh bay.

Trén trong./.

CAN BQ BHXH GIAM POC

S680 v da duoc giai quyét chét s6/ Cap lai s6 do NLD c6 nhiéu s6 khéng in to roi, to
bia. Can cir xac nhan nay dé thuc hién gop so.



P02-CN

BAO HIEM XA HOI CONG HOA XA HQI CHU NGHIA VIET NAM
TP. HO CHI MINH Poc lap - Tw do - Hanh phic
BAOHIEMXAHQI = e
QUAN (HUYEN)
S6:  /PYC-BHXH TP. Ho Chi Minh, ngay thang ndm 201
PHIEU YEU CAU

V/v yéu cau nguoi lao dong gop s6 BHXH
BA0 HIEIM XA BOT vttt thong bao dén

O IV . W ey BB »

ve viéc da dugce cap nhieu s6 BHXH nhu sau:

6 s6 Co quan
STT X% lzg)XH Tén don vi tham gia BHXH sau cung | BHXH quin | Ghi chd

ly sau cung

Pé nghi 6ng (ba) ndp lai toan bd cac s6 BHXH ndi trén cho don vi dé 1ap hd so gop sb
theo quy dinh.

Truong hop 6ng (ba) khong cung cap duoc s6 BHXH thi phai trinh bay cu thé 1y do va
cam két chiu trach nhiém ddi v6i ndi dung trinh bay.

Tran trong./.

CAN BQ BHXH GIAM POC

S680 v da duoc giai quyét chdt so/ Cép lai s6 do NLP c6 nhiéu s6 khong in t& roi, to
bia. Can ctr x4c nhan nay dé thuc hién gop s6.



GO01-NB

BAO HIEM XA HOI CONG HOA XA HQI CHU NGHIA VIET NAM
TP. HO CHI MINH Poc lap - Tw do - Hanh phic
BAOHIEMXAHQI = e
QUAN (HUYEN)
S6:  /BHXH-QLT TP. H6 Chi Minh, ngay thang ndm 201

V/v gop s6 BHXH va diéu
chinh thoi gian dong trung
BHXH, BHTN

Kinh gtri: Bao hiem xa hoi ........occovvviiiiiniiinnn

Cén clr Quyét dinh s6 959/QD-BHXH ngay 09/09/2015 ciia Bao hiém xa hoi Viét Nam, Bao
hiém x@ 110 P dé nghi Bdo hiem xa hdi................c..ee thuce hién diéu
chinh ho so cua ngudi tham gia BHXH nhu sau:

R S6 s6 BHXH da [Chuyén vé sb so o
STT Ho va tén hity BHXH gbe Ghi chu
1
Tran trong./.
GIAM POC

Noi nhdn:
- Nhu trén;
- Luu VT, BHXH quan.....



GO02-NT

BAO HIEM XA HOI CONG HOA XA HQI CHU NGHIA VIET NAM
VIET NAM Poc lap - Tw do - Hanh phic
BAOHIEM XAHOQI s
TP.HO CHi MINH

S6:  /BHXH-QLT TP. H6 Chi Minh, ngdy thang ndam 201
V/v gop s6 BHXH cho nguoi
lao dong

Kinh guri: Bdo hiem xa hQi .......oooviviiiiiiiinn,

Can ct Quyét dinh s6 959/QD-BHXH ngay 09/09/2015 ctia Bao hiém x3 hoi Viét Nam, Bao
hiém XA hoi.......oouvvieeeeeeeeinea, dé nghi Bao hiém xa hoi.............cc........ thyc hién diéu
chinh hd so cta ngudi tham gia BHXH nhu sau:

A S6 s6 BHXH di |Chuyén vé s6 so .
STT Ho va tén hity BHXH gbc Ghi chua
1
Tran trong./.
GIAM POC
Noi nhan:
- Nhu trén;

- NLD (néu c6 thoi gian dong tring);
- Luu VT, Pon vi soan thao VB.
Ghi ch: Néu ¢6 thoi gian dong tring can thodi thu ¢ ngodi tinh thi ghi thém Iy do “co thoi gian
dOng trimg tai Bdo hiém xa héi thanh phé H6 Chi Minh tir ....... foian, foirn. dén
....... Jevivieid o o.s de nghi thodi tra cho nguoi lao dong”.



CONG HOA XA HQI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phuc

PON PE NGHI XAC MINH SO CHUNG MINH NHAN DAN GOC

Kinh gtri: Phong Canh sat QLHC vé& TTXH tinh, (TP) ...cccvvvvvvvveeannnne,
TN A oo 3 GIOT tinhi..ec e,
Sinhngay: .......cccovvvvene T NGUYEN QUAN . st
CMND s0: ovvveanennn s CAp NEAY: v, 3 CAP ALl i
N1 DPKHEK thUuONE tr1: ..oocviiiiieiieie ettt st sbe e e e anseeenne e
8D S P Ie] oVl § <) 0 T TP URRRRPPP
SO AN ThOAT TN LAC: ..o e e e s s e s seeeeeeseseseee et enanneens

Nay t6i viét don nay, dé nghi quy co quan xac minh sé chimg minh nhan dan (CMND) gbc, dé
to1 bo tiic ho so tham gia va giai quyet ché do bao hiem xa hoi.
Ly do: S6 CMND cua t6i bi trung v6i mot ngudi khac, cu thé:

Ho tén nguoi trung: ........coovvvviviiviieiininnnennennnn GG tinhe

NOT DKHEK thUONE T .oeieiiiiiiiiieeie ettt ettt et e saeesbaessbeesneasnneenseesnseens

Ho so giri kém:

T61 xin thanh that cam on./.

......... , ngay....thang.....nam.......
NGUOI VIET PON



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

TP. HO °CHI' MINH Poc lap - Tw do - Hanh phic
BAOHIEMXAHQI e
QUAN (HUYEN)
Sé:  IPTT-BHXH TP. Ho Chi Minh, ngay thang ndm 201
PHIEU THONG TIN

V/v yéu cau don vi chuyén tra so tién thoai thu cho nguoi lao dong

Trong Thong bao két qua dong BHXH, BHYT, BHTN thang ...../20... caa don vi: ...........

Bao him XA hoi ....oovvvveeennnn, da diéu chinh giam .................. déng, 1a s tién thoai thu
cho:
ONG (BA): vvn et e e ;SOGEE....... .. A S

khi thuc hién gop sé6 BHXH do déng tring nhiéu noi.
Dé nghi don vi hoan tra lai cho ngudi lao dong sb tién noéi trén, (Pink kém 01 ban D02-TS).

Tran trong./.

Can bd BHXH GIAM POC

Noi nhdn:
- Tén don vi;
- Luu VT, QLT.



