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S6:3636/QD - BHXH Ha Noi, ngay 16 thang 6 ndm 2008

QUYET PINH
Ban hanh quy dinh cap, quan 1y va sit dung sé bao hiém xa hoi

TONG GIAM POC

- Cin ¢t Luat bao hiém x4 hoi s6 71/2006/QH11 ngay 29 thang 6 nam 2006;

- Can ¢t Nghi dinh s6& 152/2006/ND-CP ngay 22 thang 12 nam 2006 ctia Chinh
phil huéng din mot s6 diéu ciia Luat bao hiém x4 hoi vé bao hiém xa hoi bat budc;

- Can cit Nghi dinh s6 68/2007/ND-CP ngay 19 thang 4 nam 2007 cba Chinh
phit quy dinh chi tiét vi hudng din mot s6 diéu cta Luét bio hiém xa hoi vé bao
hiém xa hoi bit budc d6i véi quan nhan, cong an nhan dan va ngudi lam cong tac co
yéu hudng liromg nhur déi véi quén nhan, céng an nhan dan;

- Can cit Nghi dinh s6 190/2007/ND-CP ngay 28 thing 12 nam 2007 cta Chinh
pht huéng din mét s diéu ciia Luat bdo hiém xa hoi vé béo hiém xa hoi e nguyén;

- Cin ctr Nghi dinh s6 135/2007/ND-CP ngay 16 thing 8 nam 2007 cua
Chinh phii quy dinh vé x{r phat vi pham hanh chinh trong linh virc bio hiém xa hoi;

- Cin cir Nghi dinh s§ 100/2002/ND-CP ngay 06 thing 12 nam 2002 cta
Chinh phii vé chitc nang nhiém vu, quyén han va co cfu t6 chifc ctia Bao hiém xi
ho1 Viét Nam,;

- Xét dé nghi clia Trudng ban Thu bao hiém xa hoi.

QUYET PINH:

Piéu 1: Ban hanh kém theo Quyét dinh nay: Quy dinh vé cip, quan 1y va sir
dung 56 bao hiém xa hoi.

Piéu 2: Quyét dinh nay thay thé Quyét dinh s6 2352/1999/QD-BHXH ngay 28
thing 9 nam 1999 clia Bao hi€ém xa hoi Viét Nam, ¢6 hiéu luc thi hanh tir ngdy 01 thang
7 nam 2008.

Piéu 3: Trudng Ban Thu bao hiém x3 hoi, Chanh Van phong, Thi trudng cic
don vi tryc thudc Bao hiém xa hoi Viét Nam, Gidm d6c Bao hiém x3 hoi cdc tinh,
thanh phé trirc thuéc Trung wong va Thil trudng co quan bao hiém xa hoi thuoc B
Qudc phong, B Cong an, Ban Co yéu Chinh phti chiu trich nhiém thi hanh Quyét
dinh nay,
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UC BIEU MAU SO BHXH

eo Quyét dinh 56 3636/QP-BHXH
008 ctia Tong Gidm doc BHXH Viét Nam)

?"T Tén biéu méau Sé hiéu | Trach nhiém lap
1 | Danh sédch lao dong cip s6 BHXH i O1/SBH | Pon vi SDLD
o o BHXH tinh, BHXH |
2 Bién ban giao, nhin s6 BHXH | 02/SBH huyen va don vi SDLD
3 | Bién ban huy sé BHXH 03/SBH BHXH tinh
- o BHXH tinh, BHXH
| 4 | Dang ky ké hoach cdp s6 BHXH 04/SBH huyén
5 | Don dé nghi cp lai s6 BHXH 05/SBH | Ngudi tham gia BHXH
6 | Ban ghi qud trinh déng BHXH 06/SBH BHXH tinh
7 | S6 theo doi giao, nhin s6 BHXH 07/SBH BHXHht 1nl}, BHXH
uyén
BHXH tinh, BHXH
8 | S6 theo ddi tinh hinh cdp s3 BHXH 08/SBH huyen
9 | Bio cio tdng hop tinh hinh sé BHXH 09/5BH BHXH huyén
10 | Bio cdo téng hop tinh hinh s6 BHXH 10/SBH BHXH tinh
11 | Pang ky k& hoach c4p s6 sé BHXH 11/SBH BHXH huyén
12| 88 theo dbi viéc cip s6 s6 BHXH 12/SBH BHXH tinh
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BAO HIEM XA HOI VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap - Tw do - Hanh phic

QUY PINH
CAP, QUAN LY VA SUDUNG SO BAO HIEM XA HOI

(Ban hanh kém theo Quyét dinh sé 3636 /QD-BHXH
ngay 46 thang 6. nam 2008 ciia Tong Gidm déc Bdo hiém xd hoi Viét Nam)

Phdn I:
QUY PINH CHUNG

[. Pham vi diéu chinh: Vin ban nay quy dinh thl tuc, hé so va quy trinh
cip, quan 1y va sir dung s6 bao hiém x3 hot (BHXH) d6i véi ngudi lao dong tham
gia BHXH bdt bu6c va ngudi tham gia BHXH tu nguyén (sau day dugce viét 1a
ngudi tham gia BHXH), ngudi sir dung lao dong va 18 chite BHXH theo quy dinh
cua Luat BHXH. -

2. S6 BHXH do BHXH Viét Nam phét hanh theo quy dinh tai Quyét dinh
s6 3339/QD-BHXH ngay 16/5/2008 cla Téng Gidm d6c BHXH Viet Nam, dugc
quan |y va Iuu hanh trong pham vi ca nudc. Ngudi su dung lao dong cé trach
nhiém bao quan sé6 BHXH trong thdi gian ngudi tham gia BHXH dang lam viéc.
Ngudi tham gia BHXH tr bao quan s6 BHXH khi khoéng con lam viéc hoac khi
tham gia BHXH tu nguyén.

3. M&i ngudi tham gia BHXH duoge cdp mot s6 BHXH véi mot s s6 duy nhit
dé theo ddi viec déng, hudng cac ché d6 BHXH va la cin cir dé giai quyét céc ché
d6 BHXH theo quy dinh clia phap luat.

Phin II; i .
QUY PINH CU THE

I. POI TUONG CAP SO BHXH.

I. Ngudi tham gia BHXH bat budc quy dinh tai Diéu 2, Nghi dinh s6
152/2006/ND-CP ngay 22/12/2006 ctia Chinh pht huéng din mot s6 diéu clia
Luat BHXH vé BHXH bit bugc; khoan 1 va 2, Diéu 2, Nghi dinh s6
68/2007/ND-CP ngay 19/4/2007 ciia Chinh phi quy dinh chi tiét va huéng din
mot 56 diéu cia Luat BHXH vé BHXH bit buoc d6i v6i quan nhan, cong an
nhin dan va ngudi lam cong tic co yéu hudng lwong nhu d6i véi quan nhén,
cong an nhan dan.



' 2. Ngudi tham gia BHXH tu nguyén quy dinh tai Diéu 2 Nghi dinh s6
190/2007/ND-CP ngay 28/12/2007 cta Chinh phti huéng dan mot s diéu cta Luat
BHXH vé BHXH tu nguyén.

II. THU TUC HO SG VA QUY TRINH CAP SO BHXH.
1. Ho so cap s6 BHXH lan dau.
1.1. D6i v6i nguoi tham gia BHXH bit budc:

1.1.1. Ngudi sir dung lao dong nop hé so cho co quan BHXH theo quy dinh tai
diém 1.1 va 1.2, muc 1V, phan I1, Quyét dinh s6 902/QD-BHXH ngiy 26/6/2007 Quy
dinh vé guan 1y thu béo hiém x3 hai, bdo hiém y & bit bude va diém 5.2, khoan 3,
Diéu 1 Quyét dinh s6 1333/QD-BHXH ngay 21/02/2008 sita d6i bé sung mét s6 diém
tai Quyét dinh s6 902/QD-BHXH ciia BHXH Viét Nam. D6i véi nhimg ngudi tham
gia BHXH con vudng mac vé hd so chira duge cap sé BHXH ky trude thi lap thém
Danh sdch lao dong cap s6 BHXH (Mdu s6 01/SBH clia van ban nay).

1.1.2. Déi véi nguoi lao dong lam viéc thudc khu vac Nha nudc, nghi cho
vigc tir ngay 01/11/1987 dén truée ngay 01/01/1995 do doanh nghiép, co quan, t8
chic khong sip x&p, bd tri duge viée lam, chura nhén trg cdp thoi viéc hoac trg cip
BHXH mét lan tinh d&€n ngay 31/12/1994 vin con c6 tén trong danh séch lao dong
cua don vi (khéng bao gém ngudi bi ky luat budce thoi viéc hodc ty ¥ bod viée, bi
phat ti giam trude ngay 01/01/1995, ra nude ngoai hodc & nude ngoai khoéng hgp
phdp) néu chwra duoc cip s6 BHXH thi duge co quan BHXH cép s6 BHXH. Hd so
dé nghi cdp s6 BHXH clia mbi ngudi bao gom:

- T khai tham gia BHXH, BHYT (Méu s6 01-TBH quy dinh tai Quyét dinh
s6 1333/QD-BHXH ctia BHXH Viét Nam).

- Ly lich g6c va Iy lich bd sung ciia ngudi lao dong (néu cb), quyét dinh tiép
nhan, hgp déng lao dong, cdc gidy t& ¢6 lién quan khdc nhu: quyét dinh nang bic
luong, quyét dinh diéu dong hoic quyét dinh chuyén cong tdc, quyét dinh phuc vién
xudt ngill, chuyén nganh, gidy thoi tra luong, danh sach quan Iy nhéan su hodc danh
sch lao dong va tién luong cia don vi ¢é tén cia nguoi lao dong d6 dén ngay
31/12/1994, hodc cic gidy to xdc dinh nguoi lao dong d6 con co tén trong danh
sdch cta don vi dén 31/12/1994.

- Quyét dinh nghi chd viée, trudmg hop khong ¢d quyét dinh nghi chd viée thi
phai ¢6 xdc nhin bang van ban va cam két chju trich nhiém truée phap luat vé viéc
xdc nhan d6 cua thh trudng don vi tai thoi diém lap hé so dé nghi cdp s6 BHXH,
trong dé dam bao dén ngay 31/12/1994 nguoi lao dong van con ¢ tén trong danh
sach ciia don vi khong thudc d6i tuong bi ky luat... va chura hudng cdc khoan trg
cip 1 1an.



- Riéng ho so clia nguai di lao dong, hoc tap theo Quyét dinh 107/2007/QD-
TTg ngay 13/7/2007 cha Thi tuéng Chinh phil, ngoai thi tuc quy dinh tai diém 1 va
2, muc IV Thong tu s6 24/2007/TT-BLDTBXH ngay 09/11/2007 cia Bé Lao dong -
Thuong binh va Xa hoi thi thém T¢ khai tham gia BHXH, BHYT (Méu s6 01-TBH).

1.2. D61 v&i ngudi tham gia BHXH ty nguyén: Lap to khai tham gia BHXH
tv nguyén (Miu sd OI-TN quy dinh tai cong vin s6 1564/BHXH-BT ngay
02/6/2008 cia BHXH Viét Nam) kém theo 01 ban sao Gidy khai sinh ndp cho
BHXH quan, huyén, thi xd, thanh phd truc thudc tinh (sau diay duge viét la
BHXH huyén) noi cu tru.

2. Trinh tir cap va ghi s6 BHXH 1in diu.
2.1. Co quan BHXH.

- Phong cdp va quan 1y so, thé hodc phong Thu d6i véi BHXH tinh chua
thinh lip phong cdp va quan 1y s6, thé (sau diy dugc viét 13 phong s6, the) thuge
BHXH tinh, thanh ph6 truc thuéc Trung vong (sau day dugce viét 1a BHXH tinh) va
BHXH huyén thdm dinh t& khai ciia ngudi tham gia BHXH bit budc va ngudi tham
gia BHXH tyr nguyén (sau day dugc viét la 1o Khai) theo phén cdp quéan 1y thu cia
BHXH tinh.

- Sau khi thdm dinh 1& khai BHXH tinh vd BHXH huyén nhip toan bo thong
tin trén t khai hodc bd sung nhimg théng tin con thi€u trén t& khai vao co s& dir
liéu (di duoc nhip trude theo miu s6 02a-TBH vao phin mém quén 1y thu BHXH).
BHXH huyén thudmg xuyén hoic dinh ky chuyén dit liéu bang (Email hodc dia...)
vé BHXH tinh, néu chuyén dinh k¥ thi khéng qua 10 ngiy so véi thoi diém co quan
BHXH nhén hé so hop 1¢ cla ngudi tham gia BHXH. BHXH tinh khi nhan dugc co
s& dir licu do BHXH huyén chuyén dén, tich hgp vao co sé dit liéu chung, sau dé
chuyén lai cho BHXH huyén dé in.

- Phong s6, thé hoic BHXH huyén (theo phan cdp) in 02‘ ban Danh sich lao
dong tham gia BHXH, BHYT (Miu s 02a-TBH) tai Quyét dinh s6 1333/QD-
BHXH cta BHXH Viél Nam, c¢6 ddy d s6 s6, nhitng tru¢mg hop thi€u hd so chua
dh diéu kién cp sé thi in 02 ban danh siach cap sé BHXH theo miu 01/SBH (sau
day dugc viét 12 Danh sdch 01/SBH va 02a-TBH); t6 chiic ghi s& s6 vao (& khai va
ghi cdc ndi dung tir co s& dit liéu vao trang 1, trang 2 clia s6 BHXH; trinh Gidm déc
BHXH tinh hoic Giam d6¢c BHXH huyén k¥ tén, déng dau vao ban danh sich nay,
td khai va trang 2 ctia sé BHXH. Sau d6, chuyén tra cho ngudi tham gia hoac ngudi
sir dung lao dong nhu sau: P6i véi ngudi tham gia BHXH tu nguyén gém sé BHXH
va & khai; d6i véi ngudi tham gia BHXH bit buoc gém 01 ban Danh sich 02a-
TBH, 01 ban danh sich 01/SBH (néu cé), sé6 BHXH va t& khai.



- Trudng hop ngudi tham gia BHXH bat budc ¢6 thoi gian dong BHXH
trude ngay 31/12/2008, nhung chua duoc cdp s6 BHXH thi tir ngdy 01/01/2009
trd di thuc hién cap sd lan ddu, theo miu s6 BHXH quy dinh tai Quyét dinh s6
3339/QD-BHXH clia BHXH Viét Nam. Khi ghi s6 BHXH dé xdc nhén thoi gian
da déng BHXH (tir khi bat ddu déng dén thdi gian cdp sé BHXH) phdn tiéu dé
trang s& & rdi ghi dong chit: “Péng BHXH bat budc tit thdng... ndm.... dén
thdng.... nam....”. Thoi gian dong BHXH ghi trén 01 t& ma khong da thi duge ghi
ti€p vao cdc 1 tiép theo, tiéu dé cua cic o tiép theo ghi nhu to dau.

Vi du: Ong A di c6 qud trinh dong BHXH tir thing 5/2000 va tham gia lién
tuc dén nam 2009, nhung do ngudi sir dung lao dong so sudl dén thang 022009 mdi
hoan thién hé so cap s6, hodc cp lai s6 thi viéc cap s6 thyc hién nhi sau:

+ Cap s6 cho ngudi tham gia theo miu sé quy dinh tai quyét dinh s6
3339/Qb-BHXH ciua BHXH Viét Nam;

+ Ddu trang 8 to rdi (Méu s6 02 ciia Quyét dinh s6 3339/QD-BHXH cia
BHXH Viét Nam) dudi dong "Péng-BHXH..." ghi tit thing 5/2000 dén thang
12/2008, truong hop ght khong du thi duge ghi vao cdc trang tiép theo va dinh so
thit tu cho cdc trang nay (tir 1, 2 dén... n);

+ Trang cudi (néu c6) ghi thém dong chit "Thoi gian déng BHXH vao quy huu
tri, ter tudt dén thdang 12/2008 la 08 ndm 08 thdng".

2.2. Ngudi str dung lao dong (chi dp dung d6i véi ngudi tham gia BHXH bit
budc): Khi nhén s6 BHXH va hé so cip sé tir co quan BHXH, phai kiém tra noi dung
ghi trén s6 BHXH, néu dam bio ddy di, chinh xdc thi chuyén s6 BHXH cho ngudi tham
gia BHXH dé ho k¥ vao noi quy dinh trén s6 BHXH, sau dé lyu tai don vi s6 BHXH, 01
ban danh sich (Méu s6 02a-TBH), 01 ban danh sdch (01/SBH néu ¢6) va & khai; chuyén
cho ngudi tham gia BHXH 01 t khai d€ luu git. D6i v6i ngudi tham gia BHXH con
vudng mic vé ho so thi ngudi str dung lao déng hudng dan ngudi tham gia BHXH hoan
thién hd so va 1y khai, sau d6 chuyén lai cho ngudi st dung lao dong dé ngudi sir dung
lao dong tap hop vio 02 ban danh sich (Mau 01/SBH) gli co quan BHXH dé tiép tuc
13m thii tuc cip s6.

2.3. Nguti tham gia BHXH: Kiém tra, d6i chi€u cdc noi dung ghi trén sé véi
t& khai, ky va ghi 16 ho tén vao noi quy dinh trén trang 2 clia s6. Ngudi tham gia
BHXH bat buoc lwu giit O1 t& khai, nguoi tham gia BHXH tu nguyén lvu gitt s6
BHXH va 01 t& khai. Truong hop nguoi tham gia BHXH tan tat hoac khong biét
chit thi diém chi thay chit ky, ngudi st dung lao dong (néu la ngudi tham gia BHXH
bit budc) hoac than nhan clia ngudi tham gia BHXH (néu 1a nguoi tham gia BHXH
ty nguyén), ghi thay ho, tén clia ngutin tham gia BHXH vao noi quy dinh.



3. Cap lai sé BHXH.

3.1. S6 BHXH bi mat hoic hong: Ngudi tham gia BHXH hoidc ngudi sir dung
lao dong 1am maét hoic hdng sé BHXH va cdc trang s6 t o1 do chdy, mdi xong,
nho?, réch... ma khong doc duge cdc noi dung ghi trén 6 thi co quan BHXH xem
xét dé cip lai.

3.2. Diéu kién cap lai sé BHXH.

- Ngudi tham gia BHXH: Nguoi dang tham gia phai ¢6 don dé nghi cdp lai s6
néu rd 1y do bi mat, hong, n&u la cic trang s6 to roi thi ghi rd mat, hong clia nam
nao va cam két chiu trich nhiém trude phap luat vé viéc chua duge giai quyét ché
do BHXH mot l4n, kém theo t& khai, so BHXH (néu hong) va cic hé su, gidy to lién
quan. Truong hop ngudt dang nging déng hoac dang bao luu thoi gian déng BHXH
ngoai cic hé so néu trén con phai nop thém ban ghi qud trinh déng BHXH (Mau s6
06/SBH) do BHXH tinh cii hoac BHXH B6 Quéc phong, B Cong an, Ban Co yéu
Chinh pht cdp. P6i véi nguoi tham gia BHXH tu nguyén phai xudt trinh thém phiéu
thu tién déng BHXH.

- Nguot sir dung lao dong: D61 véi trudong hop ngudi tham gia BHXH dang
lam viéc tai don vi thi phéi 14p cong vin dé nghi cap lai s6 BHXH va cam két chiu
trich nhiém trudc phdp luat vé cic trudong hgp cdp lai s6 ma chua hudng trg cap
BHXH 1 14n, k&m theo Bién ban néu rd nguyén nhan, sé luong s va cdc trang so
r&i bi mét hoac bi hong.

- Céc trudng hop cap lai s6 BHXH ngoai viéc phii ddm bdo di hd so néu trén
con phai kém theo sé BHXH da cdp (trir trudng hop mét).

3.3. Trinh tu cé&p lai s6 BHXH.

3.3.1. Ngudi tham gia BHXH: Néu 1a d6i twgng BHXH bét budc thi nop ho so
theo quy dinh tai tiét 3.2, diém 3 muc ndy cho ngudi sir dung lao dong, néu di thoi
viéc khi chira ¢ noi lam viéc méi thi ndp cho ngudi sir duné lao dong trudc khi
ngimg viéc. Trudng hgp don vi cii khong cdn do phd sén, gidi thé... thi nop cho co
quan BHXH truéc khi ngimg viéc. Khi di chuyén noi 1am viéc ngoai dia ban tinh
hoac ngoai B6 Quéc phong, Bo Cong an, Ban Co yéu Chinh phil thi ndp cho ngudi
sir dung lao déng noi chuyén dén dé phéi hgp v6i co quan BHXH dé gidi quyét. Néu
la nguti tham gia BHXH tu nguyén thi ndp cho co quan BHXH huyén trude khi
ngimg dong.

3.3.2. Ngudi sir dung lao dong; Khi ti€p nhan hé so c4p lai s6 clia ngudi tham
gia BHXH, phai kiém tra vdi h6 so ban ddu néu di diéu kién thi ndp cho co quan
BHXH d¢€ gidi quyét.



3.3.3. Co quan BHXH:

- Phong s8, thé tié€p nhan hé so va cong van dé nghi cdp lai s6 clia cic don vi
do BHXH tinh quéan 1y, BHXH huyén chuyén dén hoic clia ngudi tham gia BHXH
ndp. Thyuc hién doi chiéu hé so cap lai sé BHXH véi co so dir liéu hién dang quan
1y, Danh sach nguoi tham gia BHXH nghi hudng trg cdp BHXH mot 1an, huu tri
hang thing (do Trung tdm Cong nghé Thong tin cung cip). Néu du diéu kién thi
thyc hién c4p lai sé BHXH, n€u chua di diéu kién thi théng bdo cho ngudi st dung
lao dong hoac ngudi tham gia BHXH duoc biét dé hoan thién.

- Truong hgp ngudi tham gia BHXH c6 thai gian déng BHXH & nhiéu tinh
hodc tir cidc don vi thugc Bé Quoc phong, Bd Cong an va Ban co yéu Chinh phu
chuyén dén, néu c6 nghi vin giai doan nao thi BHXH tinh (noi ti€p nhin ho so)
phai lién hé véi BHXH tinh d6 hoic BHXH Bo Quoc phong, Bo Cong an, Ban Co
yéu Chinh pht, dé xdc minh lai.

Vidu Ong A ¢6 03 nam déng BHXH tai tinh B, 02 nam déng BHXH tai tinh
C, sau d6 xin chuyén cong tic sang tinh D. Trong qua trinh di chugfé'n ong A lam
mat s6 BHXH va cé don dé nghi BHXH tinh D (noi 6ng 1am viéc mdi) cdp lai sé
BHXH thi BHXH tinh D, néu ¢6 nghi vin thoi gian déng BHXH & tinh C thi lién he
v6i BHXH tinh C dé xdc minh thoi gian nay.

- Trinh tu c4p lai s6 BHXH thuc hién nhu trinh tu cdp s6 BHXH ldn ddu quy
dinh tai muc 2 phdn nay. '

4. Thoi han cdp sé BHXH.

- Cap s6 BHXH l4n ddu khong qud 30 ngdy d6i v6i nguoi tham gia BHXH
bai bugc; 20 ngay d6i véi ngudi tham gia BHXH tu nguyén, tinh theo ngdy 1am viéc
ké tir ngay co quan BHXH nhan di hé so hgp 1&.

- Cép lai sé BHXH khong qud 45 ngay, tinh theo ngay 1am viéc ké tir ngay co
quan BHXH nhan di hé so hop 1¢.

1. GHI SO BAO HIEM XA HOL
1. Ghi s6 s6 BHXH:

- 86 s6 BHXH 132 mi s6 ngudi tham gia BHXH khi ding k¥ tham gia lan diu
do BHXH tinh quan Iy dé cdp cho ngudi tham gia BHXH trén dia ban tinh; trudng
hop ngudi lao dong tham gia BHXH 14n ddu & tinh khéc va di dugc cdp mi s thi
BHXH tinh noi dén phai giit ma s6 dd dugc BHXH tinh noi ngudi lao dong dang ky
tham gia l4n ddu cap d€ quan Iy thu va cip s6. BHXH tinh, huyén phai m& s6 theo
ddi chat ché viéc cip s6 s6 cho ngudi tham gia BHXH.

- BHXH huyén dinh ky trudc ngay 15 cha thang cudi quy (riéng quy IV trudge
ngay 15 hang thang), 1ap 02 ban Dang ky ké& hoach cip s6 s6 BHXH (Mau s&
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11/SBH), glti Phong s6, thé, dé Phong sd, thé cho s& s6 BHXH vao ban diing ky ké
hoach trong timg dot (tir s6... dén s6...). BHXH huyén can c& s6 s do Phong sé, thé
cap, ghi vao T¢ khai cua ngudi tham gia BHXH. '

- Phong s6, thé phai thudng xuyén kiém tra s6 s6 ciia timg huyén, dé thu héi
56 6 thira (néu c6), khong dé triing s6 s6 trong nam.

2. Ghi céc néi dung lién quan trén s6 BHXH.

Ghi theo méu s6 10 roi quy dinh tai Quyét dinh s6 3339/QD-BHXH cia
BHXH Viét Nam.

2.1. Boi v6i nguoi tham gia BHXH bit budc.

Miic tién luong, tién cong lam cin ¢t dong BHXH, ghi theo miic tién luong,
tién cong ghi trén quyét dinh (1i€p nhan, nang luong, diéu chuyCn...) hoic hgp dong
lao dong, cu thé nhu sau:

- Ngudi tham gia BHXH thudc doi tugng thuc hién ché d tién luong do Nha
nudc quy dinh thi mifc tién luong theo ngach, bac va phu cép chifc vu ghi bing hé
s@; phu cip tham nién nghé, tham nién vugt khung (n€u ¢6) ghi bing ty 1& (%).

- Ngudi tham gia BHXH hudng tién Iwong, tién cong theo ché do tién [uong
do ngudi st dung lac dong quyét dinh thi ghi bang bang Viét Nam déng, ké cd
ngudi hudng luong bang ngoai t&.

- Ngudi tham gia BHXH lam viéc theo hop dong lao dong tai cac Cong ty
Nha nuéc chuyén thanh Céng ty ¢6 phdn; Cong ty trich nhiém hitu han Nha nudc tir
mot thanh vién trd 1én néu dp dung thang luong, bang lwong do Nha nude quy dinh
da dang k¥ vdi co quan quan Iy Nha nude vé lao dong c4p tinh va thuc hién chuyén
x&p luong, nang bic, chuyén ngach luong theo quy dinh tai diém 6, muc D Thong
tr s6 03/2007/TT-BLDTBXH ngay 30/01/2007 ciia Bo Lao dong-Thuong binh va
X4 hoi thi ghi s6 BHXH bang h¢ s6 nhu d6i véi ngudi thue hién ché do tién luong
do Nha nuéc quy dinh. '

- Trudmg hgp ngudi tham gia BHXH bét buoc, duge déng tiép mat 1an cho
s& thang con thi€u theo quy dinh tai Diéu 58 Nghi dinh s6 152/2006/ND-CP
ngay 22/12/2006; Diéu 3 Nghi dinh s6 110/2007/ND-CP ngay 26/6/2007, Diéu
50 Nghi dinh s6 68/2007/ND-CP ngay 19/4/2007 vi Diéu 2 Nghi dinh s¢
132/2007/ND-CP ngay 08/8/2007 cia Chinh phi thi cot 1, c6t 2 ghi thoi gian
“Tw thdng... ndm... dén thdang... ndm...” cOt 3 ghi “Ddéng BHXH theo quy dinh
fai..”; cic cot 4, 5, 6, 7 ghi tién luong, phu cép va ty 1¢ déng.

Vi du: Gng A truée khi nghi viée cd hé s6 lwong déng BHXH 1a 3,0, phu
cdp chitc vu Ia 0,5. Ong dugc déng i€p 6 thing (tir thang 01/2008 dén théng



06/2008) con thi€u dé hudng ché d6 BHXH theo Nghi dinh s6 152/2006/ND CP
ctia Chinh phli ghi nhu sau:

+ Cot 1, c6t 2: Ghi tir thang 0172008 dén thing 6/2008.

+ Cot 3: Ghi “Déng theo quy dinh tai Nghi dinh s6 152/2006/ND-CP ngay
22(12/2006 cua Chinh phit”.

+ Cot 4: Ghi tién luong déng BHXH: 3,0.

+ Cot 5: Ghi ky hiéu phu cip duge hudng: “CV”.

+ Cot 6: Ghi mitc phu cdp dugc hudng: 0,5.

+ Cot 7: Ghi ty 1&é % doéng BHXH: 16%.

- Truomg hop ngudi st dung lao dong déng chiam, déng thiéu clia nam trudc
nhimg dén nam sau don vi déng d0 s6 phdt sinh trong nam va s6 déng cham, déng

thiéu clia nam trude thi khi ghi thoi gian dong BHXH phai ghi ca nhu‘ng thang dong
cham, déng thigu clia ndm trudc vi nhitng thdng phat sinh clia nam sau.

Vi du: Pon vi X nam 2008 méi déng BHXH cho ngudi tham gia dén hét
thdng 10/2008, sang nam 2009 don vi déng du 12 thdng va déng ca 02 thing thi€u
clia nam 2008 thi viéc ghi s& nhu sau:

+ Nam 2008: Phuong phiap ghi sé (Miu 02 clia Quyét dinh so
3339/QD-BHXH cia BHXH Viét Nam) cudi trang ghi thdi gian da déng
BHXH tir thang 01/2008 dén thang 10/2008 1a 0 nam 10 thdng.

+ Nam 2009: Dau trang, dudi dong “Dong BHXH....” tit thang 11/2008 dén
thiang 12/2009”, phuong phap ghi tuong ty nhu trén dong cudi cva trang ghi thoi
gian déng BHXH hét nam 2009 1a 01 nam 02 thang.

2.2. D6i v6i nguoi tham gia BHXH tu nguyén: Hang nam co quan BHXH can
cit vao phi€u thu tién hoac ching tir chuyén tién va so theo doi qué trinh dong
BHXH tu nguyén (Miu s6 04-TN) ban hanh kém theo céng van s6 1564/BHXH-BT
ngay 02/6/2008 cha BHXH Viét Nam, dé ghi qua trinh dong BHXH tu nguyén trén
trang s6& 1O 1, ké ca nhimg ngudi da dugc cdp s6 BHXH theo miu s6 quy dinh tai
Quyét dinh s6 1443/LD-TBXH ngay 09/10/1995 clia B Lao dong — Thuong binh
va Xa hdi.

3. Ghi sé khi ngudi tham gia BHXH thay déi can cir déng BHXH:

3.1. Déi véi ngudi tham gia BHXH:

- Nguti tham gia bat buoc: Khi thay ddi mot trong nhimg yéu t6 vé tién
luong, tién cong hoac cip bac, chiic vu, chitrc danh nghé, phu cdp cong viéc, noi lam
viéc (tén co quan, don vi, dia chi), mic déng BHXH {(doanh nghiép da duoc xép
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hang phai ghi 16 hang doanh nghiép) hoac tam ditng déng vao quy huu tri tr tudt
hodc nghi viéc hudng ché d6 6m dau, thai san tir 14 ngly 1am viéc trd 1én trong
thang, nghi sinh con, nudi con nudi thi ngudi sir dung lao dong phai chuyéh danh
sdch diéu chinh lao dong va mic déng BHXH, BHYT (Mau s6 03a-TBH theo hudng
dén tai Quyét dinh s6 1333/QD-BHXH ciua BHXH Viét Nam) cho cd quan BHXH dé
c4p nhat bd sung vao co sO dif liu. Khi 1ap biéu miu 03a-TBH phai ghi o cép bac,
chie vy, chite danh nghé, cong viéc niang nhoc, doc hai.... néu tiéu thitc nao chua cé
trong biéu méu thi ghi & cot 18 (ghi chii).

- Nguoi tham gia BHXH tu nguyén: Khi thay d6i mic déng hoac tam dimg
déng, sau do lai ti€p tuc dong thi phai nhap cdc noi dung thay déi vao co sd dit lidu.

3.2. Déi v6i co quan BHXH:

Hang nam, BHXH tinh va BHXH huyén thuc hién ghi thoi gian déng BHXH
clia nguoi tham gia BHXH tir co s& dif liéu vio trang s6 t rdi bao gdm ca thoi gian
va trg cdp nghi 6m dau, thai san. Sau do chuyén lai cho nguot su dung lao dong
. hoac ngudi tham gia BHXH tu nguyén ky vao noi quy dinh va lwu giir. Truong hop
ngudi tham gia BHXH d4 c6 thoi gian déng BHXH ¢ tinh khdc chuyén dén thi phai
doi chi€u giita ndi dung ghi trén 6 véi ban ghi qud trinh déng BHXH theo (Miu s6
06/SBH) do BHXH tinh cii cdp, néu khdp ding thi cap nhét vao co s di liéu.

4. Ghi néi dung diéu chinh trén s6 BHXH.

4.1. Piéu chinh vé mitc déng: S6 BHXH da ghi, xdc nhan, sau dé ngudi tham
gia BHXH va ngudi sir dung lao dong cé van ban dé nghi diéu chinh cdc noi dung
lién quan dén mitc déng BHXH (chénh léch tién luong, tién cong hodc cdc loai phu
cdp) thi BHXH huyén hoic Phong thu BHXH tinh kiém tra, d6i chiu vi nhap bd
sung nhimg noi dung thay déi vao co s& dif liéu va ghi noi dung diéu chinh trén s6:
sau dong ghi qua trinh déng BHXH, ¢4t 1, 2 ghi tir thang, nam dén thang, nam; cjt
3 ghi noi dung diéu chinh; cdc cot 4, 5, 6 ghi miic chénh léch, cot 7 dé trong.

4.2. Diéu chinh vé chitc danh nghé, céng viéc nang nhoc doc hai hoidc noi
lAm viéc c6 phu cép khu vire tir 0,7 trd 1én: Khi ngudi tham gia BHXH b6 sung hé
s c6 lien quan dén cac diéu kién néi trén thi Phong so, thé kiém tra, d6i chiéu véi
danh muc chiic danh nghé theo quy dinh tai cic Quyét dinh cua B6 Lao dong -
Thuong binh va Xa hoi hoac Théng tu lién tich s6 11/2005/TTLT-BNV-BLDTBXH-
BTC-UBDT ngay 05/01/2005 cta Li¢n Bo Noi vu - Bé Lao dong - Thuong binh va
Xd hoi - Bo Tai chinh - Uy ban Dan toc huéng dén thuc hién ché do phu cip khu
vuc thi sau dong ghi qud trinh déng BHXH cla nam dugc diéu chinh thi ghi ti€p noi
dung diéu chinh, cot |, 2 ghi tir thdng nam dén thidng nam diéu chinh, cot 3 ghi
chdc vy, chirc danh nghé, cong viéc nang nhoc doc hai hoac noi lam viéc ¢é phu cip
khu vuec tir 0,7 trd Jén duoc diéu chinh; cdc cot con lai dé uong.



4.3. Diéu chinh vé c¢éng néi thoi gian: Khi ngudi tham gia BHXH b6 sung hé
sg goc ma du diéu kién cong ndi thoi gian tham gia BHXH (do ghi sai hodc ghi
chwra ddy i) sau dong ghi qu4 trinh déng BHXH ctlia nam cong néi thi ghi tié€p noi
dung diéu chinh: c6t 1, ¢ot 2 ghi thoi gian tir thang, nam dén thdng, ndm; cot 3 ghi
cdp bac, chifc vu, chitc danh nghé, cong viéc, noi 1am viéc; cot 4, 5, 6 va 7 ghi mifc
tién hrong, phu cdp lam cin ¢ déng BHXH va ty 1¢ déng BHXH.

4.4. Diéu chinh vé nhan than: Khi thay déi (ho tén, ngay, thing, nam sinh...)
theo quy dinh tai Nghi dinh s6 158/2005/ND-CP ngay 27/12/2005 cha Chinh phu
thi ngudi tham gia BHXH phai ¢6 don dé nghi néu 15 1y do, kém theo hé so goc lién
quan (so yéu ly lich, 1y lich ding vién, quyét dinh tuyén dung, hop déng lao déng,
gidy khai sinh...), sé BHXH. D6i v6i ngudi tham gia BHXH bit bude, ngudi sir
dung lao ddng phai lap danh sich (Mau 03b-TBH) va cong vian dé nghi diéu chinh
gui co quan BHXH truc ti€p quan ly. Poi véi nguoi tham gia BHXH tw nguyén thi
nop cho BHXH huyén tryc ti€p quan ly. Phong s6, thé c6 trich nhiém kiém tra hd
sg clia ngudi tham gia BHXH thuoc cdc don vi do phong thu quan 1y hoac BHXH
huyén chuyén dén, nhap bé sung ndi dung nhimg noi dung diéu chinh vao co s dir
liéu, ddng thdi ghi n6i dung thay déi trén trang 3 cla sé theo quy dinh tai tiét 1.3,
diém 1 Quyét dinh s6 3339/QD-BHXH ctia BHXH Viét Nam.

4.5. Gidm d6c BHXH tinh, Giam déc BHXH B¢ Qudc phong, Bo Cong an va
Ban co yéu Chinh phu ky, déng dfu sau phan ghi diéu chinh.

5. Ghi cic ch€ @6 duge hoong: Nguoi tham gia BHXH duge gidi quyét cic
ché€ do tai nan lao dong - bénh nghé nghiép; Tr¢g cdp BHXH mot 1an; huu tr, tir tuat
thi phong Ché& do chinh sdch phai ghi vao phédn cic ché do BHXH di dugc hudng
trén trang 3 ciia s6 BHXH.

6. Ghi s6 BHXH cip lai:

- Phong s8, thé cén cif vao co sd dir liéu ghi cdc noi dung trén trang cia so
BHXH va céc trang s6 t& roi. Qua trinh déng BHXH phai ghi ddy dil cdc thii ky
déng BHXH da ghi tai (s6 cii), S6 s phai Iy theo s6 sd cii, ké ca s6 s6 do tinh khdc
cdp va ghi thém dong chir “Cdp Idn thir 2... n” & goc trén bén phai trén trang 2 cia
s6 BHXH.

- Trwong hop ngudi tham gia BHXH da dwge cdp s6 BHXH theo mau sd cil
thi ghi thai gian déng BHXH trén miu s6 BHXH mdi, phdn phu cap cot 5 dé trong,
coL 6 ghi téng s6 phu cdp dwge hudng. Néu ngudi tham gia BHXH vira ¢6 thoi gian
déng BHXH bét budc, vira cd thdi gian déng BHXH tu nguyeén thi thoi gian déng
BHXH bat bugc ghi theo miu 02, thai gian déng BHXH twr nguyén ghi theo miu 03
(Quyét dinh sd 3339/QD-BHXH cia BHXH Viét Nam).
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Vi du: Ong A déng BHXH bét buoc tir thing 01/1996 dén théng 06/2008, tix
thang 07/2008 dén thang 10/2009 déng BHXH tu nguyén, tir thing {1/2009 dén
thdng 12/2010 déng BHXH bét bugc. Thi khi cip tai s6 BHXH ghi nhir sau:

+ Tir thing 01/1996 dén thing 06/2008 ghi theo mau s6 02.
+ Tir thdng 07/2008 dén thiang 10/2009 ghi theo mau s6 03,
+ Tir thang 11/2009 dén thang 12/2010 ghi theo méu s6 02.
7. Xac nhan thoi gian dong BHXH:

- D6 voi s6 BHXH (Méu s6 cii) da cip trude ngay 31/12/2008 thuc hién chot
s6 theo quy dinh tai Quyét dinh s6 2352/1999/Qb-BHXH ngay 28/9/1999 ctia BHXH
Viét Nam, tir ngay 01/01/2009 tré di, viéc xdc nhan qud trinh déng BHXH cho
ngudi tham gia BHXH bit budc ghi vao trang s6 t& rdi theo mau s6 quy dinh tai
quyét dinh 3339/QD-BHXH cioa BHXH Viét Nam.

- 86 BHXH cflia ngudi tham gia BHXH di chuyén ngoai dia ban tinh, ngoai
don vi Bo Quéc phong, Bo Cong an va Ban Co yéu Chinh phii hodc s6 BHXH cép
lai hodc bao luu thoi gian déng BHXH hodc giai quyét cic ché do trg cdp BHXH
mot 14n, huu trf, tit tudt dusi phdn ghi thoi gian déng BHXH chia ngudi tham gia
‘BHXH phai ghi them dong chit “Thei gian dong BHXH vao quy huu tri, e tudt dén

-

thang.... ndm..... la ... ndm.... thang”.

- Ngudi tham gia BHXH, déng dén thdi diém nao thi xac nhén qud trinh déng
BHXH dén thoi diém d6. Gidam d6c BHXH tinh, BHXH Bo Qudc phong, Bo Cong
an, Ban Co yé&u Chinh pht ky, ghi ho tén va déng diu.

8. Thim quyén ky xac nhan sé BHXH.

8.1. Thdm dinh hé so cdp s6 BHXH.

- BHXH huyén: Thdm dinh  khai tham gia BHXH clia ngudi tham gia
BHXH do BHXH huyén quan !y, trir cac trudng hgp ngudi tham gia BHXH da ¢6
thoi gian lam viéc trong khu vue Nha nude trude ngay 01/01/1995.

- BHXH tinh: Tham dinh t& khai tham gia BHXH, BHYT cua ngudi tham gia
BHXH do BHXH tinh truc tiép quan 1y va ngudi tham gia BHXH ¢6 thoi gian lam
viéc trong khu virc Nha nude trude ngay 01/01/1995 thudée BHXH huyén quan 1y;
cdp lai s6 BHXH; cdc noi dung diéu chinh trén sé BHXH.

- BHXH Bo6 Quéc phong, Bo Cong an, Ban Co y&u Chinh phii: Thim dinh
td khai vi cdc n6i dung diéu chinh trén s6 BHXH ciia ngudi tham gia BHXH do

don vi quan ly.
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8.2. Ky, xdc nhén trén sé BHXH.

- BHXH huyén: Ky va déng ddu khi cdp sé BHXH l4n ddu va céc 14n déng
BHXH tiép theo hoic thay d6i vé noi l1am viéc (tén co quan, don vi, dia chi), cdp
bac, chic vu, chitc danh nghé, mitc déng BHXH d6i v6i nguoi tham gia BHXH
thugc céc don vi do BHXH huyén quan 1y.

- BHXH tinh, BHXH B% Quéc phong, Bd Cong an, Ban Co y&u Chinh phu:
Ky, déng dau trong céc truong hop cdp $6 lan dau, cdp lai s6 BHXH, cic noi dung
diéu chinh, bdo liu thoi gian déng BHXH hoic di chuyén ngoai dia ban tinh, ngoai
don vi thuéc Bo Qudc phong, Bo Cong an, Ban Co yéu Chinh phu hoac chdt thoi
gian dong BHXH dé giai quyét cdc ch& d6 BHXH. Truong hop ky, xdc nhan thoi
gian déng BHXH hang nam, c6 thé uy quyén cho Trudng phong so. the.

IV. QUAN LY VA SU DUNG SO BHXH.

1. Quan 1y, str dung s6 BHXH.

1.1. Nguoi tham gia BHXH:

- Bao quén sé BHXH trong céc truong hgp: Déng BHXH ur nguyén, tu déng,
ngimg déng BHXH, bao luu thoi gian tham déng BHXH, di chuyén don vi (ngoai
dia ban huyén, tinh hodc ngoai B6 Quoc phong, Bo Cong an, Ban Co yéu Chinh
phi) hodc di hudng cdc ché do tro cap mot 1an, trg cdp huu tri. Trudng hop ngudi
tham gia BHXH chuyén dén noi lam viéc méi phdi n6p s6 BHXH va ban xdc nhan
qua trinh di déng BHXH do co quan BHXH quaa ly cap trude khi bao luu hoac di
chuyén cho ngudi sir dung lao dong hoidc co quan BHXH noi dén.

- S0 BHXH da gii quyét ché do trg cip mot 1dn, néu ngudi tham gia BHXH
ti€p tuc déng BHXH thi dugc sir dung ti€p dé ghi qua trinh déng, huéng BHXH.

- Khong dugc tu  sira chira, tdy xod 13m sai léch noi dung ghi trén s6 BHXH.

1.2. Nguwi st dung lao dong: Bdo quan s6 BHXH khi ngudi tham gia BHXH
dang 1am viéc, khong dé hir hong hodéic 1am mét. Trudmg hop ngudi tham gia BHXH
bd viéc ma chua nhan sé BHXH thi ngudi st dung lao dong c6 trach nhiém thong
bdo dé ngudi tham gia BHXH dén nhin s6 BHXH. Trong thdi han 12 thing ké tir
ngdy thong bdo néu ngudi tham gia BHXH khong dén nhan s6 thi ngudi sit dung lao
dong nop s6 BHXH d6 cho co quan BHXH quan ly truc tiép.

1.3. Co quan Bao hiém xa hoi:

- Bao quan c4n than khong dé hu hong gidy to, cong van va hd so lién quan
cia ngudi tham gia BHXH va ngudi sir dung lao dong khi cap s6 lan 14n ddu, khi
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cdp lai s va khi diéu chinh...; sé BHXH cta nhimg nguti tham gia BHXH da bo
viéc ma ngudi sk dung lao ddng ndp lai cho co quan BHXH. ]

- Khi giao - nhan sé BHXH vdi ngudi sit dung lao dong hodic ngudi tham gia
BHXH phéi ghi ddy di noi dung trén trang 1, trang 2 clia s0; ky va dong ddu vao
noi quy dinh trén s6 BHXH; lap Bién ban giao, nhin s6 BHXH (Miu s& 02/SBH) va
md S6 theo ddi giao, nhan s6 BHXH (Mau s& 06/SBH).

2. Phoi s6 BHXH.

2.1. Lap ké hoach phoi s6 BHXH

2.1.1. BHXH huyén: Can cif nhu cdu sir dung s6 BHXH, 1ap k€ hoach dang
ky phoi s6 BHXH (ké ca s6 luong céac trang sO Lo rdi) st dung cho nam sau gui
BHXH tioh truéc ngay 25/8 hang nam.

2.1.2. BHXH tinh, BHXH B6 Quoc Phong, Bd Cong an, Ban Co yéu Chinh
phii: Can cu nhu cdu siv dung s6 BHXH, 1ap k€ hoach dang ky phoi s6 BHXH s
dung cho nam sau giti BHXH Viét Nam trudc ngay (1/9 hang nam.

2.1.3. BHXH Viét Nam.

- Ban Thu BHXH: Téng hop k€& hoach dang ky pho6i s6é BHXH skt dung cho
nam sau cua BHXH cac tinh, BHXH Bo Qudc phong, Bd Céng an, Ban Co yé&u
Chinh phu trinh Téng Gidm déc phé duyét, sau d6 gii Van phong va thong bdo cho
BHXH ciéc tinh, BHXH Bd Quéc phong, Bo Cong an, Ban Co yéu Chinh phil trudc
15/9 hang nam.
| - Vin Phong: Chit tri ph&i hop v6i Ban Thu BHXH t6 chifc in va cdp phit

phoi s6 (bao gém ca tii nylon dé bao quan sé BHXH) cho BHXH tinh, BHXH Bo
Qudc phong, Bo Cong an, Ban Co y&u Chinh phu theo k& hoach trudc ngay 20/11
hang nam;

2.2. Giao, nhan phoi sé BHXH: Qua trinh giao, nhan déu phai thuc hién kiém
dém va duoc theo di chat ché trén s6 kho (Mau S21-BH ciia QD s6 51/2007/QD-
BTC); hang quy, hang nam, thuc hién kiém ké theo quy dinh. Trudng hop s6 luong
phoi s6 BHXH thiéu hoac chat lwong phoi sé khong dam bao nhur: rich, ban, thiéu
trang... thi BHXH tinh, BHXH B¢ Qudc phong, Bo Cong an, Ban Co yéu Chinh pha
lap bién ban, kém phéi s6 hong do 16i clia nha in giri vé BHXH Viét Nam dé BHXH
Viét Nam yéu cdu nha thau in cip bil.

3. Quan Iy phoi va s6 BHXH bi hong khong sit dung duoc.

3.1. Co quan BHXH 6 chifc quan 1y vA m& sé theo ddi giao, nhian s6 BHXH
ké ca cdc trang sO to roi theo s6 serial (Miu s6 06/SBH) néu dé hu héng hoac mat
thi phai chiu trich nhiém va béi thuong thiét hai.
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, 3.2. Bia s6 BHXH hoac trang s6 t& roi in hong, BHXH huyén phai chuyén vé
BHXH tinh dé kiém tra, xir 1y; S6 BHXH thu hdi dé cap lai khong duoc huy, phai
luu cling hé so cap s6 BHXH.

3.3. Dinh ky hang nam BHXH tinh t6 chic huy s6 BHXH hong (do co quan
BHXH in hong). Khi huy sé BHXH phai thanh lap Hoi dong hay s6 do Gidm d6c
BHXH tinh lam Chu tich, lanh dao phong s6, thé va cdc phong nghiép vu lién quan
khéc lam uy vién; kiém tra, lap bang ké chi tiél vé s6 lugng, tinh trang cla s6
BHXH hong khong st dung dugc; lap Bién ban huy va g kém theo Quyét dinh,
ciing bang ké chi tiét s6 BHXH huy vé BHXH Viét Nam (MAu s6 03/SBH).

4. Ché d¢ thong tin bao cio.

4.1. BHXH huyén, tinh md s6 theo déi gdm: S6 theo ddi giao, nhin s6 BHXH
(Mau s6 07/SBH); Sé theo déi tinh hinh cip s6 BHXH cla don vi theo (Miu s6
08/SBH); BHXH tinh md thém sd theo doi quan 1y 6 5O cip cho ngudi than gia
BHXH (Mau 12/SBH). |

4.2. Hang quy, hing nam BHXH huyén, tinh ¢6 trach nhiém lap bdo céo tdng
hgp tinh hinh cdp, quan Iy va sir dung s6 BHXH trén dia ban huyén (Mau 09/SBH),
tinh (Mau 10/SBH):

- BHXH huyén lap va chuyén vé BHXH tinh trrdc ngay 20 thédng ddu quy sau.

- BHXH tinh lap va chuyén vé BHXH Viét Nam trude ngay trudc ngay 25
thing dau quy sau.

4.3. Co s& dit lidu chuyén qua duong truyén FPT vé BHXH Viét Nam (Trung
tim Cong nghé thdong tin):

- Trude ngay 05 thing ddu quy sau, BHXH tinh chuyén co sd dif liéu clia quy
trude vé Trung tim Céng nghé thong tin (CNTT) dé tong hop, sau d6 Trung tam
CNTT chuyén cho c4c Ban Nghiép vu ¢6 lién dé theo ddi va chi dao.

- Trude ngay 05 hang thang d6i véi BHXH tinh va trude ngay 05 thang dau
quy sau d6i véi BHXH Bo Quoc phong, B6 Cong an, Ban Co yéu Chinh phu,
chuyén co s& dit liéu “Danh sdch ngudi tham gia BHXH nghi hudng (ro cip mot
lan, hwu tri hang thang” cla thang trude vé Trung tam CNTT; Trung tam CNTT c6
traich nhiém téng hgp co s& dit liéu chung trong todn quéc, sau d6 chuyén lai cho
BHXH cic tinh va BHXH B Qudc phong, Bo Cong an, Ban Co y&u Chinh phu
trude ngay 15 hang thang, dé lam can ¢ d6i chi€u trude khi cap lai s0 va gidi quyét
ché€ d6 BHXH mot lan hoac hwu tri cho ngudi tham gia BHXH.
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Phdn HI:
TO CHUC THUC HIEN

1. Quy dinh chuyén ti€p.

- 86 BHXH di cdp theo miu quy dinh tai Quyét dinh s6 1443/LD-TBXH cua
Bo Lao dong - Thuong binh va X3 hoi, dugc ti€p tuc sir dung dé ghi, chét thoi gian
déng BHXH cho nguoi tham gia BHXH bat budc dén hét ngay 31/12/2008 theo quy
dinh tai Quyét dinh s6 2352/QD-BHXH clia BHXH Viét Nam. Thoi gian déng, xdc
nh4n va chét s BHXH tir ngay 01/01/2009 tr& di thuc hién ghi tir co s6 dit lidu vio
trang s0 t& 10i theo miu quy dinh tai Quyét dinh s 3339/QD-BHXH va Quyét dinh
nay cia BHXH Viét Nam. Khi ngudi tham gia BHXH thay d6i nhan thian can ci
vio vin ban clia co quan Nha nudc c6 tham quyén, don dé nghi clia ngudi tham gia
- BHXH va cong vin clia ngudi st dung lao dong, Phong s6, thé ghi cdc n6i dung
thay déi vio trang 46 cia (sé cli).

- D6i véi nguoi tham gia BHXH duge huong nhiéu loai phy cép tir ngdy
01/01/2007 dén truéc ngay 31/12/2008 thi phwong phdp ghi nhu sau: Cot 1, 2 ghi tir
thang, dén thing, Cot 3 ghi cdp bac, chitc vu, chitc danh nghé...., cot 4 ghi tién
luong, ti€n cong dugc hudng, cot'S ghi hé s6 hoac ty 1& % phu cdp duge hudng, cot
6, 7 ghi ty 1&¢ déng BHXH, cot 8 ghi tdng s6 tién déng BHXH 1 thdng.

Vi du: Ong A dugc hudng phu cip chitc vu 13 0,5; phu cdp thim nién wrot
khung 1a 10%; phu cdp tham nién nghé 12 15% thi ghi nhu sau:

+ Cot 3: Dudi phdn ghi cdp béc, chitc vu, chitc danh nghé. .., ghi loai phu cip
duge hudng theo thit tw dong nhw sau: Phu cdp chifc vu; phu cip thAm nién vuot
khung; phu cdp tham nién nghé.

+ Cot 5: Tuong tng v&i dong phu cdp ghi & ¢t 3, ghi mc phu cdp duge
hudng: 0,5; 10%; 15%.

- Truomg hgp mot ngudi tham gia tai nhicu don vi khic nhau dugc cdp tir 02
sé BHXH tr& 1én thi co quan BHXH 14p bién ban thu héi cdc s6 BHXH da cdp,
dong thoi ghi thoi gian déng BHXH cha ngudi tham gia BHXH tai cdc s6 BHXH
c4p sau vao sé BHXH cap ldn ddo.

2. Trach nhiém clia Gidm déc BHXH tinh: Chi dao, huéng din BHXH cic
huyén, ngudi sit dung lao dong va ngudi tham gia BHXH thuc hién ding céc quy
dinh tai van bdn ndy. Viéc cip s6 déi vdi cdn bd cong chiic thudc nganh BHXH
thuc hien theo Quyét dinh s6 1556/QD- BHXH-TCCB ngay 29/10/2003 ciia BHXH
Viét Nam.

3. Trach nhiém ctia Giam d6¢c BHXH B6 Quéc phong, Bé Cong an, Ban Co
yéu Chinh phii: Can cif quy dinh tai van ban nay sau khi c¢é su thoa thuin véi BHXH
Viét Nam dé hudng dn cho phi hgp vdi diéu kién cu thé vé 6 so, thim quyén ky
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to khai, cap s6 14n diu... cha Bo vi cua Ban, dam béo viéc quan 1y d6i véi ngudi
tham gia BHXH duge thuan tién va chat ché.

4. X 1y vi pham: Co quan, don vi, t6 chifc va cd nhan ¢6 hanh vi vi pham cdc
Piéu, khoan quy dinh ctia Luat BHXH nhu:

- Gay phién ha khong nop hé so d& co quan BHXH cap sé BHXH, khong cip
hoac ghi, chol sé ding thdi gian quy dinh 1am thiét hai dén quyén va loi ich hop
phdp ctia nguoi tham gia BHXH;

- Ké khai va xac nhan khong ding su that hoac gian 1an, gia mao ho so hoiac
stra chita, tdy xo4, 1am sai léch ndi dung ghi trén s6 BHXH.

Tuy theo mic dé, néu vi pham hanh chinh trong linh vuc BHXH bi xur phat
hanh chinh theo quy dinh tai Nghi dinh s0 135/2007/ND-CP ngay 16/8/2007 cua
Chinh pht, néu gay thiét hai cho quy BHXH thi phai boi thuong, néu nghiém trong
bi truy ctru triach nhiém hinh su.
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BHXH. ..o CONG HOA XA HOI CHU NGHIA VIET NAM
Péc 1ap - Tu do - Hanh phiic
Madu sé 01/SBH
T ~
DANH SACH CAP SO BHXH
B 1o Lo AT U M3 don vi:
DA Gl
Diénthoai:......................Fax............ Email:...............ccool
S6 Ho via én Ngay thdng nam sinh Noi cut ra (thudmg tri hodc tam rd) Gihi chid
TT Nam Nix
1 2 3 4 5 &
|
2
NGUOT LAP BIEU ’ thang ...... ndm .....
(K3, ghi 1d ho tén) GIAM POC ‘
(KY tén, déng ddu}
Muc dich:

- D€ don vi sl dung tao dong hoin thién hé so cho nhitng lao ddng con vudng méc vé hé sa, chua duge duge cAp s6.
Phuong phdp lip:

- Cot 1: Ghi sd thit tu nguti dé nghi cdp sé BHXH.
- Cot 2: Ghi ho va tén ngudi dé nghi cdp sé BHXH.
- Cot 3, 4: Ghi ngay thdng nim sinh ca ngudi tham gia BHXH.

- Cot 5: Ghi dia chi noi cu tri cda ngudi tham gia BHXH.
- Cot 6: Ghi 1y do chura duge cép s6 BHXH.
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CONG HOA XA HOI CHU NGHIA VIET NAM
boc lap - Tu do - Hanh phuc

Madu so: 02/SBH

BIEN BAN GIAO, NHAN SO BAO HIEM XA HOT

Hom nay, ngay.....thdng.....nam.......

AL e e e e e e e e et e eesanas

Chiing toi gom:

BEN GIAO (t601 0N VI ZI20): 1ot ceeseeeess e sessaese s s s eee et
A CRIL oot
 ONZ, DA chitc danh.........oooovcueveeeeeeen, 2 dai dién
-CMT S8, do Cong an............ CAP DAY ..o,
BEN NHAN( 810 d0n Vi THANY: c...ooeeeeeeeeeee e
o 3 1 e 1) O USRS U U SO PSUP
- f)ng, Da. .o ....chidcdanh.......................... 1a dat dién
-CMT $6..coiceiraeecaene. do Cong an............ CAP NEAY w-eeveereeree e

Thuc hién giao, nhian s6 BHXH nhu sau:
1- S6 Iuong (bing s6).

- Bia s0 (bing 56): ....ceveverinnne. bia, bing chil:.....ccoevevve et
- Trang s6 tO roi (bang s6):........t0, BANE Chilfie...eoeveveviecceeeee e
2- Hién trang s6 BHXH Idc giao nhan : ....cooeeeeeieroeecieeee e
Bién ban dugc lap vao héi.......gio......phit, ngdy ......thing......ndm.......

Bién ban dugc 1ap 2 ban: Bén giao giit 0] bin, bén nhan git 01 ban

DAI DIEN BEN GIAO DAT DIEN BEN NHAN
(Ky, ghi rd ho t&n) (Ky, ghi 15 ho tén)

Muc dich: D€ ghi nhan viéc giao hoic nhin sé BHXH gifa Co quan BHXH va Don vi sir dung lao
dong (khi ban giao s6 BHXII cdp mdi hodc thu héi s6 BHXH héng).
Phuong phdp ldp: Co quan BHXH va dai dién don vi st dung lao dong 12p, khi thuc hién giao, nhan
s6 BHXH
- Ghi 18 ngay thing, dia diém noi giao, nhan s6 BHXH.
- Bén giao ghi ddy di, ho tén, chifc danh ...ciia ngudi dai dién cho bén gizao.
- Bén nhan ghi ddy dq, ho tén, chic danh ...cla ngudi dai dién cho bén nhan.
- Cic noi dung giao nhdn phai ghi cy thé s& lugng, hién trang s8 BHXH khi giao, nhan.
- Dai dién bén giao va bén nhan ky. ghi 15 ho tén.



BHXH................... CONG HOA XA HOI CHU NGHIA VIET NAM
BHXH........coocnennm. Déc lap - Tu do - Hanh phiic

) Mdu 56 03/SBH
BIEN BAN HUY SO BHXH

Hom nay, ngay...... thing 1 T ¢ W OSSOSO PRSP RUPBOR
8L et vttt ettt et e e et a e e e s e e e ba e e re st aeran e e et e e eh s are e senbe£e et nnr e e e araenaa e ae reraeans
Hoi ddng xir 1§ sé BHXH hong, khong slt dung dugc tinh, thanh pheé..................
bao gém:
=g (Ba).oeoieriiins i, - Chu tich
ONZ (BaA).. oo - Uy vién

.............................................................................. - Uy vién
Sau khi kiém tra, xidc dinh s6 lucrng, thyc trang s6 BHXH hong, khong str dung duoc, Hoi
dong hiy s6 BHXH xir 1§ theo quy dinh ciia BHXH Viét nam , cu thé nhu sau:
1. S6 luong s6 hity:

- Bia 5o (bang 10 VTN bia, bang chil:........ocooovies oo
- Trang s6 t rdri (bang so)......... ty, , bang chi:........ccocvvvenene. et ea———
2. Tinh trang s6 BHXH hong:

- Ghi sai khi cip s6 BHXH:

+ Bia s6 (bang 10 ) bia, bAng Chil:.........ooeveereereieceeece e
+ Trang 6 1 1ol (bang s6):........ t&, , bang chir........... e eeerrae e teeanr . —eeearaenn——_
- Khac:

- Bia s8 (bang 75) LRI b1a ban g chu .....................................................

- Trang s6 to& roi (bang $0):

3- Phuong phap xu ly:

~ CAL XEN, X6 oo e eeenevneeeee s eenan

SO T

- Huy bing hod chill...........cecoeimrciciecer s

“KBAC e e

4- Kién nghi:

Hoi déng di hoan thanh viéc huy s& s6 BHXH néu trén, theo ding phuong phap quy dinh
vao hoi......gid......phiit cling ngay, vdi day di cic thanh vién tham gia c¢é ky tén dudi day. Bién
béan duoc 1ap thanh 03 ban: 02 ban iuu tai BHXH tinh, 01 bén giri vé BHXH Viét Nam dé bdo cdo.

CAC UY VIEN CHU TICH HOI PONG
(Ky, ghi ré ho tén, chitc danh) ( Ky tén, dong ddu)

Muc dich: D€ ghi nhan trinh ty, thii tuc, ndi dung hiy sé BHXH hong, khong st dung duoc.
Phuong phdp ldp: Ghi 5 ngay thdng, dia diém, ho 1&n, chifc danh c4c thanh vién trong Hoi ddng
hiy sé BHXH.

- Muc 1: Ghi s6 luong s6 BHXH hily.

- Muc 2: Ghi tinh trang sé BHXH hong khi hay.

- Muc 3: Ghi cdc phuong phap xir ly.

- Muc 4: Ghi nhitng n6i dung ki¢n nghi cia hoi déng huy s6 BHXH.

- Chii tich Hoi déng ky, ghi rS ho tén, dong ddu; cac uy vién ky, ghi r6 ho tén timg ngudi.

S
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BHXH..........cocev... CONG HOA XA HOI CHUNGHIA VIET NAM
BHXH.........e0vveene, Poc lap - Tu do - Hanh phiic

Mau 56 04/SBH

PANG KY KE HOACH CAP SO BHXH

1. S6 BHXH t6n niam trudc chuyén sang.
- Bia s6 BHXH:
- Céc trang 10 0 1oi:
2. ba nhan trong nam
- Bia s6 BHXH:
- Céc trang to s0 roi:
3. Du kién sir dung trong nam.
- Bia sé BHXH:
- Céc trang to s6 roi:
4. Dy kién s6 t6n chuyén sang nam sau:
- Bia s6 BHXH:
- CAc trang t0 s6 roi:
5. K€ hoach stt dung s6 BHXH nam sau.
5.1. S0 lucmg
- Bia s6 BHXH:

Trong d6: - Cip mdi:

- Cép lai:

- Céc trang t& s6 ri:
5.2. Thoi gian nhan s6 BHXH.
-Quy It
- Quy II:
- Quy HI:
-QuyIV:
6. Ghi cha:

..... , ngay...thang...ndm......

NGUOI LAP BIEU TRUSNG PHONG .. GIAM DOC
(K¥, ghi ré ho tén) (Ky, ghi ré ho ten} { Ky, tén, déng ddu)

Mue dich: DE BHXH tinh va BHXI huyén dang k¥ s6 lwong s6 BHXH sir dung nam sau.
Phurong phap ldp:

- Chi tiéu 1: Ghi s6 t6n nam trudc chuyén sang.

- Chi tiéu 2: Ghi s6 lugng bia sé vA cdc trang s6 (o rdi nhan trong nam

- Chi tiéu 3: Ghi duy kién k€ hoach sir dung bia s6 va cdc trang 6 (3 rdi trong nam.

- Chi tieu 4: Ghi du kién s6 lugng bia sd va céc trang s6 to ri t6n chuyén sang nam sau.
- Chi tiéu 5: Ghi k& hoach st dung BHXH cUa nam sau (ghi cu thé timg quy).

- Chi tiéu 6; Ghi nhimg noi dung cén giai trinh.

Ghi chii: BHXH huyén lap thi bo noi dung Trudng phong.
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CONG HOA XA HOI CHU NGHIA VIET NAM
Péc lap - Tu do - Hanh phic

Madu sé6 05/SBH
DON DE NGHI CAP LAI SO BHXH
Kinh giti: Béo hiém x4 hoi tinh, thanh phe............

Tento1 A: ..o Gidi tinh: .............
Ngéy, thang, nam sinh:. ... e,
NEUYEN QUANS ...t et
Noi cur tri (thuomg trd hodc tam trl): .o,
Gidy chimg minh thit 80 . ..o e
NOUCAD « e , NEAY CAP e,
S6 s BHXH:.......ooevivieen . [ e e e e e e
Noi Cﬁp $6 BHXH lan dau (BHXH tinh hodc huyén)..............

Noi lam viéc {(d6i v6i ngudi tham gia BHXH bét budc) hoic noi tham gia BHXH (déi véi
nguoi tharn gia BHXH tg nguyén):

................................................................................................

................................................................................................

Toi Xin cam doan va chiju trich nhiém trude phap luat vé ndi dung ké khai trén, dé
nghi co quan BHXH xem xét cdp lai s6 BHXH cho toi.

...... , hgay....thang......ndm.,

NGUOI DPE NGHI
(Ky, ghi 1o h(_J_ 1én)

Muc dich: D ngudi tham gia BHXH ké khai not dung, 1y do cap lai s6 BHXH khi mét hoac héng bia s8
BHXH va cic trang s6 1& roi.

Phuong phdp ldp: Nguoi tham gia BHXH ke khai ddy di cidc ndi dung cé trong miu don nhu: Ho
tén, ngay thdng nim sinh, nguyén quin, noi cu trd (thudng tri hoic tam trd), noi lam viéc hodc noi ddéng
BHXH (d6i véi ngudi tham gia BHXH ty nguyén), ¥ do cdp lai sé BHXH.

Ghi chii: Ngudi dang tham gia BHXH thi ghi tén co quan, don vi, dia noi lam viéc hoac noi ddng
BHXH. Trutmg hgp ngimg déng BHXH thi ghi tén co quan, don vi, dia chi noi 1am viéc hoidc noi dong
BHXH trude khi ngimg viéc.
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BHXH................. CONG HOA XA HOI CHU NGHIA VIET NAM
BHXH.........c....... Doc lap - Tu do - Hanh phic

Mau s0: 06/SHB

BAN GHI QUA TRINH PONG BHXH

- Ho va tén: GiGi tinh:___

- Ngay thAing nam sinh: __ / _ / , Dan toc: __, Quéc tich: _
- Nguyén quéan:
- Noi cu trd: . )

- Gidy ching minh thesd:_ Noicdp_ ___ Ngayedp: [/ [/ _
-Sotai khodncanhan:_ . . ___;tainganhang: __
- 56 dién thoai: ; Emai:
- 54 thé bao hiém y t€ (néu co):
- Quyén 1gi khdm chita bénh:_

Sy p T A, PR " i Phu cip
Tit Dén Cﬁp b..lg, l;:hLI'C vu, l:,hm: dgnhrnghln(::' ((;O’ng (;Flénhltrung,‘nén T le déng
théng/nam|théng/nam viéc, noi lam vigc hodc noi dang ky dong cong hodc mifc thuy T - BHXH
BHXH nhap thang Chic | TN | TN Khic
vo | VK | nghé
1 2 3 4 5 6 7 8 9
|
I
|
Théi gian déng BHXH vao quy huu tri, tl tudt dén thing...nam...1a....n3m......thdng.
............ ,NEAy ... thdng ... ndm .....

GIAM POC
( Ky, tén, déng ddu)

Muc dich: Dé ghi, xdc nhan qua trinh d6ng BHXH clia ngudi tham gia BHXH.

Phuong phdp ldp: BHXH tinh in, ¢dp cho ngudi tham gia BHXH trong céc trudmg hop di chuyén
ngoai tinh hodc bao luu thoi gian déng BHXH. )

- Ghi day a0 cdc noi dung lién quan dén viée quan 1¥ ngudi tham gia BHXH. Riéng d6i véi ngui
tham gia BHXH tu nguyén chi ghi cic tiéu thic ¢6 trong T khai tham gia BHXH ty nguyén.

- Bang qué trinh déng BHXH:

+ Cot 1, 2: Ghi thoi gian déng BHXH tir thang ...dén thing....

+ Cot 3: Ghi ddy du cdp bac, chic vu, chitc danh nghé, céng viéc, noi 1am viéc (1én co quan, don
vi, dia chi). Riéng ngudi tham gia BHXH tu nguyén ghi dia chi noi dang ky déng BHXH.

+ Cot 4: Ghi mifc tién luong, tién cong hodc mic thu nhap thidng (d6i véi ngudi tham gia BHXH ru
nguyén) lam can cit déng BHXH.

+ Cot 5, 6,7, 8: Ghi hé s6 hoac ty & % phu cip ngudi tham gia BHXH duge hudng.

+ Cot 9: Ghi ty 1& déng BHXH.

- Dudi bang qud trinh déng BHXH, ghi téng thoi gian (s6 nam, s6 thang) da déng BHXH.

Ghi chii: Mau nay khong c6 gid tri dé gidi quyét cdc ché do BHXH.

.-_023”



BHXH............
SO THEO DOI GIAO, NHAN SO BHXH
Nam..........
Midu 56 07/SBH

Tendonvii....ooooooiiii Madonvii.....oooooo

DA ChL. e

Diénthoai:....................... Fax. ..o, Email:...............
Ngay thang | Daidién | S6 gifly gidi S6 lugng giao | i

nam giao, don vi (ghi | thiéu hoic Giao Nhin - i Ghi chu
i nhén 16 ho tén) CMT Bia s T rii Biasd | Toroi
1 2 3 4 5 6 7 8

Cong quy
Cong nim

Muc dich: Dé theo doi viéc giao, nhan sé BHXH giita co quan BHXH va don vi sir dung lac déng.
Phuong phdp ldp: BHXH tinh hoic huyén ciin ¢ vio Bién ban giao, nhan s6 BHXH dé md chi tiét
cho timg don vi (méi don vi md 01 trang 56 dé theo ddi qua trinh giao, nhan sé BHXH trong nim).
- Cot 1: Ghi ngay, thang, ndm giao, nhan s6 BHXH.
- Cot 2: Ghi ho va tén ngudi dai dién don vi st dung lao dong giao, nhan sé BHXH.
- Cot 3: Ghi s6 Gidy gidi thiéu cia don vi sit dung lao dong hoiic s6 Gidy chimg minh nhan dan clia
ngudi giao, nhan s6 BHXH.
- C6t 4,5,6,7: Ghi s6 lugng sé BHXH giao, nhan (bai s6 vi cdc trang td roi).
- Cot 8: Ghi nhung diém cin luu ¥ (néu ban giao s6 hong dé cap lai thi ghi “cdp lai”, n€u ban giao
s6 BHXH do ngudi lao déng khong dén nhan thi ghi “thu hoi™).
Ghi chi:
- Hang quy, nim phai cong chan. Khi m& sé phai ghi rd 58 quyén, s6 trang, nim md, ho tén ngudi
mé s6, gidm déc BHXH tinh hoic huyen ky, dong diu.
- Hang quy, nim BHXH tinh m& sé nay dé theo d&i viéc giao nhdn sé gitta tmh vdi huyén khi cap
sé BHXH clia ngudsi tham gia BHXH do BHXH huyén quén ly.
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BHXH............
SO THEO DOI TINH HINH CAP SO BHXH
Mdu so: 08/SBH
LTI o TR 1 T T ol PP Madonvii.........
BPia Chle
Biénthoai:.............ocoiue Fax....oooovon o, Email:.......ooooeen a1 s
S Diu ky ] Phat sinh trong ky D Cudi ky
Thoi gian | SSnguti | T.d6ic6 | nguaiT"‘“gT T Glmeno —— 30 BHXH SSagui | T.dé: b
| thamgia | SOBHXH | o gia | s6BHXH | thamgia | Naimg o 15n Toii | CPmél | Cdplai | thamgia | <6 BAXH |
i 2 3 4 5 6 7 8 9 10 1 12 13 14
| Quy I
Théng 1
Thing 2
Thang 3
Céng
; [

Muc dich: Theo déi tinh hinh cap sé BHXH cho ngudi tham gia BHXH chi ti€t cho timg don vi hodc timg x4 (461 véi ngudi tham gia BHXH ty nguyén) dé biét
s6 ngudi da duge cap sé BIIXH, chua duge cap sé BHXH trén dia ban tinh, huyén..

Phuong phdp ldp:
- Cot 1: Ghi thoi gian vao sé (hang thang). - Cot 7,8,9,10: Ghi s6 ngudi ngimg déng, gidi quyét cdc ch€ d¢ BHXH: huu
- Cot 2: Ghi s& ngudsi tham gia BHXH tai thdi diém du thdng. ri, trof cAp 01 14n v L tudt.
- Cot 3: Ghi s ngudi da duge cip s6é BHXH tai thoi di€m ddu thang. - Cot 11, 12: Ghi s6 ngudi dugc cip méi hoac ¢dp lai sé BHXH.
- Cot 4: Ghi s6 ngudi tham gia BHIXH tang trong thing. - Cot 13: Ghi s6 ngudi tham gia BHXII dén thoi diém cudi thang.
- Cot 5: Ghi 6 ngudi da c6 sé& BHXH tir noi khédc chuyén dén. - Cot 14: Ghi s6 ngudi da duge cip s BHXH dén thoi diém cudi thing.

- Cot 6: Ghi s6 ngudi tham gia BHXH gidm trong thing.

Ghi chi:
- Hang quy, niam phai cong ChdIl dé 1ay s6 liéu lén bdo cdo tdng hgp.
- Khi mé s6 phai ghi rd s6 quyén, s6 trang, nam m&, ho 1én ngudi md s6, gidm déc BHXH tinh hoac, huyen k¥, dong dau.



BHXH...........
BAO CAO TONG HOP TINH HINH CAP SO BHXH
Madu so: 09/SBH
Diu ky Phit sinh trong’ky Cudi ky
R Chi tiéu o ok Tén Giam ! 56 BHXH L -
i S6 ngudi | T.d6:chd = — ———— 5 S0 nguai | T.do:céd

i quinly mgia | s BHXH fhda’rf‘éﬂ X g?i)gf{ [St‘l’agf‘g’?; — HuuT“’“g 5‘5] = s Cipmdi | Ciplai | thamgia | 56 BHXH
1 2 3 4 5 6 7 g 9 10 1 12 3 14 15
Phan I: Nguei tham gia BHXH bit buac
1 Khdi A . s
2 Khoi B
Cong
Phan II: Ngudi tham gia BHXH ar nguyén
1 XaA
2 XaB
Cong T
Téng cong i
1. 86 tén ddu quy: - Bia sé: 3. D4 sir dyng trong quy: - Bia sé: Liy ké:

- Trang s0 ¥ ro: - Trang sé té roi: Liy k&
2. Nhin trong quy: - Bia s6: Liy k& Trong d6 hong: - Bia sé: Liy ké:

- Trang s6 t& roi: Ly ke: - Trang s t rosi: Liy ké:

4. 86 (on cudi quy: - Bia sé:
- Trang s6 10 rot:
CHEAY. thang........ndam........
NGUOI LAP : GIAM BOC
(Ky, ghi ré ho tén) (K¥ tén, dong ddu)

Muc dich: Dé téng hop tinh hinh cap s6 BHXH cho ngudi tham gia BHXH hang quy trén dia ban huyén va Phong thu thuéc BHXH tinh quan 1y.
Phuong phdp ldp.
- Cic chi tiéu trong bang:

+ Cot 1: Ghi s6 thi tu. + Cot 7: Ghi s6 ngudi tham gia BHXH giam trong quy.

+ Cot 2: Ngudi tham gia BHXH bt budc ghi theo khéi quan Ly; ngudi  + Cot 8,9,10,11: Ghi s6 ngudi nging déng, gidi quyét cdc ché do BHXH:
tham gia BHXH ty nguyén ghi theo dia ban xa. huu trf, trg cdp O1 14n va tir tuat.

+ Cot 3: Ghi sd ngudi tham gia BHXH tai thoi diém diu quy. + Cot 12, 13: Ghi s6 ngudi duge cap méi hodc cap lai s6 BHXH.

+ Cot 4: Ghi s6 ngudi d4 duoc cdp s BHXH tai thoi diém ddu quy. + Cot 14: Ghi s6 ngudi tham gia BHXH dén thdi diém cuéi quy.

+ Cot 5: Ghi 56 ngudi tham gia BHXH tang trong quy. + Cot 15: Ghi s6 ngudi da duge cdp s6 BHXH dén thoi diém cudi quy,

+ Cot 6: Ghi s6 ngudi di cé sé BHXH ol noi khic chuyén dén.
- Céc chi tiéu ngoai bang: Ghi s6 luong s6 BHXH chua sir dung quy trude chuyén sang; s6 BHXH da nhan, da st dung (bao gém: c4p méi, c&p lai, hong) rong quy
va liy ké; sd BHXH chua sit dung chuyén sang quy sau. Néu tinh lap thém phén ky, xdc nhan cia Trrdng phong, 2{



BHXH. .........
BAO CAO TONG HOP TINH HINH CAP $O BHXH
Mdu so- 10/SBH
Péu ky Phdr sinh trong k¥ Cudi ki
5 Chi tiéu o I Tang Giam $6 BHXH L . s
TT winly | Oneudt | T.d6:c6 ‘o o e | SO nguo Trong do — | Songudi | T.d6:co
quan ty tham gia | s6 BHXH th n?gia «& BHXH thamggia Neiog T £ T lin Toit Cip mdi Cap fai tham gia | s6 BHXH
1 2 3 4 5 6 . 7 8 9 10 211 12 13 i4 15
Phiin [: Nguéi tham gia BHXH bit bude
1 Huyén A
2 Huytn B _
3 ...
| ... | Tinh truc tidp quan 1y
Cong
Phén I1: Ngwii tham gia BHXH e nguyén
1 Huyén A
2 Huyén B
Cong
{ Tong cong )
1. 55 16n ddu quy: - Bia so: 3. Da sir dung trong quy: - Bia sé: Liy keé:
- Trang $6 10 roi: " - Trang s6 o 1o Liy k¢:
2. Nhan trong quy: - Bia sd: Liiy ké: Trong d6 hong: - Bia sé: Liiy ké:
- Trang s6 10 roi: Ly ké: - Trang s6 o rdi: Liy k&
4. S6 t6n cubi quy: - Bia s6:
- Trang s6 o roi:
: CAgAY.L thang... ... ndm........
NGUOIL LAP TRUONG PHONG ... ... GIAM POC
(Ky, ghi ro ho 1én) (KY, ghi ré ho tén) (Ky tén, déng ddu)

Muc dich: DE tong hop tinh hinh c&p sé BHXH cho ngudi tham gia BHXH hang quy trén dia ban toan tinh.

Phuong phdp lép: Tuong w nhu phuong phdp lap bao cdo téng hop tinh hinh cip s6 BHXH trén dia ban huyén, Riéng chi tiéu quan 1y téng hgp theo dia
ban huyén.

~ &




CONG HOA XA HOI CHU NGHIA VIET NAM
Poc lap — Tu do - Hanh phiic

Madu s¢: 11/SBH

BAN PANG KY KE HOACH CAP SG SO BHXH
Théng (quy).......... nim...........

1. 3O BE NGH] CUA BHXH HUYEN:
1. S6 s6 BHXH dugc BHXH tinh cap: tir $6.... dén sd
2. S6 s6 da sir dung: (ir s6.... dén s6.....

3. S6 s6 BHXH con chua st dung: tir s6.... dén s6.....
4. Du kién s6 s6 BHXH str dung trong thdng sau hodc quy sau...........s8

........ , ngay...... thang...... ndm.........
GIAM BOC

1. SO SO BHXH TINH CAP:
S6 s6 BHXH cip cho BHXH huyén........thing... (hodc quy...) 1a tir s6......dén s0......

........ , hgay...... thang...... ndm.........
GIAM BOC

Muc dich: Dé BHXH huyén ding ky k& hoach cdp s6 s6 BHXH hang quy (d6i vdi 03 quy ddu
niam), hing thing (d6i vdi quy I'V).

Phuong phdp ldp:

- Trudc ngay 15 thing cuéi quy hoac triede ngay 15 hang thing (d46i vdi quy IV), BHXH huyén
lap ddy du cdc tiéu thic néu & muc I, gii BHXH tinh.

- BHXH tinh khi nhan dugc ban ding k¥, cfp cho BHXH huyén theo dot (thing hoac quy) tir s4...
dén sé6... & BHXH huyén cip cho ngudi tham gia BHXH tu nguyén.



SO THEO DOI VIEC CAP SO SO BHXH

Quy ...nam.......... )
Miau sé 12/SBH
N Tinh hinh sit dung trong kv s N
Ngari.;ltlllan_g Chi tiéu quan 1y P4 sir dung tir s Con tir 56 ....dén Dni;ns‘%kygg?slg san Ghi chu
) ..dén s6...... 80 e -
1 2 3 4 5 6
Huyén A
Huyén B
Tinh quén 1y ‘

Muc dich: DE theo dbi viec cdp sd s6 BHXH cho BHXII cic huyén va Phong thu quan 1y, theo timg dot:
Hang quy cho 03 quy dau nam, hang thang cho quy IV.

Phuong phdp ldp: Khi nhin dugc bén dang ky k€ hoac cép sa s6 BHXH, Phong 6 thé tién hanh cho s6 6
BHXH trén ban ding ky, déng thit cap nhat vao sé theo dai. '

- Cot 1: Ghi ngay thang nam BHXH tinh cap s6 s6 BHXH cho BHXH huyén.

- Cot 2: Ghi tén BHXH huyén va tinh truc ti€p quan ly.

- C6t 3: Ghi tinh hinh sir dung s6 sé BHXH trong ky (quy hoic thing) tir s& ...den s6.....

- Cot 4: Ghi s6 sé BHXH duoc cip ky trirde chua sit dung hét tir 56 ...dén so.....

- Cot 5: Ghi s6 s6 BHXH cdp cho ky sau tr s¢ ...dén s6.....

- Cot 6: Ghi nhimg ndi dung can luu y.

Ghi chui: CAc thang 10, 11, 12 phdi md dé theo dbi chi tiét cho titng thdng dé tranh truémg hop cdp thira s6 sé
BHXH cho cdc huyén.




