BAO HIEM XA HOI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
BAO HIEM XA HOI Poc 1ap - Tw do - Hanh phic
TP.HOCHIMINH oo

Sé: 3118/BHXH-CST TP. H6 Chi Minh, ngdy 26 thang 12 nim 2016

V/v ra sodt va ban giao sé bdo hiém xa héi cho nguoi lao dgng

Kinh giri: Cac don vi st dung lao dong trén dja ban Thanh phd

Can ctr Luat Bao hiém xd hoi sé 58/2014/QH13 dwoc Quéc hoi théng qua ngay
20/11/2014 quy dinh s6 bao hiém xa hoi do ngudi lao dong luu giit va bao quan; Cin ctr cong
vin s6 4027/BHXH-ST ngay 14/10/2016 ctia Bao hiém x3 hoi Viét Nam vé viée hudng dan ra
soat va ban giao s6 bao hiém xa hoi (BHXH) cho ngudi lao dong.

i Bao hiém xa hoi thanh phd HO Chi Minh huéng din quy trinh thyc hién ban giao s6 bao
hiém xa hoi cho nguoi lao dong nhu sau:

I. Quy trinh ra soat dir li€éu qua trinh tham gia BHXH

1. Co quan BHXH cung cp dif liéu chi tiét toan bo qua trinh tham gia BHXH ciia nguoi
lao dong dang quan 1y trén trang thong tin dién tir http://c13.bhxhtphcm.gov.vn/.

2. Bon vi sir dung lao dong chuyen dir liéu va thong tin tham gia cho ting nguoi lao dong
ra soat, kiém tra, d6i chiéu voi nguyén tic sau:

2.1. V& nhan than: ra soét ho, tén dém; ngay thang nam sinh, truong hop gitra 50, dir liéu
va ngdy thang sinh khéng khép nhau thi cin ctr gidy khai sinh dé diéu chinh; gidi tinh; quéc tich.

2.2. Thoi gian tham gia BHXH: thyc hién ra soat dbi véi thoi gian dong bao hiém x4 hoi,
bao hiém that nghi¢p cia nguoi lao dong chua hudng.

2.3. Cép béc, chirc vu, chirc danh nghé, cong vie, tén don vi: s6 bao hiém x3 hoi hoac dur
liéu khong thé hién hodc ghi khong o chirc danh nghe, hodc ghi chua ding chirc danh nghé néng
nhoc doc hai thi don vi 1ap di€u chinh theo dung quy dinh.

2.4. Tién luong, tién cong, phu cdp déng hiao hiém xa hoi, bao hiém that nghiép chua
dang thi don vi 1ap di€u chinh lai cho diing quy dinh.

2.5. Noi lam vi€c: ngudi lao dong c6 noi lam viée khac try s¢ chinh noi ky hop dong lao
dong thi don vi phai diéu chinh dia di€ém noi lam viéc cho diing quy dinh (xa, huyén, tinh).

Sau khi nguoi lao dong kiém tra dit liéu thong bao cho don vi dé kiém tra, xac diph lai
cac truong hop sai sot thi lap ho so giao dich dién tir theo Phi€u giao nhan ho so 103 dé€ di€u
chinh trudc khi chuyén s6 cho co quan BHXH.



Luu ¥: Truong hop don vi nép ho so va dang dwoc co quan BHXH ra soat So BHXH neu
¢6 phat sinh nguoi lao dong nghi viéc hodc huong ché d6 BHXH thi lap Phiéu yéu cau trd lai s6
do da ngp cho co quan BHXH (mau s6 02a) theo phiéu GNHS 333 dé nhdn lai s6é BHXH, ldp thi
tuc chot s6 hodc gidi quyét ché dp cho nguwoi lao dong kip thoi.

I1. Quy trinh chuyén va ban giao s6 bao hiém xi hi

1. Bon vi sir dung lao dong:

- Pon vi ra soat, kiém tra dit liéu dong BHXH cua timg nguoi lao dong, trudng hop néu
c6 sai s6t don vi lap hd so didu chinh véi co quan bao hiém xa hoi.

- Nop truc tiép s6 BHXH tai co quan BHXH theo Phiéu giao nhan hé so 320 dong thoi
goi file dir liéu danh sach giao nhan so6 BHXH (mau s6 01) gdi qua dia chi email ctia can bg thu:

+ Pbi voi s6 BHXH theo miu méi (chi co td bia s6) duoc cap tai thanh phé H6 Chi Minh
vOi 4 s0 dau la 7909xxxxxx trd vé sau dén 7916xxxxxx thi don vi khong chuyén to bia cho co
quan BHXH.

+ Pbi v6i s6 BHXH theo mau méi (sd gdm c6 to bia va to roi) thi don vi chuyén toan bd
S0 cho co quan BHXH dé ra soat, bd sung co s¢ dir liéu qua trinh dong BHXH, BHTN chua
huong.

+ Dbi véi s6 BHXH theo mau cii (46 hodc 24 trang) thi don vi chuyén toan b sO va cac
to ro1 (néu c6) cho co quan BHXH dé bo sung co s¢ dir li¢u dong thoi thu hoi s6 mau cii va cap

lai to bia, to ro1 qua trinh dong BHXH, BHTN chua huong.

Luu y: s6 BHXH theo mdu cii (46 hodc 24 trang) ghi qud trinh dong BHXH, BHTN dén
thang 12/20009.

- Nhan Phiéu huéng dan b6 sung ho so (mau s6 02) tir co quan BHXH, chuyén cho nguoi
lao dong bo sung ho so (n€u o).

- Nhén s BHXH (to bia, to' 101) tir co quan BHXH, ban giao s6 cho nguoi lao dong theo
Danh sach giao nhan s6 BHXH (mau so6 01) c6 ky nhan cua nguoi lao dong.

~ - Sau khi ban giao 6 cho ngudi lao dong néu tiép tuc can diéu chinh thi don vi lap thu
tuc dé nghi diéu chinh theo quy dinh da ban hanh.

2. Co quan BHXH:
- Tiép nhan s6 BHXH theo PGNHS 320.
- Chuyén don vi Phiéu huéng dan bd sung ho so (MAau sé 02) (néu c6).

- Chuyén tra t& roi va s6 BHXH cho don vi dé tra cho ngudi lao dong.



I11. Thoi gian thwe hién

- TUr ngay 03/01/2017 dén 31/03/2017: co quan BHXH thong bao cho cac don vi sir dung
lao dong ra soat dir li€u theo thur tu khoi loai hinh doanh nghiép.

- Tur ngay 01/04/2017 don vi str dung lao dong nop hd so theo PGNHS 320 cho co quan
bao hiém xa hoi.

- T ngdy co quan BHXH nhén duoc sé do don vi ndp tién hanh ra soat, xtr ly, hoan
chinh co s& dir liéu qua trinh dong BHXH, BHTN chwa huéng dé in td bia (néu c6), to rdi sb
BHXH chuyén tra qua to chirc dich vu buu chinh cho don vi trong thdi han 60 ngay lam viéc
(d6i véi don vi dong lao dong trd 1én co quan BHXH s& thong bao riéng).

- Ngay sau khi nhan dugc s6 tir co quan BHXH don vi chuyén tra s6 bao hiém xa hoi cho
nguoi lao dong trong thoi han 20 ngady va yéu cau nguoi lao dong ky xac nhén trén Danh sach
giao nhan s6 BHXH.

Trong qua trinh thuc hién, néu c6 vuéng mic cac don vi kip thoi phan anh vé Bao hiém
xa hoi Thanh pho dé duogc kip thoi hudng dan, gidi quyet./.

KT. GIAM POC
Noi nhin: PHO GIAM POC

- Ban Giam déc BHXHTP;

- Cac phong chirc nang BHXHTP;
- BHXH quén, huyén;

- Dang tai trén Website BHXH/TP;
- Luu: VT.

Nguyén Thi Thu



HUONG DAN LAP
Danh sach giao nhin sé bao hiém x4 hdi (Mau s6 01)
1. Muc dich: dé t(x)r{g hop s6 ngudi lao dong va sb luong s6 BHXH don vi nop cho co
quan BHXH va s6 lugng s6 BHXH co quan BHXH ban giao cho don vi dé ban giao nguoi lao
dong

2. Trach nhiém 1ap: Pon vi st dung lao dong thuc hién ra soat 1lap danh sach toan bo
nguoi lao dong dang tham gia BHXH tai don vi.

3. Thoi gian 18p: sau khi don vi st dung lao dong thyc hién ra soat, phan loai s6 BHXH.
4. Phuong phap lap:

- Ghi dﬁy du thong tin cia don vi: tén don vi, ma don vi, dia chi.

- Cot 1: ghi s6 thir tu tir 1 dén hét s6 nguoi lao dong ndp s6 BHXH cho co quan BHXH.
- Cot 2: ghi ho va tén cua 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 r6 ho, tén khi nhan s6 BHXH.

- Cot 5: ghi ndi dung can ghi cha.

- Danh sach dugc sap x€p theo thir tu taing dan: s6 mau cii (24 hodc 46 trang), s6 mau moi
(sO gdm c6 to bia va td roi kém theo), s6 mau mai (chi co to bia sd).

- Pon vi: ky, dong dau khi ndp s6 BHXH cho co quan BHXH va khi nhén lai sb tir co
quan BHXH.

Ghi chu:
- Pon vi ndp toan bg s6 BHXH ciia nguoi lao dong theo danh sach cho co quan BHXH.
- Co quan BHXH chuyén tra s6 BHXH cho don vi qua t6 chike dich vu buwu chinh.

- Danh sé&ch giao nhdn s6 BHXH (Mau s6 01) ldp thanh 02 ban, don vi lweu 01 ban, co
quan BHXH [uu 01 ban.



Tén don vi: ccovvveeeiiiiieeeee, Ma2u so 01

MA dON Vit vovereeeieeee e (Ban hanh kém theo Cdng vin sb:
Piachi: oo, 4027/BHXH-ST ngay 14/10/2016 cia BHXH
Vi¢t Nam)

DANH SACH GIAO NHAN SO BAO HIEM XA HOI
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Tdong s6 s6 BHXH don vi ndp cho co quan BHXH: .........coovvvimrieereeessnseeseseeissssesesessessnseenes
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Téng s6 s6 BHXH co quan BHXH ban giao cho dom Vi: c..c..ceeeeeeeeeeesessssssessesienieeeneesnnenn,
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(Pon vi) (Co quan BHXH) (Co quan BHXH) (Don vi)



