Quy trinh tiép nhén va tra két qua hd so
(dinh kém Théng bdo s6: 455/TB-BHXH, ngay 18 /02/2016
ciia Bdo hiém xd hoi Thanh pho H6 Chi Minh)

1. Quy trinh Chot s6 BHXH: bao gom chot s6 cho nguéi tham gia dirng dong
BHXH tai mot don vi hoac ghi, chot lai so BHXH khi ngwoi tham gia dirng hwéng
hoac két thuc dgt hwéong tro cap that nghiép. (Phiéu giao nhan ho so so0 301, 02 ban)

1.1. Quy trinh tém tit

- Muc dich: Dung dé ghi qua trinh déng BHXH, BHTN trén s6 BHXH cta nguoi
tham gia dung dong BHXH tai mot don vi hodc ghi, chot lai qua trinh dong BHTN cho
nguoi lao dong khi dirng huong hoac két thuc dot hudng tro cap that nghiép chua tiép tuc
tham gia BHXH néu c6 nhu cau bao luu thoi gian dong BHTN chua hudng.

- Khi ¢6 céc phat sinh trén: nguoi lao dong, don vi (thong qua T6 chire dich vu buu
chinh) ndp hoé so cho co quan BHXH theo Phi€u giao nhan ho so s6 301.

- Thoi han tra két qua: 07 ngay 1am viéc.

- So d6:

Khich hing

Phong TNTKQ Phong (Td) Phong TNTKQ
TTHC. b phin cAp so thé TTHC, bj phén
(t0) TNHS (t6) TKQ
Buwic 1 Bude 2 Burive 3

- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay 1am
viéc.

+ Budc 2: Phong (T) cip so, thé. Thoi han 06 ngay lam viéc.

+ Budc 3: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay 1am viéc.

- Quy trinh chi tiét:

Budéc 1: Bo phan (t6) TNHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan ho so cta don vi do to chirc dich vu buu chinh chuyén dén, kiém dém
ho so theo Phiéu giao nhan 301/.../s0.

- Kiém tra so tién don vi da dong trén phan mém SMS dén thoi diém don vi ndp
hé so.

- Cap nhat tiép nhan ho so vao phan mém TNHS.
- Chuyén s6 BHXH va h so kém theo cho Phong (T) cap s, thé



- X4c nhan giao nhan hd so trén phan mém TNHS.
Buwéc 2: Phong (T6) cap sd, thé. Thoi han 06 ngay 1am viéc.
1. Ghi chét s6 qud trinh déng BHXH, BHTN trén sé BHXH ciia nguwoi tham gia
dung dong BHXH tai mgt don vi:
- Tiép nhan s6 BHXH va ho so kém theo tir can b TNHS, doi chiéu giao nhan ho
so trén phan mém TNHS.
- Thuc hién kiém tra, dbi chiéu:
+ Tinh hinh thanh toan ctia don vi.
+ Dir liéu d3 duoc giam han “GH”.
+ Dir liéu cua thoi gian dé nghi xac nhan (dién bién luong, chirc danh ...) va téng
thoi gian Iy ké chot so.
+ Dir liéu cac ché d6 da huong: 6m dau, thai san, BHXH 1 1an, tro cap that nghiép;
* Néu s6 dd huwong BHXH 1 lan, huong tro cdp that nghiép trudc ngay
01/01/2015, thuc hi¢n cat toan by qua trinh BHXH, BHTN da huong

* Néu sb da huong tro cép that nghiép tir ngay 01/01/2015 tré vé sau, cat qua trinh
dong BHTN tuong g véi s6 thang huong BHTN theo nguyén tac: ctr 1 thang huong trg
cap that nghiép twong tGng vé6i 12 thang dong BHTN theo huéng dan tai cong vin sb
3722/BHXH-CST ngay 19/11/2015 ciia BHXH Thanh phé.

* Bao luu thoi gian dong BHTN chua hudng (néu cd):

+ Thong tin c4 nhén trén dir licu SMS v6i s6 BHXH.

+ Dir liéu tir noi khac chuyén dén (néu co).

+ Dir liéu dong bo trén phan mém SMS dé xac dinh ngudi lao dong co 1 sb sb
BHXH hay nhiéu s6 BHXH.

* Trudng hop ngudi lao dong co nhiéu so6 thyc hién chdt s6 trén phan mém SMS, va
chuyén dit liéu sang phan mém QLST (thuec hién kiém tra, khod in); in mau 07/SBH kém
mau P01-DV hodc P02-CN dé yéu cau ngudi lao dong nop ho so gdp s6 theo PGNHS
304.

* Truong hop dbi véi s6 BHXH mau cii ngudi lao dong chi co 1 s6 s6 BHXH duy
nhat va dir li¢u khop dting thuc hién:

- Chot tong thoi gian tham gia BHXH, BHTN chua hudng trén s6 BHXH (trudc
12/2009) trinh 1anh dao ky, dong dau, kem theo dau “khoa s6 chuyén sang in to ro1”;

- Chét s, cap to roi qua trinh dong BHXH, BHTN chua hudng (tir 01/2010) chuyén
dir liéu tir phan mém SMS sang phan mém QLST d¢ ki€ém tra va in.

- Néu nguoi lao dong da hu:ong tro cap that nghlep tur ngay 01/01/2016 tro vé sau thi
in to ro1 qué trinh da hu(mg trg cAp that nghlep tren phan mém QLST trudc (khong cap to
roi da hwong tro cdp thdt nghzep trén phan mem SMS), sau d6 mdi chot sO va cap to ro1
ctia don vi tiép theo va chuyén dit liéu tir phan mém SMS sang phan mém QLST dé kiém
tra va in;

- In danh séach cap to ro1 s6 luu theo ho so chot so.



* P6i voi s6 mau méi (To bia s6) ngudi lao dong chi ¢ 1 s6 s6 BHXH duy nhét va
dir liéu khop dung thyc hién:

- Chét s6 “cap to roi chét s6” qua trinh dong BHXH, BHTN chwa huong vao phan
mém SMS; chuyén dir li¢u tr phan mém SMS sang phan mém QLST dé ki€m tra va in;

- Néu nguoi lao dong da hu:ong trg cAp that nghlep tur ngay 01/01/2016 tro vé sau thi
n to ro1 qua trinh da hu0'ng trg cp that nghlep tren phan mém QLST trudc (khong cdp to
roi da hwong tro cdp thdt nghzep trén phan mem SMS), sau d6 mbi chot sO va cap to ro1
ctia don vi tiép theo va chuyén dit liéu tir phan mém SMS sang phan mém QLST dé kiém
tra va in;

- In danh sach cap td roi s6 luu theo hd so chdt so.

+ Cép nhat tinh trang hd so vao phan mém TNHS va chuyén tra hd so cho can b
tiép nhan ho so.
Luu y:

- Déi véi dir liéu hwdng tro cdp that nghiép néu hieong tai Thanh phé thi tra ciru

phuong an TH hoac CD trén phan mém SMS. Néu hwong tai tinh/Thanh pho khac thi tra
cuu trén trang thong tin dién tw hitp.//tracuu.vssic.gov.vn/ cua BHXH VN.

- Truong hop di liéu trén phan mém SMS sai so véi s6 BHXH (Ho va tén sai dau;
dao ngay thang nam sinh; sai gioi tinh, dao so CMND) thi can b¢ so, thé ldp phiéu yéu
cau (mau C02-TS) kem ho so chuyén cho Phong (t6) Quan ly thu dé diéu chinh.

2. Ghi, chét lai qua trinh déng BHTN cho nguoi lao dong khi cham dit hwong
hoic két thic dot hwong tre cip that nghiép chwa tiép tuc tham gia BHXH néu c6
nhu cau bao luu thoi gian dong BHTN chwa hwéng (nhitng thang lé chwa hwong
hodac co quyét dinh cham dut huwong TCTN):

Diéu kign:

- Ap dung doi véi cdc truong hop hwéng tro cdp that nghiép tir ngay 01/01/2015 tré
Vé sau.

- Trwong hop nguoi lao dong dwoc chot sé tai tinh/thanh phé khdc nhwng hwéng tro
cdp that nghiép tai Tp.HCM twr ngay 01/01/2016 tro vé sau thi nop ho so tai Van phong
BHXH TP dé bao lwu thoi gian dong BHTN chua huong.

Cian ctr vao dau huong TCTN duge dong trén s6 BHXH (trude ngay 01/01/2016),
quyét dinh hudng trg cap that nghiép, quyét dinh cham dit huéng TCTN (n€u co) thuc
hién:

- Cit qua trinh dong BHTN tuwong tmg v6i sé thang huéng BHTN theo nguyén tic:
ct 1 thang hudng trg cap that nghiép tuong ung voi 12 thang dong BHTN.

- Chét s6 qua trinh déng BHTN chwa hudng trén phdn mém SMS va chuyén dit liéu
tor phan mém SMS sang phan mém QLST dé kiém tra va in.

- Néu ngudi lao dong hudng tro cap that nghiép tir ngay 01/01/2016 trd vé sau thi in
to 101 qua trinh da hudng trg cap that nghiép trén phan mém QLST dong dau giap lai voi
cac to o1 chot s6 da cap trude do.

Luu y:


http://tracuu.vssic.gov.vn/

- Viéc bdo luu thoi gian déng BHTN thuc hién theo hwéng dan tai cong vin sé
3722/BHXH-CST ngay 19/11/2015 ciia BHXH Thanh pho.

- Truong hop NLP c¢6 nhiéu so, trong hé so chot sé c¢é kém theo don ciia NLD cam
két nhitng s6 BHXH khac da huong hét qua trinh dong BHXH, BHTN (BHXH mot lan,
tro cap that nghiép) thi can b so, the thuc hién huy nhitng sé da hwong va chot so theo
quy dinh.

- Poi véi dit liu huéng tro cdp that nghiép néu hwong tai Thanh phé thi tra civu
phuong an TH hodc CD trén phan mém SMS. Néu huong tai tinh/Thanh pho khac thi tra
ciru trén trang thong tin dién tw hitp.//tracuu.vssic.gov.vn/ cua BHXH VN.

- Déi véi trieong hop tham gia, chot sé tai tinh/thanh phé khdc nhung huéng tro cap
that nghiép tai Tp.HCM tir 01/01/2016 thi np ho so tai BHXH TP dé dwoc in to roi qud
trinh dd hiong tro cdp that nghiép trén phan mém OLST déng dau gidp lai véi cdc to roi
chot s6 da cap trude dé (khéng thue hién nhdp CQ qud trinh BHXH, BHTN va khéng cdp
to roi dd huong tro cdp thit nghiép trén phan mém SMS).

Buwéc 3: B phén (t6) TKQ. Thoi han 0,5 ngay 1am viéc.
- Tiép nhan ho so tir Phong (t6) cap so, the, cap nhat vao phan mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho T chirc dich vu buu chinh dé tra
don vi hoac tryc ti€ép cho nguoi lao dong

- X4c nhan giao nhan trén phan mém TNHS.

2. Quy trinh diéu chinh thong tin c4 nhin ngudi tham gia BHXH (Phiéu giao
nhén ho so 302, 02 ban).

2.1. Quy trinh t6m tit

- Muc dich: Dung dé diéu chinh thong tin ca nhan nguoi tham gia BHXH do don
vi cung cap thong tin sai so v6i ho so gbc hodc do dit liéu co quan BHXH sai so véi ho
so gbc (s6 CMND, dia chi, dan toc ... 4p dung ddi véi s6 BHXH di cp theo miu quy
dinh tai cac Quyét dinh s6 1443/LDTBXH, Quyét dinh sé 3339/QP-BHXH va Quyét
dinh s6 1518/Qb-BHXH hoac s6 CMND/HO chiéu/ Thé can cudr, Quéc tich &p dung dbi
v6i s6 dd cap theo miu quy dinh tai Quyét dinh 1035/QD-BHXH) va diéu chinh nhan
than nguoi tham gia BHXH, BHTN, BHYT (diéu chinh vé ho, tén, ngady thang nam sinh,
gidi tinh) khi c6 sai sot trong hd so tham gia BHXH, BHTN, BHYT ctia ngudi lao dong
hodc nguoi lao dong thay ddi vé nhan than nhu: Ho; tén; tén dém; ngay, thang, nam sinh.

- Khi cé céc phat sinh trén, nguoi lao dong, don vi (thong qua t6 chire dich vu
buu chinh) ndp ho so cho co quan BHXH (noi dang tham gia hoac noi chot s sau cung)
theo Phiéu giao nhan hé so s6 302 (02 ban).

- Thoi han giai quyét ho so: 15 ngay lam viéc.

- So do:
Khach hang
Phong TNTKQ Phong (T&) Phong (T6) i;’fl’?é E 1};;:‘31
TTHC, bg phén QLT Cap S0, the (13) TKQ
(t6) TNHS
4 Burire 4

Bwde 1
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- Dién giai quy trinh:
+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay 1am viéc.
+ Budc 2: Phong (T6) Quan 1y Thu. Thoi han 07 ngay lam viéc;
+ Budc 3: Phong (T6) cap so, thé. Thoi han 07 ngay 1am viéc;
+ Budc 4: Phong TNTKQ TTHC, b phan (t6) TKQ. Thoi han 0,5 ngdy 1am viéc.
2.2. Quy trinh chi tiét:

Buéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan ho so ctia don vi do td chire dich vu buu chinh chuyén dén hoic truc
tiép tr nguoi lao dong , kiém dém ho so theo Phi€u giao nhan 302/.../so.

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

- Can bd TNHS truy cap vao phan mém SMS déi chiéu dit liéu ddi tuong véi sd
BHXH dé nhan dién ding ho so.

- Can bo TNHS chuyén hé so cho Phong (T6) Quan 1y Thu.
- X4c nhan giao nhan ho so trén phan mém TNHS.
Buéc 2: Phong (T6) Quan 1y Thu. Thoi han 07 ngay lam viéc:

- Tiép nhan hd so tir Bo phan (té) TNHS, ddi chiéu giao nhan hd so trén phﬁn
mém TNHS.

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

* Truong hop ngudi lao dong c6 nhiéu s6 s6 BHXH thi thyc hién diéu chinh nhan
than, thong tin ca nhan trén phan mém SMS, in Phiéu yéu cau gop s6 mau PO1-DV hoic
P02-CN va chuyén ho so cho Phong ( bd phan) so, thé.

* Trudng hop chi ¢6 1 s6 s6 BHXH duy nhit thyc hién:

+ DO6i chiéu ho so goc voi dir liéu doi tuong trén phan mém SMS, xac dinh muc
sai sot trén s6 BHXH (mau cii) hodc to bia so, to ro1 so, thé BHYT.

+ Kiém tra, diéu chinh va nhép dir liéu nhan than vao phan mém SMS.

+ Nhép toan bd qua trinh BHXH, BHTN chua hudng tir noi khac chuyén dén (néu
c0) vao dir li€u thu trén phan mém SMS hoac chon muc “chot s6 bao luu di chuyén® trén
phan mém SMS dé lay dir liéu tir BHXH Viét Nam vé.

+ Trinh lanh dao ky va chuyén toan bo ho so kém s6 BHXH (mAu cii) hodc td bia
s0, 1O 101 80, thé BHYT (néu c6) cho Phong (Td) Cap s thé.

+ Cap nhat tinh trang ho so vao phan mém TNHS.
Buwéc 3: Phong (T6) cip s6 thé. Thoi han 07 ngay lam viéc.

- Tiép nhan ho so tir Phong (T6) Quan Iy Thu, d6i chiéu giao nhan hd so trén phan
mém TNHS.



- Can ctr dit liéu d3 duoc can bo thu diéu chinh hodc nhap bod sung (néu co) trén
phan mém SMS:

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

+ Kiém tra cac ché d6 di huong: thai san, tir tudt-TNLD, huong BHXH 1 lan,
hudng tro cap that nghiép.

+ Néu s6 d3a huong BHXH 1 lan, huéng tro cip thit nghiép trudc ngiy
01/01/2015, thuc hién cét toan bd qua trinh di hudng (chon loai XN: “CT” d6i v6i qua
trinh dong BHXH di huéng BHXH mdt lan va chon loai XN: “TT” d6i v6i qué trinh
dong BHTN d3 hudng tro cap that nghiép).

+ Néu s6 da huong tro cip that nghiép tir ngay 01/01/2015 tro Ve sau, cat qua
trinh dong BHTN trong Gng voi s6 thang huong BHTN theo nguyén tic: ctr 1 thang
hudng trg cap that nghiép twong tmg voi 12 thang dong BHTN theo hudng dan tai cong
van s6 3722/BHXH-CST ngay 19/11/2015 ctia BHXH Thanh phd.

+ Lap phiéu d6i s6 BHXH.

+ Cap nhat dir liéu dé cip lai to bia va to roi s6 BHXH c6 qué trinh BHXH,
BHTN chua huong, cap lai thé BHYT trén phan mém SMS theo dit liéu da dugc diéu
chinh:

Truwong hop c6 danh hwong dén qua trinh déng BHXH, BHTN dd chot trieée dé (do
dd huwonmg BHXH mét lan hodc tro cdp thdt nghlep hodc tam khoa do no hodac gop so
hoac NLD khong thia nhan) thi thuc hién: Thu hoi to roi da cap truoc do [ nhdn gid tri
cdp méi to roi (chuyén div liéu sang OLST, thiee hién kiém tra, khod in)[] nhdn gid tri cdp
lai to roi (chon phwong én cdp lai theo ho so phdt sinh).

Truong hop khong anh huéng dén qud trinh déng BHXH, BHTN di chot trude thi
thuc hién: nhdn gid tri cap lai to roi (chon phuwong dn cap lai theo ho so phat sinh).

* P61 voi trudong hop nguoi lao dong 6 nhidu s thuc hién:
+ Cat goc thu hdi thé BHYT cii (néu ¢o) luu cing ho so diéu chinh.

+ Chuyén dit liéu tir phdn mém SMS sang phan mém QLST dé kiém tra, in cap lai
thé¢ BHYT da duoc diéu chinh, khoa in to bia, to roi s6 BHXH cap lai (neu co), 1n mau
07/SBH (néu c6 qua trinh dong BHXH da dugc xac nhan) kem Phleu yéu cau gdp s6 mau
P01-DV hoic P02-CN dé yéu cau ngudi lao dong ndp hd so gop sé theo PGNHS 304.

* Poi voi trudong hop nguoi lao dong chi ¢6 1 s6 s6 BHXH duy nhét thuc hién:

- Thu hdi toan bd s6 BHXH (s6 BHXH mau cii, to bia s6, cac trang td roi so
BHXH), th¢ BHYT cii (n€u ¢0), cat goc luu cung hoé so diéu chinh.

- Chuyén dit liéu tir phan mém SMS sang phan mém QLST dé kiém tra va in thé
BHYT, t& bia, to roi s6 BHXH cép lai (néu c); in 02 bién ban giao nhan sé6 BHXH, ky
vao “dai dién bén giao”, in 02 phiéu sir dung phéi bia s6 (mau C06-TS), in 02 phiéu sir
dung phoi thé¢ BHYT - mau CO7-TS (néu c¢6) luu 01 phiéu vao ho so, 01 phiéu chuyén
can bd quan 1y phoi dé dbi chiéu quyét toan.

- Péi voi trudng hop hudng trg cp that nghlep tor ngay 01/01/2016 tré vé sau,
thu’c hién in to ro1 qua trlnh da huong tro cap that nghlep trén phan mém QLST(khéng
cap 1o roi da hudng tro  cap thdt nghiép trén phan mém SMS).



- Trinh Lanh dao phong cdp s6, thé (hd so do BHXH Thanh phé giai quyét) hoic
Ban giam doc BHXH quan huyén (ho so do BHXH quan huyén giai quyet) ky trén bia, to
ro1 s6 BHXH cap lai.

- Néu trén s6 miu cii (trén trang 22 hodc 44) hodc trang 3 t& bia s6 (s6 mau méi)
c6 dong dau da huong cac ché dg, khi cap lai s6 khong thuc hién dong dau cac che do da
huong.

- Cap nhat tinh trang hd so vao phan mém TNHS va chuyén t& bia sd, to roi so;
th¢ BHYT (n€u c6); 02 bién ban giao nhan s6 BHXH, th¢ BHYT cho Phong (b phan)
TNHS.

* Luu y:

- Cdp lai toan bé sé BHXH (to bia, to roi) doi véi truong hop diéu chinh ho tén
hoac ngay thang nam sinh. Chi cap lai to bia s6 doi voi truong hop diéu chinh gioi tinh
hodac quoc tich hodac so CMND.

- Déi véi to bia sé (cdp trude ngay 01/02/2016) néu cé sai sét théng tin vé noi cu
tru, nguyén qudn, ngay cap CMND, noi cap CMND thi diéu chinh trén dit liéu, thu hoi to
bia cii va cap lai to bia moi nhung khong co nhitng thong tin nay.

- Poi véi mdu s6 cii (24 trang hodc 46 trang) néu cé sai sot thong tin vé noi cu
trii, nguyén quan, ngay cap CMND, noi cdp CMND thi diéu chinh trén dir liéu, déng ddu
diéu chinh lén trang 46 va trinh lanh dao Phong Cdp s6, thé hodc Ban Gidam doc BHXH
qudn, huyén ky theo phén cap.

- Ho6 so cdp lai s6 BHXH heu tai Phong (t6) Cdp s6, thé sau I nam chuyén Phong
Quan ly ho so/Bo phdan TNHS cua BHXH qudn huyén luu trit theo quy dinh.

Buéc 4: B phén (t6) TKQ. Thoi han 0,5 ngay 1am viéc.
- Tiép nhén hd so tir TH Cép s0, the, cap nhat vao phﬁn mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho to chirc dich vu buu chinh dé tra
don vi hoac tryc ti€p cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

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

3.1. Quy trinh tom tit:

- Muc dich: tao diéu kién cho nguoi lao dong cai chinh lai hd so cho dung nguoi,
ding doi tuong tham gia BHXH.

- Khi c6 cac phat sinh trén, nguoi lao dong, don vi (thong qua T chire dich vu buu
chinh) ndp ho so cho co quan BHXH theo Phiéu giao nhan ho so s6 303, 02 ban.

- Thoi han gidi quyét hd so: 45 ngay lam viéc;

- So do:

Khich hing Phong (o)
Cb BHXH |7

| 1




- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bo phan (t6) TNHS. Thoi han 0,5 ngay lam viéc.
+ Budc 2: Phong (T6) Quan 1y thu. Thoi han 35 ngay 1am viéc.

+ Budc 3: Phong (T6) Cap so, thé. Thoi han 09 ngay lam viéc.

+ Budc 4: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.

3.2 Quy trinh chi tiét:
Budée 1: B) phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so ctia don vi do td chire dich vu buu chinh chuyén dén hoic truc
tiép tr nguoi lao dong, kiém dém ho so theo Phiéu giao nhan 303/.../so.

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

- Can bd TNHS truy cap vao phan mém SMS déi chiéu dir liéu ddi tuong véi sd
BHXH @d¢€ nhan dién ding ho so.

- Can bo TNHS chuyén hé so cho Phong (T6) Quan 1y Thu.

- X4c nhan giao nhan ho so trén phan mém TNHS.

Luu ly:

- Cdc trieong hop phdt sinh tir sau ngdy 01/01/2015 thi khéng tiép nhdn gidi quyét.
Budéc 2: Phong (T6) Quan Iy Thu. Thoi han 35 ngay lam viéc.

- Tiép nhan hd so tir Bo phan (t6) TNHS, d6i chiéu giao nhan hd so trén phan
mém TNHS.

- DBéi chiéu, kiém tra hd so gbe véi dir liéu ddi twong trén phadn mém SMS va sb
BHXH, néu ho so hgp 1€ thi c6 van ban giri BHXH Viét Nam kém ho so dé nghi cho diéu
chinh dir li¢u va cap lai so.

- Trudng hop hd so khong hop 1é hodc BHXH Viét Nam c¢6 vian ban khong dong y
cho diéu chinh dir liéu va cap lai so thi 1ap phiéu tra ho so (mau C02-TS) va chuyén ho so
cho bd phan tra két qua dé tra ho so cho khach hang.

- Khi nhan duoc van ban cua BHXH Viét Nam déng y cho diéu chinh dit liéu va
cap lai s thi thyc hién:

+ Trudng hop NLD dung hd so gia dé tham gia BHXH va di huong ché do thai
san thi lap phiéu yéu cau (mau C02-TS) kém ban sao c6 chung thuc Giay khai sinh (hoic
Giay chtirng nhan nudi con nudi hodc gidy ching tir néu con chét) chuyén cho Phong (t6)



CP BHXH dé diéu chinh va ghi chu trén phan mém SMS vé nodi dung diéu chinh nay
(thoi han 02 ngay)

+ Kiém tra, diéu chinh va nhp dit liéu nhan than vao phan mém SMS.

+ Nhap toan bd qua trinh BHXH, BHTN chua hudng tir noi khac chuyén dén (néu
c6) vao dir li€u thu trén phan mém SMS hodc chon muc “chot s6 bao luu di chuyén* trén
phan mém SMS dé 1ay dir 1iéu tr BHXH Viét Nam ve.

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

* Trudong hop ngudi lao dong c6 nhidu sé s6 BHXH thi thuc hién diéu chinh nhan
than, thong tin c4 nhan trén phan mém SMS, in Phiéu yéu cau gdop s6 mau PO1-DV hoic
P02-CN va chuyén ho so cho Phong (t6) Cap so, thé.

* Truong hop chi ¢6 1 s6 s6 BHXH duy nhat thi thyc hién.

- Trinh ldnh dao ky va chuyén toan bd hd so kém s6 BHXH (mau cii) hoic to bia
s0, t0 101 80, the BHYT (néu c6) cho Phong (T6) Cap s6 thé.

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

Luu y: Truong hop NLD ding ho so gia dé tham gia BHXH va dd huéng ché dé thai sdn,
ho so phdi nop kem theo ban sao co chung thuc: Gidy khai sinh hoac Gidy chung nhdn
nuoi con nuoi hodc giay chung tir (néu con chet) twong wng voi nhan than dung cua
NLD, néu NLD khong nop kem cac loai gidy to nay thi khong giai quyét ho so.

Buéc 3: Phong (T6) Cap so thé. Thoi han 09 ngay lam viéc.

- Tiép nhan ho so tir Phong (T6) Quan 1y thu, dbi chiéu giao nhan ho so trén phan
mém TNHS.

- Cian ct dit liéu da dugc can bod thu diéu chinh hoac nhép bo sung (néu co) trén
phan mém SMS:

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

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

+ Néu s6 d3a huong BHXH 1 lan, huong tro cip thit nghiép trudc ngiy
01/01/2015, thuc hién cat toan bd qua trinh da hudng (chon loai XN: “CT” do1 véi qua
trinh dong BHXH d3 huong BHXH mot 1an va chon loai XN: “TT” ddi véi qua trinh
dong BHTN da hudng trg cap that nghiép).

+ Néu s6 di huodng tro cip that nghiép tir ngay 01/01/2015 tré vé sau, cit qua
trinh dong BHTN tuong ung véi so thang huong BHTN theo nguyén tac: cu 1 thang
hudng trg cp that nghiép twong tmg véi 12 thang dong BHTN theo hudng dan tai cong
van sb 3722/BHXH-CST ngay 19/11/2015 caa BHXH Thanh phd.

+ Lap phiéu d6i so BHXH.

+ Cap nhat dir liéu dé cap lai to bia va to roi s6 BHXH c6 quéa trinh BHXH,
BHTN chua huong, cap lai thé BHYT trén phan mém SMS theo dir liéu da dugc di€u
chinh:



«  Truong hop cé anh hwdng dén qud trinh déng BHXH, BHTN di chot trudc
do (do da huong BHXH mot lan hodc tro cap that nghiép hodac tam khoa do
no hodac gop s6 hoac NLP khong thiea nhdn) thi thuc hién: Thu hoi to roi
da cap truoc do || nhdn gid tri cap moi to roi (chuyén dir liu sang QLST,
thuc hién kiém tra, khoad in)) nhdn gia tri cap lai to roi (chon phwong an
cap lai theo ho so phat sinh).

»  Truong hop khong anh huéng dén qud trinh déng BHXH, BHTN da chot
truoc thi thuc hién: nhdn gia tri cap lai to roi (chon phwong an cap lai theo
ho so phdat sinh).

* Poi vi truong hop nguoi lao dong cod nhiéu sb thyuc hién:

+ Cit goc thu hdi thé BHYT cii (néu ¢6) luu cung hd so diéu chinh.

+ Chuyén dir liéu tir phan mém SMS sang phan mém QLST dé kiém tra va in cip
lai thé BHYT d3 dugc diéu chinh; thuc hién kiém tra va khoa in to bia, to roi s6 BHXH
cap lai (néu c6), in mau 07/SBH (néu c6 qua trinh dong BHXH di dugc xac nhan) kém
Phiéu yéu cau gdp s6 mau PO1-DV hoidc P02-CN dé yéu cau ngudi lao dong ndp ho so
g0p s6 theo PGNHS 304.

* P61 voi trudng hop nguoi lao dong chi ¢6 1 s6 s6 BHXH duy nhét thuc hién:

- Thu hdi toan b s6 BHXH (s6 BHXH mau cii, to bia s6, cac trang td roi so
BHXH), th¢ BHYT cii (n€u ¢0), cat géc luu cung hoé so diéu chinh.

- Chuyén dit liéu tir phdn mém SMS sang phan mém QLST dé kiém tra va in thé
BHYT, to bia, to roi s6 BHXH cép lai (néu c6); in 02 bién ban giao nhan s6 BHXH, ky
vao “dai dién bén giao”, in 02 phiéu sir dung phéi bia s6 (miu C06-TS), in 02 phiéu sir
dung phoi thé¢ BHYT - mau CO7-TS (néu c¢6) luu 01 phiéu vao ho so, 01 phiéu chuyén
can bo quan 1y phoi dé dbi chiéu quyét toan.

- Dbi voi trudong hop huéng trg cp that nghlep tor ngay 01/01/2016 tré vé sau,
thu:c hién in to roi qua trlnh d3 huong trg cip that nghlep trén phan mém QLST(khdng
cap to roi di huéng tro cap that nghiép trén phan mém SMS).

- Trinh Lanh dao phong cp s6, thé (hd so do BHXH Thanh phé giai quyét) hoic
Ban gidam doc BHXH quan huyén (ho so do BHXH quan huyén giai quyét) ky trén bia, to
ro1 s6 BHXH cap lai.

- Néu trén s6 miu cii (trén trang 22 hodc 44) hodc trang 3 t bia s6 (s6 mau méi)
c6 dong dau da huong cac ché dg, khi cap lai s6 khong thuc hién dong dau céc che do da
huong.

- Cap nhat tinh trang hd so vao phan mém TNHS va chuyén t& bia sd, to roi so;
th¢ BHYT (néu c6); 02 bién ban giao nhan s6 BHXH, th¢ BHYT cho Phong (b phan)
TNHS.

* Luu y:
- Ho6 so cdp lai s6 BHXH leu tai Phong (t6) Cdp s6, thé sau I ndm chuyén Phong
Quan Iy ho so/Bo phdn TNHS cua BHXH qudn huyén luu trit theo quy dinh.

Buéc 4: B phan (t6) TKQ. Thoi han 0,5 ngay 1am viéc.
- Tiép nhan hd so tir Phong (Td) cép s, thé cap nhat vao phan mém TNHS.
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- Tién hanh chuyén két qua giai quyét hd so cho to chirc dich vu buu chinh dé tra
don vi hoac tryc ti€ép cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

4. Quy trinh chuyén qua trinh tham gia BHXH tir nhiéu sé vé s6 géc (Phiéu
giao nhan ho so so 304, 02 ban).

4.1 Quy trinh tém tit:
- Muc dich: Nguoi lao dong c6 nhiéu s6 BHXH, don lai thanh mét so.

- Khi ¢6 céc phat sinh trén, nguoi lao dong, don vi (thong qua t6 chuce dich vu buu
chinh) ndp ho so cho co quan BHXH theo phi€u giao nhan ho so s6 304, 02 ban.

- Thoi han tra két qua: 26 ngay lam viéc:
- So do:

Khach hiang

Phong TNTKQ

Phong (T6)
TTHC, bo phan

Phong (To)

Phong TNTKQ

TTHC, b phan QLT Cép S, the :
(t6) TNHS (t0) TKQ
Budc 2 Burde 3 ,
Buwie 1 Buric 4

- Dién giai quy trinh
+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam
viéc.

+ Budc 2: Phong (T6) Quan 1y Thu. Thoi han 12 ngay 1am viéc.

+ Budc 3: Phong (T6) Cap so, thé. Thoi han 13 ngay lam viéc.

+ Budc 4: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay 1am viéc.
4.2 Quy trinh chi tiét:
Budre 1: B) phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so ctia don vi do td chire dich vu buu chinh chuyén dén hoic truc
tiép tor nguoi lao dong, kiém dém ho so theo Phiéu giao nhan 304/.../so.

- Can bd TNHS truy cip vao phan mém SMS déi chiéu dit liéu déi twong véi sd
BHXH dé nhan dién dung ho so.

- Cap nhat tiép nhan ho so vao phan mém TNHS.
- Chuyén toan bd hd so cho Phong (t0) Quan 1y thu.
- X4c nhan giao nhan hd so trén phﬁn mém TNHS.

Lueu y: Trueong hop vira chuyén sé vé sé goc, vira diéu chinh nhan than thi bé sung
ho so theo phiéu GNHS 302 va giai quyét ho so theo nghiép vu bang ké 304/...../SO.

Buéc 2: Phong (T6) Quan 1y Thu. Thoi han 12 ngay lam viéc.
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- Tiép nhan toan bd hd so tir Bo phan (t6) TNHS, d6i chiéu giao nhan hd so trén
phan mém TNHS.

- Pbi chiéu hd so nhan than, diéu chinh hodc nhip toan bd qua trinh tham gia
BHXH, BHTN chua hudng tir noi khac chuyén dén (n€u cd) vao dir li¢u thu trén phan
mém SMS hodc chon muc “chot s6 bao luu di chuyén® trén phan mém SMS dé lay dir
liéu tr BHXH Viét Nam ve.

- Kiém tra cac ché do da huong: thai san, tr tuat-TNLD, huong BHXH mot lan,
huong trg cap that nghi¢p. Truong hop cé chi trd ché do OD-TS-DS thi thyc hién theo
hudng dan tai cong vin s6 3663/BHXH-THU ngay 19/11/2014 (muc 8 phan II) va cong
van s0 2668/BHXH-THU ngay 18/08/2015 (muc 4).

- Chuyén qua trinh tham gia BHXH, BHTN chua hudng tir cac s6 khac vé so goc
(S6 goc 1a so6 co thoi gian tham gia BHXH sdm nhat); chuyén ma thé BHYT vé s6 goc
(n€u c9).

- Béi véi nhitng truong hop c6 s6 can gdp, ddng thoi con co thoi gian déng tring
BHXH, BHTN. Khi gdp s6 hodc chot s6 nghi viéc thi wu tién gitr lai thot gian dong bao
hiém va trinh tu gidi quyét nhu sau:

* Thir tw wu tién:

+ Thoi gian déng BHXH, BHTN da duoc chét sb.

+ Noi dong ca BHXH, BHTN.

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

* Trinh ty gidi quyét:

+ Can bo Thu 1ap Phiéu giai quyét cong viéc va 03 ban D02-TS diéu chinh giam
thot gian dong trung trinh lanh dao ky duyét dé thoai thu tién dong thira cho nguoi lao
dong thong qua don vi. Pong thoi glri cong vin (theo mau GO1-NB) cho co quan BHXH
co lién quan dé di€u chinh gidm qua trinh dong trung trén phan mém SMS — néu c6 (theo
ty 1¢ 0%) va chuyén qua trinh tham gia BHXH, BHTN con lai tir s6 s6 BHXH dang quan
1y vé sb sb goc.

+ Truong hop c6 thoi gian dong trung & ngoai tinh thi can bd Thu chi thyc hién
di€u chinh gidm thoi gian dong trung ¢ thanh phd. Néu nguoi lao dong muodn gitr lai thoi
gian dong tai thanh pho, thi huéng dan ngudi lao dong lién hé véi BHXH tinh dé thoai
thu thoi gian dong trung.

- Trinh lanh dao ky va chuyén toan bd ho so kém s6 BHXH, thé BHYT (néu co)
cho Phong (T6) Cap s6 thé.

- Cap nhat tinh trang hd so vao phﬁn mém TNHS.

Luuy:

- P0i véi cdc s6 BHXH c6 qud trinh déng trimg nhau, trong d6 ¢ sé da huéng tro
cdp BHXH mot lan thi cat “CT” qua trinh dong BHXH da hwong cua so do, khong thuc
hién giam trung qud trinh dong BHXH chwa hwong trén so con lqi.

- Poi véi cdc truong hop phire tap, khi thire hién can phdi trao déi cu thé véi cdc
phong nghiép vu BHXH/TP dé dvwoc hudng dan giai quyeét.

Buwéc 3: Phong (T6) cap sd, thé. Thoi han 13 ngay 1am viéc:
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- Tiép nhan hd so tir Phong (t6) Quan 1y thu, ddi chiéu giao nhan hd so trén phan
mém TNHS.

- Can cur dit lidu d3 duoc can bo thu chuyén qué trinh hodc nhap bd sung (néu co)
trén phan mém SMS:

+ Lap blen ban huy s6 BHXH trén phan mém SMS tal myc huy c¢6 nhiéu s6 chon
“YES” dbi voi s6 s6 BHXH can chuyen qua trinh tir s6 huy vé s gbc, chon “NO” d6i véi
s6 s0 BHXH huy do da nhan trg cdp 1 1an (CT) hodc s6 huy do nguoi lao dong khong
thira nhan (KB, KT), in 02 bién ban huy so.

+ Thu hoi va hity s6 sb can huy trén phan mém QLST nhung khéng in bién ban.

+ Thu hdi toan bd cac s6 BHXH (sé BHXH mau cil, t& bia sd, cac trang to roi s0
BHXH), th¢ BHYT (néu co6), cat goc luu cung ho so.

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

+ Kiém tra cac ché do da hudng: thai san, tir tudt-TNLD, huong BHXH mot lan,
huong tro cap that nghiép.

+ Néu s6 d3 huong BHXH 1 lan, hudng tro cip thit nghiép trudc ngay
01/01/2015, thuc hién cit toan bd qué trinh da huong (thuc hién cat “CT” doi voi qua
trinh dong BHXH da huong va cat “TT” doi1 voi qua trinh dong BHTN da hudng)

+ Néu s6 da hudng trg cép that nghiép tir ngay 01/01/2015 tré vé sau, cat qua trinh
dong BHTN tuong tng v6i sd thang huong BHTN theo nguyén tic: ctr 1 thang huong trg
cap that nghiép twong tGng véi 12 thang dong BHTN theo huéng dan tai cong vin sb
3722/BHXH-CST ngay 19/11/2015 ciia BHXH Thanh phé.

+ Lap phiéu d6i s6 BHXH.

+ Cap nhat dir liéu dé cip lai to bia va to roi s6 BHXH c6 qué trinh BHXH,
BHTN chua hudng trén phan mém SMS theo dir li¢u da duoc gop:

» Trudng hop c6 anh hudng dén qua trinh dong BHXH, BHTN da chdt trude
d6 (do da huong BHXH mot lan hoic tro cép that nghiép hoac tam khoa do
no hoac gop ) hoac NLD khong thtra nhan) thi thuc hién: Thu hoi to roi da
cap trude d6 [ nhan gia tri cAp moi to 101 (chuyén dir liéu sang QLST, thuc
hién kiém tra, khod in) [ nhan gia tri cép lai to ro1 (chon phwong dan cdp lai
do gdp s6).

= Trudng hop khong anh hudng dén quéa trinh dong BHXH, BHTN da chdt
truée thi thyc hién: nhan gia tri cap lai to 101 (chon phwong dn cdp lai do
g0p ).

+ Pbi véi trudng hop hudng trg cap that nghlep tor ngay 01/01/2016 trg vé sau,

thu’c hién in to ro1 qua trlnh d3 huong tro cip that nghlep trén phan mém QLST(khdng
cdp 1o roi da hudng tro cap thdt nghiép trén phan mém SMS).

+ Chuyén dir liéu tir phan mém SMS sang phan mém QLST d¢ kiém tra va in s6
BHXH, in 02 bién ban giao nhan s6 BHXH, ky vao “dai dién bén giao”, in 02 phiéu sir
dung phoi bia s6 (mau C06-TS), in 02 phiéu sir dung phéi thé BHYT - mau CO7-TS (néu
c6) luu 01 phiéu vao ho so, 01 phiéu chuyén can bd quan Iy phoi dé ddi chiéu quyét toan.
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- Trinh Lanh dao phong cdp s6, thé (hd so do BHXH Thanh phé giai quyét) hoic
Ban giam doc BHXH quan huyén (ho so do BHXH quan huyén gidi quyet) ky trén to bia,
to 101 s6 BHXH cap lai, bién ban huiy so.

- Néu trén s6 miu cii (trén trang 22 hodc 44) hodc trang 3 t& bia s6 (s6 mau méi)
c6 dong dau da hudng cac ché do, khi cap lai khong thyc hién dong dau cac ché do da
huong.

- Cap nhat tinh trang hd so véao phén mém TNHS va chuyén to bia 0, t& rOi sO;
th¢ BHYT (néu cd), bién ban huy s6; 02 bién ban giao nhan s6 BHXH, th¢ BHYT cho
Phong (bg phan) TNHS.

* Luu y:

- Ho so cdp lai s6 BHXH luu tai Phong (t6) Cdp s6, thé sau 1 nam chuyén Phong
Quan Iy ho so/Bo phdan TNHS cua BHXH qudn huyén luu trit theo quy dinh.

Buéc 4: Bd phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (bd phan cép s6 thé, cip nhat vao phin mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho to chirc dich vu buu chinh dé tra
don vi hoac tryc ti€p cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

5. Quy trinh cép lai s6 BHXH do mit: do ngwoi lao dong 1am mét hoic do don
vi lam mat; thu hoi s0 BHXH do mat nay tim lai dwgc (Phieu giao nhian ho so so
305, 02 ban).

5.1. Quy trinh cip lai s6 BHXH do mit: do ngudi lao dong lam mat hoic do
don vi lam mat

5.1.1. Quy trinh tom tit:

- Muc dich: Dung dé cap lai so6 BHXH cho ngudi lao dong khi mat (bao gom do
nguoi lao dong 1am mat hodc do don vi lam mat).

- Khi ¢6 céc phat sinh trén, nguoi lao dong, don vi (thong qua td chire dich vu buu
chinh) ndp ho so cho co quan BHXH theo phiéu giao nhan ho so s6 305 (02 ban).

- Thoi han tra két qua: 45 ngay lam viéc.

- So db:
Khich hang Phong CBDBHXH
B5 Bl B3
d B2 L B4 _
Phong TNTKQ Phong (t6) CST |, .| Phong (16) QLT
TTHC, b phén
(t6) TNHS/TKQ

- Dién giai quy trinh:
+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam viéc.
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+ Budc 2: Phong (T6) Cap s6, thé. Thoi han 44 ngay lam viée hodc 33 ngdy lam

viéc néu c6 phat sinh budc 3 va budc 4.

+ Budc 3: Phong Ché do BHXH. Thoi han 07 ngay 1am viée (néu c6 phat sinh).

+ Budc 4: Phong (T6) Quan Iy Thu. Thoi han 04 ngay 1am viéc (néu c6 phat sinh).

+ Budc 5: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.

5.1.2. Quy trinh chi tiét

Buéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan hd so cta don vi do td chirc dich vu buu chinh chuyén dén hodc truc
tiép tor nguoi lao dong, kiém dém ho so theo Phi€u giao nhan 305/.../s0.

- Chuyén toan bd hd so cho Phong (T6) Cép s, thé.

- X4c nhan giao nhan hd so trén phan mém TNHS.

Luu y: Yéu cau nguoi lao dong ké khai day dit ndi dung va qud trinh tham gia, don
vi, dia chi don vi dong (néu tham gia o tmh/thanh pho khac) chiec danh céng viéc, murc
lwong va cam ket chuea (hoac da) hueong tro- cap BHXH mét lan, tro cap thdt nghiép vao
To khai cung cdp va thay déi thong tin nguoi tham gia BHXH, BHYT (mdu TKI-TS) va
phu luc dinh kem

Buéc 2: Phong (T6) Cap sd, thé. Thoi han 44 ngay lam viéc hodc 33 ngay lam
vi€c néu cé phat sinh budc 3 va budce 4.

- Tiép nhan hd so tir B phan (t6) TNHS, dbi chiéu giao nhan trén phan mém
TNHS.

- Tién hanh kiém tra d6i chiéu ho so véi dit liéu thu trén phan mém SMS dé kiém
tra thong tin ca nhan, qua trinh dong BHXH, BHTN...

- Can ctr TO khai cung cip va thay doi thong tin nguoi tham gia BHXH, BHYT
(mau TK1-TS), kiém tra, xdc minh, d6i chiéu ho so v6i co s& dit liéu hién dang quan 1y
cua BHXH Viét Nam. Truong hop co s¢ dit liéu khong c6 dir li¢u hoac dir liéu khong
trung khép voi thong tin trén so, qua trinh huong BHXH mot 1an, hwéng BHTN hodc qua
trinh dong BHXH, BHTN bdo luu, trinh Gidm doc BHXH tinh, huyén ky van ban yéu
cau BHXH tinh, huyén noi nguoi lao dong da tham gia BHXH, BHTN hoac da giai quyét
cac ché¢ d0 BHXH, BHTN trudc d6 dé xac minh lai qué trinh dong, hudng cac ché do
BHXH, BHTN.

- Trudng hop ngudi lao dong c6 ho khau thudng tri tai Tp.HCM, sé6 BHXH c6 qua
trinh tham gia BHXH (trén dia ban Tp.HCM) tir thang 01/2005 tro vé trude (da chdt so
hodc gian doan) hodc huong trg cap that nghiép trudc ngay 01/01/2016 thi thyc hién:

+ Tra ctru dit liéu huong BHXH mot 1an, trg cdp that nghiép trén trang thong tin
dién tor cua BHXH TP (http:/serverpt:8080/) va cia BHXH VN
(http://tracuu.vssic.gov.vn/).

+ Néu ho so c¢6 nghi van thi 1ap danh sach dé nghi xac minh, kém ho so chuyén
Phong Ché d60 BHXH dé kiém tra lai (thuc hién ti€p budc 3).

- Truong hop ngudi lao dong c6 ho khau thuong tri & tinh/thanh phd khac co qua
trinh tham gia BHXH tir thang 01/2005 tré vé trude tai Tp.HCM (dd chot s6 hodc gian
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doan) hodc ngudi lao dong co6 ho khau thuong tra & Tp.HCM c6 qué trinh tham gia
BHXH tir thang 01/2005 trd vé trude tai tinh/thanh phd khac thi thyc hién:

+ Tra ctru dit liéu huong BHXH mot 1an trén trang thong tin dién tir caa BHXH TP
(http://serverpt:8080/) va cuia BHXH VN (http://tracuu.vssic.gov.vn/).

+ Néu ho so c¢6 nghi van thi 1ap danh sach dé nghi xac minh, kém ho so chuyén
Phong Ché d0 BHXH dé kiém tra lai (thuc hién ti€p budc 3).

+ Néu tra ctru dir liéu huong BHXH moét 1an trén trang thong tin dién tir cia BHXH
TP va BHXH Viét Nam chwa hudng thi c6 van ban giri cho BHXH tinh/thanh phd noi
ngudi lao dong c6 ho khau thuong tra hodc tham gia tir thang 01/2005 trd vé trude dé xac
minh viéc huong cac ché ¢6 BHXH.

- Truong hop s6 BHXH c6 qué trinh tham gia BHXH tir thang 01/2005 tr& vé sau
hoic hudng tro cip that nghiép tir ngay 01/01/2016 thi thuc hién tra ctru dit liéu hudng
BHXH mot lan, tro cap that nghiép trén trang thong tin dién tir cia BHXH VN
(http://tracuu.vssic.gov.vn/). Néu hd so c6 nghi van thi trinh Ban Giam déc BHXH TP,
quan/huyén noi giai quyét hd so ky vin ban yéu cau BHXH tinh, huyén noi nguoi lao
dong da giai quyét cac ché 6 BHXH, BHTN trudc d6 dé xac minh lai viéc huong cac
ché do BHXH, BHTN.

- Truong hop hd so khong khép ding voi dir liéu dang quan 1y hodc s6 BHXH bi
mat c6 qua trinh dong & nhiéu noi tai dia ban Thanh phd thi cin ctr vao dit liéu dong bo
va két qua xac minh huong BHXH 1 1an, hudng trg cip that nghiép dé lap phiéu dé nghi
(mau C02-TS) chuyén Phong (T6) Quan 1y Thu nhap bd sung qua trinh dong BHXH,
BHTN chwa hudng (thuc hién tiép budc 4).

- Can ctr Cong van xac minh cua BHXH tinh, huyén hodc dir li¢u da huéng BHXH
1 1an, huéng trg cp that nghiép tra ctru trén trang Web ciia BHXH Viét Nam (néu c6),
Phiéu x4c minh hudng trg cap 01 lan, tro cip thit nghiép ciia Phong Ché d6 BHXH (néu
c6), cat qué trinh da huong tro cdp BHXH mot 1an hodc tro cip that nghiép (néu o). Bao
luru thoi gian BHTN chua hudng (néu c6).

- Pbi v6i s6 BHXH d3 duge chdt trude ngdy 01/01/2016 néu tai thoi diém chdt s6
da diéu kién huong BHTN va c6 ho khau thuong tra tai cac tinh/thanh phd khéc khi tra
ctru dir liéu huong BHXH tro cap that nghiép trén trang Web cuia BHXH TP va BHXH
Viét Nam chua c6 dir li€u thi tam khod qua trinh dong BHTN (chon phuong an “KT”) da
dugc chot trude ngay 01/01/2016.

- Trudng hop c6 qua trinh d3 huong BHXH 01 1an, tro cap thit nghiép thi khong
tinh thoi gian déng BHXH, BHTN, thuc hién cat “CT” dbi voi qua trinh dong BHXH da
hudng va cit “TT” ddi voi qua trinh dong BHTN da huong.

- Lap Bién ban tham dinh (theo mau): ghi ddy du danh sach, ho tén, s6 s6 BHXH,
tinh trang s6 BHXH, két qua tham dinh; can bd tham dinh ky x4c nhan vio bién ban,
trinh hd so va bién ban cho Lanh dao Phong Cp sd, thé (hd so do BHXH Thanh phé giai
quyét) hodc Ban giam déc BHXH quén huyén (hd so do BHXH quén huyén giai quyét)
phé duyét.

- Can ctr Bién ban tham dinh dd duoc phé duyét thuc hién cap nhat dir liéu dé cip
lai toan bo s6 BHXH trén phén mém SMS:

+ Lap phiéu d6i so BHXH.
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+ Cap nhat dir liéu dé cép lai t& bia va to roi sd6 BHXH ¢ qué trinh BHXH,
BHTN chua hudng trén phan mém SMS:

»  Truong hop c6 dnh huéng dén quda trinh déng BHXH, BHTN dd chot triede
do (do da huwong BHXH mot lan hodc tro cdrp that nghiép hoac tam khoa do
ng hodc gép sé hodc NLD khéng thira nhdn) thi thuc hién: Thu héi to roi
dd cdp trude @6 1) nhdn gid tri cdp mdi to roi (chuyén dir liéu sang QLST,
thuc hién kiém tra, khod in)l) nhan gid tri cdp lai to roi (chon phuwong an
cdp lai theo ho so phdt sinh,).

«  Truong hop khong anh huéng dén qud trinh déng BHXH, BHTN dd chot
trudc thi thuc hién: nhdn gia tri cdp lai to roi (chon phuwong an cdp lai theo
ho so phdat sinh).

* Po1 voi truong hop nguot lao dong cd nhicu s6 thyce hién:

+ Chuyén dit liéu tir phdn mém SMS sang phan mém QLST dé kiém tra, khoa in
t& bia, to roi s6 BHXH cép lai (néu ¢6), in mau 07/SBH (néu c6 qua trinh déng BHXH di
duoc xac nhan) kem Phiéu yéu cau gop s6 mau PO1-DV hodc P02-CN dé yéu cu nguoi
lao dong nop ho so gdp so theo PGNHS 304.

* P61 voi trudng hop nguoi lao dong chi ¢6 1 s6 s6 BHXH duy nhét thuc hién:

+ Chuyén dir liéu tir phan mém SMS sang phan mém QLST dé kiém tra va t& bia,
td roi s6 BHXH cip lai (néu c6); in 02 bién ban giao nhan sé6 BHXH, ky vao “dai dién
bén giao”, in 02 phiéu sir dung phéi bia sé (mau C06-TS) luu 01 phiéu vao hd so, 01
phiéu chuyén can bd quan 1y phoi dé dbi chiéu quyét toan.

+ Dbi v6i trudng hop hudng trg cip that nghiép tir ngdy 01/01/2016 tré vé sau,
thyc hién in to ro1 qué trinh da hudng tro cap that nghi¢p trén phan mém QLST (khong
cdp to roi da huong tro cdp that nghiép trén phan mém SMS).

- Trinh Lanh dao phong cp s6, thé (hd so do BHXH Thanh phé giai quyét) hoic
Ban giam doc BHXH quan huyén (ho so do BHXH quan huyén giai quyet) ky trén bia, to
ro1 s6 BHXH cap lai.

- Néu trén s6 mau cii (trén trang 22 hodc 44) hodc trang 3 t& bia s6 (s6 mau méi)
c6 dong dau da huong cac ché dg, khi cap lai s6 khong thuc hién dong dau céc che do da
huong.

- Cap nhat tinh trang hd so vao phan mém TNHS va chuyén td bia so, to rdi s6; 02
bién ban giao nhan s6 BHXH cho b phan (t6) TKQ.

Luu y:
- Kiém tra qud trinh nhdp dir liéu tham gia tir noi khdc chuyén dén “CQ” (néu cd)

theo dot phat sinh hay nhdp truc tiép (F12) trén phan mém SMS, truong hop nhdp truc
tiep (F12) néu co nghi van, lién hé voi noi nhap dir lieu deé kiém tra, doi chiéu.

- Cdn b cdp s6 sau khi kiém tra xdc dinh nguyén nhéan do nguwoi lao dong lam mat
thi ghi chu bang myc do vao goc phai phia trén cung Phiéu Giao nhdn ho so 305 dong
chit “nguoi lao dong lam mdt so”.

- Poi voi cdc truong hop phie tap, khi thuce hién can phdi trao doi cu thé voéi cdc
phong nghiép vu BHXH/TP dé duwoc huong dan giai quyeét.
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- To khai cung cdp va thay déi théng tin ngwoi tham gia BHXH, BHYT (mdu
TKI1-TS) yéu cau nguoi lao dong ké khai day du noi dung va qua trinh tham gia, don vi,
dia chi don vi dong (néu tham gia o tinh/thanh pho khac) chirc danh, cong viéc, murc
lwong va cam ket chua (hodc da) huwong tro cap BHXH mot lan, tro cdp that nghiép.

- Néu da chuyén Phong (t6) Qudn 1y thu ban chinh: “vin bdn xdc nhdn qud trinh
dong cua Tinh”, thi can bo Cap so, the luu ban photo.

- Viéc bdo luu thoi gian déng BHTN thuc hién theo hwéng dan tai cong van so
3722/BHXH-CST ngay 19/11/2015 cua BHXH Thanh pho.

- Doi Vi dif liéu hudng tro cdp that nghiép néu huwong tai Thanh phé thi tra ciiu
phuong an TH hodc CD trén phan mém SMS. Néu huong tai tinh/Thanh pho khac thi tra
cuu trén trang thong tin dién tw http.//tracuu.vssic.gov.vn/ cua BHXH VN.

- Cudi méi thang BHXH qudn, huyén in toan bg danh sdch cdp lai s6 BHXH do mat
phat sinh trong thang (ky, dong dau BHXH qudn huyén) chuyén Phong Cap so, the dé
quan ly va lam can cwr doi chiéu kiém tra.

- Truong hop bi mat mot hodc mot s6 to roi s6é BHXH ciia don vi ndo thi ccfp lai qua
trinh cua don vi do, khong thuc hién cap lai toan bo qua trinh tham gia cua NLD.

- Truong hop da tam khéa qud trinh déng BHTN, sau d6 néu NLP cé don cam két
chwea hwéng tro cdp that nghiép thi co quan BHXH noi cdp lai s6 do mat truée d6, ¢é vin
ban giki cho BHXH tinh/thanh phé noi nguoi lao dong cé hé khau thwong trii va BHXH
tinh/thanh phé noi nguoi lao déng tham gia BHTN dé xdc minh huéng tro cdp that
nghiép. Trén co s¢ van bdn tra 1oi ciia BHXH tinh/thanh phé néu NLD chwa hieong thi
cdn bé s6, thé lgp Phiéu trinh gidi quyét cong viéc trinh lanh dao Phong Cdp sé, thé/Ban
Gidm ddc BHXH qudn, huyén xem xét viéc phuc hoi qud trinh déng BHTN, hé so phuc
héi qud trinh déng BHTN lwu ciing ho so cdp lai s6 do mat.

Buéc 3: Phong Ché do BHXH (néu c6 phat sinh). Thoi han 07 ngay 1am viéc.

+ Nhéan Danh sach dé nghi xac minh hudng tro cap 01 lan, trg cAp that nghiép va hd
so tir Phong (t0) cap s, thé, xac nhan trén S6 giao nhan ho so.

+ Kiém tra d6i chiéu xac nhan chi tra cac ché do tro cap BHXH, trg cap that nghiép
va chuyén tra phi€u xac minh va ho so cho Phong (T6) Cap so, thé.

Buéc 4: Phong (T6) Quan 1y Thu (néu c6 phat sinh). Thoi han 04 ngay lam viéc.
+ Tiép nhan ho so tir Phong (t6) Cép s, thé.

+ Cian ¢ vao ho so: nhap bd sung cac thong tin vé nhan than con thiéu trén dit lidu
SMS, dbi chiéu, kiém tra qua trinh tham gia BHXH tir noi khac dé nhap dir liéu vao phan
mém SMS hodc chon muc “chdt s6 bao luu di chuyén® trén phan mém SMS dé 1ay dir
ligu tir BHXH Viét Nam vé.

+ Chuyén toan bo hd so cho Phong (T6) Cap sd, thé, luu phiéu dé nghi hodc Cong
van x&c nhan qua trinh déng BHXH cua tinh.

Luu y: Poi véi s6 BHXH c6 qud trinh tir noi khdc chuyén dén néu c6 qud trinh da
huwong BHXH 01 ldn, tro cap that nghiép thi khong nhap dir liéu.

Buéc 5: Bd phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (Td) Cap sb, thé cap nhat vao phan mém TNHS.
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- Tién hanh chuyén két qua giai quyét hd so cho to chirc dich vu buu chinh dé tra
don vi hoac tryc ti€ép cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

Luwu ¥: Khi tra ho so cdp mat cho khdch hang néu géc trén cing bén phdi Phiéu
giao nhdn ho so c6 dong chiv “ngwoi lao dng lam mdt s6” thi can b tiép nhin ho so
can cir vao CMND badn chinh dé doi chiéu, dong thoi ghi chii vao Phiéu giao nhédn hé so
dong chiv “dd doi chiéu CMND”. Truong hop néu nhén thay thi cdn cit vao CMND bdn
chinh ngwoi nhan kém gidy uy quyén d@é doi chiéu dong thoi ghi chii vao Phiéu giao nhdn
ho so dong chiv “ di déi chiéu theo gidy uy quyén ky ngay...” (khong yéu cau photo bdn
sao CMND hodic gidy uy quyén).

5.2. Quy trinh thu hdi s6 BHXH do mit nay tim lai dwoc: do nguoi lao dong
hoac do don vi tim lai dugc

5.2.1. Quy trinh tém tit:

- Muc dich: Dé nguoi lao dong hodc don vi hoan tra lai s6 BHXH dugc cip nhimng
lan trude d6 cho co quan BHXH do s6 nay da dugc nguoi lao dong hoac don vi dé nghi
cap lai do mat.

- Khi ¢6 cac phat sinh trén, ngudi lao dong, don vi (thong qua t6 chie dich vu buu
chinh) ndp ho so cho co quan BHXH theo phiéu giao nhan ho so s6 305 (02 ban).

- Thoi han tra két qua: 04 ngay 1am viéc.

- So' do:
Bl Phong TNTKQ B2 ; -
Khach hang |«——| TTHC, bj phin Ph*::'fg_lflﬂl
(t0) TNHS/TKQ B3

- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam viéc.
+ Budc 2: Phong (T6) Cap s6, thé. Thoi han 3 ngay lam viéc.

+ Bude 3: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.
5.2.2. Quy trinh chi tiét

Buwéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhén hd so cia don vi do td chie dich vu buu chinh chuyén dén hodc truc
tiep tir nguoi lao dong, kiém dém ho so theo Phi€u giao nhan 305/.../so.

- Chuyén toan bd hd so cho Phong (To) Cép s, thé.
- X4c nhan giao nhan hd so trén phan mém TNHS.
Luu y:

-Nguoi lao dong hodc don vi ndp hoé so cho co quan BHXH noi dd cap lai so
BHXH do mat truéce do.

Buéc 2: Phong (T6) Cap so, thé. Thoi han 03 ngay lam viéc.

- Tiép nhan hd so tir Bo phan (t6) TNHS, dbi chiéu giao nhan trén phian mém
TNHS.

19



- Tién hanh kiém tra ddi chiéu hd so, s6 BHXH, cic trang to roi sd6 BHXH (néu co)
v6i dir liéu cap lai s6 BHXH do mat da gidi quyét trude do trén phan mém SMS.

- Kiém tra cac ché do da huong (thai san, tir tudt-TNLD, huéng BHXH 1 lan,
hudng trg cap that nghi€p) trén s6 BHXH (cap nhitng l1an trude do) so véi s6 BHXH da
cap lai do mat.

- Lap bién ban thu hoi s6 thét lac trén phan mém SMS (Quan 1y s6 [J Déi huy sb
(] thu hoi s6 thit lac), trinh Lanh dao phong cp so, thé (hd so do BHXH Thanh phd giai
quyét) hodc Ban giam d6c BHXH quan huyén (ho so do BHXH quéan huyén giai quyét)
ky 02 bién ban thu hoi sb that lac (Iuu 01 ban, 01 ban tra kém theo ho so).

- Thu héi toan bd cac s6 BHXH (sé BHXH mau cil, t& bia sd, cac trang to roi s0
BHXH), cat géc luu cung ho so cap lai s6 BHXH do mat da giai quyét trudce do.

- Cap nhat tinh trang hd so vao phan mém TNHS va chuyén hd so kém 01 bién
ban thu hoi s6 thét lac cho Phong (bo phan) TNHS.

* Luu y:
- S6 BHXH thu héi la nhitng sé BHXH da dwoc cdp nhitng lan truée do.

- DPoi Voi cdc truong hop phite tap, khi thuce hién can phdi trao doi cu thé voi cdc
phong nghiép vu BHXH/TP dé duwoc huong dan giai quyeét.

Buéc 3: Bo phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (T6) Cap s6, thé cap nhat vao phin mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho to chirc dich vu buu chinh dé tra
don vi hoac tryc ti€p cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

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

6.1. Quy trinh tom tit:

- Muc dich: Cép lai s6 BHXH cho ngudi lao dong khi bi hu hong do quan 1y s6
khong tot.

- Khi c6 cac phat sinh trén, nguoi lao dong, don vi (thong qua t6 chire dich vu buu
chinh) ndp ho so cho co quan BHXH theo phiéu giao nhan ho so s 306, 02 ban.

- Théi han giai quyét: 15 ngay 1am viéc:

- So do:

Khach hing Phong (T)
QLT

- |

Phong TNTKQ Phong (T6) Phong TNTKQ
TTHC, bg phan Ciép s, thé TTHC, b phan
(t6) TNHS ) (t0) TKQ

- Bardrg 2
Burae | Burde 3
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- Dién giai quy trinh:
+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam viéc.
+ Budc 2: Phong (T6) Cép sb, the, Phong (T6) Quan Iy thu. Thoi han 14 ngay 1am viéc.
+ Budce 3: Phong TNTKQ TTHC, bd phan (té) TKQ. Thoit han 0,5 ngay lam viéc.
6.2. Quy trinh chi tiét:
Bude 1: B) phén (t6) TNHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan kiém dém, ddi chiéu hd so theo Phiéu giao nhan hd so 306 cap nhat
tiép nhan vao phan mém TNHS.

- Trudng hop s6 hu hong do 18i co quan BHXH nhu in md, in nhoé muec... thi can
bd TNHS nhan lai tr don vi hodc nguodi lao dong gobm: T bia, to roi s6 BHXH va gidi
quyét tra ngay.

- Chuyén ho so cho Phong (T6) Cép so, thé.
- Xé4c nhan giao nhan hd so trén phﬁn mém TNHS.
Buéc 2: Phong (T4) cip s6 thé. Thoi han 01 ngay lam viée.

- Tiép nhan ho so tir Bo phan (t6) TNHS, d6i chiéu giao nhan hd so trén phan
mém TNHS.

- Pbi chiéu s6 BHXH véi dit liéu dbi tuong trén phan mém SMS va T khai cung
cap va thay doi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS)

+ Thong tin c4 nhén trén dit liéu ciia phan mém SMS véi s6 BHXH.

+ Dir liéu tir noi khac chuyén dén (néu co).

- Néu dit liéu c6 sai léch thong tin hodc $6 O qué trinh dong BHXH, BHTN chua
huong tir noi khac thi can b so, thé 1ap (02 ban) phiéu dicu chinh theo mau (mau
C02-TS) va toan bg ho so chuyén can bo thu dé di€u chinh, nhap bd sung dir li¢u trudc
khi xac nhan.

Buéc 2.1. Phong (T6) Quén 1y Thu. Thoi han 06 ngay lam viéc:

- Tiép nhan phiéu dé nghi diéu chinh va ho so tir Phong (T6) Cap sd, thé xac nhan
hod so trén phan mém TNHS.

- Can cr phiéu diéu chinh va hd so ctia Phong (T6) Cap so, thé chuyén dén, tién
hanh kiém tra, di€u chinh hoac nhdp bo sung thong tin vé c4 nhan nguoi tham gia vao
phan mém SMS.

- Nhép toan bd qua trinh dong BHXH, BHTN chua huong tir noi khac chuyén dén
(néu c0) hodc chon myc “chot s6 bao luu di chuyén® trén phan mém SMS dé lay dir liéu
tr BHXH Viét Nam vé.

- Chuyén lai 01 phiéu diéu chinh va ho so cho Phong (T4) Cap s0, thé.

Buéc 2.2. Phong (T6) Cép sd, thé. Thoi han 07 ngdy 1am viéc:

- Tiép nhan ho so tir Phong (T6) Quan Iy Thu, d6i chiéu giao nhan hd so trén phan
mém TNHS.

- Can ctr dit liéu d3 duoc can bo thu diéu chinh hodc nhap bod sung (néu co) trén
phan mém SMS:
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+ Kiém tra dir liéu nhan than, qua trinh nhap b sung (néu co).

+ Kiém tra cac ché do da huong: thai san, tur tuat-TNLD, huong BHXH 1 lan,
huodng tro cap that nghiép.

+ Néu s6 d3 huong BHXH 1 lan, huong tro cip thit nghiép trudc ngiy
01/01/2015, thuc hién cat toan bd qua trinh d hudng (chon loai XN: “CT” d6i v6i qua
trinh dong BHXH d3 huong BHXH mot 1an va chon loai XN: “TT” d6i véi qué trinh
dong BHTN d3 hudng tro cap that nghiép).

+ Néu s6 dd huong trg cap that nghiép tir ngay 01/01/2015 tré vé sau, cat qua
trinh dong BHTN tuong tmg v6i sd thang huong BHTN theo nguyén tic: ctr 1 thang
hudng trg cap that nghiép twong tmg voi 12 thang dong BHTN theo hudng dan tai cong
van s6 3722/BHXH-CST ngay 19/11/2015 ctia BHXH Thanh phd.

+ Lap phiéu d6i s6 BHXH.

+ Cap nhat dit liéu dé cip lai to bia va to roi s6 BHXH c6 qué trinh BHXH,
BHTN chua hudng (n€u ¢6) trén phan mém SMS:

»  Truong hop c6 anh hwdng dén qud trinh déng BHXH, BHTN di chot trudc
do (do da hwong BHXH mot lan hodc tro ccfp that nghiép hodc tam khoa do
ng hodac gop s6 hodc NLD khong thira nhan) thi thyc hién: Thu hoi 1o roi
da cdp truwede @6 1) nhdn gid tri cdp mdi to roi (chuyén dir liéu sang QLST,
thue hién kiém tra, khod in)C) nhdn gid tri cdp lai to roi (chon phiong dn
cap lai theo ho so phdt sinh,).

»  Truong hop khéng anh huéng dén qud trinh déng BHXH, BHTN da chot
truoc thi thuc hién: nhdn gia tri cdp lai to roi (chon phwong an cdp lai theo
ho so phdt sinh).

* Po1 véi truong hop nguoi lao dong cd nhiéu so thuce hién:

+ Chuyén dir liéu tir phdn mém SMS sang phan mém QLST dé kiém tra, khod in
t& bia, to roi s6 BHXH cap lai (néu o), in mau 07/SBH (néu c6 qua trinh déng BHXH da
duoc x4c nhin) kém Phiéu yéu cau gop s6 mau PO1-DV hoic P02-CN dé yéu cau ngudi
lao d6ng ndp hd so gdp s6 theo PGNHS 304.

* Poi v6i truong hop ngudi lao dong chi c6 1 s6 s6 BHXH duy nhét thyc hién:

+ Thu héi toan bo s6 BHXH (s6 BHXH mau cil, t& bia sd, cac trang t& roi so
BHXH), cat goc luu cung ho so.

+ Chuyén dit liéu tir phan mém SMS sang phan mém QLST d¢ kiém tra va in to
bia, t& roi s6 BHXH cép lai (néu c6); in 02 bién ban giao nhan s6 BHXH, ky vao “dai
dién bén giao™, in 02 phiéu sir dung phoi bia s6 (mau C06-TS), in 02 phiéu st dung phoi
thé¢ BHYT - mau CO7-TS (néu co) luu 01 phiéu vao hd so, 01 phiéu chuyén can b quan
1y phoi dé d6i chiéu quyét toan.

+ D6i véi truong hop huong trg cap that nghiép tir ngay 01/01/2016 tro vé sau,
thuc hién in to roi qua trinh d3 hudng tro cap that nghiép trén phan mém QLST(khdng
cdp 1o roi da hudng tro cap thdt nghiép trén phan mém SMS).

- Trinh Lanh dao phong cép s, thé (hd so do BHXH Thanh phé giai quyét) hoic
Ban giam doc BHXH quén huyén (ho so do BHXH quan huyé¢n gidi quyét) ky trén bia, to
roi s6 BHXH cép lai.
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- Néu trén s6 miu cii (trén trang 22 hodc 44) hodc trang 3 t& bia s6 (s6 mau méi)
c6 dong dau da huong cac ché dd, khi cap lai s6 khong thuc hién dong dau cac che do da
huong.

- Cap nhat tinh trang hd so véo phén mém TNHS va chuyén to bia 0, to rOi sO;
thé¢ BHYT (néu c6); 02 bién ban giao nhan s6 BHXH, th¢ BHYT cho Phong (bd phan)
TNHS.

Luu y:

- Ho6 so cdp lai s6 BHXH heu tai Phong (t6) Cdp s6, thé sau I ndm chuyén Phong
Quan ly ho so/Bo phdan TNHS cua BHXH qudn huyén luu trit theo quy dinh.

Buéc 3: Bo phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (T6) Cap s6, thé cap nhat vao phin mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho to chirc dich vu buu chinh dé tra
don vi hoac tryc ti€ép cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

7. Quy trinh xdc nhian dang tham gia BHXH; quy trinh xdc nhén thoi gian
tham gia BHYT lién tuc (Phiéu giao nhin hd so s6 308, 02 ban).

7.1. Quy trinh tom tit:

- Thoi han tra két qua: giai quyét ngay. Riéng hd so xac nhan dang tham gla
BHXH néu trong 1 bd hd so ¢6 tir 10 trudong hop xac nhan tré 1én thi thoi han giai quyét
1a 02 ngay lam viéc.

7.1.1. Quy trinh xidc nhin dang tham gia BHXH: Quy trinh nay chi thyuc hién
tai BO phan (t6) TNHS.

7.1.2 Quy trinh xdc nhén thoi gian tham gia BHYT lién tuc:

- So do:
Bl hone TNT B2 .
Khach Phong TNTKQ Phong (t6)
hine TTHC, b phan CST
ang (t5) TNHS/TKQ | B3

- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Xt Iy ngay.
+ Budc 2: Phong (T6) Cap s6, thé. Xir 1y ngay.

+ Budc 3: Phong TNTKQ TTHC, bd phan (t6) TKQ. Tra ngay.
7.2. Quy trinh chi tiét:

7.2.1. Quy trinh xac nhan dang tham gia BHXH (Quy trinh nay chi thyc hién
tai B phan (t0) TNHS). X 1y ngay.

- Tiép nhan hd so gdm 02 ban, cap nhat tiép nhan vao phan mém TNHS

- Can bo TNHS tién hanh xac nhan qua trinh tham gia BHXH, can ctr vao dir liéu
d6i tuong trén phan mém SMS.

- Trinh lanh dao ky.
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- Cap nhat tra ho so trén phin mém TNHS.
- Tra don dé nghi x4c nhan cho khach hang.

Luu y: Can bo Cép s0, thé c6 trach nhiém kiém tra, ddi chiéu ho so xac nhan dang
tham gia BHXH theo dinh ky.

7.2.2 Quy trinh xdc nhén thoi gian tham gia BHYT 03 nam lién tuc:

Budée 1: Bo phan (t6) TNHS. Xt Iy ngay. Tiép nhan ho so theo Phiéu giao nhan
hd so 308.

- Tiép nhan Pon dé nghi xac nhan (TS khai cung cap va thay doi thong tin ngudi
tham gia BHXH, BHYT (mau TK1-TS, 01 ban) va thé BHYT con gia tri.

- Cap nhat tiép nhéan hd so vao phﬁn mém TNHS.
- Tryc tiép chuyén ho so ngay cho can bo Cap s, thé;
- Xac nhan giao nhan hd so trén phén mém TNHS.

Luu y: Chi tiép nhdn hé so doi véi truong hop sir dung thuéc Glivec theo dé nghi
cua co so KCB.

Buéc 2: Phong (T6) Cép so, thé. X 1y ngay.

- Tiép nhan ho so tir BO phan (té) TNHS, d6i chiéu giao nhan trén phﬁn mém
TNHS.

- Kiém tra dir liéu dong BHYT dé xac nhan thoi gian tham gia BHYT 03 nim lién
tuc.

- Tién hanh xac nhdn trén Pon dé nghi va trinh lanh dao ky.

- Cap nhat tinh trang ho so vao phﬁn mém TNHS.

- Chuyén gidy x4c nhin tham gia 03 nim lién tuc (01 ban), thé¢ BHYT cho Bo
phan (t6) TNHS.

Truong hop doi twong tham gia BHYT dwoc cap thé BHYT ¢ nhiéu noi khdc nhau,

thi BHXH noi cdp thé BHYT sau cing gidi quyét xac nhdn 03 nam lién tuc duwa trén co sé
cong don thoi gian tham gia BHYT lién tuc cua cac BHXH noi khadc xdac nhdn chuyén ve.

Déi véi cdc truong hop truy thu BHYT (do don vi no, nép tré...) van dwoc tinh la
thoi gian tham gia BHYT lién tuc.

Buéc 3: B phan (t6) TKQ. Tra ngay.

- Tiép nhan hd so tr can bo Cép s0, theé, cap nhat vao phén mém TNHS.

- Tién hanh tra th¢ BHYT va Pon dé nghi x4c nhan (01 ban) cho khach hang.
- Xé4c nhan giao nhan trén phan mém TNHS.

8. Quy trinh Thu hdi so6 BHXH da chdt ciia ngudi lao dong nghi viée sau 12
thang khong dén nhin so (Phieu giao nhan ho so so0 309, 02 ban).

8.1 Quy trinh tém tit:
- Muc dich: dung dé thu hoi s6 BHXH d3 chét cua ngudi lao dong nghi viée sau
12 thang khong dén nhan s6 BHXH, don vi ndp lai co quan BHXH noi dang tham gia.

24



- Piéu kién: S6 BHXH d3 duoc chdt bao luu thoi gian dong BHXH, BHTN.

- Khi ¢c6 cac phat sinh trén don vi ndp hd so truc tiép cho co quan BHXH theo
phi€u giao nhéan 309.

- Thoi han tra két qua: tra két qua ngay.

- So do:

Phimg {TL‘I} Burire 3
QLT

Burdgc 2b

- . Phong TNTEC(Q) Phong Quan ly hé
Khach hang TTHC, b3 phin so (to TNHS ciia
Burde 1 (t0) TNHS Bude 24 BHXH Q.H)

- Dién giai quy trinh:
+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS.

+ Budc 2a: Phong Quan 1y hd so hodc td TNHS cia BHXH quan, huyén dbi véi
ho so ndp tat BHXH quan, huyén.

+ Budc 2b: Phong (T6) Quan 1y Thu.

+ Budc 3: Phong Quan 1y hd so hodc td TNHS cua BHXH quén, huyén d6i véi hd
so nop tai BHXH quan, huy¢én.

8.2. Quy trinh chi tiét:
Buéc 1: Bo phén (t6) TNHS. Thoi han trong ngdy 1am viée
- Tiép nhan hé so do don vi ndp truc tiép theo phiéu giao nhan ho so 309.

- H6 so gdm: Danh sach dé nghi thu hdi s6 BHXH ctia don vi (02 ban). file dit liéu
cua danh sach dé nghi thu hé1 s6 BHXH; S6 BHXH mau cil (da duogc chot xac nhan bao
luu) hoic to bia s6 BHXH, céc to roi s6 BHXH (s6 mau méi).

- To khai tham gia BHXH, BHTN mau 01-TBH, hodc mau A0I-TS, 01 ban (néu
o).

- Kiém dém s6 BHXH so vé&i danh sach nham xéac dinh s6 lugng chinh xéc.

- Lap “Bién ban giao nhan s” tra ngay cho don vi.

- Kiém tra qu4 trinh tham gia BHXH trén s6 di chét néu:

+ Trén s6 BHXH chi ¢6 qua trinh tham gia BHXH tai Thanh phé H6 Chi Minh
chuyén s6 BHXH vé Phong Quan ly ho so (hoac t6 TNHS cua BHXH quan, huyén doi
v6i ho so ndp tai BHXH quéan, huyén) luu trit theo quy dinh.
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+ Trén s6 BHXH c6 qua trinh tham gia BHXH, BHTN (chua huéng BHXH mot
lan, trg cap that nghiép) ¢ tinh, thanh pho khac hoac c6 qué trinh tham gia BHXH tir nam
2004 tré vé truoc chua duoc nhdp vao co sé dir li€u trén phan mém SMS thi chuyén
Phong (T6) Quan ly Thu dé nhap bo sung dit liéu.

- Chuyén dit litu vao kho dit liéu thu hdi s6 BHXH theo dia chi
http://serverpt/thuhoiso/ € 1am co s¢ tra ctru, xac nhan khi nguoi lao dong lién hé nhan
lai s6 BHXH.

Luu y: Chi dp dung doi véi cdc trieong hop chét sé trude ngay 01/01/2016

Buéc 2: Phong (T4) Quan 1y Thu.

- Tiép nhan ho so tir Bo phan (t6) TNHS.

- Kiém tra d6i chiéu dir liéu trén phan mém SMS véi s6 BHXH, nhip b sung
hodc di€u chinh, hoan tat dir li¢u vao phan mém SMS.

- Néu trén s6 BHXH c6 qua trinh tham gia BHXH, BHTN chua hudng & tinh,
thanh pho khac thi Phong (T6) Quan 1y Thu nhap dir 1i€u hodc chon muc “chot s6 bao Iuu
di chuyén* trén phan mém SMS d¢ lay dir li¢u tt BHXH Viét Nam ve.

- Lap bién ban giao nhéan, chuyén ho so, sd6 BHXH cho Phong Quan 1y ho so (hoic
to TNHS cia BHXH quan, huyén déi voi ho so ndp tai BHXH quén, huyén).

Buéc 3: Phong Quan 1y ho so /to TNHS ciia BHXH quin, huyén di véi hd so
nop tai BHXH quén, huyén.

- Tiép nhan ho so, s6 BHXH tir Phong TNTKQ TTHC, bo phan (t6) TNHS hoic
Phong (T6) Quan 1y Thu, luu trit theo quy dinh.

Luu y: Poi vo’i nhﬁ’ng s6 BHXH da tiép nhdn tir truée ngay 01/12/2014, khi nguoi
lao ddng nhdn lai sé néu cé qua trinh tham gia BHXH & tinh, thanh phé khdc nhwng
chu"a dwoc nhdp vao phan mém SMS, Phong Quan 1y ho so ¢é trach nhiém cung cdp cdc
s6 BHXH nay cho Phong (t6) Qudn 1y thu nhdp bé sung qud trinh chia huéng vao SMS
dé lam cdn ci cdp lai s6 BHXH.

9. Quy trinh gidi quyét ho so cAp s6 BHXH cho Ky truéc (Phiéu giao nhan ho
so 310):

Ap dung d6i v6i cac truong hop da duoc cip sd s6 nhung thiéu thong tin ca nhan
hodc d6i voi so so6 BHXH mau cii con ton tai & don vi nhung chua duyét trang 3 hoic da
dugc cap s6 s6 nhung chua 1ap HS cap to bia s6 BHXH (Phi€u giao nhan ho so s6 310,
02 ban).

9.1. Quy trinh tom tit:

- Muc dich: Dung dé cap s6 BHXH cho céc trudng hop di dugc cap sb s6 nhung
thiéu thong tin c4 nhan hoic doi véi truong hop di duoc cap so6 s6 BHXH mau cii nhung
chua dugc duyét so trang 3 con ton tai & don vi st dung lao dong hoac da dugc cap so so
nhung chua 1ap ho so cap to bia (trude ngay 01/5/2011)

- Khi c6 phat sinh trén, don vi (thong qua té chire dich vy buu chinh) ndp hd so
cho co quan BHXH theo phi€u giao nhan ho so s6 310, 02 ban.

- Thoi han tra két qua: 10 ngay lam viéc.

- So do:
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Khach hang

Burae 2 Burde 4

Phong TNTKQ Phong (T6) Phong (Té) Phong TNTKQ
TTHC, b phin Quan 1y thu Cip S, thé THC, b6 phan
(10) TNHS (t6) TKQ

Burde 3
Burde 1

- Dién giai quy trinh:

+ Buéc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam
viéc.

+ Budc 2: Phong (T6) Quan 1y Thu. Thoi han 05 ngay 1am viéc.

+ Budc 3: Phong (T6) Cap so, thé. Thoi han 04 ngay lam viéc.

+ Budc 4: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.

9.2. Quy trinh chi tiét:

Buéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hd so cua don vi do t6 chirc dich vu buu chinh chuyén dén, kiém dém
ho6 so theo Phiéu giao nhan 310/.../so0.

- Cap nhat tiép nhan hd so vao phian mém TNHS.
- Chuyén toan bd hd so cho Phong (T6) Quan 1y Thu.
- X4c nhan giao nhan ho so trén phﬁn mém TNHS.

Luu y: Quy trinh nay chi dp dung doi véi sé c¢é qud trinh tham gia tir thing
07/1995 tré vé sau.

Buéc 2: Phong (T6) Quan 1y Thu. Thoi han 05 ngay lam viéc.

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

- Péi chiéu, kiém tra dir liéu trén phan phan mém SMS cung cac ho so tir Bo phan
(to) TNHS chuyén t6i, tién hanh nhap cac thong tin con thleu s6 CMND, ngay cap, noi
cap trén timg to khai vao dit liéu ho so ca nhan ctia phan mém SMS.

- Chuyén toan bd hd so cho Phong (T6) cép s, thé.
- Xac nhan giao nhan hd so trén phén mém TNHS.
Buéc 3: Phong (T6) Cap so, thé. Thoi han 04 ngay lam viéc.

- Kiém tra, doi chiéu ho so di€éu chinh b6 sung cua don vi véi dir li€u trén phan
mém SMS néu khdp dung.

- Trinh ky, dong dau (d6i véi s6 mau cii).
- Cap nhat dir liéu cap s6 BHXH trén phan mém SMS, chuyén dit liéu sang phan

mém QLST dé kiém tra va in, in t& bia (s6 mau mdi) in 02 phiéu st dung phdi bia s6
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(mAu C06-TS) luu 01 phiéu vao ho so, 01 phiéu chuyén can b quan 1y phoi dé dbi chiéu
quyét toan. In 02 bién ban giao nhan s6 BHXH.

- Cap nhat tinh trang hd so vao phdn mém TNHS.
- Giao nhan hd so v6i B phan (t6) TNHS trén phdn mém TNHS.

Luu y: Trwong hop kiém tra phat hién nguoi lao dong co nhiéu s6, lgp phiéu yéu
cau nguoi lao dong lam thu tuc gép so6 theo mau PVOI-DV hoac PV02-CN va tra ho so
cho B¢ phan (t6) TNHS.

Buéc 4: Bd phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.
- Tiép nhan hd so tir Phong (Td) Cap sb, thé cap nhat vao phan mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho t6 chirc dich vu buu chinh dé tra
don vi hoac tryc ti€p cho nguoi lao dong.

- Xac nhan giao nhan trén ph?m mém TNHS.

10. Quy trinh diéu chinh ndi dung da ghi trén sé6 nhung ngudi lao dong dirng
dong BHXH va da dwgce chot so BHXH (Phiéu giao nhan hoé so s6 311, 02 ban).

10.1 Quy trinh tém tit:

- Muc dich: Dung dé diéu chinh qué trinh tham gia BHXH d3 dugc chdt trén sb
nhung ngudi lao dong da nghi viéc ngimg dong BHXH khi ¢6 sai sot thude 16i ctiia don vi
nhu: thoi gian, mic dong, thay d61 chire danh nghé. ..

- Khi c6 phat sinh sai sot vé thoi gian, chirc danh nghé ... 18i thuoc vé don vi, don
vi gtri ho so cho T6 chue dich vu buu chinh dé chuyén co quan BHXH theo Phicu giao
nhan ho so so 311, 02 ban.

- Thoi han tra két qua: 10 ngay lam viéc.

- So do:
Khach hang
J B 2 Bardre 4
Phong TNTKQ Phong (T06) Phong ( T6) Phong TNTKQ
TTHC, b phin QLT Cap so. the TTHC, bé phin
(t0) TNHS (16) TKQ
Buire 1 Burde 3

- Dién giai quy trinh

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam
viéc.

+ Budc 2: Phong (T6) Quan Iy Thu. Thoi han 04 ngay lam viéc.

+ Budc 3: Phong (T6) Cap s6, thé. Thoi han 05 ngay lam viéc.

+ Budc 4: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.
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10.2 Quy trinh chi tiét:
Buéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhéan hd so cua don vi do td chire dich vu buu chinh chuyén dén, kiém dém
ho so theo Phi€u giao nhan 311/.../so.

- Cap nhat tiép nhéan hd so vao phﬁn mém TNHS.

- Chuyén ho so va dir liéu vi tinh (néu c6) cho Phong (T6) Quén 1y Thu.

- Xac nhan giao nhan hd so trén phén mém TNHS.

Buéc 2: Phong (T6) Quén Iy Thu. Thoi han 04 ngay lam viéc.

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

- Can cir mau DO02-TS; To khai cung cép va thay doi thong tin ngudi tham gia
BHXH, BHYT (mau TK1-TS) kiém tra d6i chiéu nhap bo sung, hoic diéu chinh qua
trinh dong BHXH, BHTN vao phan mém SMS, nhap quéa trinh BHXH, BHTN chua
huong tir noi khac chuyén dén (néu cd) hoac chon muc “chot s6 bao luu di chuyén® trén
phan mém SMS dé 1ay dir liéu tr BHXH Viét Nam ve.

- Can bo Thu sau khi xtr Iy xong ky x4c nhan vao mau D02-TS, trinh lanh dao ky
va chuyén toan b ho so kem s6 BHXH cho phong (T6) cap so, thé.

- Cap nhat tinh trang hd so vao phﬁn mém TNHS.

Buéc 3: Phong (T6) Cép s6, thé. Thoi han 05 ngay 1am viéc.

- Tiép nhan hd so tir Phong (T6) Quan 1y thu, xac nhan tinh trang hd so trén phan
mém TNHS.

- Can cu dir liéu trén phén mém SMS d3 duoc can bo thu nhap diéu chinh trén ph'?m
mém SMS:

+ Pdi chiéu dit lidu véi qua trinh diéu chinh ghi trén mau D02-TS; to khai TK1-TS.

+ Cap nhat dit liéu dé cip to roi diéu chinh “CS”

- Chuyén dit liéu tir phdn mém SMS sang phan mém QLST dé kiém tra va in t& rdi
¢6 noi dung di€u chinh.

- In 02 Bién ban giao nhan $0 BHXH, ky vao “Pai di¢n bén giao”. Trinh Lanh dao
Phong Cap so, thé hodc Ban Giam doc BHXH quén, huyén (theo phan cap quan 1y) ky
trén to ro1 di€u chinh, chuyén s6 BHXH cho bd phan Vén thu dé dong dau.

- Bo phan Van thu: Thoi han giai quyet 0,5 ngay lam viéc. Nhan s6 BHXH thuc
hlen dong dau dong dau glap lai vao to roi diéu chinh véi to roi chdt s6 trude do ((101 VO’l
s6 BHXH miu cii d chdt sb trude thang 12/2009 déng dau giap lai vao trang chdt sd
cuoi cung) va chuyén tra cho Phong (T6) Cap so, thé.

- Chuyén s6 BHXH kém td roi s6 BHXH va 01 bién ban giao nhan s6 BHXH cho B
phan (t6) TNHS.

Luu y:

- Truong hop s6 dd hwéng tro cdp thdt nghiép tir ngay 01/01/2015 tré vé sau thi
cat qua trinh dong BHTN twong ung voi so thang huong tro cdp that nghiép (theo
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nguyén tdc cir 1 thang hudng tro cdp that nghiép twong g véi 12 thang déng BHTN)
sau do mai in to roi diéu chinh.

-Trwong hop ngueoi lao ddng hedng tro cdp thdt nghiép tir ngay 01/01/2016 tré vé
sau thi in to roi qua trinh da huong tro cap that nghiép trén phan mém QLST trudc
(khong cap to roi da huong tro cap that nghiép trén phan mém SMS) sau do maoi in to roi
diéu chinh.

- Truwong hop nguwoi lao déng cé nhiéu sé6 sé BHXH thi thuc hién cdp to roi diéu
chinh “CS” trén phan mém SMS va chuyén di lieu sang phan mém QLST nhung khong
in (thuc hién kiém tra, khod in), in mau 07/SBH kem Phiéu yéu cdau gop so mau POI-DV
hodic PO2-CN dé tra ho so cho khdch hang.

- Truong hop NLD dang tham gia BHXH néu c6 diéu chinh qud trinh déng thi nép
ho so theo phieu GNHS 103 va noi dung diéu chinh dwoc in vao to roi hang nam.

- Ho6 so cdp lai s6 BHXH lu tai Phong (t6) Cdp s6, thé sau I ndm chuyén Phong
Quan Iy ho so/Bo phan TNHS cua BHXH qudn huyén luu trit theo quy dinh.

Buéc 4: Bo phan (t6) TKQ. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan ho so tir Phong (T6) Cap s6, thé cap nhat vao phan mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho to chirc dich vu buu chinh dé tra
don vi hoac tryc ti€p cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

11. Quy trinh ghi xac nhan thoi gian dong BHXH cho nguoi tham gia dwgc
cong ndi thoi gian nhung khong phai dong BHXH; diéu chinh 1am nghé hoic cong
viéc nang nhoc, doc hai, nguy hiém hoic dic biét ning nhoc, doc hai, nguy hiem
truwdc 1995 hodc thoi gian dim nhiém chirc danh trwdc thang 01/1998 doi véi can bo
cap xi (Phiéu giao nhan hd so s6 313, 2 ban).

Quy trinh gom 02 quy trinh con nhu sau:

11.1. Quy trinh ghi xdc nhan thoi gian déng BHXH cho ngudi tham gia dwge
cong ndi thoi gian nhung khong phai dong BHXH; diéu chinh 1am nghé hoic cong
viéc ning nhoc, ddc hai, nguy hiém hoidc dic biét ning nhoc, doc hai, nguy hiém
trudc 1995

11.1.1. Quy trinh tém tit:
- Muc dich:

Dung dé giai quyét ho so lién quan dén nghiép vu ghi xac nhan thoi gian dong
BHXH cho ngudi tham gia duoc cong ndi thoi gian nhung khong phai dong BHXH; diéu
chinh lam nghé hodc cong viéc nang nhoc, ddc hai, nguy hiém hodc dic biét nang nhoc,
ddc hai, nguy hiém truée 1995

- Thoi han tra két qua: 20 ngay lam viéc.

Riéng cdc doi twong do BHXH qudn huyén truc tiép nhdn ho so thi thoi han tai
BHXH qudn huyén la 7,5 (trong do 02 ngay chuyén va nhan ho so qua to chirc dich vu
buu chinh) ngay lam viéc va BHXH Thanh pho 12,5 ngay lam viéc.

- So do:

To thim dinh




- Cdc bude “a” dp dung tai VP BHXH Thanh phé.

- Cac bucc “b” ap dung tai BHXH qudn huyén.

- Dién giai:

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam viéc.
+ Budce 2: Phong TNTKQ TTHC. Thoi han 0,5 ngay lam viéc.

+ Budc 3: Phong Cép s, thé 0,5 ngay lam viéc.

+ Budc 4: T6 thAm dinh Thoi han 10 ngay lam viéc.

+ Budc 5: Phong cép so, thé. Thoi han 1 ngay lam viée.

+ Budc 6: Phong TNTKQ TTHC: 0,5 ngdy 1am viéc (quan huyén 1 ngay bao gdm
0,5 ngay nhan tai Phong TNTKQ TTHC)

+ Budc 7: Phong (T6) Quan Iy Thu. Thoi han 02 ngay lam viéc.
+ Budc 8: Phong (T6) cip so, thé: 2 ngay 1am

+ Budc 9: Phong TNTKQ TTHC, bd phan (t6) TKQ: 0,5 ngay.
11.1.2. Quy trinh chi tiét:

Buéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

* Poi véi hd so do BHXH quan huyén quan ly:

- B0 phan tiép nhén hd so: tiép nhéan ho so tir don vi st dung lao dong do td chirc
dich vu buu chinh chuyén dén hodc tryc ti€p tir nguoi lao dong theo quy dinh:

+ Trudng hop hd so thiéu, cin bd sung: théng bao cho don vi sir dung lao dong,
nguoi lao dong bo sung day du ho so theo quy dinh trude khi ti€ép nhan gidi quyét.

+ Truong hop hd so diy du, ding quy dinh: B6 phan TNHS tiép nhan hé so theo
Phiéu giao nhan hé so 313.

- Ghi ngay nhan va ngay tra trén phiéu giao nhan ho so cia BHXH quan, huyén.
- X4c nhan giao nhan ho so trén phan mém TNHS.

- Chuyén toan bd hd so cho Phong TNTKQ TTHC.

* Poi véi hd so do BHXH Thanh phd quan ly:

- Phong TNTKQ TTHC: tiép nhan hd so tir don vi st dung lao dong do to chirc
dich vu buu chinh chuyén dén hoac tryuc ti€p tir nguoi lao dong theo quy dinh.
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+ Trudng hop hd so thiéu, can bd sung: théng bao cho don vi sir dung lao dong,
hodc huéng dan cho nguoi lao dong bo sung day du ho so theo quy dinh trude khi tiép
nhén giai quyeét.

+ Truong hop hd so diy du, ding quy dinh: B6 phan TNHS tiép nhan hd so theo
Phicu giao nhan ho so 313.

- Ghi ngay nhan va ngay tra trén phiéu giao nhan ho so.

- Xac nhan giao nhan hd so trén phén mém TNHS.

- Chuyén toan bd hd so cho Thu ky to giup viéc.

Budc 2: Phong TNTKQ TTHC. Thai han 0,5 ngay lam viéc.

- Tiép nhan hd so tir BHXH quan, huyén chuyén dén va hd so do BHXH thanh phd
quan ly, thyc hién nhu budc 1.

- Xac nhan giao nhan hd so trén phén mém TNHS.

- Chuyén ho so cho Thu ky T6 gitip viéc; thoi han giai quyét: 0,5 ngay lam viéc.

Buéc 3: Phong Cip s6, thé (Thw ky Té gitp viéc) thoi han giai quyét: 0,5 ngay
lam viéc.

- Tiép nhan ho so tir Phong TNTKQ TTHC.

- X4c nhan giao nhan hd so trén phan mém TNHS.

- M6 sb theo ddi, luan chuyén ho so cho cac thanh vién T6 gitp viéc.

Buéc 4. Thanh vién Té giip viéc; Thanh vién T6é thim dinh: thoi han giai
quyéet 10 ngay lam viéc (trong do6: thoi han giai quyet ho so cia thanh vién To giup
viée: 5 ngay lam viéc; thoi han giai quyét ciia cAc Thanh vién T6 thim dinh: 5 ngay
l1am viéc (mdi thanh vién 1 ngay lam viéc).

Buwéc 4.1 Thanh vién té giup viéc. Thoi han gidi quyét 5 ngay lam viéc.

- Tiép nhan ho so tr Thu ky T gip viéc, tryc tiép chiu trach nhiém kiém tra,
nghién ctru hé so ban dau.

- Kiém tra s6 luong va tinh phap 1y cta hd so. Trudng hop ho so khong day du hoic
chua du co so phép 1y thi c6 “Phi€u bdo ho so” ghi rd ndi dung can di€u chinh hodc bo
sung.

- Truong hop hd so dung, du theo quy dinh: Lap “Bién ban tham dinh” cua timg
truong hop, dé xuat y kién gidi quyét vao Bién ban tham dinh.

- Chuyén ho so cho thanh vién t6 thim dinh.

Buéc 4.2 Thanh vién t6 thim dinh. Thoi han giai quyét 5 ngay lam viéc (moi
thanh vién: 1 ngay).

- Can ctr vao ho so gbc va y kién dé xuat giai quyét cia thanh vién T gitp viéc ghi
trén “Bién ban tham dinh ho so”, Thanh vién T6 Tham dinh nghién ctru ho so, néu y kién
gidi quyét vao Bién ban tham dinh (thong nhat hoac khong thong nhat hodac co v kién
khéc).

- Chuyén toan bd hd so va két qua thim dinh cho Thanh vién T6 giup viéc dé
chuyén Thu ky T6 tham dinh.

32



Buéc 5: Phong Cap s6, thé (Thw ky To thim dinh) thoi han giai quyét 1 ngay
lam viéc:

- Nhan hé so tir thanh vién T6 gitp viéc, trinh T6 trudong T6 thdm dinh dé xem xét
quyét dinh sau cung.

- Trudng hop ¥ kién ctia cac thanh vién T6 tham dinh dugc ghi trén “Bién ban tham
dinh hd so” khong théng nhit thi T6 truéng T6 tham dinh cd quyét dinh cubi cung hodc
can ct tinh hinh thye té quyét dinh vi¢c hop cac thanh vién trong td tham dinh dé xem
xét, théng nhat cach giai quyét.

- Thu ky T gitp viéc nhén lai ho so tir thanh vién T6 giup viéc hoic két qua tir T6
truong To tham dinh. Néu:

+ Ho so khong du diéu kién: chuyén tra hd so kém “Phiéu bao hd so” (dbi voi hd so
thiéu, can bod sung lam rd) hodc van ban tra 161 (déi v&i hd so khong thudc doi tuong hodc
tham quyén giai quyét) cho Phong TNTKQ TTHC dé tra cho don vi sir dung lao dong,
nguoi lao dong hoac BHXH quéan, huyén.

+ Hb so du diéu kién: chuyén tra hd so cho Phong TNTKQ TTHC dé tra cho
BHXH quén, huyén d6i véi ho so do BHXH quén, huyén chuyén dén. Chuyén cho Phong
(t6) Quan 1y thu dé cap nhat dir liéu trén phan mém SMS dbi voi nhitng hd so do BHXH
Thanh phé quan 1y.

- X4c nhan giao nhan trén Phan mém TNHS ho so do BHXH quin/huyén quan 1y.
Buéc 6: B phan (t6) TKQ. Thoi han 0,5 ngay.

Buiéc 6.1 Phong Tiép nhin va trd két qud thii tuc hanh chinh:

- Tiép nhan hd so tir Phong Cp s6, thé.

- X4c nhén trén phan mém TNHS .

- Tra hd so cho BHXH quan huyén hodc cho don vi sut dung lao dong, ngudi lao
dong do BHXH Thanh ph6 quan ly nhitng hé so khong du diéu ki¢én gidi quyét.

Buwiéc 6.2. Bj phin (t6) TKQ BHXH qudn huyén:
- Tiép nhan hd so tir Phong Tiép nhéan va tra két qua thu tuc hanh chinh.

- Hb so khéng du diéu kién giai quyét: tra cho don vi sir dung lao dong (thong qua
t6 chtrc dich vu buu chinh) hodc truc tiép cho nguoi lao dong.

- Ho so du diéu kién giai quyét: chuyén cho T Quan 1y thu cip nhat dit liéu vao
SMS.

Buéc 7: Phong (T6) Quén 1y Thu. Théi han 02 ngay lam viéc.

- Tiép nhan hd so tir Thu ky to gitp viéc (d6i voi hd so do BHXH Thanh phd quan
1y) hodc tir B phan (t6) TNHS (d6i voi ho so do BHXH quan huyén quan 1y).

- Can clr vao hd so dd dugc tham dinh cap nhat dit liéu trén phin mém SMS.
- Chuyén ho so cho Phong (t0) cép s, thé
Buéc 8: Phong (t0) cap so thé. Thoi han giai quyét 02 ngay lam viéc.

- Can ¢t vao hd so va dit liéu d3 duge Phong (T6) Quan 1y Thu cip nhat, kiém tra
va chuyén dir liéu vao QLST dé kiém tra va in to ro1 s6 BHXH, in 02 bién ban giao nhan
sO;
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- Trinh 1anh dao Phong Cép s, thé hodc Ban Giam déc BHXH quén, huyén ky
doéng dau,

- Chuyén B6 phan TKQ toan bo ho so kém s6 BHXH: t bia s6 (néu cd), t& rdi sd,
- Xac nhan giao nhan trén Phan mém TNHS

Buéc 9: By phin (t6) TKQ, thoi han 0, 5 ngay:

- Tiép nhan hd so tir Phong (t6) Cép s, thé cap nhat vao phin mém TNHS.

- Tién hanh tra s6 BHXH; ho so cho don vi (thong qua td chire dich vu buu chinh)
hodc tryc tiép cho nguoi lao dong

11.2. Quy trinh tiép nhan va giai quyét ho so lién quan dén nghlep vu cp, ghi
s0 thoi gian dam nhiém chirc danh truée thang 01/1998 ddi véi can b cap xa:

11.2.1. Quy trinh tém tiit:
- Muc dich:

Dung dé giai quyét ho so lién quan dén nghiép vu cap, ghi so thoi gian dam nhiém
chtrc danh trudc thang 01/1998 do61 véi can bd cap xa, ap dung tu 01/09/2014.

- Thoi han tra két qua: 30 ngay 1am viéc trong d6: BHXH quan huyén 15 ngay
lam viéc; BHXH Thanh pho 15 ngay lam viéc.

- So do:

T6 tham dinh |,

Khach hang

B4.B5
Bl
B2 B3 —
BHXH Phong TNTK.Q Phong Cap so,
quéin, huyén TTHC, b phin the
B7 (t6) TNHS/TKQ B6

- Dién giai:

+ Budce 1: BHXH quan, huyén. Thoi gian 10 ngay lam viéc.

+ Budc 2: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay 1am viéc.
+ Budc 3: Phong Cép s, thé 0,5 ngay lam viéc.

+ Budc 4: T6 thAm dinh Thai han 12 ngay lam viéc.

+ Budc 5: Phong cap s, thé 1,5 ngay lam viéc.

+ Budc 6: Phong TNTKQ TTHC, bd phan (t6) TKQ: 0,5 ngay.

+ Buoc 7: BHXH quén huyén: 5 ngay trong do:

* Budce 7.1: BO phan (t6) TNHS 0,5 ngay lam viéc

* Bugc 7.2: T6 Thu. 2 ngay lam viéc.

* Budc 7.3: T cap sd, thé 2 ngay 1am viée
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* Budc 7.4: B phan (t6) TKQ: 0,5 ngay.
11.2.2. Quy trinh chi tiét:
Budc 1: BHXH quin, huyén thoi han 10 ngay lam viéc:

- Tiép nhan hd so tir don vi do To chire dich vu buu chinh chuyén dén hodc truc tiép
tr nguoi lao dong.

- Giam dbc BHXH quin huyén phan cong chuyén vién c6 kinh nghiém, nghiép vu
kiém tra ho so ban dau tir don vi st dung lao dong, nguoi lao dong.

+ Truong hop hd so thiéu, cin bo sung: thong bao cho don vi str dung lao dong hoic
hudng dan cho ngudi lao dong bo sung day du ho so theo quy dinh trude khi tiép nhan
giai quyet.

+ Trudng hop hd so day du, dung quy dinh: Bo phan tiép nhan ho so tiép nhan ho so
theo Phiéu giao nhan ho so 313.

- X4c nhan giao nhan ho so trén phﬁn mém TNHS.

- Chuyén vién thu 1y hd so chju trach nhiém kiém tra, nghién ctru hd so ban dau, 1ap
“Bién ban thim dinh” cta ting trudng hop (theo mau, chi ap dung ddi véi dbi tuong giai
quyét theo Thong tu 03/2010/TTLT-BNV-BTC-BLDTB&XH hoic Quyét dinh
1674/QD-TTg) va lap Mau s6 01- CBXTPHCM (dbi vé6i @i twong thue hién theo Quyét
dinh s6 1674/QD-TTg).

- Chuyén toan bd hd so cho Phong TNTKQ TTHC, bd phan TNHS.
Budc 2: Phong TNTKQ TTHC, by phan TNHS. Thoi han 0,5 ngay lam viée.

- Tiép nhan va kiém dém ho so tir BHXH quan, huyén theo Phiéu giao nhan hd so
313.

- Ghi ngay nhan va ngay tra trén phiéu giao nhan ho so cia BHXH quan, huyén.
- X4c nhan giao nhan ho so trén phan mém TNHS.

- Chuyén hd so cho Phong Cép sd, thé (Thu ky t6 gitrp viéc) kém theo phiéu giao
nhan hd so véi BHXH quén, huyén.

Budée 3: Phong Cip s0, thé (Thu ky té givp viéc) thoi han giai quyét: 0,5 ngay
lam viéc.

- Tiép nhén ho so tir Phong TNTKQ TTHC, bo phan TNHS.

- X4c nhan giao nhan hd so trén phan mém TNHS.

- M6 sb theo ddi, luan chuyén hé so cho cac thanh vién T6 gitp viéc.

Buéc 4. Thanh vién Té giip viéc; Thanh vién Té thAm dinh: thoi han giai
quyét 12 ngay lam viéc (trong dé: thoi han gidi quyét ho so ciia thanh vién t6 giap
viée: 07 ngay lam viéc; thoi han giai quyét ciia cac Thanh vién To thAm dinh: 05
ngay lam viéc (mdi thanh vién 01 ngay lam viéc)

Buwéc 4.1 Thanh vién Té givp viéc. Thoi han gidi quyét 07 ngay lam viéc.

- Kiém tra s6 luong va tinh phap 1y cta ho so:
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+ Trudong hop hd so khong day du hodc chua di co so phap Iy 1ap “Phiéu bao hd
s0” ghi ré ndi dung can diéu chinh hodc b sung va chuyén cho Thu ky T6 gitp viéc dé
trd ho so cho Phong Ti€p nhén va tra két qua thu tuc hanh chinh.

+ Truong hop hd so di va dung theo quy dinh: cin ctr vao hd so gbc va “Bién ban
tham dinh hd so” cia BHXH quan huyén; nghién ciru, ghi y kién dé xuat giai quyét vao
bién ban thim dinh.

- Chuyén ho so cho thanh vién T6 tham dinh.

Buic 4.2 Thanh vién Té tham dinh. Thoi han gidi quyét 04 ngay lam viéc.

- Can ctr vao ho so gbe va y kién dé xuit giai quyét ciia thanh vién T6 giup viéc ghi
trén “Bién ban tham dinh ho so”, Thanh vién T6 Tham dinh nghién ctru hd so, néu ¥ kién
gidi quyét vao Bién ban tham dinh (thong nhat hoac khong thong nhat hoac c6 y kién
khac).

- Chuyén toan bd hd so va két qua tham dinh cho Thanh vién To giup viéc dé
chuyén Thu ky T6 tham dinh.

Buéc 5: Phong Cap s6, thé (Thu ky to thAm dinh) thoi han gidi quyét 1,5 ngay
lam viéc:

- Nhan hd so tir thanh vién T gitp viée, trinh Té trudong T6 tham dinh dé xem xét
quyét dinh sau cung.

- Trudng hop ¥ kién ctia cac thanh vién T thAm dinh dugc ghi trén “Bién ban tham
dinh hd so” khong théng nhat thi T truong T6 tham dinh co quyét dinh cubi cing hoic
can cr tinh hinh thuc té quyét dinh viéc hop céc thanh vién trong t6 tham dinh dé xem
x¢€t, thong nhat cach giai quyét.

- Thu ky T6 gitip viéc nhan lai hd so tir thanh vién To gitp viéc hodc két qua tir To
truong To tham dinh.

- Luu trit hd so theo quy dinh; Chuyén két qua giai quyét (kém hod so) cho bo phan
TKQ.

- Xac nhan giao nhan trén Phan mém TNHS.

Budc 6: Phong TNTKQ TTHC, bo phan TKQ. Thoi han 0,5 ngay:

- Tiép nhén ho so da giai quyét tir Phong Cép so, the.

- Kiém tra hd so day du theo quy dinh.

- X4c nhén trén phan mém TNHS.

- Tra ho so cho BHXH quén, huyén theo Phiéu giao nhéan ho so.

Buéc 7: BHXH quéin, huyén. Thoi han 5 ngay lam viée (trong d6: T6 Quan ly
thu 02 ngay lam viéc; T6 cap sd, thé 02 ngay lam viéc; B phan (t6) TKQ 01 ngay
lam viéc) .

Buéc 7.1. Tiép nhdn hé so tir Phong TNTKQ TTHC, bg phdn TKQ. ( thoi han 0,5
ngay lam viéc)

- Can ctr vao két luan thAm dinh di duoc phé duyét. Néu khong du diéu kién thi tra
ho so va thong bao cho don vi, nguoi lao dong biét. Néu du dieu kién thi chuyén T6 Quan
1y thu cap nhat dir liéu vao phan mém SMS (thoi han 2 ngay lam viéc).
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Buwéc 7.2. To Quan Iy thu. Thoi han 2 ngay lam viéc

- Tiép nhan ho so tir Bo phan (t6) TNHS .

- Can clr vao hd so dd dugc tham dinh cap nhat dit liéu trén phin mém SMS.
- Chuyén ho so cho t6 cap s, thé

Buiéc 7.3. Té cdp so, thé. Thoi han 2 ngay lam viéc:

- Can ctr vao ho so va dit li¢u da dugc To Quan ly Thu cap nhat, kiém tra va chuyén
dir liéu vao QLST dé ki€m tra va in to 161 s6 BHXH, in 02 bién ban giao nhan sg;

- Trinh Ban Giam déc BHXH quan, huyén ky dong dau,

- Chuyén T6 TKQ toan bd hd so kém sé BHXH: to bia s6 (néu cd), t roi so,
- X4c nhan giao nhan trén Phan mém TNHS

Buwéc 7.4: To TKQ. thoi han 0,5 ngay lam viéc:

- Tiép nhan ho so tir TH6 Cép s6, thé cap nhat vao phan mém TNHS

- Chuyén tra két qua giai quyét hd so cho don vi (thong qua t6 chirc dich vu buu
chinh) hodc tryc ti€p cho nguoi lao dong.

12. Quy trinh ngudi lao dong dé nghi nhan s6 BHXH do don vi di ndp co
quan BHXH (Phi¢u giao nhan ho so so 314, 02 ban)

12.1 Quy trinh tém tit:

- Muc dich: Dung dé tra s6 BHXH cho nguoi lao dong trong trudng hop sé da
duoc chodt thoi gian dong BHXH, BHTN, nhung sau 12 thdng khong nhéan s6, don vi da
trd lai co quan BHXH va luu trit tat BHXH quan, huyén hodc tai Phong QLHS.

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

- Thoi han tra két qua: 12 ngay lam viéc:

- So' do:
Khich hing Phong (T6)
QLT
i Bude | [ Budc 3.4 Burdic 5
Phong TNTKQ Phong (T0) Phong TNTKQ
TTHC, bd phan Cap s0, the TTHC, bg phén
(to) TNHS Budc 2 (t0) TKQ

- Dién gidi quy trinh:
+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam
viéc.
+ Budc 2: Phong (T6) Cép s6, thé. Thoi han 01 ngay lam viée.
+ Budc 3: Phong (T6) Quan 1y Thu. Thoi han 04 ngay 1am viéc;
+ Budc 4: Phong T6) Cap s6, thé. Thoi han 06 ngay lam viéc;
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+ Budc 5: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.
12.2 Quy trinh chi tiét:
Bude 1: B) phén (t6) TNHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan ho so theo PGNHS s6 314 gdm: don dé nghi nhan lai s6 BHXH (mau
314/SBH, 01 ban).
- Can ctr vao thong tin trén don ctiia nguodi lao dong, tra ctru véi kho dir li€u thu
hoi s6 (co quan BHXH nao da thuc hién xong viéc chuyén dit li¢u thu hoi s6 vao kho dir
liéu chung toan thanh pho thi thyuc hién tra ctru theo dia chi http://serverpt/thuhoiso/):

+ Trudng hop khéng co trén dir liéu thi “1ap phiéu huéng dan bd sung hd so”, yéu
cau don vi su dung lao dong co trach nhiém giai quyét cho nguoi lao dong.

+ Truong hop cé tén trén dir liéu thu hdi 6 thi can bo tiép nhan ky xac nhan vao
don va ti€p nhan ho so.

- Cap nhat tiép nhéan hd so vao phﬁn mém TNHS.

- Chuyén ho so cho Phong (T6) Cép s6, thé.

Luu y:

- Phong céng nghé théng tin da xdy dwng xong phan mém tra ciru div liéu thu héi
sO theo dia chi http://serverpt/thuhoiso/, dé nghi BHXH qudn huyén khan truong hoan
chinh dir liéu thu hoi s6 chuyén Phong Cong nghé Thong tin dé tich hop vao kho dit liéu
chung toan Thanh pho lam co so tra ciru.

- Chi dp dung d6i véi cdc truong hop chot sé triede ngay 01/01/2016

Buéc 2: Phong (T6) Cap so, thé. Thoi han 01 ngay lam viéc.

- Tiép nhan hd so tir Bo phan (t6) TNHS, dbi chiéu giao nhan hd so trén phan
mém TNHS.

- Can cur vao thong tin trén don cuia ngudi lao dong thuc hién:

+ Dbi chiéu vé6i co sd dir liéu cia BHXH Viét Nam hién dang quan ly dé xac dinh
s6 hity, s6 d3 huong BHXH 1 1an, BHTN...

+ Ddi chiéu véi dir liéu trén phan mém SMS dé kiém tra thong tin cip sd, chét sd,
cap lai s6 do mat.... cia NLD, ki€ém tra thong tin vé nhan than trén phan mém SMS néu
day du thuc hi¢én cap lai s6 BHXH. Truong hop thi€u thong tin so voi don ciia ngudi lao
dong 1ap phiéu yéu cau theo mau C02-TS, chuyén ho so cho Phong (t6) QLT dé nhap bo
sung.

Buéc 3: Phong (T6) Quian ly thu. Thoi han 04 ngay lam viéc:

- Nhan ho so tir Phong (T6) Cép s, thé, tién hanh nhap bd sung cac thong tin vé
ca nhan nguoi tham gia BHXH con thiéu, nhap qué trinh BHXH, BHTN chua hudng tur
noi khac chuyén dén (néu c6) hoac chon muc “chét s6 bao luu di chuyén® trén phan mém
SMS dé lay dir licu tr BHXH Vi¢t Nam vé€, hoan chinh dir liéu trén phan mém SMS.

- Chuyén ho so cho Phong (T6) Cap so, thé.

Buéc 4: Phong (T8) Cép s, thé. Thoi han 06 ngay lam viéc:

- Nhén hd so tir Phong (T6) Quan 1y Thu kiém tra cic thong tin vé ca nhan trén dir
liéu SMS, néu day du thuc hién:
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+ D61 voi truong hop nguoi lao dong c6 nhiéu so:

Cap lai to bia, to 101 (néu c¢6) c6 qua trinh dong BHXH, BHTN chua hudng,
trén phan mém SMS va chuyén di liéu sang phan mém QLST nhung khong
in (thuc hién kiém tra, khoa in), in mau 07/SBH (néu c6 qua trinh déng
BHXH di duoc xac nhan) kém Phiéu yéu cau gop s6 mau PO1-DV hoic
P02-CN dé yéu cau ngudi lao dong ndp hd so gdp sb theo PGNHS 304.

+ D6i v6i truong hop ngudi lao dong chi co 1 s6 s6 BHXH duy nhat thuc hién:

Kiém tra dit liéu nhan than, qué trinh nhap bo sung (néu co).

Kiém tra cac ché do da huong: thai san, t tuat-TNLD, huong BHXH 1 lan,
huong tro cap that nghiép.

Néu s6 dd huong BHXH 1 lan, huong trg cdp thit nghiép trude ngiy
01/01/2015, thyc hién cat toan bd qua trinh da hudng (cat “CT” doi véi qua
trinh dong BHXH da hudng va cat “TT” ddi véi qué trinh dong BHTN da
huong)

Néu s6 di huong trg cip that nghiép tir ngdy 01/01/2015 trd vé sau, cit qua
trinh dong BHTN tuwong mg v&i s6 thang hudng trg cap that nghiép theo
nguyén tic: cir 1 thang hudng trg cip that nghiép tuong tng véi 12 thang
dong BHTN.

Cap nhat dir li¢u dé cép lai t& bia va to roi s6 BHXH ¢ quéa trinh BHXH,
BHTN chua huéng trén phan mém SMS:

o Trudng hop c¢6 anh hudng dén qua trinh dong BHXH, BHTN da chét
truée d6 (do da huéng BHXH mot 1an, tro cap thit nghiép hodc tam
khoa) thi thuc hién: Thu hoi to rdi da cap trude d6 [ nhan gia tri cip méi
to roi (chuyén dir lieu sang QLST, thuc hién kiém tra, khod in) ] nhan
gia tri cAp lai to 101 (chon phirong dn cdp lai do héng).

o Trudng hop khong anh hudng dén qua trinh déng BHXH, BHTN di chét
trudce thi thye hién: nhan gia tri cap lai to ro1 (chon phwong an cdp lai do
hong).

Dbi voi truong hop hudng tro cap that nghiép tir ngay 01/01/2016 tré vé
sau, thuc hi¢én in td rd1 qué trinh da huong trg cap that nghiép trén phan
mém QLST(khong cap to roi da huong tro cap thdt nghiép trén phan mém
SMS).

Chuyén dit liéu tir phdn mém SMS sang phin mém QLST dé kiém tra va in
s6 BHXH.

In To bia, TO roi s6 BHXH va 02 Bién ban giao nhan s6 BHXH ky vao
“Pai dién bén giao”, in 02 Phiéu sir dung phoi bia s6 theo mau C06-TS (luu
01 phiéu vao ho so, 01 phi¢u chuyén can bd quan 1y phdi dé doi chiéu quyét
toan).

+ Trinh Lanh dao Phong Cip s, thé (hd so do BHXH Thanh phé giai quyét) hodc
Ban giam déc BHXH quéan huyén (hd so do BHXH quén huyén giai quyét) ky trén to
bia, to ro1 s6 BHXH cap lai; Luu ho so cap lai s6 BHXH.
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+ Néu trén s6 mau cii (trén trang 22 hodc 44) hoic trang 3 t& bia s6 (s6 mau méi)
c6 dong dau da huong cac ché dd, khi cap lai s6 khong thuc hién dong dau cac che do da
huong.

+ Cép nhat tinh trang hd so vao phdn mém TNHS va chuyén to bia s6, to 10i s0;
02 bién ban giao nhan s6 BHXH cho Phong (b phén) TNHS.

Lwu y: Ho so cdp lai s6 BHXH luu tai Phong (t6) Cdp sé, thé sau 1 ndm chuyén
Phong Quan Iy hé so/Bé phan TNHS cua BHXH qudn huyén luu trir theo quy dinh.

Buéc 5: Bd phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.
- Tiép nhan s6 BHXH tir Phong (t6) Cap s, thé, cap nhat vao phan mém TNHS.

- Chuyén tra to bia, to roi s6 BHXH va 01 bién ban giao nhan so6 BHXH cho
khach hang.

- X4c nhan giao nhan trén phan mém TNHS.

13. Quy trinh nguéi lao dong dé nghi nhan s6 BHXH do don vi da ndp tra co
quan BHXH tir truée nim 2008 tré vé trweée thiee hién tai BHXH Thanh phé (Phiéu
giao nhin hd so 314b, 02 ban).

13.1. Quy trinh tém tit:

- Muc dich: Dung dé tra s6 BHXH cho ngudi lao dong trong trudng hop sé da
dugc xé&c nhan thoi gian dong BHXH, BHTN. Nhung sau 12 thang khong nhan s6, don vi
da trd lai co quan BHXH TP tor nam 2008 tr¢ vé trude (khdng co s6 luu tai phong
QLHS).

- Khi ¢c6 cac phat sinh trén, ngudi lao dong co yéu cau nhan lai s6 thi ndp ho so
cho co quan BHXH theo Phi€u giao nhan h6 so 314b (02 ban).

- Thoi han tra két qua: 14 ngay lam viéc.

- So do:

Khach hang

] Bl Phong CB BHXH
Phong TNTKQ B3b
TTHC, bo phian B2 B3 - P
(t6) TNHS/TKQ Phong QLT Phong cip sd, the
| B4

- Dién gidi quy trinh:
+ Budce 1: Phong TNTKQ TTHC, b phan TNHS. Thoi han 0,5 ngay lam viéc.
+ Budc 2: Phong Quan 1y thu. Thoi han 05 ngay lam viéc.

+ Budc 3: Phong Cép s6, thé. Thoi han 8 ngay lam viée. (néu phat sinh budc 3b.
thot han 05 ngay lam viéc).

+ Budc 3b: Phong CD BHXH (néu c6 phat sinh). Thoi han 03 ngay 1am viéc.
+ Budc 4: Phong TNTKQ TTHC, bd phan TKQ. Thoi han 0,5 ngay lam viéc.
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13.2. Quy trinh chi tiét:

Budce 1: Phong TNTKQ TTHC, bé phan TNHS. Thai han 0,5 ngay lam viéc.
Ti€p nhan ho so theo Phi€u giao nhén ho so s6 314b/..../SO

- Tiép nhan kiém dén ho so theo Phiéu giao nhan hd so 314b/.../

- Trudng hop khong c6 bién ban, danh sach giao nhan s6 BHXH thi vao phan
mém quan 1y thu hoéi so (serverpt/thuhoiso) dé tra ctru, néu c¢6 s6 s6 BHXH da thu hoi “do
Phong Quan 1y thu cap nhat” thi ghi s6 thtr ty thu hdi vao don dé nghi nhan lai s6 (mau
314/SBH).

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

- Chuyén hé so cho Phong Quan 1y thu.

Budce 2: Phong Quan ly thu. Thoi han 05 ngay lam viéc.

- Nhén ho so tir Phong TN-QLHS, cén cir bién ban, danh sach thu hdi s6. Truong
hop chi c6 don dé nghi nhan lai s6 da c6 xac nhan cta can bd ti€p nhan ho so thi vao
phan mém quan 1y thu hoi s6 (serverpt/thuhoiso) dé xac dinh lai vi¢c thu hoéi s6 cua ngudi
lao dong va in cac thong tin v€ thu hoi s6 dinh kém vao ho so. Tién hanh nhap bd sung
cac thong tin vé cd nhan ngudi tham gia BHXH con thiéu, nhap qué trinh BHXH, BHTN
chua hudng tir noi khac chuyén dén (néu c¢d) hodc chon muc “chot s6 bao luu di chuyén®
trén phan mém SMS dé lay dir li¢u tr BHXH Viét Nam v€, hoan chinh dir li¢u trén phan
mém SMS.

- Déi chiéu véi dit liéu dong b dé xac dinh s6 hity, s6 da huéng BHXH 1 lan.

- Lap phiéu trinh giai quyét cong viéc v6i ndi dung dé nghi cap lai s6 BHXH do
co quan BHXH lam mat (ghi r0 qua trinh tham gia BHXH), trinh Ban Giam doc duyét.

- Chuyén ho so cho Phong Cap s, thé.

Luu y: Poi véi s6 BHXH c6 qud trinh tiv noi khdc chuyén dén néu cé qud trinh da
hwong BHXH 01 ldn, tro cap that nghiép thi khong nhap dir liéu.

Budc 3: Phong Cép so, thé. Thoi han 8 ngay 1am vige.

- Nhan hé so tir Phong Quan 1y thu, ddi chiéu giao nhan trén phdn mém TNHS.

- Kiém tra d6i chiéu Phiéu trinh giai quyét cong viéc va hd so kém theo voi dir lidu
thu trén phan mém quan 1y thu (SMS).

- Can ctr Phiéu trinh d& nghj cép lai s6 BHXH, T& khai cung cip va thay dbi thong
tin nguoi tham gia BHXH, BHYT (mﬁu TKI1-TS), thuc hién kiém tra, xac minh, d6i
chi€u ho so véi co s¢ dir liéu dang quan 1y cua BHXH Viét nam dé l1am co s¢ xac minh
qua trinh hudng tro cap 01 lan:

*  Truong hop nguoi lao dong cé hod khau thuong tru tai Tp.HCM, s6 BHXH c6
qué trinh tham gia BHXH (trén dia ban Tp.HCM) tir thang 01/2005 tré vé trude
(da chot s6 hodc gian doan) thi thuc hién:

o Tra ctu dit liéu husng BHXH mot 1an trén trang thong tin dién tir cia
BHXH TP (http://serverpt:8080/) va cua BHXH VN
(http://tracuu.vssic.gov.vn/).

o Néu hd so co nghi van thi lap danh sach dé nghi xac minh, kém ho so
chuyén Phong Ché do BHXH dé kiém tra lai (thyc hién tiep budc 3b).

41


http://serverpt:8080/
http://tracuu.vssic.gov.vn/

» Truong hop ngudi lao dong c6 ho khau thudng tri & tinh/thanh phd khac co qua
trinh tham gia BHXH tir thang 01/2005 tr& vé trudc tai Tp.HCM (di chdt so
hodc gian doan) hoic ngudi lao dong c6 ho khau thuong tra & Tp.HCM c6 qua
trinh tham gia BHXH tir thang 01/2005 tr& vé trude tai tinh/thanh phd khac thi
thuc hién:

o Tra ctru dit liéu huong BHXH mét lan trén trang thong tin dién tr cia
BHXH TP (http://serverpt:8080/) va cua BHXH VN
(http://tracuu.vssic.gov.vn/).

o Néu hd so c¢6 nghi van thi 14p danh sich d& nghi xac minh, kém ho so
chuyén Phong Ché d0 BHXH dé¢ kiém tra lai (thuc hién ti€p budc 3b).

o Néu tra ctru dir liéu huong BHXH mét 1an trén trang thong tin dién tir ctia
BHXH TP va BHXH Vié¢t Nam chua huong thi c6 van ban giri cho BHXH
tinh/thanh phé noi ngudi lao dong co6 hd khau thuong tri hodc tham gia tir
thang 01/2005 trd vé trude dé xac minh viée hudng cac ché d6 BHXH.

- Can ctr Cong van xac minh cua BHXH tinh hodc dir li¢u da huéng BHXH 1 lan tra
clru trén trang Web ctia BHXH Viét Nam (néu c6), Phiéu xac minh hudng trg cap 01 lan
cua Phong Ché do BHXH (néu c6), cat qua trinh da hudéng tro cap BHXH mét 1an (néu
o).

- Lap Bién ban tham dinh (theo mau) trinh hd so cho Lanh dao Phong Cap s6, thé ky
duyét.

- Cin ctr Bién ban tham dinh d4 duoc phé duyét thuc hién cap nhat dir liéu dé cap lai
to bia, to ro1 chot so trén phan mém SMS:

+ Nhén gia tri cAp méi to 101 (chuyén dir liéu sang QLST, thyc hién kiém tra, khod
in) [ nhan gia tri cap lai to roi (chon phuwong an cap lai do hong).

- Chuyén dir liéu tir phan mém SMS sang phan mém QLST dé kiém tra va in sd
BHXH.

- In t& bia sd, to roi s6 va 02 bién ban giao nhan s6 BHXH ky vao “Pai dién bén
giao”, in 02 phiéu str dung phdi bia s6 (mau C06-TS), luu 01 phiéu vao ho so, 01 phiéu
chuyén can bd quan ly phéi dé€ doi chi€u quyét toan.

- Trinh Lanh dao phong Cap s, thé ky trén to bia, to roi s6 BHXH cép lai va luu hd
so cap lai s6 BHXH.

- Cap nhat tinh trang vao phan mém TNHS va chuyén to bia, tdi roi cling bién ban
giao nhan s6 BHXH cho B§ phan (t6) TNHS.

Luuy:

- Truong hop nguoi lao déng cé nhiéu sé6 s6é BHXH thi thuc hién cdp lai sé trén phan
mém SMS (khéng in to bia, to roi cdp lai) va chuyén di liéu tie phan mém SMS sang phan
mém QLST nhung khéng in (thiee hién kiém tra, khod in), in mau 07/SBH (néu cé qud
trinh déng BHXH di dwoc xdc nhdn) kém Phiéu yéu cau gdp s6 mau PO1-DV hodc
P02-CN dé trd hé so cho khdch hang.

- Kiém tra qud trinh nhdp di liéu tham gia tir néi khdc chuyén dén “CQ” (néu c6)
theo dot phat sinh hay nhdp truc tiép (F12) trén phan mém SMS, truong hop nhdp truc
tiep (F12) néu co nghi van, lién hé voi noi nhdp dir lieu dém kiém tra, doi chiéu.
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Buéc 3b: Phong Ché do BHXH (néu cé phat sinh). Thoi han 03 ngay lam
viéc.
- Nhan danh sach xac minh huéng tro cdp 01 lan tir Phong Cap sd, thé xac nhan trén
s0 giao nhan ho so.

- Kiém tra, doi chi€u xac nhan chi trd cac cheé dd trg cap BHXH va chuyén tra ho so
va phiéu xac minh vé phong Cap s6 thé.

Budce 4: Phong TNTKQ TTHC, by phan TKQ. Théi han 0,5 ngay lam viéc.
- Tiép nhan s6 BHXH tir Phong Cap s6, thé, cap nhat vao phan mém TNHS.

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

14. Quy trinh chuyén qua trinh tham gia BHXH tir nhiéu s vé sé gbc trong
trweong hop c6 mot hoac nhieu s6 BHXH dang luu giir tai co quan BHXH (phiéu
giao nhén hé so 315, 02 ban).

14.1 Quy trinh tom tit:

- Muc dich: nguoi lao dong cé nhiéu sé6 BHXH, don lai thanh mdt so, trong do co
mot hoac nhiéu s6 BHXH dang dugc luu gitr tai co quan BHXH.

Luu y: Trieong hop vira chuyén sé vé sé goc, vira diéu chinh nhan than thi b6 sung
ho so theo Phiéu giao nhdn so 302 va giai quyét ho so theo nghiép vu Phiéu giao nhan ho
so 3135.

- Thoi han tra két qua: 26 ngay 1am viéc.

- So dé:
Khach hang
Bdc
Bl -
‘ ” Phong QLHS/To 84 r BS
Phong TNTKQ TNHS déi voi Phong CD Phong (T6) Phong
TTHC, b phén BHXH QH BHXH TP | oLT | (Té) CST

(t6) TNHS/TKOQ) ] ¥

I Bdb

B6

Luwu y: cac budc B4b va B4c 4p dung cho BHXH quén, huyén

- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay 1am
viéc.

+ Budc 2: Phong QLHS/T6 TNHS déi véi BHXH Q,H. Thoi han 02 ngay 1am
viéc.

+ Budc 3: Phong Ché d6 BHXH. Thoi han 03 ngay lam viéc.
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+ Budc 4: Phong (T6) Quan 1y Thu. Thoi han 11 ngay lam viée.

+ Budc 5: Phong (T6) Cap s6, thé. Thoi han 9 ngay;

+ Budc 6: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay.

14.2 Quy trinh chi tiét

Buwéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhéan hd so cua don vi do td chire dich vu buu chinh chuyén dén hodc truc
tiép tr nguoi lao dong , kiém dém ho so theo Phi€u giao nhan ho so 315

- Can bd TNHS truy cip phan mém thu d6i chiéu dit lidu ddi tugng véi s6 BHXH
va ho so goc, nham xac dinh dung ho so kem theo.

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

Budée 2: Phong QLHS/T6 TNHS doi véi BHXH Q,H. Thoi han 02 ngay lam
viéc.

- Tiép nhén hd so tir Bo phan (té) TNHS, xac nhan trén phﬁn mém TNHS.

- Pbi chiéu dit liéu s6 BHXH da duge don vi chuyén vé co quan BHXH Iuu trir.
Lap phi€u xac nhan s6 (hu hong) da dugc huy theo quy dinh dinh kém theo ho so.

- Péi chiéu, kiém tra s6 BHXH.

- Lap danh séach dé nghi x4c nhan chua nhan trg cép BHXH 01 14n, BHTN (déi
v6i s6 BHXH do co quan BHXH luu trit) gui Phong ché d0 BHXH Thanh pho.

- Cap nhat tinh trang hd so vao phdn mém TNHS.

Luu y: Déi véi truong hop khong tim thdy sé s6 BHXH chuyén 1én lwu triv, bo

phdn luu triv hé so bao cho don vi (ngueoi lao dong) dé biét bo sung théng tin ho so. Pon
vi khéng bé sung dwoc thong tin ho so thi trda xuéng bo phdn tra két qua.

Budée 3: Phong Ché dd BHXH. Thoi han 03 ngay lam viéc.

- Tiép nhan hé so, xac nhan trén phr;in mém TNHS.

- DBéi chiéu, kiém tra va xac nhan viéc giai quyét ché d6 BHXH 01 lan, BHTN
(kiém tra thém trong kho dir li€éu chung cuia BHXH Viét Nam dé xac minh qua trinh
huong ché d6 01 lan tur tinh khéc).

- Tién hanh x4c nhan viéc dd huong tro cap BHXH 01 1an, BHTN hay chua; lap
gidy xac nhan.

- Chuyén hd so cho Phong (t6) Quan 1y thu hodc bo phan tiép nhan hd so BHXH
quan, huyén.

Buéc 4: Phong (T6) Quan 1y Thu. Thoi han 11 ngay 1am viéc.

- Tiép nhan toan bd hd so tir Phong ché d6 BHXH (d6i véi BHXH quan huyén thi
B6 phan (t6) TNHS sau khi nhan hd so tir Phong Ché do BHXH Thanh phd s& giao cho
T quan 1y thu), d6i chiéu giao nhan hd so trén phan mém TNHS.

- Pbi chiéu hd so nhan than, diéu chinh hodc nhap toan by qua trinh BHXH,
BHTN chua huong tir noi khac chuyén dén (néu ¢0) hoac chon muc “chét s6 bao luu di
chuyén“ trén phan mém SMS d¢é 1y dit liéu tir BHXH Viét Nam vé.
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- Kiém tra cac ché do da huong: thai san, tu tuat-TNLD, huong BHXH mot lan,
huong tro cap that nghi¢p. Truong hop cé chi tra ché ¢ OD-TS-DS thi thuc hién theo
huéng dan tai cong vin s6 3663/BHXH-THU ngay 19/11/2014 (muyc 8 phan II) va cong
van s0 2668/BHXH-THU ngay 18/08/2015 (muc 4).

- Chuyén qua trinh tham gia BHXH, BHTN chua huong tir cac s6 BHXH khac vé
s0 goc (s6 goc la s6 co thoi gian tham gia BHXH som nhat, chuyén ma thé BHYT vé s
goc (n€u o).

- Péi v6i nhitng trudng hop cb s6 can gdp, ddong thoi con co thoi gian dong tring
BHXH, BHTN khi gop s6 hodc chot s6 nghi viéc thi vu tién gilr lai thoi gian dong bao
hiém va giai quyét theo trinh tu sau:

* Thir ty wu tién:

+ Thoi gian déng BHXH, BHTN da duoc chét so.

+ Noi dong ca BHXH, BHTN.

+ Noi dong BHXH, BHTN ¢6 muc luong cao hon.

* Trinh tu giai quyét:

+ Can bo thu 1ap phiéu giai quyét cong viéc va 03 ban D02-TS diéu chinh giam
thot gian dong trung trinh lanh dao ky duyét dé thoai thu tién dong thira cho nguoi lao
dong thong qua don vi. Pong thoi giri cong vin mau GO1-NB cho co quan BHXH c6 lién
quan dé diéu chinh gidm qué trinh dong trung trén phan mém SMS — Néu co (theo ty 1€
0%) va chuyén qua trinh tham gia BHXH, BHTN con lai tir s6 s6 BHXH dang quan 1y vé
sO goc.

+ Truong hop c6 thoi gian dong trung & ngoai tinh thi can bd Thu chi thuc hién
diéu chinh giam thoi gian dong trung & BHXH Thanh phd. Néu nguoi lao dong muodn giil
lai thoi gian dong tai BHXH Thanh pho thi huéng dan ngudi lao dong lién hé véi BHXH
tinh dé€ thoai thu thoi gian dong trung.

- Trinh lanh dao ky biéu D02-TS (néu cb).

- Chuyén toan b hd so cho Phong (t6) Cap s, the.

- X4c nhén giao nhan trén pham mém TNHS.

Luuy:

- Déi véi cic s06 BHXH cé qud trinh déng triing nhau, trong dé c6 so dia hwéng
tro cap BHXH m¢t lan thi cat “CT” qua trinh dong BHXH da hwong cua so do, khong
thwc hién giam trung qud trinh dong BHXH chwa hwong trén so con lai.

- Poi véi cdc truong hop phire tap, khi thire hién can phdi trao déi cu thé véi cdc
phong nghiép vu BHXH/TP dé dwoc huong ddn giai quyet.

Bude 5: Phong (T6) CAp sd, thé. Thoi han 9 ngay;

- Tiép nhan hd so tir Phong (t6) Quan 1y thu, ddi chiéu giao nhan hd so trén phan
mém TNHS.

- Lap bién ban huy s6 BHXH trén phin mém SMS tai muc huy c6 nhiéu sé chon
“YES” d6i v6i s6 s6 BHXH can chuyén qua trinh tir s6 huy vé s6 gdc, chon “NO” ddi véi
s6 s0 BHXH huy do da nhan trg cap 1 lan (CT) hodc s6 huy do nguoi lao dong khong
thtra nhan (KB, KT).
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- Thu héi toan bd cac s6 BHXH (s6 BHXH mau cil, to bia sd, cac trang to rdi sd
BHXH), th¢ BHYT (néu c6), cat goc luu cung ho so.

- Lap phiéu d6i s6 BHXH.

- Can ctr dit liéu di duoc can bd thu diéu chinh hodc nhap bo sung (néu co) trén phén
mém SMS:

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

+ Kiém tra cac ché do da huong: thai san, to tuat-TNLD, huong BHXH 1 lan,
hudng tro cap that nghiép.

+ Néu s6 d3 huong BHXH 1 lan, huong tro cip thit nghiép trudc ngiy
01/01/2015, thuc hi¢n cat toan by qua trinh da hudng (cat “CT” doi véi qua trinh dong
BHXH da huong va cat “TT” doi voi qua trinh dong BHTN da hudng).

+ Néu s6 di huong tro cip that nghiép tir ngay 01/01/2015 tré vé sau, cit qua
trinh dong BHTN tuong mg véi s6 thang huéng BHTN theo nguyén tac: ctr 1 thang
huong tro cap that nghiép twong Gmg v6i 12 thang dong BHTN theo hudng dan tai cong
van s6 3722/BHXH-CST ngay 19/11/2015 ctia BHXH Thanh phd.

+ Cap nhat dir liu dé cap lai to bia va to roi s6 BHXH c6 quéa trinh BHXH,
BHTN chua hudng trén phan mém SMS theo dit li¢u da dugc gop:

= Trudng hop c6 anh huéng dén qué trinh dong BHXH, BHTN da chét trude do
(do da huong BHXH mot lan hodc trg Cép that nghi¢p hodc tam khoda do ng
hoic gdp s6 hodc NLD khéng thira nhan) thi thyc hién: Thu hoi to roi da cp
truéc 6 [ nhan gia tri cAp méi to 101 (chuyén dir liéu sang QLST, thyc hién
kiém tra, khod in) () nhan gia tri cip lai to roi (chon phwong dn cdp lai do
g9p).

= Truong hop khong anh huéng dén qua trinh déng BHXH, BHTN da chét
trudce thi thuce hién: nhan gia tri cAp lai to roi (chon phiong dn cap lai do gép).

+ Pbi véi truong hop hudng trg cap that nghlep tor ngay 01/01/2016 trg vé sau,
thu’c hién in to ro1 qua trlnh da huong tro cip that nghlep trén phan mém QLST(khdng
cdp 1o roi da hudng tro cap thdt nghiép trén phan mém SMS).

+ Chuyén dit liéu tir phan mém SMS sang phan mém QLST d¢ kiém tra va in s6
BHXH, in 02 bién ban giao nhan s6 BHXH, ky vao “dai dién bén giao”, in 02 phi€u st
dung phoi bia s6 (mau C06-TS), in 02 phiéu st dung phoi thé¢ BHYT - mau C07-TS (néu
c6) luu 01 phicu vao ho so, 01 phiéu chuyén can bo quan ly phoi dé doi chiéu quyét toan.

- Chuyén dit liéu huy s6 tir phan mém SMS sang phan mém QLST.

- Trinh Lanh dao phong cp s6, thé (hd so do BHXH Thanh phé giai quyét) hoic
Ban giam doc BHXH quén huyén (hé so do BHXH quan huyén giai quyét) ky trén To
bia, to r0i s6 BHXH cép lai.

- Néu trén s6 mau cil (trén trang 22 hodc 44) hodc trang 3 t bia s (s6 mau méi)
c6 dong dau da huong cac ché do, khi cap lai khong thuc hién dong dau cac ché do da
huong.

- Cap nhat tinh trang hd so vao phan mém TNHS va chuyén t& bia sd, to roi so;
thé BHYT (néu co); 02 bién ban giao nhan s6 BHXH, th¢ BHYT cho Phong (bo phan)
TNHS.
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Luu y: Ho so cdp lai s6 BHXH leu tai Phong (t6) Cdp s6, thé sau I ndm chuyén Phong
Quan Iy ho so/Bo phan TNHS cua BHXH qudn huyén luu trit theo quy dinh.

Budée 6: B) phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.
- Tiép nhan ho so tir Phong Cap s6, thé cap nhat vao phan mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho t6 chirc dich vu buu chinh dé tra
don vi hodc truc ti€p cho nguoi lao dong.

- Xac nhan giao nhén trén phén mém TNHS.

15. Quy trinh cap lai s6 cho truwomg hop bi thu hdi trg cap that nghi¢p (Phiéu
giao nhan ho so so 316, 02 ban).

15.1 Quy trinh tom tit

- Muc dich: Dung dé cép lai so6 BHXH cho nguoi lao dong trong trudng hop bi
thu hoi trg cap that nghi€p do hudng sai quy dinh.

- Phong (b0 phan) TNHS: Khi nguoi lao dong t6i lién h¢ thi tra ciru vao kho dir
liéu thu hoi tién trg cap that nghiép theo dia chi: http.//Serverpt/thuhoitctn d¢ huéng dan
nguoi lao dong thuc hién theo 1 trong cac truong hop sau:

1. Truomg hop 1: ngudi lao dong c6 tén trong “danh sach da thu héi TCTN” hodc
“danh sach huy TCTN” thi kiém tra qua trinh tham gia sau ciing trén s6 dé tra s6 BHXH
cho NLD, dong thoi huéng din nguoi lao dong ndp ho so theo Phiéu giao nhan 316 tai
BHXH noi chét sé sau cung (trén dia ban Tp.HCM) néu ngudi lao dong chi ¢6 1 sb
BHXH hoic phiéu giao nhin 304 tai noi tham gia BHXH sau ciing néu ngudi lao dong co
nhiéu s6 BHXH.

Luu y: Tru’ong hop s6 c6 qua trinh tham gia sau cung da du’oc chot tai BHXH
tinh, thanh phé khdc, da hiong tro cdp that nghiép va bi thu hoi tro cdp thdt nghzep do
hwong sai quy dinh tai Tp.HCM thi ndp hé so tai Vin phong BHXH TP dé cap lai s6
BHXH.

2. Truong hop 2: nguoi lao dong khong c6 tén trong danh sach tra ciru thu hoi tro
cap that nghiép, thi hudng dan nguoi lao dong lién hé Phong ké hoach tai chinh BHXH
Thanh pho dé nop ti€n, sau khi ndp tién thi thuc hi¢n nhu truong hop 01.

Luu y:

- Khi ban hanh Quy trinh nay dé tra ciu vao kho dir lidu thu héi tro cdp thdt
nghiép, dé nghi Phong Tiép nhan va tra két qua thu tuc hanh chinh, cac Phong co lién
quan va BHXH qudn huyén lap danh sdch can bo dwoc phdan cong, gui Phong Ké hoach
tai chinh BHXH TP dé cdp user vao tra ciru.

- Sau khi nop tién thu hoi tro cép that nghi¢p va nhan s6 BHXH, nguoi lao dong
ndp ho so cho co quan BHXH theo phiéu giao nhan ho so s6 316, 02 ban.

- Thoi han gidi quyét: 15 ngay 1am viéc;
- So' d6:

Khach hang
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- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay 1am
viéc.

+ Budc 2: Phong (T6) Quan Iy Thu. Thoi han 06 ngay lam viéc.

+ Budc 3: Phong (T6) Cap s6, thé. Thoi han 08 ngay lam viéc;

+ Budc 4: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.

15.2. Quy trinh chi tiét:

Buéc 1: Bo phan (t6) TNHS. Thoi han 05 ngay 1am viéc.

- Tiép nhén ho so theo PGNHS s6 316.

- Pon d& nghi cap lai s6 BHXH (miu DO1-TS); Quyét Dinh vé viéc thu hdi tién
tro cap that nghi¢p huong sai quy dinh (01 ban sao) hoac Quyét dinh huy TCTN (01 ban
sao), Bién lai thu tién (ban chinh), S6 BHXH kém day du cac to roi so.

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

- Chuyén s6 BHXH va h so kém theo cho Phong (t6) Quan 1y thu.
- X4c nhan giao nhan hd so trén phan mém TNHS.

Buéc 2: Phong (T4) Quan Iy Thu. Thoi han 06 ngay 1am viéc.

- Tiép nhan s6 BHXH va hd so kém theo tir Bo phan (té) TNHS, d6i chiéu giao
nhan hd so trén phan mém TNHS.

- Tra ctru vao kho dir liéu thu hoi tién trg cap that nghiép chung toan thanh phé dé
xac dinh do6i tuong thu hoi, in phiéu tra ctru dit li¢u thu hoi TCTN.

- Can ctr vao s6 BHXH, ho so kem theo, doi chiéu véi dir liéu trén phan mém
SMS:

+ Phyc hdi qua trinh da hudéng bao hiém that nghiép trén phin mém SMS (néu co).

+ Kiém tra nhap toan bd qua trinh BHTN tir noi khac chuyén dén (néu c6) hoic
chon muc “chot s6 bdo luu di chuyén® trén phan mém SMS dé lay dir liéu trt BHXH Viét
Nam vé.

- Trinh lanh dao ky va chuyén toan bd hd so kém s6 BHXH cho Phong (T6) Cap
s6 thé.

- Cap nhat tinh trang hd so vao phan mém TNHS.
Buéc 3: Phong (T6) Cap s6, thé. Thoi han 08 ngay lam viéc;
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Thuc hién kiém tra d6i chiéu s6 BHXH va dit liéu:

1/ Truong hop s6 BHXH c6 qua trinh BHTN da huong chua cat “TT” trén dir lidu,
thuc hi€én mdt trong céac trudong hop sau:

1.1 Béi voi s6 mﬁu mo&i: thu hoi t& bia s6 hodc td roi sb BHXH trén cac trang bi
dong dau “da huong tro cap that nghiép”; cat goc luu cung ho 50 cap lai. Thuc hién cap
lai to bia, hodc to roi s6 BHXH; chuyén dir liéu tir phdn mém SMS sang phin mém
QLST dé kiém tra va in.

Trinh Lanh dao Phong Cap s6, thé hodc Ban Giam d6c BHXH quan huyén ky trén
bia, to rdi s6 BHXH cp lai.

1.2 Pbi véi s6 BHXH miu cii dong ddu “dd huong BHTN” vao trang 46 hoic
trang 24: thi dong dau “da thu hoi trg cip that nghiép theo quyét dinh sd..” trinh 1anh dao
phu trach sd, thé ky xac nhan vao trang 46 hoic trang 24. Néu trén cac trang to roi kém
theo c6 dong dau “da hudng trg cip that nghiép” thi cat goc luu cing ho so cap lai. Thuc
hién cap lai to roi s6 BHXH; chuyén dit liéu tir phan mém SMS sang phan mém QLST dé
kiém tra va in.

Trinh Lanh dao Phong Cap s6, thé hodc Ban Giam d6c BHXH quan huyén ky trén
bia, to roi s6 BHXH cp lai.

2/ Trudng hop s6 BHXH c6 qué trinh BHTN da hudéng da bi cat “TT” nay duoc
Phong (t6) Quan 1y thu phuc héi trén phdn mém SMS hoic s6 BHXH tir noi khac chuyén
dén bi cit qua trinh tham gia BHTN do di hudng nay Phong (t6) Quéan 1y thu nhap bd
sung qua trinh BHTN thi thyc hién:

- Thu hdi toan bo t& roi s6 BHXH, chon Iy do “ khéng du diéu kién hudng trg cip
bao hiém that nghi€p” (cat goc to ro1 s6 BHXH thu hoi luu cung ho so cap lai) [ nhan
gia tri cap moi to roi (chuyén dir lieu sang QLST, thuc hién kiém tra, khoa in) [ nhan gia
tri cap lai to ro1 trén phan mém SMS.

- Chuyén dir liéu tir phan mém SMS sang phan mém QLST dé kiém tra va in.

- Néu trang 3 to bia s6 BHXH c6 dong ddu “dd hudng trg cap that nghiép..” thi
thu hoi, cat goc va luu cung ho so cap lai [ nhan gia tri cap lai to bia s6 BHXH trén phan
mém SMS.

- Chuyén dir liéu cap lai to bia, to roi tir phan mém SMS sang phan mém QLST dé
kiém tra va in.

- Trinh Lanh dao Phong Cép s0, thé hodc Ban Giam déc BHXH quén, huyén ky
trén bia, to ro1 s6 BHXH cap lai.

- Cap nhat tinh trang hd so vao phin mém TNHS va chuyén tra hd so cho Phong
Ti€p nhan va tra két qua tha tuc hanh chinh.

Luu y:

- Truwong hop ¢é anh heong dén qua trinh déong BHXH, BHTN dd chot trieée doé (do
dd hwonmg BHXH mét lan hodc tro cdp thdt nghlep hoac tam khoa do no hodac gop so
hoac NLD khong thua nhan) thi thuc hién: Thu hoi to roi da cap truoc do [ nhdn gid tri
cdp mai to roi (chuyén dir licu sang QLST nhung khong in) [ nhan gia tri cap lai to roi
(chon phwong an cap lai ly do khdc).

49



- Truong hop khéng anh hudng dén qud trinh déng BHXH, BHTN di chot trude thi

thuc hién: nhan gia tri cdp lai to roi (chon phwong dan cap lai ly do khdc).

Bude 4: BY phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so tir Phong Cap s6, thé cap nhat vao phan mém TNHS.

- Tién hanh chuyén két qua giai quyét hd so cho t6 chirc dich vu buu chinh dé tra
don vi hodc truc ti€p cho nguoi lao dong.

- X4c nhan giao nhan trén phan mém TNHS.

16. Quy trinh cap lai so6 BHXH cho nguoi lao dong do da nhan tro cap BHXH

1 14n bij thu hoi sé hodc thit lac s6 sau dé tiép tuc tham gia hoic khong tiép tuc tham
gia (Phiéu giao nhan ho so s0 317, 02 ban).

Diéu ki¢n: dp dung déi véi nhitng trwong hop da gidi quyét tro cap BHXH mét
lan truoc ngay 15/02/2016.
16.1 Quy trinh tom tit:

- Muc dich: Dung dé cip lai s6 BHXH cho ngudi lao dong do di nhén trg cip
BHXH 01 lan bi that lac hodc bi thu hoi s6 BHXH, sau do6 ti€p tuc tham gia BHXH hoac
khong ti€p tuc tham gia.

- Khi ¢6 cac phat sinh trén, ngudi lao dong, don vi (théng qua to chire dich vu buu
chinh) ndp ho so cho co quan BHXH theo phi€u giao nhan ho so s6 317/...../SO (02
ban).

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

- So d6:
Burde 2
Buroc 3

Birde |

s Phong TNTKQ o - Phong TNTKQ
Khach hang TTHC, b phan | h{mi ,:HT{” TTHC, b phan
(t5) TNHS Q (t3) TKQ

Burive 4

- Dién giai quy trinh:

+ Budc 1: Phong TNTKQ TTHC, bd phan (t6) TNHS. Thoi han 0,5 ngay lam
viéc.

+ Budc 2: Phong (T6) Quan 1y Thu. Thoi han 06 ngay 1am viéc.

+ Budc 3: Phong (T6) Cap s6, thé. Thoi han 08 ngay lam viéc.

+ Budc 4: Phong TNTKQ TTHC, bd phan (t6) TKQ. Thoi han 0,5 ngay 1am viéc.

16.2 Quy trinh chi tiét:

Buéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay 1am viéc.

- Tiép nhan ho so ctia don vi do td chire dich vu buu chinh chuyén dén hoic truc

tiép tir nguoi lao dong, kiém dém hd so theo theo PGNHS s6 317
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- Cap nhat tiép nhan ho so vao phan mém TNHS.

- Chuyén toan bd hd so cho Phong (T6) Quan 1y Thu.

- X4c nhdn giao nhan hd so trén phan mém TNHS.

Buéc 2: Phong (T4) Quan 1y Thu. Thoi han 06 ngay 1am viéc.

- Tiép nhan ho so tir BO phan (té)) TNHS, d6i chiéu giao nhan hd so trén phﬁn
mém TNHS.

- Can ctr vao hd so kém theo tra ctru vao kho dir lidu da huong trg cap BHXH 1

lan:

+ Trudng hop dd hudng tro cAp BHXH 1 lan tir naim 2005 tré vé sau, tra ciru dit
liéu huéng BHXH mot lan cia BHXH Vi¢t Nam theo dia chi: Tracuu.vssic.gov.vn, néu
khong c6 tén trén dir liéu da huong BHXH 1 lan thi trd ho so khong giai quyét.

+ Truong hop da huong tro cip BHXH 1 14n tir nam 2005 tré vé trudc, tra ctru dir
liéu huong BHXH mot 1an cia BHXH TP theo dia chi: ServerPT/Tracuullan. néu khong
co tén trén dir li€u da huong BHXH 1 lan, thuc hién 1 trong 2 trudong hop sau:

¢ Nguoi lao dong co6 dia chi ho khau thudng tra tai Thanh phd H5 Chi Minh:
1ap phiéu chuyén Phong Ché do dé xdc minh lai, két qua xac minh van chua hudng
BHXH 1 1an thi tra ho so khong giai quyeét.

v Nguoi lao dong co dia chi ho khau thuong tru tai tinh, thanh phé khac: can
cu vao don dé giai quyeét.

- Can ¢t vao ho so kém theo, d6i chiéu véi dir liéu trén phén mém SMS:

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

* Truong hop nguoi lao dong c6 nhiéu s6 sd BHXH thi khong giai quyét, in Phiéu
yéu cau (miu PO1-DV) dé nghi 1ap ho so gop so6 theo phiéu giao nhan 304.

* Trudong hop ngudi lao dong chi ¢ 1 s6 s6 BHXH duy nhét thi thyc hién:

+ Nhap b6 sung thong tin c4 nhan con thiéu trén phan mém SMS (sé CMND, ngay
cap, noi cap CMND, dia chi thuong tra).

+ Can ctr vao mau C15-TS kiém tra nhap toan b qué trinh BHTN chwa hudng tir
noi khac chuyén dén (néu c6) hoac chon muc “chdt s6 bao luu di chuyén® trén phan mém
SMS d¢ lay dir liéu ttr BHXH Vi¢t Nam ve.

- Cap nhat tinh trang hd so vao phan mém TNHS va chuyén toan bo hd so kém
theo cho Phong (t6) Cap s0, thé.

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

Tiép nhan ho so tir Phong (t0) Quan 1y thu cap nhat tinh trang hd so vao phan
mém TNHS, Thuc hién kiém tra doi chiéu ho so véi dit li¢u trén phan mém SMS:

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

+ 86 da huong BHXH mot lan thi thuc hién cit (chon loai XN:“CT”) toan bg qua
trinh dong BHXH da hudng.

+ Néu sb da huong tro cap that nghiép thi thuc hién cat (chon loai XN:“TT”) toan
bd qua trinh déng BHTN da hudng doi véi truong hgp hudng trude ngay 01/01/2015 va
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cit qua trinh dong BHTN tuong tmg véi sb thang huong trg cip that nghiép dbi V0’1
truong hop huong tir ngay 01/01/2015 tré vé sau (theo huéng din tai cong van sb
3722/BHXH-CST ngay 19/11/2015 ctia BHXH Thanh phd)

- Cap nhat dir liéu cép lai t& bia s6 BHXH chon 1y do cép lai: “cép lai do da hudng
BHXH 1 lan bi thu hoi s6” va cép lai to roi s6 BHXH c6 qué trinh BHTN chua huéng
(thao tac thyc hién: Thu hoi to ro1 da cap trude dé [ nhan gia tri cap maoi to ro1, chuyén
dir liéu sang QLST, ki€ém tra [| nhan gia tri cap lai to roi1 trén phan mém SMS.

- Chuyén dir liéu tir phan mém SMS sang phan mém QLST dé kiém tra va in td bia,
to ro1 s6 BHXH (n€u c¢06), in 02 bién ban giao nhan s6 BHXH, ky vao “dai dién bén
giao”, in 02 phiéu sir dung phoi bia s6 (mau C06-TS) luu 01 phiéu vao hd so, 01 phicu
chuyén can by quan 1y phoi dé doi chiéu quyét toan.

- Trinh Ban giam d6¢c BHXH quan, huyén ky trén bia, to roi s6 BHXH cép lai.

- Cap nhat tinh trang hd so vao phan mém TNHS va chuyén tra to bia, to roi s6
BHXH cap lai, bién ban giao nhan s6 cho Phong (Bo phan) TNHS.

Luu y:
- Poi voi trwong hop nguoi lao déng vira cdp lai s6 BHXH do bj thu héi sé vu"a

chét sé qud trinh tham gia tqi don vi tiép theo thi thuc hién theo nghiép vu kép (cdp lai sé
theo quy trinh 317 va chét s6 theo quy trinh 301)

- Néu sé6 da hwong BHXH 1 lan, huéng tro cdp thit nghiép truée ngay
01/01/20135, thuc hién cat toan bo qua trinh BHXH, BHTN da huong.

- Néu s6 da huong tro cdp that nghiép tir ngay 01/01/2015 tro ve sau, cdt qud
trinh dong BHTN twong g véi sé thang huong BHTN theo nguyén tic: cir 1 thdng
huong tro cdp that nghiép twong vmg véi 12 thang déng BHTN (theo hiedng dan tai cong
vin s6 3722/BHXH-CST ngay 19/11/2015 ciia BHXH Thanh pho).

Buéc 4: Bo phan (t6) TKQ. Thoi han 0,5 ngay 1am viéc.
- Tiép nhan ho so tir Phong (Td) Cap sb the, cap nhat vao phan mém TNHS.

- Tién hanh tra két qua giai quyét hd so cho don vi (théng qua t6 chic dich vu buu
chinh) hodc tryc ti€p cho nguoi lao dong.

17. Quy trinh giai quyét hd so nhanh nghi¢p vu Thu- So, thé. Phiéu giao nhan
hé so 333/ .../Thu-Sd, thé

17.1. Muc dich:

Ho so “nhanh” dugc giai quyét ngay hodc sém hon thoi han gidi quyét ho so theo
quy dinh ap dung cho céc truong hop can thiét trén nguyén tac vi quyén loi nguoi lao
dong, doi tugng tham gia va uy tin cua co quan BHXH.

Lanh dao Phong TNTKQ TTHC (hodc phu trach t6 TNHS d6i véi BHXH quén,
huyén) xac dinh ho so “nhanh” ky xac nhan vao phiéu dé nghi giai quyét hd so nhanh.

17.2. Piéu kién dé dwoc giai quyét hd so nhanh:
* Viéc giai quyét ho so' nhanh dwoce ap dung doi véi cac truong hop sau:

- Hb so do 16i ctia co quan BHXH.
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- Ho so do yéu cau cua don vi, nguoi tham gia hodc mot s6 dbi tuong wuu tién dugc
Ban Gidm doc BHXH Thanh pho phé duyét theo nguyén tac chung nhu sau:

+ Hb so nhanh phai c6 cac gidy to ching minh dé giai quyét nhanh, Truong Phong
TNTKQ TTHC, Lanh dao BHXH quan, huyén, ky chiu trach nhiém vé 1y do gidi quyét
hé so nhanh.

+ Thu tuc ho6 so nhanh van phai ndp du cac gidy to bi€u mau nhu yéu cau trén
Phiéu giao nhan ho so.

17.3. Phin loai ho so va thoi han gidi quyét ho so nhanh:
17.3.1 Phén loai hd so:
a) Ho so do 16i ciia co quan BHXH gom:

- Chét sai tong thoi gian qué trinh tham gia BHXH, BHTN, sai mirc dong, thiéu qua
trinh tr noi khac chuyén dén, sai hodc thiéu dir li¢u trén s6 so voi dit li¢u trén phan mém
SMS.

- Chua chét tong thoi gian tham gia BHXH, BHTN dén thang 12/2009 trén s6 mau
cii dé chuyén sang in to roi s6 BHXH.

- Thu hoi mau 01-SBH dé cp lai to rdi s6 BHXH.
- Cﬁp sai hodc in thiéu thé BHYT, s6 hodc céc t& roi s6 BHXH.
- Cap sai tuyén bénh vién quy dinh, nhan sai gia trj thé¢ BHYT.

- Ho so di diéu chinh nhung van sai thong tin vé nhan than hoic thong tin ca nhan
gitta mau DO7-TS véi dir liéu trén phan mém SMS.

- Nhan than trén s6 khac véi CMND (ho tén ngay thang nim sinh) trong trudng hop
da chét so.

b) Ho so do yéu cdu ciia don vi, nguoi tham gia hodic mét sé doi twong wu tién:
* Ho so so thé BHYT
+ Ngudi tham gia BHYT dang diéu tri, cip ctu.

+ Doi tugng 1a nguoi cao tudi, ngudi can ngheo, neo don, ngudi cé cong, than nhan
nguoi ¢6 cong, cuu chién binh, nguoi ¢ cac huyén ngoai thanh, tinh khac dén, hé so do
yéu cau cua Ban Giam doc hoac Lanh dao cac phong chirc nang.

* Hé so' s6 BHXH:

+ Ngudi tham gia BHXH, BHTN di xuét canh, hd so dén han thit nghiép (nhung
do 16i cua don vi phai diéu chinh bo sung qua trinh thong tin c4 nhan theo yéu cau cta co
quan BHXH tra vé lan trudc).

+ Ho so da duogc giai quyét nhung khong in do ngudi lao dong cé nhiéu sé6 BHXH,
sau d6 nguoi lao dong chirng minh c6 s6 BHXH sau cung dong BHXH, BHTN ¢ tinh.

+ Ho so do yéu cau ctia Ban Giam déc, Lanh dao cac Phong chirc ning.
+ Hb so cap s, chdt s6 phai ndp nhiéu 1an (tir 1an tht 3 tro 1én).
Luu y: Khéng giai quyét hé so nhanh do cdp mdt s6 BHXH.
17.3.2 Thoi han giai quyét ho so:
17.3.2.1 Ho so do 13i ciia co quan BHXH:
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* H6 so' thé BHYT:

- Vin phong BHXH, BHXH quén huyén: 130 phut (bao gdm ca thdi gian giao nhin
gitra cadc phong, b phan) trong dé: Phong Tiép nhan va tra két qua thu tuc hanh chinh:
20 phut; Phong (t6) Quan 1y thu: 60 phut; Phong (t6) Cap s6, thé: 50 phit.

* Ho so s6 BHXH:
- P6i v6i ho so cAp méi s6 BHXH:

+ 01 ngay lam viéc trong d6: Phong TNTKQ TTHC, bo phan (t6) TNHS: 1/2 gid;
Phong (t6) Quan 1y thu: 3,5 gio; Phong (t6) Cap so, thé: 4 gid.

- Poi véi hd so cap lai s6 BHXH:

+ 02 ngay lam viéc trong d6: Phong TNTKQ TTHC, bd phan (té) TNHS: 1/2 gio,
Phong (t6) Quan ly thu: 7 gid 1am viéc, Phong (t6) Cap so, thé 7,5 gio.
17.3.2.2 H6 so do yéu ciu ciia don vi, nguoi tham gia hoac mot s6 doi twgng wu
tién:
* H so thé:

- 130 phut (bao gdm ca thoi gian giao nhan giita cac phong, bd phan) trong do:
Phong TNTKQ TTHC, bd phan (t6) TNHS: 20 phuat; Phong (t6) Quén 1y thu: 60 phut;
Phong (t6) cap sd, thé: 50 phut.

* Ho so s0 BHXH:
- D6i v6i ho so cAp méi s6 BHXH:

+ 02 ngay 1am viéc trong d6: Phong TNTKQ TTHC, bd phan (t6) TNHS: 0,5 gio,
Phong (t6) Quan 1y thu 7 gid, Phong (t6) Cap s6, thé: 7,5 gio.

- D6i v6i ho so cap lai s6 BHXH: 04 ngay lam viéc trong d6: Phong TNTKQ
TTHC, bd phan (t6) TNHS: 0,5 gid, Phong (t6) Quan Iy thu 15,5 gid, Phong (t0) Cép sd,
thé: 16 gio.

Riéng Phiéu giao nhdn ho so 315:

*BHXH Thanh phé:

- Phong TNTKQ TTHC, b6 phén (t6) TNHS: 01 gic, Phong Ché do BHXH: 04 gio,
Phong Quan Iy thu: 13 gio lam viéc, Phong Cdp so, thé 14 gio.

* BHXH qudn huyén:

T6 TNHS: 01 gio, Phong Ché dp 08 gio (bao gom ca thoi gian giao nhdn giita
BHXH qudn, huyén va Phong Ché @6 BHXH), Té Qudn Iy thu: 13 gio lam viéc, To Cdp
50, the 14 gio

+ Déi vdi hé so ndp nhiéu lan (lan thir 3 tré 1én) thoi gian gidi quyét bang 70%
thoi han giai quyét ghi trén Phiéu giao nhan ho so.

e Ngoai ra con ciin ctr vao so lwong thé BHYT, s6 BHXH cé trong 01 ho so:
* Ho so thé BHYT:

+ Trudng hop trong 01 hd so c6 tir 10 dén 49 the¢ BHYT, thoi gian thuc hién ting
thém 02 gid so véi quy dinh.
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+ Trudng hop trong 01 hd so o tir 50 thé¢ BHYT dén 100 thé BHYT, thoi gian giai
quyeét tang thém 08 gid so vdi quy dinh.

+ Truong hop trong 01 hd so ¢o tir trén 100 the BHYT trd 18n, thoi gian giai quyét
tang thém 02 ngay so véi quy dinh.

* Ho so s6 BHXH:

+ Trudng hop trong 01 hd so ¢o tir 3 dén 5 s6, thoi gian thyc hién ting thém 01
ngay so voi quy dinh.

+ Trudng hop trong 01 hd so b tir 6 s6 tré 1én, thoi gian giai quyét ting thém 04
ngay so voi quy dinh.

Luu y:

- Trong qud trinh gidi quyét hé so nhanh, néu c¢é ho so phirc tap nhue: lirong binh
quan, diéu chinh tang giam lvong, do phai xw ly nhiéu cong doan Phong Cap So, thé sé
lién hé voi bo phdn Tiép nhan ho so deé hen lai khdach hang.

- Déi véi hé so khong qua Phong (t6) Qudn Iy thu xir Iy thi thoi han gidi quyét ho
so nhu quy dinh trén va do Phong (t6) Cap so, thé thuc hién.

* Thoi gian giao nhan ho so trong ngay:

+ 8h30 Phong TNTKQ TTHC, bd phan (t6) TNHS giao va 10h40 nhan tir Phong
(t6) Cép s0, the.

+ 10h40 Phong TNTKQ TTHC, bd phén (t6) TNHS giao va 13h50 nhan tir Phong
(t6) Cép s0, the.

+ 13h50 Phong TNTKQ TTHC, bd phan (t6) TNHS giao va 16h00 nhan tir Phong
(t6) Cap s0, thé.

+ 16h00 Phong TNTKQ TTHC, bd phan (t6) TNHS va 09h10 ngay 1am viéc tiép
theo nhan tir Phong (t6) Cap so, thé.

Luwu y: Thoi han gidi quyét ho so giita cdc Phong (16) lién quan dwoc tinh tir thoi
diem nhdn ho so tir Phong TNTKQ TTHC, bd phan (t6) TNHS.

17.4. Quy trinh giai quyét hd so nhanh:

Vé nguyén tic: Phong TNTKQ TTHC, bo phan (t6) TNHS khi nhan hd so phai xac
dinh 1y do dé phan loai hd so mot cach chinh xac, ky xac nhan vao phiéu dé nghi giai
quyét ho so nhanh.

17.4.1. Quy trinh luén chuyén ho so Thu - S, thé:

La ho so lién quan dén viéc diéu chinh dit liéu thu nhu diéu chinh nhan than, thong
tin ¢4 nhan, mic dong chirc danh.... gdm Phiéu giao nhan hd so: 302; 303; 304; 306;
310; 311; 315; 316, 401:

-So do:
Khich
Hing
Burire 3
Buwdre | l
Phiing ( tb) Cép sb,
thé

1 Barie 4 ‘

Phong TNTKQ
TTHC, b§ phan
(t6) TNHS/TK(Q

Phong (to)
QLT




Riéng Phiéu giao nhdn ho so 315 thi quy trinh giao nhdn nhi sau:

+ Phong TNTKQ TTHC, b6 phan (t6) TNHS [J Phong Ché do BHXH [ Phong (t6)
Quan 1y thu [J Phong (t6) Cap s6, thé [] Phong TNTKQ TTHC, b phan (t6) TKQ.

Buéc 1: B phén (t6) TNHS

- Tiép nhan ho so theo phiéu giao nhan 333, kiém tra phan loai ho so, x4c dinh ho
so du diéu kién giai quyét ho so nhanh, Lanh dao ky xac nhan vao phi€u dé nghi giai
quyét ho so nhanh.

- Cép nhat tinh trang hd so vao phan mém TNHS, chuyén Phiéu giao nhan hd so va
ho so cho Phong (t6) Quan 1y thu.

Buéc 2: Phong (t0) Quan ly thu:

- Tiép nhdn hd so tir Phong (bo phan) TNHS, dbi chiéu giao nhan ho so trén phan
mém TNHS.

- Can ct phiéu dé nghi va ho so kém theo tién hanh kiém tra, diéu chinh, hoic nhap
bo sung dir li€u thu, thong tin vé cd nhan ngudi tham gia vao chuong trinh SMS.

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

- Chuyén s6 BHXH va hd so kém theo cho phong Cap s, thé.
- Xac nhan giao nhan hd so trén phﬁn mém TNHS.

Buéc 3: Phong (t0) Cap s0, thé:

- Tiép nhan hd so tir Phong (t6) Quan 1y thu, dbi chiéu giao nhan ho so trén phan
mém TNHS.

- Pbi chiéu kiém tra ho so voi dit liéu trén phan mém SMS di dugc Phong (t6)
Quan 1y thu di€u chinh, néu khdp dang thi thuc hién cap lai s6 BHXH hoac th¢ BHYT
theo quy dinh.

- Chuyén dit liéu tir phdn mém SMS sang phan mém QLST dé kiém tra va in.
- Chuyén s6 BHXH hodc thé BHYT cho Phong (bd phan) TNHS.

- X4c nhéan giao nhan ho so trén phan mém TNHS.

Buéc 4: Bo phan (t6) TKQ

- Tiép nhan hd so tir Phong (t6) Cap s, thé cap nhat vao phin mém TNHS.

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

17.4.2. Quy trinh luin chuyén hé so' S§, thé:

- La ho so lién quan dén viéc diéu chinh noi kham chira bénh va ho so khong phai
thong qua Phong (t6) Quan 1y thu bao gom cac phiéu giao nhan ho so: 301; 306; 314;
402; 403:

- So do:

[ Khich Hang }
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Budc 1: Bo phan (t6) TNHS:

- Tiép nhan ho so theo phiéu giao nhan 333, kiém tra phan loai ho so, x4c dinh ho
so du diéu kién giai quyét hd so nhanh, ky xac nhan vao phiéu dé nghi giai quyét ho so
nhanh.

- Cap nhat tinh trang hd so vao phﬁn mém TNHS, chuyén Phiéu Giao nhan hd so va
ho so cho Phong (t6) Cap so, thé.

Buéc 2: Phong (t0) Cap s0, thé:

- Tiép nhdn hd so tir Phong (bo phan) TNHS, dbi chiéu giao nhan ho so trén phan
mém TNHS.

- Pbi chiéu kiém tra ho so véi dit liéu, néu khop dung thuc hién xac nhan chét so,
cap lai s6 BHXH, th¢ BHYT theo quy dinh.

- Chuyén dit liéu tir phan mém SMS sang phan mém QLST dé kiém tra va in.

- Chuyén s6 BHXH hodc thé¢ BHYT cho Phong Tiép nhan va tra két qua thu tuc
hanh chinh.

- X4c nhan giao nhan ho so trén phan mém TNHS.
Buéc 3: Bo phan (t6) TKQ
- Tiép nhan hd so tir Phong (t6) Cap s, thé cap nhat vao phin mém TNHS.
- Tién hanh tra s6 BHXH va ho so cho khach hang.
- X4c nhan giao nhan hd so trén phan mém TNHS.

Luu y: Trong qud trinh thwc hién, néu c6 viedng mdc hodc phdt sinh, Phong Tiép
nhdn va tra két qua thu tuc hanh chinh, Phong (t6) Quan ly thu va phong (t6) Cap so, the
ket hop giai quyeét.

18. Quy trinh d6i thé BHYT do thong tin ghi trén thé khong ding (Phiéu giao
nhén hé so s6 401, 02 ban).

18.1 Quy trinh tom tit:

- Muc dich: Dung dé doi thé BHYT cho ngudi c6 thé trong truong hop nhan than
trén thé bi sai hodc truong hop vira di€u chinh thong tin ca nhan vira cap mat thé¢ BHY'T.

- Khi ¢6 cac phat sinh trén, don vi (thong qua T6 chirc dich vu buu chinh), nguoi
lao dong nop ho so cho co quan BHXH theo Phiéu giao nhan ho so s6 401, 02 ban.

-Thoi han tra két qua: 05 ngay lam viéc.
- So do:

[ Khach hang }

l Birde 2




- Dién giai quy trinh:

+ Budc 1: Bo phan (t0) TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (t6) Quan 1y thu. Thoi han 2,5 ngay lam viéc.
+ Budc 3: Phong (t6) Cap s0, thé. Thoi han 1,5 ngay lam viéc.
+ Budc 4. BO phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.
18.2 Quy trinh chi tiét:

Buwéc 1: B phén (t6) TNHS. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hd so tir don vi (théng qua t6 chirc dich vu buu chinh) hodc truc tiép
tor nguoi lao dong, kiém dém ho so theo phi€u giao nhan ho so s6 401

- Cap nhat tinh trang tiép nhan ho so vao phan mém TNHS.

- Chuyén ho so cho Phong (T6) Quan 1y Thu.

- X4c nhéan giao nhan hd so trén phan mém TNHS.

Budre 2: Phong (T4) Quan 1y Thu. Thoi han 2,5 ngay lam viée.

- Phong (t6) Quan 1y thu nhan hd so tir B6 phan (t6) TNHS, d6i chiéu giao nhan
ho so trén phan mém TNHS.

- Tién hanh kiém tra ho so, diéu chinh dit liéu trén phan mém SMS.

- Cén b6 thu ky x4c nhan vao T& khai cung cip va thay doi thong tin ngudi tham
gia BHXH, BHYT (mau TK1-TS);

- Trinh cdéng vin cam két hodc gidy cam két cho 1anh dao ky duyét (4p dung cho
truong hop vira cap mat vura di€u chinh thong tin ca nhan).

- Chuyén: thé¢ BHYT cuing toan b hd so cho Phong (t6) Cép so, thé.
- Cap nhat tinh trang hd so vao phan mém TNHS.
Buéc 3: Phong (T6) Cap s0, thé. Thoi han 1,5 ngay lam viéc.

- Tiép nhan ho so tir Phong (T6) Quan Iy Thu, d6i chiéu giao nhan hd so trén phan
mém TNHS.

-Thu hoi thé BHYT cil cat goc va luu hd so: don dé nghi ctia ngudi tham gia, to
khai cung cap va thay doi thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS), 01
ban giay cam két (n€u co).

- Cap nhat dur liéu dé cép lai th¢ BHYT va gia tri thé cép theo gia tri cua thé
BHYT cii trén phan mém SMS; chuyén dit li¢u tr SMS sang phan mém QLST dé kiém
tra va in.
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- In thé BHYT va 02 bién ban giao nhan thé BHYT; in 02 phiéu sir dung phdi thé
BHYT (miu CO7-TS) luu 01 phiéu vao hd so, 01 phiéu chuyén can bd quan 1y phoi dé
doi chiéu quyét toan.

- Chuyén thé BHYT, 01 bién ban giao nhan thé BHYT cho B phan (t6) TNHS.

- Cap nhat tinh trang hd so vao phan mém tiép nhan ho so.

Buéc 4: Bo phan (t6) TKQ. Thoi han 0,5 ngay lam viéc.

- Tiép nhan ho so tir Phong (Td) Cap s, thé, cip nhét vao phan mém TNHS.

- Tién hanh tra két qua giai quyét hd so cho don vi (thong qua t6 chic dich vu buu
chinh) hodéc tryc ti€p cho nguoi tham gia.

- Thyc hién viéc thu phi cap lai thé BHYT dbi véi truong hop vira cdp mat vira
di€u chinh.

- Xac nhan giao nhan hd so trén phén mém TNHS.

19. Quy trinh cép lai hoiic doi thé BHYT do bi mit, hu héng, do diéu chinh
quyén lgi kham chira bénh va thay ddi noi kham chira bénh hodic ddi thoi diém
hwéng tir dit 5 ndm lién tuc (Phiéu giao nhan ho so s6 402, 02 ban).

19.1 Quy trinh tém tit:

- Muc dich: Cép lai th¢ BHYT cho nguoi tham gia trong trudng hop mat, bi hong,
diéu chinh quyén loi kham chita bénh va thay ddi noi khdm chita bénh hozc dbi thoi diém
huodng tir du 5 nam lién tuc.

- Khi ¢6 cac phat sinh trén, nguoi tham gia BHYT, don vi (thong qua t6 chirc dich
vu buu chinh) ndp ho so theo Phiéu giai quyét ho so s6 402/../THE.

- Thoi han tra két qua: 05 ngdy 1am viéc.

- So do:

Khach hang

' Phong TNTKQ
Phong TNTKQ TTHC, b phin
TTHC, b phin {téj TKQ
(td) TNHS
Burde 3

Burdic |

- Dién giai quy trinh:

+ Budc 1: Bo phéan (t6) TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (T6) Cap s6, thé. Thoi han 04 ngay lam viéc.
+ Budc 3: B phén (t6) TKQ. Thoi han 0,5 ngay 1am viéc.
19.2 Quy trinh chi tiét:

Buéc 1: Bd phan (t6) TNHS. Thoi han 0,5 ngay lam viéc
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- Tiép nhan ho so tir don vi (théng qua t6 chirc dich vu buu chinh) hodc truc tiép
tr nguoi lao dong, kiém dém ho so theo phi¢u giao nhén ho so s6 402

- Kiém tra d6i chiéu hé so, thé¢ BHYT va cac gidy to kém theo.

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

- Chuyén ho so cho Phong (t6) cép s, thé.

- X4c nhan giao nhan hd so trén phan mém TNHS.

Buéc 2: Phong (Td) Cép s, thé. Thoi han 03 ngay lam viéc.

- Tiép nhan ho so tir BO phan (té) TNHS, d6i chiéu giao nhan trén phﬁn mém
TNHS.

- Can ctr TO khai cung cip va thay doi thong tin ngudi tham gia BHXH, BHYT
(mau TK1-TS), tién hanh kiém tra doi chiéu va cap nhat dir liéu dé cap lai thé BHYT trén
phan mém SMS (gia tri thé cap lai theo gia tri ciia thé BHYT cii); Piéu chinh dit liéu vé
noi KCB hoac quyén loi KCB (néu c¢6); hoac doi thoi diém huong tr da 5 nam lién tuc
trén phan mém SMS; chuyén dir li¢u tr SMS sang phan mém QLST dé kiém tra va in.

- In thé BHYT va 02 bién ban giao nhan thé BHYT. In 02 phiéu sir dung phdi thé
BHYT (miu CO7-TS) luu 01 phiéu vao hd so, 01 phiéu chuyén can bd quan 1y phoi dé
doi chi€u quyét toan.

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

- Chuyén thé BHYT va 01 bién ban giao nhan thé cho bd phan tiép nhan hd so.

Luu y:

- Thay déi noi khdm chita bénh chi thwc hién vao 10 ngay dau cia thang dau moi
quy.

- Thé BHYT cdp lai do mat dwoc diéu chinh théng tin va thay déi noi ding ky
kham chita bénh BHYT ban dau (twr ngay 01 den ngay 10 cua thang dau moi quy) nhung
khong dwoc dung dé tra lai cho co quan BHXH khi nguoi lao dong nghi viéc.

Buéc 3: Bo phén (t6) TKQ. Thoi han 0,5 ngay lam viéc.

- Tiép nhan hd so tir phong (t6) Cap sd, thé cap nhat vao phan mém TNHS.

- Tién hanh tra két qua giai quyét hd so cho don vi (théng qua t6 chire dich vu buu
chinh) hoic tryc tiép cho ngudi tham gia.

- Thuyc hién viéc thu phi d6i thé BHYT dbi véi cac trudng hop cip mat, cap hong.

- Xac nhan giao nhan hd so trén phén mém TNHS.

Luu y: Trwong hop doi thé BHYT do huw hong thudc vé 16i ciia co quan BHXH (do
thé in mo, in nhoe myec, in léch...) thi khong thu phi.

20. Quy trinh cap thé BHYT ky truéc do thiéu thong tin. Dung dé cap thé
BHYT cho lao dong cac ky trwdéc do thiéu thong tin chwa dwgc cap thé BHYT nay
da hoan thién xong ho so’ (Phiéu giao nhan ho so so 403, 02 ban).

20.1 Quy trinh tém tit:

- Muc dich: Dung dé cp thé BHYT cho lao dong cac ky trude chua dugc cip thé
do thiéu thong tin vé noi ding ky KCB nay di hoan thién dé cap thé¢ BHYT.
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- Khi c6 phat sinh trén, nguoi tham gia BHYT, don vi (théng qua t6 chire dich vu
buu chinh) ndp ho so theo phi€u giao nhan ho so s6 403, 02 ban.

- Thoi han tra két qua: 07 ngay lam viéc.

- So do:
o
Khach hang Phong (T6)
QLT
H.—“—,J

v r ) Phong TNTKC
Phong TNTKQ Phong (T6) || prié b ph;
TTHC, b6 phan Cép 50, the (t6) TKQ
(16) TNHS thed .
Birde 2 Birdc 3
Burdc |

- Dién giai quy trinh:

+ Budc 1: BO phéan (t6) TNHS. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong (T) cip s6, thé. Thoi han 06 ngay lam viée.
+ Budc 3: Bo phén (t0) TKQ. Thoi han 0,5 ngay 1am viéc.
20.2 Quy trinh chi tiét:

Buéc 1: B phén (t6) TNHS. Thoi han 0,5 ngdy 1am viéc.

- Tiép nhan hd so tir don vi do to chtrc dich vu buu chinh chuyén dén hodc truc
tiép tr nguoi tham gia BHYT, kiém dém ho so theo phi€u giao nhén ho so s6 403.

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

- Chuyén ho so va dir liéu vi tinh (néu c6) cho Phong (t6) Cap so, thé.
- X4c nhan giao nhan hd so trén phan mém TNHS.

Buéc 2: Phong (Td) Cép s, thé. Thoi han 06 ngay lam viéc.

- Tiép nhan ho so va dir liéu vi tinh tir c4n b tiép nhan ho so, ddi chiéu giao nhan
hd so trén phan mém TNHS.

- Can cr to khai cung cdp va thay d6i thong tin nguoi tham gia BHXH, BHYT
(miu TK1-TS), kiém tra va nhap diéu chinh, bd sung nhitng thong tin vé noi KCB hodc
quyén loi KCB va dir liéu trén phin mém SMS. Cap nhat dit liéu trén phan mém SMS,
chuyén dir liéu tir SMS sang phan mém QLST dé kiém tra va in thé¢ BHYT.

- In thé BHYT va 02 bién ban giao nhén thé, in 02 phiéu st dung phoi thé. In 02
phiéu st dung phoi thé (mau CO7-TS) luu 01 phiéu vao hod so, 01 phiéu chuyén can bd
quan ly phoi dé doi chiéu quyét toan.

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

- Chuyén thé BHYT, 01 bién ban giao nhan thé¢ BHYT cho B9 phan (t6) TNHS.

Lueu y: Truong hop bé sung, diéu chinh cdc théng tin vé nhan than trén thé BHYT
Phong (t0) Cdp s0, the ldp phieu de nghi (mau C02-TS), kem ho so chuyén Pho‘ng (To)
Qudn 1y Thu dé nhap diéu chinh bé sung, ‘trong thoi han 02 ngay, Phong (T6) Qudn 1y
Thu trd hé so va két qua ding cho Phong cdp so, thé dé xdc nhdn va in thé BHYT.
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Buéc 3: Bo phan (t6) TKQ. Thoi han 0,5 ngay 1am viéc.
- Tiép nhan hd so tr can bo theé, cap nhat vao phén mém TNHS.

- Tién hanh tra két qua giai quyét hd so cho don vi (théng qua t6 chic dich vu buu
chinh) hodc tryc ti€p cho nguoi tham gia.

- Xé4c nhan giao nhan ho so trén phﬁn mém TNHS.

21. Quy trinh tiép nhin va giai quyét ho so thanh toan trwe tiép chi phi kham
chita bénh BHYT (Phiéu giao nhan ho so' 50..., 02 ban).

21.1. Ap dung tai BHXH Thanh phb.

21.1.1. Quy trinh tiép nhdn va gidi quyét hd so thanh toan truec tiép chi phi
kham chira bénh BHYT chi ngay:

21.1.1.1. Quy trinh tém tit:

- Muc dich: Giai quyét ho so thanh toan truc tiép chi phi KCB BHYT d6i véi cac
h6 so kham chira bénh ngoai tr tai cac co s y té tuyén huyén khong ky hop dong KCB
BHYT trén dia ban Thanh phd HO Chi Minh (ndp tai BHXH Thanh phd).

- Thoi han tra két qua: Giam dinh tra ngay.
- So do:

Khach hang

PT™ TKQ FGEE (BG phdn teép PEHTC (B phiin

= edage din} = Lt i)

B

21.1.1.2. Quy trinh chi tiét:

- Vién chitc Phong TNTKQ tiép nhan ho so thanh toan tryc tiép tir nguoi bénh
BHYT:

+ Pbi chiéu v6i ban gbe va ky xac nhan vao cic ban photo tai lidu trong hd so;
ki€m tra tinh chinh x4c, tinh hop phéap ctia h6 so theo quy dinh.

+ Lap Phiéu giao nhan hd so (Mau 50.../CS-BHYT) 02 ban (01 ban giao khach
hang, 01 ban luu ho so).

+ HO so nhan téi dau, vién chirc Phong TNTKQ chuyén vién chirc Phong GP2 (bd
phan ti€p cong dan) giam dinh ngay.

- Vién chic Phong GD2:

+ Giam dinh ngay (khong can giam dinh tai CS KCB), lap thong bao két qua giam
dinh chi phi KCB BHYT (Mau s6 08/BHYT ban hanh kém theo Quyét dinh sb
1399/Qb-BHYT);

+ Trinh 1anh dao Phong GD2, Phong KHTC, PGD phu trach ky duyét;

+ Chuyén ngay ho so cho Phong KHTC (B phan chi tién mat).

- Vién chttc Phong KHTC: Can ctr hd so Phong GD2 chuyén dén, chi tién ngay
cho khach hang, Iuu ho so theo quy dinh.
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21.1.2. Quy trinh tiép nhin va giai quyét hd so BHYT hen ngay tra:
21.1.2.1. Quy trinh tém tit:

- Muc dich: Giai quyét hd so thanh toan truc tiép chi phi kham chita bénh BHYT
hen ngay tra (ndp tai BHXH Thanh phd).

- Thoi han tra két qua: Tty thudc vao timg truong hop cu thé sau day:

+ Ho so giam dinh tai 01 bénh vién ndi tinh: thoi han 16 ngay lam viéc.

+ Ho6 so giam dinh tai 02 bénh vién ndi tinh: thoi han 21 ngay lam viéc.

+ Ho so giam dinh tir 03 bénh vién noi tinh tr¢ 1€n, hd so tai cac bénh vién thudc
Trung tdm Gidm dinh BHYT va Thanh toan da tuyén khu vuc phia Nam (Céac bénh vién
thudc Trung tdm Gidm dinh BHYT va Thanh toan da tuyén khu vuc phia nam: Bénh vi¢n
cho ray, Bénh vién da khoa buu dién, Bénh vién Riang Ham Mit Trung uwong, Bénh vién
Thong nhat, Bénh vién 30/4, Bénh vién 175), ho so tai cac bénh vién khong ky hop dong
KCB véi BHXH Thanh phd, ho so c6 tinh chat phuc tap cao: thoi han 26 ngay lam viée.

+ Hb so giam dinh ngoai tinh: thoi han ti da 1 40 ngay lam viéc.

- So db:

Khach hang

Bl

. B3
B2
PTNTKQ P.GD2 PKHTC

B4

- Dién giai quy trinh:
+ Budc 1: Phong TNTKQ, thoi han 01 ngay lam vigce.

+Budc 2: Phong GD2, thoi han tuy thudce vao timg trudng hop: ¢6 thé 1a 12, 17, 22
hodc 36 ngay lam viéc.

+ Budce 3: Phong KHTC, thoi han 01 ngay lam viéc.

+ Budc 4: Phong GD2, thoi han 01 ngay lam viéc.

+ Budce 5: Phong KHTC, thoi han 01 ngay lam viéc.
21.1.2.2. Quy trinh chi tiét:

Budc 1: Phong TNTKQ, thoi han 01 ngay lam viéc.

- Can bd tiép nhan ho so tir khach hang, tién hanh d6i chiéu véi ban chinh, kiém
tra tinh chinh xéac, tinh hop phép cta ho so theo quy dinh.

- Lap Phiéu giao nhan ho so véi khach hang (Mau 50.../CS-BHYT) 02 ban (01
ban giao khach hang, 01 ban luu hd so0); luu ¥ phai c6 s dién thoai lién lac cua khach
hang va ghi 18 1y do chua huong ché do BHYT tai co sé kham chira bénh.

- Chuyén hd so kém Bién ban giao nhan (2 ban) cho Phong GD2 giam dinh.
- Xac nhan giao nhan hd so trén phén mém TNHS.
Lwu Y: Poi véi ho so tra lai dé diéu chinh, bé sung thi ghi 16 Iy do cu thé hé so

can diéu chinh, bé sung gi va thong bdo cho khdch hang ndi dung diéu chinh, bé sung.
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Buéc 2: Phong GD2, thoi han tiy thude vao tirng truong hop: 6 thé 1a 12,17,
22 hoac 36 ngay lam viéc.

- B§ phan hanh chinh ciia Phong GD2, thoi han 1 ngay lam viéc:

+ Tiép nhan hd so tir Phong TNTKQ chuyén dén, xac nhan trén Bién ban giao
nhéan 02 ban (01 ban luu, 01 ban tra Phong TNTKQ).

+ Do chiéu, phan loai ho so theo so luong bénh vién can giam dinh.

+ Chuyén ho so cho giam dinh vién dé tién hanh giam dinh (néu KCB tai céc co
sO y té trén dia ban Thanh pho) va m& s6 giao nhan.

+ Soan van ban kém hd so guri cac tinh thanh khac dé yéu cau thuc hién giam dinh
(néu KCB tai co sd y té & tinh thanh khac) (Mau 07/BHYT).

- Giam dinh vién, thoi han tiy tirng truwong hop: ¢é thé 10, 15, 20 hodc 34
ngay lam viéc.

+ Tiép nhan ho so tir Bo phan hanh chinh ciia Phong GB2, d6i chiéu véi ho so
bénh an luu tai co s&¢ KCB.

+ Phan tich chi phi KCB theo quy dinh hién hanh (Mau 08/GDYT); dé xuat thanh
toan; ky tén xac nhan.

+ Chuyén hd so cho bd phan hanh chinh cta Phong GD2.

- By phan hanh chinh ctia Phong GD2, thoi han 1 ngay lam viéc.

+ Nhéan hd so di giam dinh tr gidm dinh vién va cac bién ban giam dinh tr cac
tinh chuyén vé, kiém tra két qua phan tich chi phi KCB.

+ Lap Bang thanh toan tryc tiép chi phi KCB BHYT (Mau C78-HD), d6i chiéu s6
tién bang s6 va bang chit, ky xac nhan, in thong bao két qua gidi quyét ho so trinh ky 1anh
dao Phong Giam dinh.

+ Chuyén h6 so 1anh dao Phong KHTC ky.

Buéc 3: Phong Ké hoach tai chinh, thoi han 01 ngay 1am viéc

- Lanh dao phong kiém tra, ky duyét hd so.

Budc 4: Phong GD2, thoi han 01 ngay lam viéc.

- Nhan lai toan bd hd so tir Phong KHTC va trinh ky Pho Gidam dde phu trach.

- Chuyén hd so dd hoan tit cho Phong KHTC (B phén tién mit) kém danh sach
giao nhan (02 ban), x4c nhan trén phan mém giao nhan TNHS.

Budéc 5: Phong Ké hoach tai chinh (b$ phén tién mit), thoi han 01 ngay lam
viéc

- Nhén ho so tir Phong GD2 kém Bién ban giao nhan.

- X4c nhan giao nhan hd so trén phﬁn mém TNHS.

- Chi tién cho khéach hang, luu ching tir theo qui dinh.

21.2. Ap dung tai BHXH quén, huyén

21.2.1. Quy trinh tiép nhan va giii quyét hd so thanh toan truec tiép chi phi
kham chira bénh BHYT chi ngay:
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21.2.1.1. Quy trinh tém tat:

- Muc dich: Giai quyét hd so thanh toan truc tiép chi phi KCB BHYT d6i véi cac
ho so kham chira bénh ngoai tra tai cac co s¢ y t€ tuyén huyén khong ky hop dong KCB
BHYT trén dia ban Thanh phé H6 Chi Minh (ndp tai BHXH Q/H).

- Thoi han tra két qua: Tham dinh tra ngay.
- So db:

Khéach hang .| Béphin TNHS |___,| Bdphin Ké todn

T

21.2.1.1. Quy trinh chi tiét:

- Vién chirc tiép nhan ho so tir khach hang; ddi chiéu voi ban chinh, kiém tra tinh
chinh xéc, tinh hop phép cta ho so theo quy dinh.

- Lap Phiéu giao nhan hd so véi khach hang (Mau 50.../CS-BHYT) 02 ban (01
ban giao khach hang, 01 ban luu ho so).

- Ho so nhan téi dau, can bd tiép nhan tham dinh ngay va trinh 1anh dao ky duyét,
xong chuyén ho so qua Bo phan Ké toan dé chi tién ngay cho khach hang.

21.2.2. Quy trinh tiép nhin va giai quyét hd so BHYT hen ngay tra:
21.2.2.1. Quy trinh tém tit

- Muc dich: Giai quyét hd so thanh toan truc tiép chi phi kham chita bénh BHYT
(nop tai BHXH Q/H);

- Thoi han tra két qua: Tuy thudc vao timg truong hop cu thé sau day:
+ HO so chi can gidm dinh tai 01 bénh vién ndi tinh: thoi han 20 ngay lam viéc.
+ Ho6 so phai giam dinh tai 02 bénh vién ndi tinh: thot han 25 ngay lam viéc.

+ Ho6 so phai giam dinh tir 03 bénh vién ndi tinh trd 1én, hod so tai cac bénh vién
thudc Trung tdm Gidm dinh BHYT va Thanh toan da tuyén khu vuc phia Nam, ho so tai
cac bénh vién khong ky hop dong KCB véi BHXH Thanh phd, hé so ¢6 tinh chét phirc
tap cao: thoi han 30 ngay lam viéc.

+ HO0 so phai giam dinh ngoai tinh: thoi han t6i da 1a 40 ngay lam viéc.

- So d6:
Khéch hang
1 Bl B2 B3 B4
BHXH Q/H |« . PTNTKQ L . P.GD2 ‘ . PKHTC
B7 B6 BS

+ Dién giai quy trinh:
- Buéce 1: BHXH Q/H, thoi han 02 ngay lam viéc.
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- Budc 2: Phong TNTKQ, thot han 01 ngay lam viéce.

- Budc 3: Phong GD2, thdi han tiy thudc vao ting trudng hop: ¢ thé 1a 12 hoic
17 hoac 22 hoac 32 ngay lam viéc.

- Bu6c 4: Phong KHTC kiém tra, ky ho so; thoi han 01 ngay 1am viéc.
- Budce 5: Phong GD2, thoi han 01 ngay lam viéc.

- Budc 6: Phong TNTKQ, thot han 01 ngay lam viéc.

- Budc 7: BHXH Q/H, thoi han 02 ngay lam viéc.

21.2.2.2. Quy trinh chi tiét:

Budc 1: BHXH Q/H, thoi han 2 ngay lam viéc.

- Tiép nhan ho so tir khach hang; kiém tra hd so vé sb lugng, thu tuc va tinh hop
phap cua ho so.

- Lap Phiéu giao nhan hd so véi khach hang (Mau 50.../CS-BHYT) 02 ban (01
ban tra khach hang, 01 ban luu ho so0); luu ¥ phai ¢6 s6 dién thoai lién lac cta khach hang
va ghi 10 1y do chua huong ché do BHYT tai co s& kham chira bénh.

- Chuyén ho so qua Buu dién cho Phong TNTKQ.

Budc 2: Phong TNTKQ. Thoi han 1 ngay lam viéc.

- Kiém dém sb luong hd so Buu dién giao, xac nhan vao Bién ban giao nhan.
- Chuyén hé so cho Phong GD2 kém Bién ban giao nhan (02 ban).

- X4c nhan giao nhan ho so trén phan mém TNHS.

Buéc 3: Phong GD2, thoi han tuy thudc vao tirng truwong hop: co thé 1a 12,
17, 22 hoac 32 ngay lam viéc.

- B¢ phan hanh chinh ciia Phong GD2, thoi han 01 ngay lam viée.

+ Tiép nhan ho so tir Phong TNTKQ chuyén dén, xac nhan trén Bién ban giao
nhéan 02 ban (01 ban luu, 01 ban tra Phong TNTKQ).

+ Do chiéu, phan loai ho so theo so lugng bénh vién can giam dinh.

+ Chuyén hd so cho giam dinh vién dé tién hanh giam dinh (néu KCB tai céc co
sO'y té trén dia ban Thanh pho), md s6 giao nhan.

+ Soan vin ban kém ho so giri cac tinh thanh khac dé yéu cau thuc hién giam dinh
(néu KCB tai co sdy té & tinh thanh khac) (Mau 07/BHYT).

- Giam dinh vién, thoi han tiy ting truwong hop: c¢é thé 10, 15, 20 hoic 30
ngay lam viéc.

+ Tiép nhan ho so tir Bo phan hanh chinh ciia Phong GB2, dbi chiéu véi ho so
bénh an Iuu tai co sé KCB;

+ Phén tich chi phi KCB theo quy dinh hién hanh (M&u 08/GDYT); dé xuat thanh
toan; ky tén x4c nhan;

+ Chuyén hd so cho bd phan hanh chinh ctua Phong GD2.

- B0 phan hanh chinh cia Phong GD2, thoi han 01 ngay lam viéc.
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+ Nhan hd so di giam dinh tor gidm dinh vién va cac bién ban giam dinh tr cac
tinh chuyén vé, kiém tra két qua phan tich chi phi KCB.

+ Lap Bang thanh toan truc tiép chi phi KCB BHYT (Mau C78-HD), d6i chiéu s6
tién bang so va bang chir, ky xac nhan, in thong bao két qua giai quyét ho so trinh ky lanh
dao Phong Giam dinh ky.

Buéc 4: Phong Ké hoach tai chinh, thoi han 01 ngay 1am viéc.
- Lanh dao phong Kiém tra, ky duyét ho so.

Lwu V: Poi véi ho so tra lai dé diéu chinh, bé sung thi ghi 16 Iy do cu thé hé so
can diéu chinh, bo sung gi va thong bao cho khach hang noi dung diéu chinh, bo sung.

Buée 5: B¢ phan hanh chinh ciia Phong GD2, thoi han 01 ngay lam viéc.
- Nhan lai toan bd ho so tir Phong KHTC va trinh ky Pho Giam dbe phu trach

- Sau khi hoan tit hd so, Phong GD2 1ap bién ban ban giao cho Phong TNTKQ dé
chuyén vé BHXH Q/H;

- X4c nhan giao nhan hd so trén phan mém TNHS.

Budce 6: Phong TNTKQ, thoi han 1 ngay lam viéc.

- Tap hop, chuyén hé so qua Buu dién cho BHXH Q/H.

- X4c nhan giao nhan hd so trén phan mém TNHS.

Buée 7: BHXH Q/H, thoi han 2 ngay lam viéc.

- X4c nhan giao nhan ho so trén phan mém TNHS.

- B6 phan K¢é toan chi tién cho khach hang, luu ching tir theo quy dinh.

22. Quy trinh giai quyét hd so sao y trich luc cho BHXH quén, huyén (Phiéu
giao nhan ho so 701a, 02 ban):

22.1. Quy trinh tém tit:

- Muc dich: Giai quyét hd so sao y trich luc cho cac ddi tugng ca nhan da hudong
ché dg huu tri, tur tuat, mat suc, tai nan lao dong, bénh ngh¢ nghiép, trg cap 1 lan ..v.v.

- Thoi han tra két qua: 05 ng
ay lam viéc.

- So' @d: Khach hang, ca nhan ndp hd so theo bang ké 701a tai Quan Huyén:

Khach
hang
]
Bl
k
Can b (O/H) B2 P, QLHS nhin Danh sach B3 P. TNTKQ guri két
:__11:ri danh sach - trén FTP | qui qua bru dién
tren FTF

[

B4
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- Dién giai quy trinh:

+ Bud6c 1: B Phan TNHS Q/Huyén lap danh sach dé nghi sao y giri duong truyén
FTP. Thoi han 0,5 ngay lam viéc.

+ Budc 2: Phong QLHS. Thot han 1,5 ngay lam vigc.

+ Budc 3: Phong TNTKQ. Bong goi gui buu dién thoi han 0,5 ngay 1am viée (02
ngay buu di¢n).

+ Budc 4: BHXH Q/Huyén tra hd so cho ddi tuong, luu phiéu giao nhan hd so va
giay d€ nghi sao y theo quy dinh . Thoi han 0,5 ngay lam viéc.

22.2. Quy trinh chi tiét:

Budce 1: Bo phan TNHS (Q/Huyén). Thoi han 0,5 ngay lam viéc.

+ Can bo TNHS Q/Huyén huéng dan Khach hang lap Bang ké 701a (2 ban), dbi
chiéu CMND ke khai day du vao gidy dé nghi sao y ban chinh theo quy dinh.

+ Kiém tra hd so theo Phiéu giao nhan 701a va kiém tra tinh hop 1& hop phap bao
dam trung thuc chinh xac trén Gidy dé nghi kém theo c6 ghi day du thong tin khong...
nhu ho va tén, ngay thdng ndm sinh, so s0 ... s0 dién thoai dé€ lién hé khi can thiét.

+ Can Bo Q/Huyén Cap nhat thong tin vao phan mém TNHS ghi ngay hen tra ho
so vao Phi€u giao nhén 701a ( thoi han 05 ngay lam viéc).

- Can cr ndi dung trong gidy dé nghi sao y cua ddi tuong, can bo TNHS BHXH
(Q/Huyén) tong hop, 1ap danh sach dé nghi cap ban sao huong BHXH theo mau so 18
QD 1139 va dién day du thong tin c4 nhan, sau d6 can bd gui trén duong truyén (FTP :
Traodoi_nghiepvu/16-LTHS/ SAQY) cho Phong QLHS BHXH TP, chim nhat vao lic
15h30 hang ngay.

*Luu y:

- Tir chéi nhdn hé so doi véi doi twong da hwong tro cdp 01 lan tie nam 2003 tro
vé truoc vi ho so da thuc hién tiéu huy theo quy dinh.

- Truong hop doi twong hwéng BHXH ¢é nhiéu ho tén khic nhau thi yéu cdu
nguoi nop ho so ghi dung ho va tén trén quyét dinh huong maoi luc dwoc ho so.

- S6 lirgng theo yéu cau nhung khéng qud 04 bo ho so cho 1 lan ndp hé so sao y.

- Dé trénh tinh trang that lac ho so dé nghi Can Bo BHXH Quan Huyén Ghi dia
chi BHXH Q/Huyén va so line nguoi lién hé cong tac vao Danh sdach trudc khi gui .

Budc 2: Phong QLHS: Thoi han 1,5 ngay lam viéc.

- Hang ngay Can Bo Phong QLHS lén duong truyén FTP, iy Danh sach dé nghi
sao y cuia BHXH Q/Huyén luc ho so saoy. (Néu ho so con & P. CBD BHXH phai xin trich
luc 0,5 ngay lam viéc).

- Lap file cac d6i twong can sao y hd so vao excel.

- Kiém tra Danh sach dé bao dam sy phu hop gitta thong tin c4 nhan trén Phan
mém Dir liéu BH Net 3.0 va dir li¢u tra ctru thong tin 236. Truong hop khong day du
thong tin ¢4 nhan theo quy dinh, thi thong bao cho can b6 BHXH Q/Huyén hodc lién hé
khach hang bo sung thém dé thuén tién cho viéc tra ctru ho so.

- Luc ho so va sao y ho so theo danh sach dé nghi cia BHXH Q/Huyén.
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- Luu ho so gbc vao kho luu trir.

- Chuyén hd so sao y cho Phong TNTKQ. (H6 So Saoy + Danh sach cua ting
BHXH Quéan Huy¢n).

Budce 3: Phong TNTKQ: Thoi han nhéan 0,5 ngay lam viéc ( + 2 ngay buu dién).

- Nhan ho so tir Phong QLHS déng goi, giri qua buu dién cho BHXH Quén
Huyén.

Buéc 4: Bo phan TNHS (Q/Huyén): Tra hd so cho ddi twong theo phiéu hen.
Luu phiéu giao nhan ho so 701a va giay dé nghi sao y theo quy dinh.
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Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 HO s0: 301/............... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Chét s6 BHXH (bao gom chét s6 cho ngwoi tham gia dirng déng BHXH tai mjt
don vi hoiic ghi, chét lai s6 BHXH khi nguwoi tham gia dirng hwéng hoic két thic dot hwong
tro' cAp that nghiép)
(Thoi han gidi quyét loai ho so nay: 07 ngay lam viéc.)
1. Tén don vi: Ma don vi:

2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

ST o oA x, 3R x S6

T Loai giay to, biéu mau lrong
Diéu kién: Pon vi di hoan tit thii tuc bao giam; Don vi di thyc hién ddy du nghia vu dong BHXH, BHYT,
BHTN.

| S6 BHXH (mau s cii, 01 sd/ngudi) hoic

" | To bia s6 BHXH (s6 mau méi, 01 to bia/nguoi),

2. | Céc to roi s6 (néu co)

3. | To khai cung cap va thay doi thong tin nguoi tham gia BHXH, BHYT (méau TK1-TS, 01 ban)

4. | Quyét dinh hudng trg cap thit nghiép hodc Quyét dinh chdm dit hudng trg cip thit nghiép (néu co)

Luuy:

- Déi véi s6 BHXH (madu cii) chi ghi va xdc nhdn qud trinh déng BHXH, BHTN dén thang 12/2009, tir thang 01/2010
khéng ghi s6 BHXH (mdu cii).

- Tai muc s6 2, To roi s6 bao gom: to roi chot sé va to roi hang nam.

- Tai muc 3 dp dung doi voi trucng hop don vi da gidi thé, phd san dd cé can cir phdp 1y va tat toan thu BHXH

- Tai muc 3 dp dung doi véi truong hop nguoi lao dong cé nhiéu sé6 s6 BHXH da dwoc gidi quyét tro cap BHXH 1 lan
bi thdt lac s6 hodc bi thu héi s6 BHXH

- Tai muc 4 dp dung doi véi truong hop nguoi lao dong bao heu thoi gian déng BHTN do c6 nhitng thang 1é chwa
hieong tror cap that nghiép hodc cham dirt hudng tro cdp thdt nghiép tir ngay 01/01/2015 tré vé sau.

Ngay tra két qua : ...../....7120....... (Qud han trd ho so 30 ngay, cac don vi, ca nhan chua dén nhdn, co quan
BHXH sé chuyen ho so nay vao kho leu trie).
............... ,ngay...... thang...... nam......
Can b tiep nhan ho so Ngudi ngp ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 HO s0: 302/...enn.nn....../SO

PHIEU GIAO NHAN HO SO
Loai ho so: Diéu chinh thong tin ca nhin cia ngwoi tham gia BHXH
(Thot han giai quyét loai ho so nay: 15 ngay lam viéc ngay lam vi¢c)

1. Tén don vi: Ma don vi:

2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

STT Loai gidy to, biéu miu 50
lugng

L Piéu chinh nhén than: he, tén, chir dém; ngay, thang nim sinh; giéi tinh.
1. T& khai cung cdp va thay dbi thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 bén)
) Gie"iy khai sinh hodc chiing minh nhan dan (Ban sao cé chung thuc hodc ban pho t6 kém ban chinh dé déi

' chiéu)
3. S6 bao hiém xa hoi mau cii hodc T& bia s6 BHXH miu méi
4. Céc to roi s6 BHXH
5 Thé BHYT cii con thoi han sir dung (néu ¢ didu chinh)
6 Truong hqp cai c]linh ho tich - néu c6: Vin ban dinh chinh cac loai hd so, gidy to cua don vi quan 1y va co

) quan ¢6 tham quyén (Ban sao co c%u’mg thuc) _ _ _
I })ié,u chinh thong tin ca nhan: so chitrng minh nhan déan, ngay cap, noi cap; ho khau thwong tra; dan toc;

quoc tich:

1 Td khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 ban)
2. Chimg minh nhén dan (ban sao ¢6 chimg thyc hodc ban pho t6 kém ban chinh dé dbi chiéu)
3. S6 bao hiém xa hoi (méu cil) hodc To bia s6 BHXH (miu méi)
4 Cac td roi s6 BHXH
5. Thé BHYT cii con thoi han st dung - néu co
Luu y:

- Thu tuc ngp hé so :

+ Nguoi danglam viéc nép ho so cho co quan BHXH hodc nép théng qua don vi noi dang lam viéc.
+ Nguoi dd nghi viéc (s6BHXH da dwoc chot): nép ho so cho co quan BHXH.

- Khi nguoi lao dong thay doi noi cw tri, thay doi chimg minh nhan déan do cdp mat, cap doi... dan dén thong tin trén
s6 BHXH khéng diing véi noi cw trii, ngdy va noi cap chitng minh nhén dan hién tai thi khéng thuee hién diéu chinh va
cap lai s6 BHXH.
- Truong hop s6 BHXH c6 ngdy thang ndm sinh nhung trén chitng minh nhan dan chi ¢6 ndm sinh, néu diéu chinh lai
theo chimg minh nhan dén thi phai b6 sung gidy khai sinh d@é lam can cir diéu chinh.
Ngay tra két qua: ............ [oviiiiiiiinnn [oviiiiianinin (Qua han tra hd so 30 ngay, cac don vi chua dén nhan,
co quan BHXH s& chuyén hé so nay vao kho luu trir)

.............. ,ngay...... thang...... nam......
Can b¢ tiép nhan ho so Nguwoi ngp ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S HO 502 303/..uuuunnnnnnnns /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai hd so: Piéu chinh nhan than do mwon hd so ngudi khac tham gia BHXH

(Thoi han giai quyét loai hd so nay: 45 ngay lam viéc)
1. Tén don vi (ca nhan): Ma don vi:
2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

SIS S6
STT Loai giay to, bieéu mau
lugng
1. T khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 béan)
) Gidy cam doan cta nguodi cho muon hd so, ¢6 xac nhan cua chinh quyén dia phuong noi cu trii (mau
' 02-GCBb/SBH)

3. Td khai tham gia BHXH cii dé thu hdi (02 ban)
4. S6 BHXH (mau cii) hodc to bia s6 BHXH
5. Céc trang to 11 s6 BHXH
6. Thé BHYT con thoi han su dung.
Luu y:

- Thu tuc nop ho so:

+ Nguwoi danglam viéc nép hé so cho co quan BHXH hodc nép thong qua don vi noi dang lam viéc.

+ Nguwoi da nghi viéc (s6BHXH da duoc chot): ngp ho so cho co quan BHXH.

- Cdc truong hop phat sinh ter 01/01/2015 tro di thi co quan BHXH khong tiep nhdn va gidi quyét.
Ngay tra két qua: ................ [oviiiiiiiiinnnn, [oviiiiiiiiinnn, (Qua han tra hd so 30 ngay, cac don vi chua dén

nhén, co quan BHXH s¢ chuyén hd so vao kho luu triy).

............... ,ngay...... thang...... ndm......
Can bo tiep nhan ho so Nguwoi nop ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

SO HO s0: 304/............... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Chuyén qua trinh tham gia BHXH tir nhiéu so vé sé goc
(Thot han giai quyét loai ho so nay: 26 ngay lam viéc)
1. Tén don vi: Ma don vi:
2. Dién thoai: Email:

3. bia chi nhan tra két qua ho so qua buu dién (néu co):

Cox oz So
STT Loai giay to, bi€éu mau
lwgng

1. T& khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 béan)
2. S6 BHXH gbc, cac s6 BHXH khac kém ddy du cac to 1oi - néu c¢6
3. Thé BHYT cii con thoi han st dung - néu c6
Luu y:

- Thu tuc nop ho so:

+ Nguoi dang lam viéc ndp ho so cho co quan BHXH hodc ndp thong qua don vi noi dang lam viéc.

+ Nguoi da nghi viéc (s6BHXH da duoc chot): ngp ho so cho co quan BHXH.
Ngay tra két qua: ............ [oviiiiiiiinin [oviiiiiininin (Qua han tra hd so 30 ngay, cac don vi chuwa dén nhan,

co quan BHXH s& chuyén hé so nay vao kho luu trir)

............... ,ngay...... thang...... nam......
Can b tiep nhan ho so Nguoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

SO HO 502 305/...uuuunnnnnnn. /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Cap lai s0 BHXH do mat
(Thoi han giai quyét loai hd so nay: 45 ngay lam viéc)
1. Tén don vi: Ma don vi:
2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

ST Y ST | X S6
T Loai giay to, biéu mau lwong

Cz‘ip lai s6 BHXH do mat:

1 T& khai cung cap va thay dbi thong tin nguoi tham gia BHXH, BHYT (mau TKI-TS, 01 ban) va phy luc dinh
© | kém.

Déi voi nguoi lao dong ¢ qua trinh tham gia trude thang 7/1995, bd sung:
2. | - To khai cap s6 BHXH da dugc duyét
- Néu mat t¢ khai thi ndp ho so goc

II. | Thu hdi s6 do mit nay tim lai dwoc:

1. | To khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 ban)

2. | S6 BHXH cép lan dau (s6 miu cii hodc to bia sd, cac trang td roi sd BHXH)

Luu y:
1. Thu tuc nop ho so:

- Nguwoi dang lam viéc ngp hé so cho co quan BHXH hodc ndp théng qua don vi noi dang lam viéc.

- Ngu"&i dd nghi viéc (soBHXH da dege chot): ngp ho so cho co quan BHXH.

2. Doi véi truong hop ca nhan ngwoz lao dong nop ho so cdp mat s6é BHXH khi nhdn két qua gidi quyet ho SO
Ngum lao dong cung cdp ban chinh gidy CMND dé doi chiéu. Truong hop nhén thay thi ngudi nhdn cung cdp gidy uy
quyén theo ding quy dinh kém ban chinh CMND dé déi chiéu.

Ngay tra két qua: ...../...../20..... (Qua han tra hd so 30 ngay, cac don vi chua dén nhan, co quan BHXH sé&
chuyén ho so vao kho luu trir).

............... ,ngay...... thang...... nam......
Can b tiep nhan ho so Nguoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho s0: 306/............... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai hd so: Cap lai so BHXH do hu héng
(Thoi han giai quyét loai hd so nay: 15 ngay lam viéc)
1. Tén don vi: Ma don vi:
2. Dbién thoai: Email:

3. bia chi nhan tra két qua ho so qua buu dién (néu co):

STT Loai gidy to, biéu miu S0
lugng
I. | DPoivéi S6 BHXH (miu cii):
1. T khai cung cdp va thay doi thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 ban)
2. | S6 BHXH (mAu cii bi hu hong) hodc To bia s6 BHXH (bi hu hong)
3. Céc trang to roi s6 BHXH (bi hu hong)

Luweu ¥: Thii tuc ndp ho so:

- Nguoi dang lam viéc np ho so cho co quan BHXH hodc nép théng qua don vi noi dang lam viéc.

- Ngwoi da nghi viéc (s6BHXH di duoe chdt): np hé so cho co quan BHXH.
Ngay tra két qua: ............ [oviiiiiiinnin [eviiiiiiinnin (Qua han tra hd so 30 ngay, cac don vi chwa dén nhan,
co quan BHXH s& chuyén hd so nay vao kho luu trir)

............... ,ngay...... thang...... nam......
Can b tiép nhan ho so Nguoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho so: 308/............... /SO CONG HOA XA HOQI CHU NGHIA VIET NAM
Poc lap - Tu do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai hd so: X4c nhin dang tham gia BHXH; Xac nhin tham gia BHYT lién tuc tir di
03 niim tré 1én sir dung thudc Glivec
(Thoi han giai quyét loai ho so nay: giai quyét ngay. Riéng loai hd so xac nhin dang tham
gia BHXH c6 tir 10 don xin xac nhan trd 1én/01 ho so, thi thoi han giai quyét
la 02 ngay lam viéc)

1. Tén don vi: Ma don vi:
2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

So

STT Loai giay to, biéu mau lwong

I. X4c nhan dang tham gia BHXH

T khai cung cdp va thay do6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 ban)

2. H6 so khac:

II. Xdéc nhén thoi gian tham gia BHYT lién tuc tir di 03 nam tré 1én

1. To khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 ban)

Thé BHYT con gia tri (ban photo, 01 ban) hodc gidy xac nhan thoi gian tham gia BHYT c6

2.  n
lién quan

Luwu ¥: Tai muc II chi p dung doi véi triong hop nguwoi tham gia BHYT sir dung thuoe Glivec theo dé nghi ciia co s¢
KCB

Ngay tra két qua: ............ [oviiiiiiinnin [oviiiiiiinnin (Qua han tra hd so 30 ngay, cac don vi chwa dén nhan,
co quan BHXH sé chuyén ho so nay vao kho luu trit)

............... ,ngay...... thang...... nam......
Can b¢ tiép nhan ho so Nguwoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

SO HO 502 309/............... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai hd so: Thu hdi s6 BHXH da chét ciia NLD dong BHXH
da nghi viéc sau 12 thang khong dén nhan so
Ap dung dbi vai cac truong hop chét sb tir trude 01/01/2016
(Thoi han gidi quyét loai ho so nay: gidi quyet ngay)

1. Tén don vi: Ma don vi:
2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

So

STT Loai giay to, biéu mau lwgng

Diéu kién: Sé BHXH di duoc chét, xac nhdn bao liu

Danh sach d& nghi thu hdi s6 BHXH ciia don vi (02 ban)

File dir liéu cua danh sach dé nghi thu hdi s6 BHXH

1
2
3. S6 BHXH (méu cil) hodc t& bia s6 BHXH (s6 mau méi)
4 Céc trang to roi s6 BHXH

Luwu y: S6 tham gia tai tinh/thanh phé khdc hodc c6 qud trinh tham gia trude thang 07/1995 lap mét danh sach riéng.

Ngay tra két qua: ............ [oviiiiiiinnin [eviiiiiiinnin (Qua han tra hd so 30 ngay, cac don vi chwa dén nhan,
co quan BHXH s€ chuyén ho so nay vao kho luu trir)

............... ,ngay...... thang...... ndm......
Can bo tiep nhan ho so Nguwoi nop ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016
S6 Ho s0: 310/............... /SO CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Bo sung ho so cip so BHXH cho lao dong ky truéc
(Thoi han giai quyét loai hd so nay: 10 ngay lam viéc)

1. Tén don vi: Ma don vi:

2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

STT Loai gidy to, biéu miu m?;:ng
1 Danh sach lao dong chua cip sb cua co quan BHXH lap chuyén cho don vi ky trude (mau
' D09a-TS, 01 ban).

2. T khai tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
Ngay tra két qua: ............ [oviiiiiiiinans [oviiiiiiiinan, (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......
Cin b tiép nhan hd so Nguoi ndp hd so

(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho so0: 311/............... /THU CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai hd so: Piéu chinh ndi dung da ghi trén so BHXH
Ap dung doi véi trwong hop ngwoi lao dpng dirng dong BHXH va da dwoc chot so BHXH
(Thot han giai quyét loai ho so nay: 10 ngay lam viéc)
1. Tén don vi: Ma don vi:
2. DBién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

CoE iz S6
STT Loai giay to, biéu mau
lwgng

1. Danh sach diéu chinh lao dong va mirc dong BHXH,BHYT, BHTN (miu D02-TS, 01 ban)
2. T& khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 bén)
3. S6 BHXH (mau cii) hodc to bia s6 BHXH (s6 mau m&i)
4, Céc td roi s6 BHXH

Ho so lién quan dén viéc diéu chinh: Quyét dinh, HOp dONG ...........ccooeeiiiii i
T PP
Ngay tra két qua: ................ [oviiiiiiiiiiin, [oviiiiiiiiiinin, (Qua han tra hd so 30 ngay, cac don vi chua dén

nhan, co quan BHXH sé& chuyén hd so vao kho luu trit)

............... ,ngay...... thang...... nam......
Can b¢ tiép nhan ho so Nguwoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho so0: 313/.............../SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO

Loai hd so: Cap, ghi so thoi gian cong tic trude thang 01/1995; diéu chinh lam nghé

hoac cong viéc nang nhoc, doc hai, nguy hiém hoac dac biét ning nhoc, doc hal, nguy
hiém truéc 1995 hoic thoi gian dam nhlem chirc danh truéc thang 01/1998 ddi voi can

N by cap xi o

(Thoi han giai quyét loai ho so nay: 20 ngay lam viéc doi voi truong hop cap ghi so thoi gian cong tac trudce thang

01/1995; diéu chinh lam nghé h/o;ic cong viée nang nhoc, doc hai, nguy hiém hodc dic biét ning nh(_)(lz, doc hai, nguy biém trude
1995; 30 ngay lam viéc doi véi truong hop dam nhiém chirc danh trude thang 01/1998 do6i voi can bo cap xa)

1. Tén don vi: Ma don vi:
2. Dién thoai: Email:

3. bia chi nhan tra két qua ho so qua buu dién (néu co):

K o, peR x Sb
STT Loai gia ieu m
0ai giay to, bieu mau lwong
I Hb so cip ghi so thoi gian cong tac truéc thang 01/1995; diéu chinh 1am nghé hoic cong viée ning nhoc,
doc hai, nguy hiém hoic dic biét nang nhoc, doc hai, nguy hiém truéc 1995:
l. T& khai cung cap va thay dbi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban//ngudi)
3. | S6 Bao hiém xa hoi (néu co)
4. | Phiéu bao hd so (néu co)
5. HO so, gidy to goc 6 lién quan: ndp theo “Phu luc PGNHS 313- huréng dan danh muc ho so”

II Hb so cip ghi so6 thoi gian dam nhiém chirc danh truée thang 01/1998 dbi véi can b cAp xa:

a. Pon vi sit dung lao dong, ngwoi lao dong:

- Danh sach lao dong tham gia BHXH, BHYT, BHTN ( Mau D02-TS, 01 ban) chi dp dung déi véi cdc doi
twong quy dinh tai thong tw lién tich 03/2010/TTLT-BNV BTC BLDTBXH ngay 27/5/2010

T khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 ban//ngudi) chi dp
2. dung doi voi cac doi twong quy dinh tai thong tw lién tich 03/2010/TTLT-BNV- BTC- BLDTBXH ngay
27/5/2010

S6 Béo hiém xa hoi (néu co)

Phiéu bao hd so (néu co)

3
4
5. HO so, gidy to goc co lién quan: ndp theo “Phu luc PGNHS 313- hiréng dan danh muc hé so
b BHXH quén, huyén:

1. Bién ban thdm dinh (theo Mau, 01 ban) do BHXH quén, huyén lap

Danh sach can bo xi thugc déi twong thuc hién theo quyét dinh sb 1674/QD-TTG (theo Mau s6
2. 01-CBXTPHCM,01 ban) do BHXH quan huyén 1ap chi ap dung doi voi doi twong theo quy dinh tai Quyet dinh
s0 1674/OD-TTe ngay 08/11/2012 cua Thu twong Chinh phu

Lueu y: Thit tuc nop ho so:
- Nguwoi danglam viéc ngp hé so cho co quan BHXH hodc nép théng qua don vi noi dang lam vzec
- Nguoi dang bdo heu thoi gian déng BHXH, nguoi da dwoc gidi quyét hwong lwong hiew, tro' cdp BHXH: nép ho so
cho co quan BHXH.
Ngay tra két qua: ............ [oviiiiiiiinans [oviiiiiiiinan, (Qua han tra hd so 30 ngy, cac don vi chua dén nhan,
co quan BHXH s& chuyén ho so nay vao kho luu trir)

............... ,ngay...... thang...... nam......

Cin b tiép nhan hd so Nguoi ndp hd so



Phiéu giao nhén ho so nay dp dung ké tir ngay 22/02/2016

S6 Ho so: 314/............... /SO CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

PHIEU GIAO NHAN HO SO
Loai ho so: Ngudi lao dong dé nghi nhan s6 BHXH do
don vi da nop tra co quan BHXH
(Thoi han giai quyét loai hd so nay: 12 ngay lam viéc)

1. Tén don vi: Ma don vi:
2. Bién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

So

STT Loai giay to, biéu mau lwong

T& khai cung cp va thay doi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi) (cO Xac
nhan cua don vi st dung lao dong)

Luu y:
- Néu don vi da gidi thé nguoi lao dong khéng phdi xin xdc nhdn trong don (muc 1).
- Trwong hop nguwoi lao ddng c6 nhiéu s6, co quan BHXH sé Idp phiéu yéu cdu lam thi tuc gdp sé
theo Phiéu giao nhdn ho so sé 304.

Ngay tra két qua: ............ [oviiiiiiinnin [oviiiiiiinnin (Qua han tra ho so 30 ngay, néu chwa dén nhén, co quan
BHXH s¢€ chuyén ho so nay vao kho Iuu trir)

............... ,ngay...... thang...... nam......
Can bg tiep nhan ho so Nguwoi ngp ho so

(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho so: 314b............... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc
PHIEU GIAO NHAN HO SO

Loai hé so: Nguoi lao dong dé nghi nhan s6 BHXH
do don vi da ngp tra co quan BHXH tir ndm 2008 tré veé trudce
(Thot han giadi quyét 14 ngay lam viéc)

1. Ho va tén:

2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

STT Loai gidy to, biéu miu S0
luwgng

1. Bién ban ban giao s6 BHXH giira don vi str dung lao dong va co quan BHXH

2. Danh sach s6 BHXH ban giao cho co quan BHXH (c6 x4c nhan ciia co quan BHXH)

3. Td khai cung cap va thay dbi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)

Luu y: Truong hop nguoi lao déng cé nhiéu sé, co quan BHXH sé ldp phiéu yéu cau lam thii tuc gop sé theo Phiéu
giao nhdn hé so s6 304.

Ngay tra két qua: ............ [oviiiiiiinnin [oviiiiiiinnin (Qua han tra ho so 30 ngay, néu chwa dén nhén, co quan
BHXH s¢€ chuyén ho so nay vao kho luu trir).

.............. ,ngay...... thang...... nam......

Cin b tiép nhan hd so Nguoi ndp hd so

(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S0 HO 502 315/.uuuuunnnnnnnn. /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Chuyén qua trinh tham gia BHXH tir nhiéu so vé s6 goc
trong trudmg hop cé6 mét hay nhiéu sé BHXH dang lwu giit ¢ co quan BHXH
(Thoi han giai quyét loai hd so nay: 26 ngay lam viéc)

1. Tén don vi: Ma don vi:

2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

STT Loai gidy to, biéu miu S0
lugng

To khai cung cap va thay d6i thong tin ngudi tham gia BHXH, BHYT (mau TK1-TS, 01 bén)

S6 BHXH gbc, cac s6 BHXH khac kém day du cac to roi s6 BHXH (néu co)

1
2
3. | The¢ BHYT cii con thoi han sir dung (néu co)
4

Gidy gidi thiéu cta don vi da tra s6 BHXH cho co quan BHXH (néu co)

Luu y:

Thu tuc nop ho so:
- Nguwoi dang lam viéc ngp hé so cho co quan BHXH hodic ndp théng qua don vi noi dang lam viéc.
- Nguoi dd nghi viéc (s6BHXH da duge chot): np hé so 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&
chuyén ho so vao kho luu trit).

............... ,ngay...... thang...... nam......
Can b tiep nhan ho so Nguoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho s0: 316/............... /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Cap lai so6 BHXH cho truong hop bi thu hoi tro cAp thit nghiép
(Thoi han gidi quyét loai ho so nay: 15 ngay lam viéc)
1. Tén don vi: Ma don vi:
2. DBién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

Lok iz s S6
STT Loai giay to, bi€éu mau 0
luwgng
Ap dung d6i véi treong hop ngudi lao dong cé 1 s6 BHXH:
1. Td khai cung cap va thay dbi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
5 Quyét dinh vé viéc thu hoi tién tro cdp that nghiép huong sai quy dinh hodc Quyét dinh huy
' TCTN (ban sao, 01 ban)
3. S6 BHXH kém day du cac to roi so6 BHXH.
Luu y:
- Truong hop nguoi lao déng c6 nhiéu sé BHXH thi lam thii tuc gdp so6 theo Phiéu giao nhdn hé so sé 304.
Ngay tra két qua: ............ [oviiiiiiinnin [oviiiiiiinnin (Qua han tra ho so 30 ngay, néu chwa dén nhén, co quan

BHXH s& chuyén hd so nay vao kho luu triy).

............... ,ngay...... thang...... nam......
Can b¢ tiép nhan ho so Nguwoi ngp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 HO 502 317/...uuuuen...en /SO CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Cap lai so BHXH do da nhan tro cAp BHXH 1 ldn bi thu hoi s6 hoic
that lac s6 sau d6 tiép tuc tham gia BHXH hodic khong tiép tuc tham gia; hoiic chot so
cho truong hop don vj da gidi thé pha san da tt toan thu
(Thot han gidi quyét loai ho so nay: 15 ngay lam viéc)
1. Tén don vi: Ma don vi:

2. Dién thoai: Email:

3. bia chi nhan tra két qua ho so qua buu dién (néu co):

r

Y SRR x So
STT Loai giay to, bi€éu mau
| lugng
I Truwong hop da gidi quyét tro cAp BHXH 1 lan truée ngay 01/02/2011 bi thit lac s6, sau d6 tiép tuc tham
' gia BHXH:
1. Td khai cung cap va thay dbi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
- Truwong hop da giai quyét tro cip BHXH 1 lin ké tir ngay 01/02/2011 tré di, bi thu hdi s6 sau dé tiép tuc

tham gia BHXH:

- Gidy xac nhén thoi gian dong BHTN chwa huong (mau C15-TS, 01 ban chinh) (néu ¢é);

Trudr}g hop nguoi lao dong khong c¢6 mau C15-TS duoc quy dinh tai khoan 1, muc II & trén; bd sung mot trong
ba giay to sau:

- T khai cung cip va thay d6i thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/nguoi); [
2. | hose

- Phiéu x4c nhén thu hdi s6 BHXH ( miu 01-XN/THS, 01 ban chinh); [ ] hodc

- Quyét dinh huéng trg cdp BHXH 1 14n ( 01 ban chinh). [

Luuy
- T& khai cung cép va thay dbi thong tin nguoi tham gia BHXH, BHYT (mdu TK1-TS) dé nghi ghi ré noi dé nhén tro
cap BHXH 1 lan.
- Trudng hop vira cap lai s0 vira chdt so thi ghi rd trong to khai (mau TK1-TS)

Ngay tra két qua: ............ [oviiiiiinnin [oviiiiiiinnin (Qua han tra hd so 30 ngay, cac don vi chwa dén nhan,
co quan BHXH s€ chuyén ho so nay vao kho luu trir)

............... ,ngay...... thang...... ndm......
Can b tiép nhan ho so Nguwoi nop ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 HO 502 333/...ceuuennn... /THU- SO,THE CONG HOA XA HQI CHU NGHIA VIET NAM
S6 Ho so: 333a/............... / SO, THE Poc 1ap - Tu do - Hanh phiic

PHIEU GIAO NHAN HO SO

Loai ho so: Giii quyét ho so nhanh nghi¢p vu Thu - S0, Thé
(Thoi han giai quyét loai hd so nay:hd so thé BHYT: giai quyét trong ngay; hd so s6 BHXH: t6i da 08 ngay lam viéc)

1. Tén don vi: Ma don vi:
2. bién thoai: Email:

3. Dia chi nhan tra két qua hd so qua buu dién (néu co):

r

STT Loai gidy to, biéu miu S0
lugng

A Ho so Thu- S&, thé

I Hb so do 13i ciia co' quan BHXH:

1. Phiéu dé nghi - do Phong (B6 phan) TNQLHS lap

2 S6 BHXH kém theo céc to rdi s6 BHXH (néu c6)

3. Thé BHYT

4 HO SO KSM the0.....oovve e

1L Ho so do yéu cdu ciia don vi, ngudi tham gia hodc mét sé ddi twong wu tién:

Phiéu giai quyét hd so nhanh — do Phong (bo phan) TNQLHS lap

1. S6 BHXH kém theo céc to roi s6 BHXH (néu c6)
2. Thé¢ BHYT
3 HO SO KEIMI thE0. oo e
B. Ho so' S6, thé
L Hb so do 13i ciia co quan BHXH:
1. Phiéu d& nghi - do Phong (b phan) TNQLHS lap
2 S6 BHXH kém theo céc to roi s6 BHXH ( néu c6)
3. Thé BHYT
4 HO SO KM thE0. ..ot
IL. Hb so do yéu ciu cia don vi, ngudi tham gia hodc mét sé ddi twong wu tién:
1. Phiéu giai quyét hd so nhanh — do Phong (bd phan) TNQLHS lap
2. S6 BHXH kém theo céc to rdi s6 BHXH (néu c6)
3. Thé BHYT
HO SO KEIM thEO vttt
B

Luu y: khéng gidi quyét nhanh doi véi hé so cap lai s6 BHXH do mat.

Ngay tra két qua: ...../...../20..... (Qua han tra hd so 30 ngay, cac don vi chua dén nhan, co quan BHXH sé&

chuyén hé so vao kho luu tri).
............... ,ngay...... thang...... nam......
Can b tiép nhan ho so Ngudi np ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho so: 401/................THE

Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Poi thé BHYT do thong tin ghi trén thé khong ding
(Thoi han giai quyét loai hd so nay: 05 ngay lam viéc)

1. Tén don vi: Ma don vi:

2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

CONG HOA XA HOQI CHU NGHIA VIET NAM

CoE iz S6
STT Loai giay to, biéu mau
lwgng
L Thii tuc hd so:
1. T khai cung cap va thay d6i thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
2. Thé BHYT cii con gia tri;
3 D6i v6i truong hop nhan than ghi trén thé khong dung, bo sung mot trong cac gidy to sau: Gidy khai sinh,
' CMND, S6 hé khau, Thé hoc sinh (d6i v6i truong hop con di hoc) (Ban sao c¢6 ching thuc)

1L Thii tuc hd so dbi véi ddi twong chinh sich thude sé¢ Lao dong Thuwong binh va Xa hdi quan ly:
1. Td khai cung cap va thay dbi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
2. Thé BHYT cii con gia tri;
1. Truwong hop muc I, muc II, néu vira diéu chinh nhén than vira cAp mit thé BHYT:

B6 sung thém ho so:

- Truong hop don vi ndp hé so: Gie”iy cam két (mau 401a/THE) hodc

- Trudng hop ca nhan ndp ho so: Gidy cam két (mau 401b/THE)
Luu y:

- Thui tuc ndp hé so:

+ Nguoi danglam viéc nép ho so cho co quan BHXH hodc nép théng qua don vi noi dang lam viéc.
+ Cdc trieong hop khdc: ngp hé so cho co quan BHXH noi cdp thé BHYT.

- Tai khoan 3 muc I néu khong nop “Ban sao co chirng thyc” thi nop “Badn photo” kem “Bdn chinh” dé doi chiéu (can
bé tiép nhdn ho so cdn cir vao Ban chinh doi chiéu, ky xdc nhdn vao ban photo).
Ngay tra két qua: ............ [oviiiiiininnn [oviiiiianinin (Qua han tra hd so 30 ngay, cac don vi chua dén nhan,
co quan BHXH s& chuyén hé so nay vao kho luu trir)

............... ,ngay...... thang...... ndm......
Can bg tiép nhan ho so Nguwoi nop ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho so: 402/................,THE CONG HOA XA HQI CHU NGHIA VIET NAM
Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Cép lai hoiic d6i thé BHYT do mat, bi hw héng,
diéu chinh quyén loi kham chira bénh va thay d6i noi kham chira bénh hoic
ddi thoi diém hwéng tir di S nam lién tyc
(Thoi han gidi quyét loai ho so nay: 05 ngay lam viéc)

I.Téndon vi(canhan): ..ot e, MAadon vii..oooooiiiiiiiiiiii
2.Dién thoair ....oooeiniiiii Emaili... .o
SIS S6
STT Loai giay to, bieéu mau
lugng
L Cép lai thé BHYT do mit hoic hw héng :
1. Td khai cung cap va thay d6i thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
2. Thé BHYT cii con gia tri (truong hop thé BHYT bi hu hdng).
. Poi thé BHYT do: diéu chinh quyén lgi kham chira bénh; thay d6i noi kham chira bé¢nh hoic doi thoi
) diém hwong tir di 5 ndm lién tuc
1. Td khai cung cap va thay dbi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/ngudi)
2. Thé BHYT cii con gia tri
- Trudng hop diéu chinh quyén loi kham, chita bénh: Gidy t& c6 lién quan dén mirc huéng quyén loi cao hon
3 (Ban sao c6 chiing thuc hodc ban pho t6 kém ban chinh dé doi chicu).
' - Truong hop doi thoi diém huong tir dG 5 nam lién tuc, néu c6 qua trinh tham gia BHYT trudc d6 ¢ tinh/thanh/
pho khac: b6 sung ban chinh ““ Giay xac nhan tham gia BHYT” do BHXH tinh/thanh pho khéc cap.
Luu y:

- Thu tuc ngp hé so:

+ Nguoi dang lam viéc ndp ho so cho co quan BHXH hodc ndp thong qua don vi noi dang lam viéc.

+ Cdc treong hop khdc: ngp hé so cho co quan BHXH.

- Thé BHYT cdp lai do bi mdt chi dwoc thay doi noi kham, chita bénh ban dau sau 12 thdng ké tir ngay cap lai

- Viéc d6i thé BHYT do thay d6i noi kham chita bénh ban ddu chl thwe hién vao ngay 01 dén ngay 10 ciia thang dau
moi quy. Riéng truong hop nhdn ho so tir ngay 21 cua thang cuoi quy va co ngay trd két qua truoc ngay 01 cua
thang dau quy sau, thi thoi han tra két qua vao budi chiéu ngay lam viéc dau tién cia thang dau quy sau.

Ngay tra két qua: ............ Lo, Lo, (Qua han tra hd so 30 ngay, cac don vi chua dén nhan, co quan
BHXH s& chuyén hé so nay vao kho luu trir).

............... ,ngay...... thang...... nam......
Can b tiép nhéin ho so Nguoi ndp ho so
(Ky, ghi ho tén) (Ky, ghi ho tén)




Phiéu giao nhédn hoé so nay dp dung ké tir ngay 22/02/2016

S6 Ho so: 403/

PHIEU GIAO NHAN HO SO

Loai ho so: Cip thé BHYT cho Ky truéc do thiéu thong tin

(Thoi han gidi quyét loai hd so nay: 07 ngay lam viéc)

1. Tén don vi: Ma don vi:

2. Dién thoai: Email:

3. Pia chi nhan tra két qua ho so qua buu dién (néu co):

............... /THE CONG HOA XA HOI CHU NGHIA VIET NAM
Poc 1ap - Tw do - Hanh phic

CoE Lz S6
STT Loai giay to, biéu mau
lwgng
1 Danh sach khong du thong tin cap thé BHYT ky trude (ctia co quan BHXH lap giri tra don
' vi ky trude)
2. T khai cung cp va thay doi thong tin nguoi tham gia BHXH, BHYT (mau TK1-TS, 01 ban/nguoi)
3. Chuyén file dir liéu
Ngay tra két qua: ............ [oviiiiiinnin [oviiiiiiinnin (Qua han tra hd so 30 ngay, cac don vi chua dén nhan,

co quan BHXH s& chuyén hd so nay vao kho luu trir)

............... ,ngay...... thang...... nam......
Can b tiep nhan ho so
(Ky, ghi ho tén)

Nguoi ndp hd so
(Ky, ghi ho tén)




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 HO 502 50..../eeeueeneenenn../CS-BHYT

1. Ho tén:

PHIEU GIAO NHAN HO SO
Loai ho so: Thanh toan truec tiép chi phi kham chira bénh BHYT.
(Thoi han giai quyét loai ho so nay
néu ndp tai BHXH Q/H thi cong thém 4 ngay vao cac muc 1, 2, 3):

1. Giam dinh tai 01 bénh vién
Giam dinh tai 02 bénh vién

e

Giam dinh ngoai Thanh phd

4. Ly do chua dugc huong BHYT:

5. Pia chi nhén tra két qua hd so qua buu dién (néu co):

I. Loai gidy to, biéu miu

: 16 ngay lam viéc
: 21 ngay lam viée

Giam dinh tai 03 bénh vién trd 1én ~ : 26 ngay lam viéc

: 40 ngay lam viéc.

CONG HOA XA HOQI CHU NGHIA VIET NAM
Doc lap - Tu do - Hanh phuc

STT Noi dung llr?;:lg
1. Thé BHYT (Bén sao)
2. Chirng minh nhan dan (Ban sao)
3. Don thuéc hodc sb y ba (Ban sao)
4. Giéy ra vién - néu c6 (Bén sao)
5. Gidy béo tir - néu c¢6 (Ban sao)
6. Gidy xac nhan thoi gian tham gia BHYT 3 nim lién tuc cho bénh nhan sir dung thudc Glivec va Tasigna (néu
c0)
7. | Gidy chuyén vién, gidy hen tai kham (néu c6)

I1. Hoéa don/ bang ké chi phi kham, chira bénh

STT Noi dung S tién
1. | Hoa don/ bang thong ké chi phi KCB ngay.............
2. Hoéa don/ bang thong ké chi phi KCB ngay.............
3. Hoa don/ bang thdng ké chi phi KCB ngay.............
4. | Hoa don/ bang thong ké chi phi KCB ngay.............
5. Hoa don/ bang thong ké chi phi KCB ngay.............
Téng tién
Luuy:

- Khi dén nép ho so, nguoi bénh mang theo ban chinh: thé BHYT, gidy CMND, gidy ra vién, don thubc dé doi chiéu.
- Khi di nhan tién thanh toan BHYT, bénh nhan mang theo gidy chirng minh nhan dan. Truong hop nguoi khdac nhan thay

phdi cé gidy ity quyén c¢é xdc nhdn ciia phong cong chimg kém theo gidy chirng minh nhdn dan ciia nguoi nhdn thay.

- Cha me nhdén tién thay con dwdi 18 tuéi phai kém theo Gidy khai sinh (ban sao ¢é chirng thiec).
- Nhdn tién tai quay so 31 ( doi voi ho so thanh toan tai BHXH Thanh pho).




Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

Ngay tra Kkét qua ..ol [oviiiiiii, [ (Qué han tra hd so 30 ngay, cac don vi chua dén nhan, co quan BHXH sé&
chuyén ho so nay vao kho Iuu trir)
............... ,ngay...... thang...... nam......

C4n bd tiép nhéan hd so Nguoi ndp ho so



Phiéu giao nhédn hé so nay dp dung ké tir ngay 22/02/2016

S6 Ho s0: 701a./............... /HS CONG HOA XA HQI CHU NGHIA VIET NAM

Doc 1ap - Tw do - Hanh phuc

PHIEU GIAO NHAN HO SO
Loai ho so: Sao y ban chinh ap dung cho BHXH Quan Huyén.
(Thoi han gii quyét 05 ngay lam viéc)

STT e oA \ A X Sé
Loai giay to, biéu mau lwgng

I C4 nhén sao y ho so':

1 Gidy dé nghi sao y (theo méu, 01 ban).

2 | CMND ban sao (ctia nguoi can sao luc hd so, 01 ban).

II |Donvisaoy ho so :

1 | Gidy gi6i thiéu cua don vi (01 ban).

Gidy dé nghi sao y (1 ngudi). Truong hop tir 2 nguoi tré 1én c6 hd so dé nghi sao y, 1ap Danh
sach dé nghi cap ban sao huong BHXH theo mau s6 18, 01 ban.

Luuy:

- Truong hop don vi gidi thi¢u nhan vién di ndp hd so, khi tiép nhén hd so can bd TNHS kiém tra

CMND ctia nguoi duoc gidi thidu va ghi vao Phiéu giao nhan da d6i chiéu véi CMND ban chinh.
- S6 luong 1 1an sao y khong qua 4 bo.

Ngay tra két qua: ............ [oviiiiiiiinan [oviiiiiiiinin (Qua han tra hd so 30 ngay, cac don vi chua dén
nhén, co quan BHXH s€ chuyén ho so nay vao kho luu trir)
............... ,ngay...... thng...... ndm......
Can b tiép nhin ho so Nguwoi nop ho so

(Ky, ghi 13 ho tén) (Ky, ghi 15 ho tén)




BAO HIEM XA HOI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
BAO HIEM XA HOQI TP. HO CHI MINH Déc 1ap - Tu do - Hanh phiic

GIAY PE NGHI

Loai ho so : Sao y ban chinh

- Ngay, thang, nam sinh ;... e e e

- SO SO DA h1€M XA NOT 1 .ot

-DPiénthoat: ... s DIAONG fo
- Loai hd so sao y :Huutri 0 Huu tri Quan déi o Mat sttc 0 Tudt 0 TNLD-BNN O
T/CAP BHXH 01 JAN Dottt

S TUONE & .o
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MAu s6 18 - Danh sach dé nghi cip ban sao hé so hwéng

BHXH
BAO HIEM XA HOQI TP. HO CHI MINH CONG HOA XA HOQI CHU NGHIA VIET NAM
Phong/BHXH ........cccvvvvninnenn. Poc 1ap - Tu do - Hanh phic

DANH SACH PE NGHI CAP BAN SAO HO SO HUONG BHXH
(Kém theo Céng vin s ...... ngay... thang... nam ... cua Phong..../BHXH... ... ... )

STT | Ho, tén va nim sinh | S s Pon vi cong tac trwde khi nghi | Ché do BHXH | Loai ho so | S6 lwong | Ghi chu
ciia doi twong hwéng| BHXH dang hwéng saoy ( bd/béan)
Cb BHXH
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PHU LUC 01

CAC LOAI GIAY TO GUT KEM TO KHAI CUNG CAP VA THAY POI THONG TIN
NGUOI THAM GIA BHXH, BHYT (MAU TK1-TS)

Ngudi duge cong ndi thoi gian nhung khong phai déng BHXH
1. Truong hop cip va ghi xac nhan thoi gian dong BHXH cho nguoi lao

dong c6 thoi gian cong tac trude ndm 1995 (khong bao gdm ngudi bi ky luat bude
thoi viéc hodc tu y bo viée, bi phat ti giam trudc ngay 01/01/1995), hd so bao
gom:

a) Ly lich gdc va 1y lich bd sung (néu c6) cua ngudi lao dong, quyét dinh
tiép nhan, hop dong lao dong, cac gidy to c6 lién quan khac nhu: quyét dinh nang
bac luong, quyét dinh didu dong hoic quyét dinh chuyén cong tac, quyét dinh
phuc vién xuét ngil, chuyén nganh, gidy thoi tra luong ...;

b) Ngudi nghi chd viée tir thang 11/1987 dén trude ngay 01/01/1995: thém
Quyét dinh nghi chd viéc va Danh sach ctia don vi c¢6 tén nguoi lao dong dén
ngay 31/12/1994 hodc cac gidy to xac dinh nguoi lao dong co tén trong danh sach
cua don vi dén ngay 31/12/1994.

- Trudng hop khong c6 quyét dinh nghi chd viée thi phai c¢6 xac nhan bang
van ban cua thil trudng don vi tai thoi diém 1ap ho so dé nghi cap s6 BHXH, trong
d6 dam bao ngudi lao dong co tén trong danh sach cua don vi tai thoi diém co
quyét dinh nghi chd viéc va chua hudng cac khoan tro cAp mot lan.

- Truong hop don vi di giai thé thi do co quan quan 1y cap trén truc tiép xéac
nhan.

2. Trudng hop cap va ghi xac nhan thoi gian dong BHXH d6i v6i can bo,
cong chirc, vién chire, cong nhan, quan nhan va cong an nhan dan thudc bién ché
cac co quan Nha nudc, t6 chirc chinh tri - xa hdi, doanh nghi¢p Nha nudc, don vi
lwc lwong vil trang da xuét canh hop phap nhung khong vé nudc dung han (khong
bao gém nhing truong hop vi pham phap ludt ciia nudc ngoai bi truc xuat vé
nudc hodc bi ky luat budc phai vé nudce hodc bi ti giam trude ngay 01/01/1995):

a) Ho so kém theo ctia ngudi lao dong co6 thdi han & nudc ngoai theo Hiép
dinh cua Chinh phu va cta nguoi di lam doi trudng, phién dich, can b viung do

nudc ngoai tra lwong bao gom:



- Ly lich gbc, 1y lich bo sung (néu co), cac gidy to gdc c6 lién quan dén thoi
gian lam viéc, tién luong cta ngudi lao dong trude khi di lam viéc & nudc ngoai;
quyét dinh tiép nhan trd lai lam viée d6i v6i trudng hop ngudi lao dong vé nude
va tiép tuc lam viéc trude ngay 01/01/1995. Trudng hop khong c6 Quyét dinh tiép
nhan thi dugc thay thé bang 1y lich do nguoi lao dong khai khi duoc tiép nhan tro
lai Iam viéc hodc ly lich cuia nguoi lao dong khai c6 xac nhan cua don vi tiép
nhan.

- Ban chinh “Théng bao chuyén tra” hoic “Quyét dinh chuyén tra” ctia Cuc
Hop tac quéc té vé lao dong (nay 1a Cuc Quén ly lao dong ngoai nudc) cp.
Trudng hop khong con ban chinh “Théng bao chuyén tra” hodc “Quyét dinh
chuyén tra” thi phai c6 Gidy xac nhan vé thoi gian di hop tac lao dong dé giai
quyét ché d6 bao hiém xa hoi cua Cuc Quan Iy lao dong ngoai nudc trén co sé
don dé nghi cta ngudi lao dong.

- Giéy xac nhan chua nhan ché do trg cép mét lan, trg cép phuc vién, XUt
ngii sau khi vé nudc ctia co quan, don vi truc tiép quan 1y nguoi lao dong trude
khi di cong tac, lam viéc ¢6 thoi gian & nudc ngoai. Truong hop co quan, don vi
d3 giai thé thi co quan, don vi quan 1y cép trén truc tiép xac nhan.

b) H6 so kém theo ciia nguoi di 1am viéc & nudc ngoai theo hinh thirc hop
tac truc tiép giita cac B9, dia phuong cta Nha nude ta vai cac to chirc kinh té cia
nudc ngoai bao gom:

- Ly lich gbc, 1y lich bo sung (néu co), cac gidy to gdc c6 lién quan dén thoi
gian 1am viéc, tién luong cia ngudi lao dong trudce khi di lam viée & nudc ngoai;
quyét dinh tiép nhan tré lai lam viéc d6i v6i trudng hop nguoi lao dong vé nudce
va tiép tuc 1am viée trude ngay 01/01/1995. Truong hop khong c6 Quyét dinh tiép
nhan thi duoc thay thé bang Ly lich do ngudi lao dong khai khi dugce tiép nhan tre
lai 1am viéc hodc 1y lich cia nguoi lao dong khai c6 xac nhan cua don vi tiép
nhan.

- Giéy x4c nhan chua nhan ché do tro cép mét 1an, trg cép phuc vién, Xuét
ngil sau khi vé nudc cia co quan, don vi truc tiép quan 1y ngudi lao dong trudc
khi di cong tac, lam viéc c6 thoi gian & nudc ngoai. Truong hop co quan, don vi

d3 giai thé thi co quan, don vi quan 1y cdp trén truc tiép xac nhan.
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- Ban chinh Quyét dinh cir di cong tac, 1am viéc ¢ thoi han ¢ nudc ngoai
hodc ban sao Quyét dinh trong truong hop ngudi lao dong duogc cir di cong tac,
1am viéc c6 thoi han & nude ngoai bang mot Quyét dinh chung cho nhiéu ngudi.

+ Truong hop khong con ban chinh Quyét dinh cir di cong tac, lam viéc co
thoi han & nude ngoai thi duge thay thé bang ban sao Quyét dinh ¢6 xac nhan cia
don vi ctr di.

+ Truong hop khong c6 Quyét dinh cir di cong tac, 1am viéce, hoc tap, thuc
tap c6 thoi han & nudc ngoai thi phai ¢ xac nhan bang vin ban cua thu trudng co
quan, don vi cir nguodi lao dong, trong d6 ghi rd thoi gian nguoi lao dong duoc cur
di cong tac, lam viéc, hoc tap, thuc tap céd thoi han & nudc ngoai va phai chiu
trach nhiém trudc phap lut vé ndi dung xac nhan. Trudng hop co quan, don vi ctr
di khong con ton tai thi co quan quan 1y cép trén truc tiép xac nhan va chiu trach
nhiém trudce phap luat vé ndi dung x4c nhan.

c) Ho so kém theo cua nguoi di hoc tap, thuc tap ¢ nudc ngoai bao gém:

- Ly lich gbc, 1y lich bo sung (néu co), cac gidy to gdc c6 lién quan dén thoi
gian lam viéc, tién luong cta ngudi lao dong trude khi di lam viéc & nudc ngoai;
quyét dinh tiép nhan trd lai lam viéc d6i v6i trudng hop ngudi lao dong vé nudce
va tiép tuc 1am viéc trudc ngdy 01 thang 01 nim 1995. Trudng hop khong cod
Quyét dinh tiép nhan thi dugc thay thé bang Ly lich do ngudi lao dong khai khi
duoc tiép nhan tro lai lam viéc hodc 1y lich cua nguoi lao dong khai c6 xac nhan
cua don vi tiép nhan.

- Giéy x4c nhan chua nhan ché do trg cép mét lan, tro cép phuc vién, xuat
ngii sau khi vé nudc ctia co quan, don vi truc tiép quan 1y nguoi lao dong trude
khi di cong tac, lam viéc ¢6 thoi gian & nudc ngoai. Truong hop co quan, don vi
d3 giai thé thi co quan, don vi quan 1y céap trén truc tiép xac nhan.

- Ban chinh Quyét dinh ctr di hoc tap, thuc tap co6 thot han ¢ nude ngoai
hoic ban sao Quyét dinh trong trudng hop ngudi lao dong duoc cir di hoc tap,
thuc tap c6 thoi han ¢ nude ngoai bang mot Quyét dinh chung cho nhiéu ngudi.

+ Truong hop khong con ban chinh Quyét dinh ctr di hoc tap, thuc tap co
thoi han ¢ nude ngoai thi dugce thay thé béng ban sao Quyét dinh c6 xac nhan cua

don vi cu di.



+ Truong hop khong co Quyét dinh ctr di cong tac, lam viéc, hoc tap, thuc
tap c6 thoi han & nudc ngoai thi phai ¢ xac nhan bang vin ban cua thi truong co
quan, don vi cur nguodi lao dong, trong d6 ghi ro thoi gian nguoi lao dong duoc cir
di cong tac, lam vi¢c, hoc tap, thuc tap co thoi han & nude ngoai va phai chiu
trach nhiém trudc phap lut vé ndi dung xac nhan. Trudng hop co quan, don vi ctr
di khong con ton tai thi co quan quan 1y cap trén truc tiép xac nhan va chiu trach
nhiém trudc phéap luat vé noi dung x4c nhan.

d) Hd so kém theo cua nguoi di lam chuyén gia theo Hiép dinh cua Chinh
pht bao gom:

- Ly lich gbc, 1y lich bo sung (néu co), cac gidy to gdc c6 lién quan dén thoi
gian lam viéc, tién luong cta ngudi lao dong trude khi di lam viéc & nudc ngoai;
quyét dinh tiép nhan trd lai lam viée d6i v6i trudng hop ngudi lao dong vé nude
va tiép tuc lam viéc trude ngay 01/01/1995. Trudng hop khong c6 Quyét dinh tiép
nhan thi dugc thay thé bang Ly lich do nguoi lao dong khai khi duoc tiép nhan tro
lai Iam viéc hodc ly lich cuia nguoi lao dong khai c6 xac nhan cua don vi tiép
nhan.

- Giéy xac nhan chua nhan ché do trg cép mét lan, tro cép phuc vién, xuat
ngii sau khi vé nudc ctia co quan, don vi truc tiép quan 1y nguoi lao dong trude
khi di cong tac, lam viéc ¢6 thoi gian & nudc ngoai. Truong hop co quan, don vi
d3 giai thé thi co quan, don vi quan 1y cép trén truc tiép xac nhan.

- Ban chinh Quyét dinh cir di 1am chuyén gia ¢ nudc ngoai hoic ban sao
Quyét dinh trong truong hop nguoi lao dong dugc ctr di lam chuyén gia bang mot
Quyét dinh chung cho nhiéu ngudi.

+ Truong hop khéng con ban chinh Quyét dinh cir di 1am chuyén gia ¢
nudc ngoai thi duoc thay thé bang ban sao Quyét dinh ¢ xac nhan ctia don vi ctr
di.

+ Truong hop khong co Quyét dinh ctr di cong tac, lam viéc, hoc tap, thuc
tap c6 thoi han & nudc ngoai thi phai ¢ xac nhan bang vin ban cia tha truong co
quan, don vi cir nguoi lao dong, trong d6 ghi rd thoi gian ngudi lao dong dugce cur
di cong tac, lam vi¢c, hoc tap, thuc tap co thoi han & nudc ngoai va phai chiu
trach nhiém trudc phap lut vé ndi dung xac nhan. Trudng hop co quan, don vi ctr
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di khong con ton tai thi co quan quan 1y cip trén truc tiép xac nhan va chiu trach
nhiém trude phéap luat vé ndi dung x4c nhan.

- Gidy xac nhan cua co quan quan 1y chuyén gia vé viéc di hoan thanh
nghia vu dong gop cho ngan sach nha nudc va dong BHXH theo quy dinh cua
Nha nudc cia chuyén gia trong thoi gian lam viée ¢ nude ngoai.

3. Cap va ghi xac nhan thoi gian dong BHXH ddi voi can bd c6 thoi gian
lam viéc & xa, phuong, thi trin, bao gém ca chirc danh khac theo quy dinh tai
Khoan 4, Piéu 8 Théng tu lién tich s6 03/2010/TTLT-BNV-BTC-BLDTBXH;
ngudi lam chuyén trach cong tac Pang, chinh quyén, Mit tran T6 qudc ¢ phudng
xa theo Quyét dinh 1674/QD-TTg ngay 08/11/2012 ctia Thu tuéng Chinh Phu, ho
so kém theo bao gom:

- Hb so, 1y lich géc cua ca nhan;

- Céc gidy to lién quan chimg minh thoi gian 1am viéc & x3, phuong, thi
tran (danh sach, Quyét dinh phan céng, Quyét dinh hudng sinh hoat phi...);

4. Trudng hop cap va ghi xac nhan thoi gian dong BHXH d6i véi ngudi co
thoi gian lam Cha nhiém Hop tac xa ndng nghi€p, ngu nghiép, di€ém nghiép cod
quy mo toan x3, hd so kém theo bao gdom:

- Hb so 1y lich gdc cua c4 nhan, hd so dang vién khai trong thoi gian 1am
Chu nhiém hop tic x4, s0 sach hodc gidy td lién quan nhu: danh sach trich ngang,
danh séach chi trd sinh hoat phi, danh sach hoac Quyét dinh phé duyét, cong nhan
két qua bau ctr... thé hién co thoi gian lam Chu nhiém Hop tic x3 tir ngdy
01/7/1997 trd vé trudc. Truong hop khong co gidy td néu trén nhung cd co sé xac
dinh nguoi lao dong c6 thoi gian 1am Chu nhiém Hop tic xa thi UBND cép xa
phéi hop véi Pang uy, HDND xi noi ngudi lao dong ké khai c6 thoi gian 1am Cha
nhiém hop tac xd cac minh, néu du cin ¢t xac dinh ngudi lao dong c6 thoi gian
lam Cha nhiém hop tac x3 thi c6 van ban (bién ban) xac nhan vé thoi gian 1am
Chu nhiém Hop tac xa, thoi gian cong tac gilr chtrc danh, chuc vy theo quy dinh
tai Piéu 1, Quyét dinh sd 250/Qb-TTg va cam két chiu trach nhiém truée phap
luat vé noi dung x4c nhan.

- Danh sach phé duyét cuia UBND tinh, thanh phd truc thuéc Trung wong
(goi tit UBND tinh) dbi véi ngudi lao dong c6 thoi gian lam Cha nhiém hop tac



X3 ¢6 quy md toan xi tir ngay 01/7/1997 trd vé trude (Mau do UBND tinh ban
hanh).

- Danh sach phé duyét hd so tinh thdi gian lam Chu nhiém Hop tac x4 cla
UBND tinh.

- Gidy xac nhan vé thoi gian lam Chu nhiém Hop tac xd (Mau sb
02-Qb250 kém theo Quyét dinh sb 250/QD-TTg ngay 29/01/2013 cta Thu tudng
Chinh phut) d6i véi ngudi khong cu trd tai tinh, thanh phd cé thoi gian lam cha
nhiém Hop tac xa.

5. Trudng hop cip va ghi xac nhan thoi gian dong BHXH theo quy dinh tai
Khoan 8 Piéu 1 Nghi dinh s6 153/2013/ND-CP ngay 08/11/2013 ctia Chinh phu,
hé so bao gém:

- Quyét dinh phuc vién, XUt ngi;

- Gidy x4c nhin chuwa huong ché do tro cdp theo Quyét dinh sd
47/2002/QD-TTg ngay 11/4/2002; Piém a Khoan 1 Piéu 1 Quyét dinh sd
290/2005/QD-TTg ngay 08/11/2005; Quyét dinh sd 92/2005/QD-TTg ngay
29/4/2005; Quyét dinh s6 142/2008/QD-TTg ngay 2/10/2008; Quyét dinh sd
38/2010/QD-TTg ngay 06/5/2010; Quyét dinh sé 53/2010/QD-TTg ngay
20/8/2010 va Quyét dinh sd 62/2011/QD-TTg ngay 09/11/2011 cta Thu tudng
Chinh phu;

- Quyét dinh vé viéc thu hoi Quyét dinh hudng ché d6 va sb tién tro cép
mot 1an theo Quyét dinh s 142/2008/QD-TTg ngay 27/10/2008 va Quyét dinh sd
38/2010/QD-TTg ngay 06/5/10 cua Tha tudng Chinh phi (néu c6).


http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=47/2002/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=290/2005/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=92/2005/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=142/2008/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=38/2010/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=53/2010/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1
http://thuvienphapluat.vn/phap-luat/tim-van-ban.aspx?keyword=62/2011/Q%C4%90-TTg&area=2&type=0&match=False&vc=True&lan=1

PHU LUC 02

Cic vin ban quy dinh vé diéu chinh 1am nghé; cong viéc ning nhoc, doc hai, nguy hiém
hoac dac biét ning nhoc, doc hai, nguy hiém trudc ngay 01/01/1995:

1. Nghi dinh 235/HDBT ngay 18/9/1985

2. Quyét dinh s6 278/LD-QD ngay 13/11/1976 ctua B6 Lao dong ban hanh bang phan

loai lao dong theo nghé.

3. Thong tu s6 19/LDTBXH-TT ngay 31/12/1990 ctia B6 Lao dong - Thuong binh va

Xa hoi ban hanh.

4. Quyét dinh sé 1453/LDTBXH-QD ngay 13/10/1995 ctia B6 truéng Bo Lao dong -
Thuong binh va X4 hdi vé viéc ban hanh tam thoi danh muc nghé, cong viéc dic biét ning

nhoc, doc hai, nguy hi€ém va nang nhoc, ddc hai, nguy hiém;

5. Quyét dinh s6 915/LDTBXH-QD ngay 30/7/1996 cua Bo truéng Bo Lao dong -
Thuong binh va Xa hdi vé viéc ban hanh tam thoi danh muc nghé, cong viéc dic biét nang
nhoc, ddc hai, nguy hi€ém va nang nhoc, doc hai, nguy hiém;

6. Quyét dinh s6 1085/LDTBXH-QD ngay 06/9/1996 ciia Bo Lao dong - Thuong binh
va Xa hoi;

7. Quyét dinh sé 1629/LDTBXH-QD ngay 26/12/1996 ciia Bo truéng Bo Lao dong -
Thuong binh va Xa hdi vé viéc ban hanh tam thoi danh muc nghé, cong viéc ning nhoc, doc
hai, nguy hiém va dac bi¢t nang nhoc, ddc hai, nguy hiém,;

8. Quyét dinh s 44/LDTBXH-QD ngay 29/01/1997 cta Bo Lao dong - Thuwong binh va
Xa hoi;

9. Thong tu s6 11/LDTBXH-TT ngay 07/4/1997 ciia Bd Lao dong - Thuong binh va Xa
hoi;

10. Quyét dinh s6 190/1999/QD-LDTBXH ngay 03/3/1999 ctia B6 truong Bo Lao dong
- Thuong binh va Xa hi vé viéc ban hanh tam thoi cdc danh muc nghé, cong viéc ddc biét ndng
nhoc, doc hai, nguy hiém;

11. Quyét dinh sb 1580/2000/QD-LDTBXH ngay 26/12/2000 cia Bo truong B Lao
dong - Thuong binh va Xa hgi v€ viéc ban hanh tam thoi danh muc nghé, cong viéc dac biét
nang nhoc, doc hai, nguy hiém va nang nhoc, doc hai, nguy hiém;

12. Quyét dinh s6 1152/2003/QD-LDTBXH ngay 18/9/2003 ctia Bo Lao dong - Thuong
binh va Xa hoi;

13. Mot s6 cong van thoa thuan riéng vé chirc danh nghé véi mot s6 nganh.

* Hd so gém 1 trong cac loai gidy to sau: Quyét dinh phan cong vi tri cong viéc, huong

lwong; Hop dong lao dong, Hop ddng lam viée, quyét dinh lwong, quyét dinh diéu chinh churc
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danh va cic gidy to khac co lién quan dén viéc diéu chinh nhu : 1y lich, cac gidy ching nhan
hoc tap, gidy khen, chimg nhan Lao dong tién tién, Chién si thi dua...c6 thé hién chirc danh
cong tac.



Phu luc PGNHS 313

HUONG DAN DANH MUC HO SO

Y S S6
STT
Loai giay to lwong
I HO SO CAP GHI SO CHO POI TUQNG CONG NOI THOI GIAN NHUNG KHONG PHAI
" | PONG BHXH
Cép va ghi xac nhan thoi gian déng BHXH cho ngudi lao dong cé thoi gian cdng tac trude
I.1 | thang 01/1995 (khong bao gém ngudi bi ky luat bude thoi viée hodc tu ¥ bo viéc, bi phat ti giam
trudc ngay 01/01/1995)
A. | Thim dinh, b6 sung thoi gian cong tac lién tuc trong co' quan Nha nwéc dén ngay 01/01/1995:
1. | Ly lich gbc (xac nhan trude 01/01/1991), Ly lich b sung, Ly lich Pang vién (néu co)
, | Cac HDLD, cic QD chimg minh thoi gian bat dau lam viéc va qua trinh lam viéc lién tuc: QD tiép
| nhan, QD bién ché, QD cir di hoc, QP chuyén cong tac, QD nang x&p lwong, QP b nhiém...
3. Hb so khéc: Gidy théi tra lwong, bang thanh toan luong, Gidy xac nhan...
B Tham dinh, b6 sung thoi gian 13 quin nhan, cong an nhan dan phuc vién, xuét ngii, thdi viéc
© | trwée ngay 15/12/1993:
1. | QD phuc vién, xuat ngii, thoi viéc (Ban chinh)
, | Cac gidy t& ¢6 lién quan dén thoi gian quan doi nhu: Ly lich quan nhan, thé, phiéu quan nhan, QD
) phong, ning ham, QP diéu dong, Huan Huy chuong, Giay khen...
Xac nhan ciia UBND phuong noi ho khau thuong tra v/v khong giai quyét ché do theo QD
3 62/2011/QB-TTg (hodc QP 290/2005/QD-TTg, QD 142/2008/QD-TTg...) kém Ho khau (photo,
’ khong can chirng thuc) hodc Quyét dinh vé viéc thu hoi tién trg cap theo Quyét dinh so0
62/2011/QD-TTg (hoac Qb 290/2005/Qb-TTg, Qb 142/2008/Qb-TTg...)
4. Ly lich xin viéc (co quan, don vi ban dau), Ly lich bd sung, Ly lich Dang vién (néu c6)
5. Hb so khéac: Gidy x4c nhan. ..
Tham dinh, bd sung thoi gian cong tac trong co quan Nha nwée va dwge cir di lam viée, hoc tip
C ¢6 thoi han ¢ nwéc ngoai (Poi tuong thude bién ché cua cac co quan nha nudce, don vi luc lugng vii
) trang dugc co quan, don vi ctr di cong tac, hoc tap, lam viéc c6 thoi han & nude ngoai hodc ddi tuong
lao dong xa hoi dugce cir di HTLD)
1. | Ly lich gbc (x4c nhéan trude 01/01/1991), Ly lich bo sung, Ly lich Pang vién (néu c6)
Cac HPLD, cic QP chimg minh thoi gian bt dau lam viée va qué trinh lam viée, tién luong cua
2. NLD truéde khi di nude ngoai: QD tiép nhan, QD bién ché, QD ctr di hoc, QD chuyén cong tac, Qb
nang xEp luwong, QP bo nhiém...
3. QD ctr di lam viéc, hoc tdp & nudc ngoai
4 Ban chinh Théng bao chuyén tra hoic QD chuyén tra cia Cuc HTQT vé Lao dong hodc Xac nhan
' chua giai quyét tro cap théi viée ctia Cyc Quan Iy Lao dong ngoai nude
5 Giéy xac nhan chua nhan tro cép thoi viéc, tro cép 1 14n sau khi v& nuéc cia co quan, don vi ct NLD
di nudc ngoai (hodc co quan, don vi cap trén truc tiép)
6. | QP tiép nhan tré lai 1am viéc dbi v6i truong hop NLD vé nudc va tiép tuc lam viéc
7. H) so khéc:
Thim dinh, bé sung thoi gian cong tic cia NLD lam viéc trong khu vire nha nuére, nghi chy
D. | viéc tir ngay 01/11/1987 dén trude ngay 01/01/1995 do don vi khong sip xép, bd tri dwerc viée

lam:

Ly lich gbc (xac nhan trude 01/01/1991), Ly lich bd sung, Ly lich Pang vién (néu co)




Cac HPLDP, cac QD chimg minh thoi gian bat dau 1am viéc va qua trinh lam viéc: QP tiép nhan, QP

2. bién ché, QDb cu di hoc, Qb chuyén cong tac, QD nang Xép luvong, Qb b6 nhiém, Giéy thoi tra
luong, bang thanh toan luong ...
3 Danh sach ctia don vi c6 tén NLD dén ngay 31/12/1994 hoic cac gidy to xac dinh NLD c6 tén trong
' danh sach ciia don vi dén ngay 31/12/1994
QP nghi chd viée hodc Van ban xac nhan ciia don vi v/v thoi dién nghi cho viée va chua giai quyét
4. X A oA - A
tro cap thoi viéc hoac BHXH 1 lan
5. | Ho so khac:
E Tham dinh, bd sung thdi gian céng tac trude nim 1995 dwoc tinh theo vin ban chip thuin ciia
" | B4 Lao ddng - Thwong binh va Xi héi:
1. Vin ban chap thuan tinh thoi gian cong tac cia Bo Lao dong - Thuong binh va X4 hoi
2. | Ly lich gbc (xac nhan trudce 01/01/1991), Ly lich bd sung, Ly lich Pang vién (néu c6)
3 Céc HPLD, cac QP c6 lién quan dén qua trinh 1am viéc: QP tiép nhan, QP bién ché, QD cir di hoc,
' QP chuyén cong tac, QD nang xép lwong, QP bd nhiém. ..
L2 Cép va ghi xac nhin thoi gian déng BHXH ddi véi can bd cé thoi gian 1am viée & x, phwong,
) thi tran truée thang 01/1998:
Thim dinh, b6 sung thoi gian giir chirc danh thudc Nghi dinh 09/1998/ND-CP (ké ca chirc danh
A. | Khac) thye hién theo quy dinh tai Khoan 6, Piéu 8 Thong tu lién tich sb
03/2010/TTLT-BNV-BTC-BLDTBXH
1. | Ly lich gbc (xdc nhan truée 01/01/1991), Ly lich bo sung, Ly lich Dang vién (néu ¢6)
5 Céc QP cong nhan, phé chuén, chuan y chtrc danh, QD xép hudng lwong (phu cap), QD cir di hoc
' (néu c9)...
Hb so khac: Danh sach trich ngang, danh sach chi tra sinh hoat phi, cac gidy chimg nhan hoc tap,
3. « X , A A oA e « Kk ~ .
giay khen, chiing nhan Lao d0ng tién tién, Chién si thi dua...
4. T& khai BHXH cii dd duwge BHXH quén, huyén duyét qua trinh trude ddy (néu co)
Tham dinh, b sung théi gian 1am chuyén trach cong tic Pang, chinh quyén, Mit tran T
B. | quoc va cac doan thé & phwong, xa, thi tran (do Quy BHXH bao diam) theo Quyét dinh
s0 1674/QD-TTg:
! Danh sach phé duyét can b phudng, x3, thi tran duoc tinh thoi gian cong tac lién tuc dé hudng
" | BHXH theo Quyét dinh s6 1674/QD-TTg ciia UBND Tp.HCM (Mau 4)
2. | Ly lich gbc (xac nhan trude 01/01/1991), Ly lich bd sung, Ly lich Pang vién (néu c6)
3 Céc QD cong nhan, phé chuédn, chuan y chirc danh, QB xép hudng luong (phu cip), QP cir di hoc
"~ | (néuco)...
HO6 so khac: Danh sach trich ngang, danh sach chi tra sinh hoat phi, cic gidy chirmg nhan hoc tap,
4. 4 , A A A < K ¥4 ~ .
giay khen, chiing nhan Lao dong tién tién, Chién si thi dua. ..
5. T khai BHXH cii d3 dugec BHXH quan, huyén duyét qua trinh trude dy (néu co)
C Tham dinh, bd sung thoi gian cong tac ciia can bd cap xa dwogc diéu dong, tuyén dung vao quén
) doi, cong an hodc co quan, don vi, doanh nghiép nha nuéc truwéc ngay 01/01/1998:
1. | Ly lich gdc (x4c nhéan trude 01/01/1991), Ly lich bo sung, Ly lich Pang vién (néu c6)
2. QP diéu dong tir UBND cép xa dén co quan, don vi Nha nuée (hoic diéu dong 1én cip huyén)
3 Danh sach trich ngang, danh sach chi tra sinh hoat phi, Danh sach hoac QP cong nhéan chirc danh,
' cong nhan két qua bau cir, QP xép hudng luong (phu cip)...
4. Hb so khac:
Tham dinh, bd sung thoi gian thoi gian 1am Chi nhiém Hop tic xi ndng, ngw, diém nghiép c6
D. | quy mé toan xa thuc hién theo quy dinh tai Quyét dinh s6 250/QD-TTg ngay 29/01/2013 ciia

Thi twéng chinh phi:




Danh sach phé duyét cia UBND tinh, thanh phd d6i v6i nguoi lao dong ¢ thoi gian 1am Chi nhiém
HTX c6 quy md toan xa

Ly lich gdc, Ly lich Pang vién khai trong thoi gian lam Chu nhiém HTX, s6 sach hodc céac gidy to co
lién quan nhu: danh sach trich ngang, danh sach tra sinh hoat phi, danh sach hodc quyét dinh phé
duyét, cong nhan két qua bau cir, QD xép huong luong (phu cép). ..

Gidy x4c nhan (Mau 02-QD 250) ciia BHXH tinh, thanh phé noi nguoi lao dong c6 thoi gian lam
Chu nhiém HTX

II.

HO SO PE NGHI PIEU CHINH CHUC DANH NGHE NANG NHQC, PQC HAL NGUY
HIEM HOAC PAC BIET NANG NHQC, POC HAI, NGUY HIEM THOI GIAN TRUOC
THANG 01/1995:

Quyét dinh phan cong vi tri cong viéc, huong lwong; Hop ddng lao dong, Hop dong lam viée, quyét
dinh luong, quyét dinh diéu chinh chirc danh va cac gidy t& khac c6 lién quan dén viéc diéu chinh
nhu : 1y lich, cac giéy chirng nhén hoc tap, giéy khen, chirng nhén Lao ddng tién tién, Chién si thi
dua...co thé hién chirc danh cong tac.

Ho so khac:




