BAO HIEM XA HQI VIET NAM  CONG HOA XA HQI CHU NGHIA VIET NAM
------- Poc lap - Tw do - Hanh phic

S4: 4027/BHXH-ST Ha Néi, ngay 14 thang 10 nim 2016

Vv hwong dan ra sodt va ban giao $6 BHXH cho nguoi
lao dong
Kinh giri: Bao hiém x3 hoi cac tinh, thanh phd truc thudc Trung wong

Thyc hign Luat Béo hiém xa hoi s6 58/2014/QH13 Quéc hdi nudc Cong hoa xa hoi chu
nghia Viét Nam ngay 20/11/2014, trong d6 quy dinh k& tir ngay 01/01/2016, nguoi lao dong
dugc cap va quan ly s6 bao hiém xa hoi (BHXH), BHXH Viét Nam huong dan BHXH cac tinh,
thanh pho truc thudc Trung wong (BHXH tinh) ra soat va ban giao s6 BHXH cho nguoi lao dong
quan 1y nhu sau:

I. RA SOAT SO BHXH

1. Nguyén tic ra soat thong tin trén s6 BHXH

a) Thyc hién ra soat s6 BHXH cua nguoi lao dong dang tham gia BHXH bét budc tai cac
don vi st dung lao dong (don vi) dam bao day du, chinh xac cac thong tin cua nguoi lao dong
ghi trén s6 BHXH.

b) Noi dung ghi trén s6 BHXH thuc hién ra soat cac thong tin sau:

- VVé nhan than: Ho, tén dém, tén, ngay thang nam sinh, gidi tinh, quéc tich.

- Thoi gian tham gia BHXH: qua trinh dong BHXH, bao hiém that nghiép (BHTN) ciia
nguoi lao dong.

- Cép bac, chirc vu, chirc danh nghé, cong vi¢e, tén don vi.

- Tién luong, tham nién nghé, phu cip dong BHXH, BHTN.

- Noi lam viéc: dia danh noi lam viéc cia nguoi lao dong (xa, huyén, tinh).
¢) BHXH tinh/huyén t chirc ra soat s6 BHXH theo phan cap quan Iy thu.
2. Quy trinh ra soat s6 BHXH ciia ngudi lao dong

2.1. Co quan BHXH

a) T6 Tham dinh



- In Phié’u d6i chiéu qua trinh dong BHXH (Mau s 03) va Danh sach giao nhan s
BHXH (Mau so 01) cua nguoi lao dong dang tham gia BHXH tai cac don vi tu co so dir liéu thu,
cap so the, chuyén don vi.

- Thuc hién ra soat, phan loai s6 BHXH tai don vi hodc tai co quan BHXH:

+ S0 BHXH dung, du thong tin: thu s0 BHXH, Danh séch giao nhan s6 BHXH (Mau s6
01), Phiéu doi chicu qué trinh dong BHXH (Mau s6 03), ky x4c nhan; chuyén T6 Nhap li¢u.

+ S6 BHXH chua dung, chua du thong tin; s6 BHXH bi rach, nhoe khong doc duoc
thong tin: 14p Phiéu huéng din bd sung hd so (Miu sb 02) chi tiét theo timg s6 BHXH, chim
nhét sau 03 ngay don vi phai bo sung hd so; thu s BHXH, Danh sach giao nhan s6 BHXH (Mau
s6 01), Phiéu ddi chiéu qua trinh dong BHXH (Mau sé 03) va kém theo hd so 1am can ct diéu
chinh; thdm dinh, trinh Giam d6c BHXH tinh/huyén duyét trén Phiéu hudéng din b sung ho so
(MAu s6 02); chuyén T Nhap liéu.

- Nhan Phiéu déi chiéu qué trinh dong BHXH (Mau s 03) sau khi da dléu chinh tir T6
Nhép li¢u, chuyén don vi; nhén lai Phiéu d6i chiéu qué trinh dong BHXH (Mau sb 03) tir don vi;
néu di xac nhan cua nguoi lao dong va ngudi st dung lao dong thi ky xac nhén; chuyén T
Nhap liéu.

b) T6 Nhép liéu

‘ - Nhén s6 BHXH, Danh séch giao nhén sé BHXH (Mﬁu s6 01), Phiéu hudng dﬁl} bo sung
h6 so (Mau s6 02) kem theo ho so bo sung, Phiéu doi chiu qua trinh dong BHXH (Mau s6 03)
tir T6 Tham dinh, thuc hién:

+ Nhap day du thong tin trén sd BHXH cua nguoi lao dong d6i voi thoi gian dong
BHXH, BHTN chua hudng va thong tin di€éu chinh da dugc Giam doc BHXH tinh/huyén phé
duy¢t vao co so dir ligu.

+ Khi nhdp xong co s¢ dit li¢u, can b truc tiép nhdp dif liéu in Phiéu doi chiéu qu trinh
dong BHXH (Mau s6 03); chuyén T6 Tham dinh.

- Nhan lai Phiéu d6i chiéu qua trinh déng BHXH cua nguoi lao dong (Mau sb 03) tr T
Tham dinh néu dang, di xac nhan thi chot dir liéu, ky xac nhén; chuyén Giam dbe BHXH
tinh/huyén duyét; chuyén toan bo hd so gom: s6 BHXH, Danh sach giao nhan s6 BHXH (Mau s6
01), Phiéu hudéng dan bd sung ho so (Mau sé 02) kém theo hd so bd sung va Phiéu d6i chiéu qua
trinh déng BHXH (M&u s6 03) cho Phong/T6 Cap s, thé.

2.2. Pon vi
a) Nhan Phiéu d6i chiéu qua trinh dong BHXH (Mau sé 03), Danh sach giao nhan s

BHXH (Mau sé 01) tir co quan BHXH; chuyén nguoi lao dong xac nhan trén Phiéu dbi chiéu
qua trinh dong BHXH (Mau s6 03); nhan lai, ky x4c nhéan va chuyén co quan BHXH.



b) Phéi hop véi co quan BHXH ra soat s6 BHXH; nop s6 BHXH theo Danh sach giao
nhan s6 BHXH (Mau s6 01) cho co quan BHXH.

¢) Nhéan Phiéu huéng din bd sung hd so (Mau sb 02) tir co quan BHXH, chuyén ngudi
lao dong b sung hd so; nhan lai va chuyén co quan BHXH.

2.3. Nguoi lao dong

a) Nhan Phiéu doi chiéu qua trinh dong BHXH (Mau s6 03) tir don vi, kiém tra va ky xéc
nhan; truong hop thong tin chua ding thi ghi ndi dung dé nghi diéu chinh kém theo ho so; g
don vi.

b) Nhan Phiéu hudng dan bo sung hd so (Mau sb 02) tir don vi (néu cd); bé sung hd so va
gui lai don vi.

II. BAN GIAO SO BHXH
1. Nguyén tic ban giao

a) Chi thyc hién ban giao s6 BHXH cho nguoi lao dong sau khi di ra soat, nhip xong
thong tin trén s6 BHXH cia nguoi lao dong vao co so dir liéu va da dugc nghiém thu.

b) Co quan BHXH phdi hop véi don vi ban giao truc tiép s6 BHXH cho ngudi lao dong.
2. Quy trinh ban giao s6 BHXH cho nguoi lao dong

Ph(‘)ng/Té Cép s6, thé nhén toan bd hd so tir T6 Nhap liéu, thuc hién:

a) Cip s6 BHXH

- Di v6i s6 BHXH da cdp theo mau quy dinh tai Quyét dinh sb 1443-LDTBXH ngay
09/10/1995 cta Bo trudng Bo Lao dong - Thuong binh va X& hoi vé viéc ban hanh miu sb
BHXH thi cip lai (to bia va toan b t& 10i); In t& roi s6 BHXH lién tuc dén ngay 31 thang 12 caa
nim trude thoi diém ra soat s6 BHXH theo quy dinh tai Tiét 2.5.1, Piém 2.5, Khoan 2, Piéu 4
Quy dinh vé& mau s6 BHXH ban hanh kém theo Quyét dinh sé 1035/QB-BHXH ngay 01/10/2015
ciia Tong Giam déc BHXH Viét Nam. Toan bo s6 BHXH da cip theo miu quy dinh tai Quyét
dinh s6 1443-LDTBXH duc 16 va luu tai Phong Tiép nhan va tra két qua thi tuc hanh chinh
(Phong hd so) cia BHXH tinh theo quy dinh.

- Pbi véi s6 BHXH da cdp theo miu quy dinh ban hanh kém theo Quyét dinh s
3339/QP-BHXH ngay 16/5/2008 ban hanh miu va sé s6 BHXH, Quyét dinh s6 1518/QD-
BHXH ngay 20/12/2011 ban hanh mau s6 BHXH va huéng din ghi s6 BHXH cua Téng Giam
dbc BHXH Viét Nam va Quyét dinh sé 1035/QD-BHXH (to bia va td roi) thi khong cap lai, chi
diéu chinh, bd sung thong tin thay thé.



b) Ban giao s6 BHXH cho ngudi lao dong theo Danh sach giao nhan s6 BHXH (Mau sb
01).

¢) Béo c4o tinh hinh ban giao s6 BHXH cho ngudi lao dong:
- BHXH huyén lap (Mau s6 04) gri BHXH tinh trude ngy 05 cua thang sau.
- BHXH tinh 14p (MAu s6 05) giri BHXH Viét Nam trudc ngay 10 cia thang sau.

d) Chuyén toan bo ho so cho Phong Tiép nhan va tra két qua tha tuc hanh chinh (Phong
quan 1y ho so) cuia BHXH tinh dé luu theo quy dinh.

III. TO CHUC THU'C HIEN

1. Trach nhiém ciia Giam déc BHXH tinh/huyén

a) T6 chuc thyc hién ra soat, ban giao s6 BHXH cho nguoi lao dong ké tir ngdy van ban
nay c6 hiéu lyc. Can cu tinh hinh thuc t€ & dia phuong dé trién khai thuc hién véi thoi gian hoan
thanh sém nhat.

b) Xay dung 16 trinh, thoi gian ra soat, ban giao s6 BHXH cho BHXH huyén.

¢) B4o c4o cap uy, Uy ban nhan dan va Hoi déng nhan dan cing cap dé chi dao cac ban,
nganh c6 lién quan phoi hop thuc hién.

d) Chiu trach nhiém tru6e phap luat vé qua trinh ra soat thong tin ghi trén s6 BHXH va
ban giao s6 BHXH cho nguoi lao dong thugc don vi sir dung lao dong trén dia ban quan ly cua
BHXH tinh/huyén ké ca khi nghi ché d6 hoac chuyén cong tac.

d) Cin cr hudng dan tai vin ban né}{ (kém theo Phu luc sb 01) va tinh hinh thuc té tai dia
phuong thuc hién viéc ra soat va ban giao so6 BHXH cho nguoi lao dong dam bao ding quy dinh
cua phap luat.

e) Thanh 1ap T6 Tham dinh va T6 Nhép liéu, thanh phan gém:

- Lanh dao BHXH tinh/huyén 1am t6 truong;

- Thanh vién cac Té do Giam déc BHXH tinh/huyén phan céng (gdm can bd cac
Phong/T6: Quan ly thu, cap so, thé, Ché do0 BHXH).

TO Tham dinh va T6 Nhép li¢u chiu trach nhi¢ém truée Gidm déc BHXH tinh/huyén,
trude phap luat vé nhiing ndi dung duoc giao ké ca khi nghi ché d hodc chuyén cong tac.

g) BHXH tinh 1ap du toan kinh phi chi ra soat s6 BHXH va nhap co s¢ dit liéu theo quy
dinh.



2. Trach nhiém cia BHXH Viét Nam
a) Ban S6 - Thé

) - Chu tri phéi hop v6i cac don vi truc thuoc BHXH Vi¢t Nam chi dao, pudng dan, don
doc BHXH tinh t6 chure thue hién, gidi quyét vudng mac trong qua trinh ra soat s6 BHXH va ban
giao cho nguoi lao dong theo quy dinh va theo Van ban nay.

] - Xay dung ké hoach trién khai ra soat va ban giao s6 BHXH cho ngudi lao dong, trinh
Tong Gidm doc phé duyét.

b) Trung tdm Cong ngh¢ thong tin

- Chu tri, ph01 hop voi cac Ban nghi€p vu c6 lién quan sua dbi, nang cap, quan 1y va
chuyén giao, huéng dan kip thoi tng dung phin mém dé nhap qua trinh dong BHXH, BHTN cua
ngudi lao dong tir s6 BHXH vao co sd dit liéu trén phan mém quan 1y.

- Quan ly co s¢ dir liéu ghi trén s6 BHXH cua ngudi lao dong tham gia BHXH trén toan
quoc theo hinh thure tap trung tai BHXH Vi¢t Nam dong bo vdi co s¢ dir licu ho gia dinh tham
gia bao hiém y te.

¢) Vu Tai chinh - Ké toan

Huéng dan BHXH tinh thyc hién chi tra, hach toan, quyét toan chi phi ra soat s6 BHXH
va nhép co so dir liéu theo dung quy dinh.

3. Trach nhiém ciia BHXH B Quéc phong, BHXH Céng an nhin dén

Huong dan viéc chuyén giao s6 BHXH cho ngudi lao dong phii hop véi didc thu cia ting
B6 va dong bd voi cac quy dinh tai Van ban nay.

Trong qua trinh thyc hi¢n, néu cé vuong méc kip thoi bao céo vé BHXH Viét Nam dé
xem x¢&t, gidi quyet./.

KT. TONG GIAM POC
Noi nhin: PHO TONG GIAM POC

- Nhu trén;

- Pho TTg: Vuong Dinh Hug (dé b/c4o);

- Ph6 TTg: Vii Biic Dam (dé b/céo);

- VPCP;

- Cac Bo: LDTB&XH, Tai chinh;

- UBND céc tinh, TP;

- Téng Giam dbc (dé b/c); A N A

_ Cdo Pho TGD: Tran Dinh Li¢u
- Cac don vi truc thugc BHXH Viét Nam;

- Luu: VT, ST (10b).



PHU LUC 01

MOT SO VAN BE LUU Y KHI RA SOAT VA BAN GIAO SO BHXH
(Ban hanh kem theo Cong van so 4027/BHXH-ST ngay 14/10/2016 cia BHXH Viét Nam)

1. Béi voi s6 BHXH do BHXH tinh, thanh phé khac cép, khi thuc hién ra soat, néu phat
hién sai s6t, BHXH noi ra soat co van ban phoi hgp vé1 BHXH noi cap s6 hodc noi xac nhin qua
trinh tham gia trudce do cua ngudi lao dong dé xac minh lai.

2. Ho so lam can c cép lai, diéu chinh thong tin trén s6 BHXH thuc hién theo quy dinh
tai Piéu 25 va Diéu 29 Quy dinh vé quan 1y thu BHXH, bao hiém y té, BHTN; quan 1y sb
BHXH, thé bao hiém y té ban hanh kém theo Quyét dinh s6 959/QD-BHXH ngay 09/9/2015 cua
Téng Giam doc BHXH Viét Nam. Truong hop diéu chinh nhéan than ghi trén s6 BHXH, ho so
gdm: Gidy khai sinh hodc trich luc khai sinh do co quan c6 tham quyén vé ho tich cap theo quy
dinh va chimg minh thu/thé cin cude/hd chiéu; néu 1a dang vién thi cung cap thém Iy lich dang
vién (hd so gbc) khi duoc két nap vao Pang.

3. Dbi v6i s6 BHXH ctia nguoi lao dong dang bao luu thoi gian dong, khi nguoi lao dong
tiép tuc tham gia BHXH hoic giai quyét ché do thi co quan BHXH thuc hién thuc hién ra soat s6
BHXH theo quy dinh tai Van ban nay.

4. Trong qua trinh ra soat, néu phat hién truong hop:

- Mot ngudi co tir 02 s6 BHXH trd 18n ghi thoi gian dong BHXH khéng trung nhau hoic
mot sb s6 duge cap cho 2 hay nhiéu ngudi thi co quan BHXH thu hdi tit ca cac s6 BHXH, hoan
chinh lai co s& dir liéu, cép lai s6 BHXH mdi theo quy dinh tai Khoan 5, Diéu 46 Quyét dinh s
959/Qb-BHXH.

- Mot ngudi ¢6 tir 02 s6 BHXH tro 1én 6 thoi gian dong BHXH, BHTN tring nhau thi
ghi qué trinh dong theo thoi gian tham gia BHXH, BHTN phat sinh trudc; thoi gian dong
BHXH, BHTN trang khong dugc ghi lai trén s6 BHXH méi thi hoan tra cho ngudi lao dong
hodc nguoi tham gia BHXH ty nguyén s6 tién BHXH, BHTN ma ngudi lao dong va don vi hodc
ngudi tham gia BHXH tu nguyén di déng vao quy BHXH, BHTN, khong bao gom tién 3.

5. Déi vé6i truong hop don vi str dung lao dong con ng tién dong BHXH, BHTN thi in to
o1 s6 BHXH, xac nhan thoi gian dén ndm don vi da dong du.

Vi du:
- Thoi diém ra soat s6 BHXH 1a thang 9/2016, don vi d3 dong du tién BHXH cho nguoi

lao dong dén hét thang 6/2015, thi in to roi s6 BHXH va xac nhan thoi gian dong dén ngay
30/6/2015./.



Téndon vi: ..o, Maus6 01
(Ban hanh kém theo Cong van so: 4027/BHXH-ST
Madon vi: ....ooooviiininnnn ngay 14/10/2016 cia BHXH Viét Nam)

Piachi: ...

DANH SACH GIAO NHAN SO BAO HIEM XA HOI

STT Ho va tén S6 s6 BHXH Ky nhan cua Ghi cha
nguoi lao dong
1 2 3 4 5
1
2
Tdong s6 s6 BHXH don vi ndp cho co quan BHXH: ........o.oouiiiiiiiiiiiiiiiiie e,
(BaAng ChiF: ... 4R TN ... A @R .... )

Téng s6 s6 BHXH co quan BHXH ban giao cho dom Vi: .......c..uuvvieieieieieeieeieeieennenns

(BANG CRIE: . oo e e et e et ettt ettt et e e, )
.......... ngay ..... thang ..... nam ..... ceeeeee NGAy ... thang ..... nam .....
BEN GIAO BEN NHAN BEN GIAO BEN NHAN

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




HUONG DAN LAP
Danh sich giao nhén s6 bao hiém xi hdi (Mau s6 01)

] 1. Muc dich: dé tong hop sb luong sb BHXH don vi nop cho co quan BHXH va s6 luong
s0 BHXH co quan BHXH ban giao cho don vi dé ban giao nguoi lao dong

2. Trach nhiém lap: Tb Tham dinh cta co quan BHXH in tir co s¢ dit li€u thu, cép s6 thé.

3. Thoi gian 1ap: khi c4n bd T6 Tham dinh phdi hop v6i don vi thuc hién ra soét, phan
loai s6 BHXH.

4. Phuong phap lap:

- Ghi déy da thong tin cia don vi: tén don vi, ma don vi, dia chi.

- Cot 1: ghi sb thir ty tir 1 dén hét s6 ngudi lao dong ndp s6 BHXH cho co quan BHXH.

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

- Cot 3: ghi s6 s6 twong tmg véi tén ctia ngudi lao dong.

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

- Cot 5: ghi ndi dung can ghi chu.

- Can b tham dinh: ghi t(i)ng 56 50 BHXH don vi n¢p cho co quan BHXH; ky ghi 16 ho
tén khi nhan so BHXH; can bd so, thé ghi tong s6 s6 BHXH ban giao cho don vi; ky ghi 10 ho
tén khi ban giao s6 BHXH.

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

Ghi cha:
- Pon vi nép toan bé s6 BHXH ciia ngueoi lao déng theo danh sich cho co quan BHXH.

- Co quan BHXH ban giao s6 BHXH theo danh sdch cho don vi; phoi hop véi don vi ban
giao cho nguoi lao dong.

- Danh sach giao nhan s6 BHXH (MdNU s6 01 ) lap thanh 02 ban, don vi luu 01 ban, co
quan BHXH luu 01 ban.



Mau sb 02
(Ban hanh kém theo Cong van so: 4027/BHXH-ST ngay
14/10/2016 cia BHXH Viét Nam)

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

PHIEU HUONG DAN BO SUNG HO SO

5 0T T 1<
Ngay, thang, nam SINN: ... .. e e e e e

SO SO BHXH: .. vttt et ettt et et et e e e ettt e e e
DOMN VI CONZ tAC: ettt e e e e e e e e e e e e e e

1. B6 sung ho so gom nhirng ndi dung sau:

Trong qua trinh hoan thién ho so, néu c6 vudéng mac, 6ng (ba) lién hé véi
SO d1€n thoal........coovvveeeiiiiiie e, deé duoc hudng dan.

CAN BQ THAM PINH
(Ky va ghi rd ho tén)



2. Y kién ctia TS Thadm dinh:

GIAM POC
(Ky, dong dau)

HUONG DAN LAP
Phiéu hwéng din hoan thién hd so (Mau sb 02)

, 1. Muc dich: dé thong bao va hudng dan don vi, nguoi lao dong bd sung hd so dé nghi
cap lai, diéu chinh thong tin ghi trén s6 BHXH.

2. Trach nhiém lap: can bd tham dinh cua co quan BHXH.

3. Thoi gian lap: khi can bo thim dinh phdi hop v6i don vi thuc hién ra soat, phan loai s6
BHXH.

4. Phuong phap lap:

- Céc ndi dung: ho va tén, ngay, thang, ndm sinh, s6 s6 BHXH ghi theo s6 BHXH cua
nguoi lao dong; don vi cong tac ghi tén don vi nguoi lao dong dang lam viéc.

- Muc 1: ghi cac ndi dung b6 sung h6 so 1am can cir cap lai, diéu chinh thong tin trén so
BHXH (theo quy dinh, tai Diéu 25 va Diéu 29 Quy dinh vé& quan 1y thu BHXH, bao hiém y té,
BHTN; quan 1y s6 BHXH, thé bao hiém y té ban hanh kém theo Quyét dinh s6 959/QD-BHXH
ngay 09/9/2015 cua Tong Giam déc BHXH Viét Nam).

- Sau khi don vi bd sung hd so, can bd tham dinh kiém tra, thAm dinh hd so néu dung, du
thi ghi y kién tham dinh vao Muc 2; trinh Giam doc BHXH tinh/huyén duyét.



MAu 56 03
(Ban hanh kém theo Cong van so6: 4027/BHXH-ST
ngay 14/10/2016 cua BHXH Viét Nam)

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

PHIEU POI CHIEU QUA TRINH PONG BHXH

1. Thong tin ciia nguwoi lao dong

Noi dung ghi trén s6 BHXH Noi dung dé nghi diéu chinh
S6 s6 BHXH: S6 s6 BHXH:
Ho va tén: Ho va tén:
Ngay, thang, ndm, sinh: Ngay, thang, ndm, sinh:
Giditinh: ... , Quéc tich: Giditinh: ................... , Quéc tich:
S6 CMND/ho chiéu/thé can cude: .............. S6 CMND/ho chiéu/thé cin cudc: ..............

2. Qua trinh déng BHXH, BHTN

Néi dung ghi trén s6 BHXH Néi dung dé nghi diéu chinh
Te | Dén .| Tx | bPén .
thang | thang Dién giai - thang | thang Dién giai Can et
: v dong y dong

nam nam nam nam




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

(Trong ¢6 BHXH bat budc 1a ..... nam .....

thang).
- Liiy ké thoi gian dong BHTN chwa huong 1a
..nam ..... thang.
PON VI CO QUAN BHXH

Nguwoi lao dong Nguwoi SD lao dong CB nhap litu  CB thim dinh Giam dbc

HUONG DAN LAP
Phiéu ddi chiéu qua trinh déng BHXH (MAu s6 03)
1. Muc dich: dé dbi chiéu qua trinh dong BHXH ctia ngudi lao dong

2. Trach nhiém lap: can bo tham dinh thuc hién in lan tht nhét tir co s& dit liéu thu, cép
s0, thé; can bg nhap li¢u in tir co s¢ dit li€u da nhap sau khi diéu chinh thong tin.

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

4. Phuong phap lap:

- Cot “Noi dung ghi trén s6 BHXH”: thuc hién in tir co s dif liéu.




- Cot “No1 dung dé nghi diéu chinh”: né‘u nguoi lao dong c6 qua trinh cong tac tai Cot
“No1 dung ghi trén s6 BHXH” chwa dung thi dé nghi diéu chinh tuong tng cung hang tai Cot
“N0i dung dé nghi diéu chinh”.

- Sau khi ddi chiéu ngudi lao dong va nguoi sir dung lao dong ky, Xac nhan vao 6 danh
cho nguoi lao dong va nguodi st dung lao dong.

Ghi cha:

Ngi dung dé nghi diéu chinh tai Cét dién gidi bao gom:

- Nhan than: Ho, tén dém, tén, ngay thang nam sinh, gidi tinh, quoc tich.

- Thoi gian tham gia BHXH: qua trinh, dong BHXH, BHTN cua nguoi lao dong.
- Cdp bac, chirc vu, chirc danh nghé, cong viéc, tén don vi.

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

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

Bio c4o tinh hinh chuyén giao s6 BHXH cho ngwdi lao dong (Miu sb 04)

1. Muc dich: dé bao cao BHXH tinh, thanh phé tinh hinh ban giao s6 BHXH.

2. Trach nhiém lap: co quan BHXH cip huyén.

3. Thoi diém lap: truée ngay 05 hang thang

4. Phuong phap lap:

- Cot 1: ghi s6 thu tu tur 1 dén hét s6 don vi da ban giao s6 BHXH.

- Cot 2: ghi tén don vi.




- Cot 3: ghi ma s6 don vi.

- Cot 4: ghi sb6 nguoi lao dong da nhan s6 BHXH.

- Cot 5: ghi s6 nguoi lao dong chua nhan s6 BHXH.
- Cot 6: ghi ndi dung can ghi chu.

Ghi chu:

Bdo cdo tinh hinh chuyén giao s6 BHXH cho nguwoi lao dong (Mau $é 04) ldp thanh 02
ban, BHXH huyén luu 01 ban, giri BHXH tinh 01 ban.
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HUONG DAN LAP
Bio cdo tinh hinh chuyén giao s6 BHXH cho ngwdi lao dong (Miu sb 05)
1. Muc dich: dé bao cao BHXH Viét Nam tinh hinh ban giao s6 BHXH tai dia phuong.
2. Trach nhiém 1ap: BHXH tinh (Phong Cap S0, thé).
3. Thoi diém lap: truée ngay 10 hang thang.
4. Phuong phap lap:
- Cot 1: ghi s6 thir ty BHXH huyén.

- Cot 2: ghi tén BHXH huyén.



- Cot 3: ghi s6 don vi ban giao s6 BHXH tuong tmng.
- Cot 4: ghi sb6 nguoi lao ddng d3 nhan s6 BHXH.

- Cot 5: ghi s6 nguoi lao dong chua nhan s6 BHXH.
- Cot 6: ghi ndi dung can ghi chu.

Ghi chu:

Bdo cdo tinh hinh chuyén giao s6 BHXH cho nguwoi lao dong (Mau sé 05) ldp thanh 02
ban, BHXH tinh lwu 01 ban, guwi BHXH Viét Nam 01 ban.



