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Sé:5665 /BHXH-THU TP. Hé Chi Mink, ngay 42 thang M nam 2014
V/v huéng dAn nghiép vu lién quan dén gop
s BHXH cua ngudi lao déng c6 nhiéu sb.

Kinh guri: )
- Céc phong chire nang thugc BHXH thanh pho;
- Bao hi€m x& hdi quan, huyén.

Nhim hoan thién viéc gop sb bao hiém xa hoi (BHXH) dbi véi nguoi lao dong
(NLP) c6 nhiéu s6, nay BHXH Thanh phd ban hanh huéng dan théng nhit mot sé noi
dung va trinh tu giai quyét hd so lién quan dén gbp s BHXH nhu sau:

I. C4c nguyén tic xir Iy lién quan dén gop s6 BHXH:

1. Nguoi lao dong ndp sb BHXH cép trung cho don vi dang lam vi€c hoéc don vi
tham gia BHXH sau ciing d3 chdt sd, de 1ap hé so va chuyen cho co quan BHXH gop s0.
Trudng hop don vi tham gia BHXH cubi ciing giai thé, hodc NLD d3 chdt sb nghi viéc va
hién tai khong tham gla BHXH, thi NLD ndp hd so tai co quan BHXH, noi don vi cudi
cung dang ky tham gia BHXH dé gop sb.

2. Gop tit ca dit liéu déng BHXH, BHTN chua huéng vé s6 goc lasé €6 qua trinh
tham gia BHXH som nhat nhung chua huong (hodc chua hudng het) tro cép 1 lan trg
cap that ‘nghi€p va giit lai s0 s6 d6 8 tiép tuc tham gia BHXH; thu héi va hily cac sb (va
s6 s6) cip trung.

- Néu qua trinh tham gia BHXH dau tién duoc quan ly béng, s6 sb tam, hoic sb
khong duge NLD thira nhén thi s6 s6 BHXH lién ké sau d6 1a s6 so goc.

- Trudomg hop NLD c6 s6 BHXH dang huéng trg cap thudng xuyén thi gitt lai s6
d6 lam sd goc.

3. Dbi voi nhitng sb gdp co thoi gian déng truing BHXH, khi gdp s thi giir lai sd
c¢é thoi gian dong trung BHXH theo thir tir wu ti€n nhu sau:

- S c6 thoi gian dong BHXH ¢ tinh thanh phé khac, néu NLD mubn giam trung
qua trinh nay, thi yéu cAu NLD lién hé BHXH tinh thanh phd d6 ¢ giam trung va chét
lai sd;

- S dang hudng ché do huu tri;

- Sb da va dang hudng ché d6 Tai nan lao d6ng — bénh nghé nghiép;

- Sb d3 hudng tro cép 1 14n nhung con BHXH thit nghiép chua hudng;

- S& d3 hudng tro cp thit nghiép nhung con BHXH 1 1an chua hudng;

- Sb ¢6 thoi gian tham gia BHXH, BHYT, BHTN véi mirc luong cao hon.

4. S5 BHXH ma NLD da huéng céc ché do tro cdp, thi xac nhan dit ligu da hudng
tuong ing véi cac phurong an theo quy dinh, qua trinh con lai chua hudng ché d6 tro cap
thi van duoc bao luu.



5. Trudng hop NLD cam két khong thira nhin qua trinh tham gia BHXH, BHTN
thi phai trinh bay r6 trong Pon dé nghi (miu DO1-TS). Can bd xtr ly nghiép vu khoa dir
liu qua trinh dong BHXH, BHTN bang phuong a4n KB, KT va lap bién ban hiy s tai
muc “Hay cé nhiéu s6”. Pon d nghi ctia NLD c6 phé duyét cia Ban Giam doc BHXH
quan, huyén hoic Lanh dao phong Thu BHXH Thanh phd dé thay thé cho s6 thu hdi.
Trudmg hop dic biét phai phuc hdi lai qua trinh d4 khoa phuong 4n KB, KT, thi chi duoc
thuc hién khi c6 sy phé duyét (noi di khoéa dit liéu trude day) cua Ban Giam déc BHXH
quén, huyén hodc lanh dao phong chirc ning ctia Thanh phd va ding theo quy trinh phuc
hbi s sb da hiy.

6. NLD co qua trinh tham gia BHXH trung nhau thi phai glam qué trinh trung
tuong Ung, ke ca sO co thoi gian chua huong ché d6 ma trung voi s6 ¢6 thoi gian da
hudng tro cip 1 14n, trg cAp thit nghiép ciing pha1 giam trung dén thang lién ké cua sb da
hudng trude d6, khi giam tring thi phai thu hdi sd tién trg cdp BHXH d3 hudng (néu co).

7. Khi gop s6 BHXH c6 qu4 trinh tham gia BHXH trung nhau va d& hudng trg chp
BHTN, neu qué trinh déng BHXH trung, dung d¢ tinh thoi gian hudng trg that nghiép (3
thang, 6 thang hodc 9 thang ...) thi yéu cau NLD phai ndp tra lai so tién BHTN d4 hudng
trude khi giam trung.

~ 8.NLD d4 ding hd so ciia ngudi khéc dé tham gia BHXH va hudng céc ché d6 tro
cap BHXH, neu con qua trinh chua hudng thi sau khi don vi (hodc NLD) n6p ho so dieu
chinh theo ding quy dinh, co quan BHXH thyc hién di€u chinh h6 so v€ nhén than ding
va théng bao cho cdc noi da giai quyét ché do cdp nhat nhén thin dung thong qua B
phan ché d6 BHXH.

9. Qua trinh tham gia BHXH dé huong ’ché' dd, nhung do quén, huyén khac quan
ly thi khong nhép dir li€u d6 ve. Neu dir liéu goc do don vi minh quan ly thi xac nhén dir
liéu theo phuong an CT, TT (néu cd).

10. Qua trinh tham gia BHXH ma NLD cam két khong thira nhin, nhung do quén,
huyén khéac quan ly thi phai nhap dit liéu d6 vé dé khoa phuong an KB, KT.

11. Thoi gian dong trung BHXH hodc dong tiép BHXH sau khi c6 quyét dinh
hudng huu tri, dugc giai quyét trén nguyén tic g0p qua trinh vé sb gbc, hoan tra lai qua

trinh dong tring hodc qua trinh déng tiép BHXH, ké tir thoi gian NLD chinh thirc hudng
luong huru trd veé sau va tinh lai lvong huu.

IL Trinh ty gidi quyét hd so lién quan dén gop s6 BHXH tai cac Phong nghiép
vu hoic cdc B) phin (dwéi ddy goi tit 1a B phan) Thu, Cip sb thé, Ché d6 BHXH,
K¢é hoach tai chinh:

Pé han ché 6i da viéc chp sb sb tring cho NLD tham gia BHXH, can bd xir ly
nghi€p vu phai can ctr s6 chimg minh nhan ddn (CMND) cua NLD, ra sodt cac kho dit
liéu trong qua trinh giai quyet ho so.

1. Trinh ty gidi quyét hd so cip s6 s6 BHXH méi:

B6 phan Thu tiép nhan hd so tdng moi cia don vi, cdn cit CMND dé vao chuong
trinh SMS thyc hién ra soat tinh trang cap s s6 cho NLD.

- Chi cép sb sb mai néu khéng phat hién duge NLD c6 bat ky s6 s6 ndo.

- Trudmg hop phét hién NLP da ¢6 1 s6 s hop 1¢ (khong tinh cac s6 s6 tam, s6 s
khong @a 10 ky tu theo quy dinh ...) thi ghi nhin ting méi BHXH theo s6 s6 d6. Néu



phat hién NLD co nhiéu‘ s sb, thi tam thoi 14y gé s6 do BHXH Thanh phd cip sau cling
va kém theo phi€u yéu cau gbp s6 PO1-DV chuyén don vi.

- Truc‘mg hop khfmg phat hién sﬁ §6 nao, nhung trong phén khai béo ting moi
BHXH, don vi c6 ghi s0 s6 cii (ké ca s0 so do tinh, thanh pho khéc cap), thi dung s0 so
ctia don vi khai bao nhung phai c6 s photo kém theo.

2. Trinh ty giai quyét hd so chot s6 BHXH khi NLD c6 nhiéu sé:

Bo phan Cép sb thé khi giai quyet ho 50 chét sd, cin cirt CMND dé vao chuong
trinh SMS thuc hién ra soat tinh trang cap s6 sb cho NLD, néu phat hién NLD c6 nhiéu
sb thi thuc hién:

- Chét s6 trén chuong trinh SMS; In mAu 07/SBH, in phiéu yéu ciu gop sb6 PO1-
bV (hoac P02-CN).

- Tré lai hd so, kém miu 07/SBH va phiéu yéu ciu gop s6 PO1-DV cho don vi
(hoac P02-CN n€u NLD ndp ho so).

_- Khi don vi n0p bd sung C}éy dt hé so kém theo phiéu yéu cdu gop sé BHXH, noi
g0p sO s€& ti€n hanh gdp va chot so theo quy dinh.

_- Trudng hop d chét s6 nhung khong in to bia, to i thi phai ghi cha lén phiéu
yéu ciu gbp PO1-BV dbi véi don vi hoic P02-CN dbi voi NLP.

3. Trinh ty gidi quyét hd so huu tri, tuit, tai nan lao dong — bénh nghé
nghiép, trg cip 1 1in, thai sidn c4 nhan va 3 ché d9 ngin han khi NLD c6 nhiéu so:

Bo phan ché ¢6 BHXH khi giai quyét hd so huu tri, tut, tai nan lao dong — bénh
nghé nghiép, trg cdp 1 14n, thai san ca nhan va 3 ché d6 ngén han, cin cr CMND dé vao
chuong trinh SMS thyc hién ra soat tinh trang cip s sb cho NLD, néu phét hién NLD c6
nhiéu s thi thyc hién:

-In phleu yéu ciu gop sé P01-DV d6i véi don vi ndp hd so hodc P02-CN néu
NLD ndp ho so.

- Tra lai hd so chua giéi quyét ché d va phiéu yéu cau gop sb P01-DV cho don vi
(hodc P02-CN cho NLD).

Trudng hop phat hién NLD c6 nhiéu s, nhung ngoai s6 s6 dang dé nghi huong
ché db, cac s s con lai khac da hudng hét che do, s6 do NLD cam két khong thira nhan
thi hudéng ddn NLD lam Don dé nghi theo miu D01-TS va giai quyét hd so nhu sau:

- Néu NLD c6 sb s6 cam két khong thira nhan qua trinh tham gia BHXH ma qué
trinh do6 do quén, huyén khéc hodic Thanh phd quan ly, thi B4 phan ché 46 BHXH léap
mAu CO2-TS kém hd so, chuyen qua B¢ phén thu de nhép qua trinh noi khac ve B0 phéan
thu sau khi nhap qua trinh noi khac vé, chuyén tiép hd so cho Bb phan cap so thé thuc
hién nghi¢p vu khoéa dir li€u theo phuong an KB, KT, 14p bién ban hay so sb tai muc
“Huy co nhiéu s6” va chuyén tra h6 so kém bién ban htty s6 cho B phan ché d6 BHXH
giai quyét chi tra ché d9 cho NLP.

- Néu NLP ¢6 sb s6 cam két khong thira nhan qué trinh tham gia BHXH ma qui
trinh d6 do quén, huyén minh quén ly, thi B phén ché d6 BHXH lap mau C02-TS kém
hd so, chuyén qua B6 phan cip s thé thuc hién nghiép vu khéa dir liéu theo phuong an
KB, KT, 1ap bién ban hiy sb sb tai muc “Huy c¢6 nhidu s6” va chuyén tra hd so kém bién
ban hay sb cho Bb phan ché d6 BHXH giai quyét chi tra ché d6 cho NLP.
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Lueuy:
+ Truwong hop NLD cé nhiéu s6, ngoai 56 dang dé nghi hudng ché dp nhung van

con 56 khdc, c6 qud trinh chuwa hudng ché dp thi vén tra hé so vé noi tham gia va chét s6
sau cung thyc hién gop 50 theo quy dinh.

+ Ngodi trinh ty gidi quyét ho so nhu trén, BY phdn ché d¢p BHXH vin phdi thuc
hién gidi quyét ho so nhw hwdng dan tai van ban so 1435/BHXH-CDBHXH ngay
16/5/2013 cua Bao hiém xd hdi Thanh pho.

4. Trinh ty gidi quyét hd so gdp s6 BHXH nhung phat hién NLD c6 nhiéu sé
hon s6 lwgng sb di nop:

B phan thu khi giai quyet ho S0 g0p 50, can ca CMND dé vao chuong trinh SMS
thuc hién ra soat tinh trang cap s6 sb cho NLD, néu phat hién NLD cé nhiéu sb hon sb
luong s6 da ndp theo hd so thi thuc hién:

- Khong giai qu}{ét gop s0, chi in phiéu yéu céu gop sé PO1-BV (hoic P02-CN néu
NLD ndp ho so) kém ho so d€ chuyén tra lai cho don vi.

~ -KhiNLD ?b(;) sung ddy dt sé kém theo phiéu yéu ciu gop sé BHXH, noi gop sb
s€ tien hanh gdp s6 theo quy dinh.

5. Trinh ty gidi quyét hd so didu chinh nhén thin tham gia BHXH khi NLD
¢6 nhiéu sd:

Bo phan thu khi giai quyét hd so diéu chinh nhén than, can cd CMND dé vao
chu‘orng"trinh SMS thuc hién ra soét tinh trang cap s s6 cho NLD, néu phat hién NLD cé
nhiéu so6 thi thuc hién:

- Diéu chinh nhén thén trén chuong trinh SMS, in phiéu yéu ciu gop sé P01-DV
(hodc P02-CN nc€u NLD ndp ho so) va chuyén ho so cho B phén cap sé thé.

- B§ phén clp sb theé in lai th¢ BHYT d& dugc diéu chinh d& tra cho don vi cing
v&i ho so va phiéu yéu cau gop sb.

6. Trinh ty giai quyét hd so cdp mit, cAp héng sé6 BHXH khi NLD cé nhiéu

w
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B6 phan cp s6 the khi giai quyét hd so cAp mat, cAp hong s6 BHXH, néu phat
hién NLDP c6 nhiéu so6 thi thuc hién:
- Khéng in lai s6 mét, sb hong chi in mﬁu 07/SBH va phiéu yéu céu gop sb PO1-

bV (hoidc PO2-CN) co ghi chi lén phleu yéu ciu gop ve tinh trang ciia s6 d6 nhu: chua
in to bia, to rdi ... dé tra lai cho don vi (hodc P02-CN néu NLP ndp hd so).

- Khi NLD bd sung day daa ho so s6 BHXH, keém theo mau 07/SBH va phiéu yéu
cau gop s6 BHXH, noi gdp sb s& tién hanh gop sb theo quy dinh.

7. Trinh tw gidi quyet ho so gop s6 BHXH khi NLD muwon, cho mwon hd so
tham gia BHXH:

7.1. Bo phan thu khi giai quyét hé so gop s0, néu phat hién NLD c6 thoi gian tham
gia BHXH trung do muon hodc cho muon hé so thi huéng din NLD diéu chinh nhan
than theo hudng din tai cong vin sé 2609/BHXH ngay 25/7/2013, v& viéc phéi hop xir ly
vi pham hanh chinh trong linh virc quan ly s6 BHXH.



NLD sau khi c6 Quyét dinh xir phat ciia Thanh tra S& Lao dong Thuong binh va
x4 hoi (LDTB&XH) va dé nfp phat ding quy dinh, thi ndp hd so gidi quyet theo Phiéu
giao nhan h6 so (PGNHS) di€u chinh nhan than do muon tén (303/.../S0).

7.2. Trudng hop ngudi cho mugn hd so khong lién lac duge véi ngudi muon hé so
thi:

- Nguoi cho muon hé so phai viét Pon dé nghi (miu D01-TS) tudng trinh 13 1y do
cho nguoi khiac muon hd so, nhung dg khong lién lac duoc va cam ket khong thira nhan
qua trinh s6 BHXH ma ngudi mugn hd so da tham gia BHXH.

- Nop hd so giai quyét theo PGNHS gop s6 (304/.../SO).

- B6 phén thu nhap qua trinh tham gia BHXH do noi khac quan ly ma NLD khéng
thira nhan (n€u co).

- B6 phan cép sb thé khéa qua trinh tham gia BHXH trén dit liéu theo phuorng an
KB, KT va lap bién ban hiy sb NLD khong thira nhén tai myc “Huy ¢c6 nhiéu s6”. Néu s

khong thira nhén d& hudng tro cip 1 14n, trg cp thit nghiép thi khoa phuong an CT, TT
va lap bién ban huiy s6 s6 khong thira nhan tai myuc “Huy c6 nhiéu s6”

.7.3. Truong hop NLD muon hd so tham gia BHXH va da hu.'o*ng hét cac ché do
trén sO muon tén (ho so gia), nay ndp ho so gidi quyét dieu chinh nhan than, c6 Quyet
dinh xr phat ...theo (PGNHS303/.../SO), thi thuc hién:

- B6 phan cp sb thé khoa qua trinh tham gia BHXH trén dit liéu theo phwong 4n

CT, TT va 1ap bién ban thu hdi sb tai muc “Thu hdi so giai quyét ché do”. Trudng hop
khoéng con s6 do bi co quan BHXH thu hdi hodic bi mét sau khi hudng hét ché d6 thi chi
khéa qué trinh tham gia BHXH trén dir li¢u theo phuong &an CT, TT.

7.4. Truong hop 2 s6 s6 BHXH trung nhau hoan toan vé nhan than ma NLP dang
giai quyet ho so, c6 don cam két khong cho ngudi khic mugn hd so (do bi ngudi khac
lam dung):

- Néu s6 sé6 BHXH bi larq dung ma NLD 46 da,ng con lam viéc & mot don vi khac,
thi moi NLD 36 1én x4c minh, d€ lam cén cir gidi quyet.

- I:Iéu sb s6 BHXH bi lam d‘ung ma NLD dé dej nghi viéc khén,g lién lac duoc, thi
hudéng dan NLD dang giai quyet ho so, lam thu tuc h6 so va giai quyet nhu muc 7.2 trén
day “Truwong hop nguoi cho mwon ho so khdng lién lac dwoc voi nguoi muegn ho so”

8. Trinh tw gidi quyét hd so giam triang thoi gian tham gia BHXH:

8.1. Thodi thu qua trinh dong trung BHXH théng qua don vi:

- Ap dung cho truong hop NLD dang lam viéc, ¢6 qua trinh tham gia BHXH chua
dugc chot sO nhung tring qua trinh véi don vi khac da chot.

- Thyc hién hoan tra tién thoai thu cho NLD thong qua mé quan ly thu BHXH cua
don vi kém“Phiéu thong tin” tra tién cho NLD.

- Pon vi 1am hd so ‘diéu chinh gidm tring qua trinh tham gia BHXH theo PGNHS
(103/.../THU), ghép vai hd so gdp so theo PGNHS (304/.../S0).

- Bo phan thu lap phleu yéu ciu (C02-TS), chuyén B phan CP.BHXH d& xac
minh viéc giai quyét cac ché ¢ BHXH ddi v6i NLD trong thoi gian déng tring, phiéu



yéu cdu phai thé hién day du céc s6 s6 ¢6 thi gian trang nhau, trong d6 c6 x4c dinh s6 50
phai thu hoi.

- B4 phan CD.BHXH phan hoi lai két qua cho B6 phan thu (C02-TS) kém 01
Quyét dinh thu hdi tién trg cip (néu co).

8.1.1. Truong hop NLP chua hudng ché d6 dbi voi thoi gian gidm trung déng
BHXH:

- B6 phan thu tién hanh giam trung qua trinh dong BHXH; 1ap “Phiéu trinh giai
quyét cong viéc” kém hd so chuyén dén Phong Thu (B6 phén Tong hop thu), dé trinh
Ban Giam dbc ra Quyét dinh hoan tra (miu C16-TS); tién hanh gdp sb theo quy dinh.

- B§ phén thu gm 01 Quyét dinh (QD) hoan tra cho NLD, 01 “Phiéu thong tin” tra
tién cho NLD ciing v6i hd so duge giai quyét vé don vi.

8.1.2. Trudong hop NLD da hudng ché @6 d6i véi thoi gian giam tring déng
BHXH:

- B0 phén thu khong giai quyet hé so gdp s6; 1ap thong béao tra hd so (kém 01 Qb
thu hdi), yéu ciu NLD nép lai sb tién da hudng trude khi giai quyét hd so gop sd.

- Sau khi NLD da nép lai s6 tién theo yéu cAu ctia BHXH, thi ndp lai hd so gop sb
(kém chimg tir ndp tién) d& BHXH gop sb.

_ - B0 phén thu nhan duoc hd 80 gOp s6 (c6 kem chimg tir np tién ctia NLD),
chuyeén B§ phén ke toan (C02-TS) dé xac minh so tién NLD di ndp dung, du theo yéu
cau méi thuc hi€n gép so.

- B6 phan thu tién hanh giam trung qua trinh déong BHXH; lap “Phiéu trinh giai

quyét cong viéc” kém hd so chuyén dén Phong Thu (BO phén Tong hop thu), dé trinh
Ban Giam dbc ra Quyét dinh hoan tra (miu C16-TS); tién hanh gdp s6 theo quy dinh.

- B6 phan thu lvu 01 QP hoan tra tién, giri 01 QP hoan tra cho B phan ké toan,
01 QD hoan tra cho NLD kém 01 “Phiéu théng tin” tra tién cho NLP cing voi hd so
duoc giai quyét vé don vi.

8.2. Thoai thu qua trinh déng tring BHXH tryuc tiép cho NLD:

- Ap dung cho trudng hop NLD c6 qué trinh tham gia BHXH dé dugc chét sb
nhung trung qua trinh véi don vi khac da chot.

- Thuc hién hoan tra t1én thoai thu cho NLD thong qua ma quan ly thu giam trung

thoi gian dong BHXH trire tiép cho NLP (GT0001x hodc GT0002x) kém“Phiéu thong
tin” tra tién cho NLD (néu don vi ndp hd so gdp sd).

- B6 phan thu tr lap DO2-TS dé diéu chinh giam thoi gian déng tring BHXH,
BHTN khi giai quyét hd so gop sb.

- Bo phan thu lap ph1eu yéu ciu (CO2-TS), chuyén Bo phan CP.BHXH dé xac
minh viéc giai quyet cac ché do BHXH d6i v&i NLD trong thoi gian déng tring, phleu
yéu ciu phai thé hién dy du cac s s c6 thoi gian tring nhau, trong d6 c6 xac dinh s6 s6
phai thu héi.

- B6 phan CB.BHXH phéan héi lai két qua cho Bo phan thu (C02-TS) kém 01
Quyét dinh thu héi tién trg cap (n€u cd).



8.2.1. Truong hop NLD chua hudng ché d6 ddi véi thoi gian giam trung déng
BHXH:

- B6 phan thu tién hanh giam trung qué trinh dong BHXH; 1ap “Phiéu trinh giai
quyét cong viéc” kém hd so chuyén dén Phong Thu (Bo phan Tong hop thu), ¢ trinh
Ban Giam dbc ra Quyét dinh hoan tra (miu C16-TS); tién hanh gdp sb theo quy dinh.

- B6 phén thu luu 01 QD hoan t,ra tién, gui 01 QD‘ hoan tra cho Bp phéan ké toan;
01 Qb hoan tra cho NLD kém 01 “Phiéu thong tin” tra tién cho NLD (néu don vi di nfp
ho6 so gdp sO) cung véi ho so duge gidi quyét cho NLD.

8.2.2. Truong hop NLD da hudng ché d6 dbi voi thoi gian giam trung dong
BHXH:

a. Néu sb tién hoan tra cho NLD 16n hon sé tién thu hoi thi:
- B6 phén thu thyc hién nhu hudng din tai diém 8.2.1.

- B§ phan ké toan thuc hién thu tuc thu hdi va hoan tra tién cho NLD theo dang
quy dinh.

b. Néu sé tién hoan tra cho NLP nho hon sb tién thu hdi thi:

- BO phén thu khéng giai quyet hd so gdp s6; 1ap thong bao tra hé so (kém 01 Qb
thu hdi), yéu cAu NLD ndp lai s6 tién da hudng trude khi giai quyét hd so gop so.

- Sau khi NLD da qop lai sb tién tpeo yéu ciu cia BHXH, thi ndp lai hd so gbp sb
(kém ching tir ndp ti€én) d¢ BHXH gop s0.

- B6 phan thu nhan dugc hd so gop sb (c6 kem chimg tr ndp tién cua NLD),
chuyen Bo phan ké toan (C02-TS) dé x4ac minh sé tién NLD d3 nép dung, du theo yéu
cdu méi thuc hién gop sd.

- Bo phan thu tler} hanh giém trung qua trinh dong BHXH; lap “Phiéu trinh giai
quyét cong viéc” kém hd so chuyén dén Phong Thu (BO phan Tong hop thu), d¢ trinh
Ban Giam dbc ra Quyét dinh hoan tra (miu C16-TS); tién hanh gdp s theo quy dinh.

- B6 phén thu luu 01 QD hoan tra tién, gui 01 Qb hoan tra cho Bo phéan ké toan;
01 Qb hoan trd cho NLD keém 01 “Phi€u thong tin” tra ti€n cho NLD (néu don vi ndp ho
so g0p s0) cung vdi ho so dugce giai quyet cho NLD.

Luu y:

- Néu B¢ phdn CD.BHXH xdc dinh qua trjnh giam trz‘tpg da h}ro"ng ché dé ’ngd'n
han (6m dau, thai san, dudng sirc) thi Idp 03 quyét dinh thu hoi, chuyén Bo phdn ké todn

01 OD thu héi, chuyén lai cho B phan thu 01 OD thu héi ciing vdi mau C02-TS dé yéu
cau dom vi hodc NLD ndp lai tién méi gidi quyét gop so.

- Néu xdc minh cdc ché @ chi tra BHXH cia qud trinh giém tring, lién quan dén
BHXH qudn, huyén khdc hodc Thanh phé quan by thi B6 phdn thu cia quan huyén hodc
Thanh pho dang gidi quyet hé so chiu trdch nhiém giri va nhan két qud xdc minh, thong
qua dwong truyén FTP dé kip thoi phan héi lai cho B6 phdn thu gidi quyét hé so.

- Cdn cit vao cdc xdc nhdn cua Bé phdn ché dp thuéc BHXH qudn, huyén hodc
Thanh phé c6 lién quan; BHXH qudn, huyén hodc Thanh phé dang gidi quyét ho so gop
50, ¢6 trach nhiém ra quyét dinh va thu héi sé tién tro cdp BHXH da huong (néu co) cua
3 ché dp ngdn han (6m dau, thai san, dudng sikc). Truomg hgp néu cé thu hoi tro cdp bao



hiém thdt nghiép thi chuyén dén B phdn that nghiép (Phong Ché d¢ BHXH/TP), d¢ dé
nghi Trung Tam Gici Thiéu Viéc Lam ra quyét dinh thu hoi.

- Phong Thu (B$ phdn T6 ong hop thu) lgp 04 OD hoan tra tién dong trimg cho
NLD (mau C16-TS), trinh Ban Gidm doc ky, chuyén cho Bo phdn thu qudn, huyén hodc
Thanh phé 03 ban OP.

- Bg phdn thu ding ma quan Iy thu GT000Ix (hodic GT0002x) dé thodi thu qud
trinh trimg cho NLD doi vdi tdt cd cdc sé c¢6 qud trinh dong BHXH trimg va da chot so
(ngoaqi trir qud trinh trung phdi giam cia NLD dang lam viéc ma chwa dugc don vi chot
6 thi thuc hién hodn tra tién thodi thu cho NLP théng qua ma quén Iy thu BHXH cua
don vi), cdch khai bdo thém ma don vi moi trong chuwong trinh SMS:

- Ma k{’lo"i Hx - Mé dom vi GT0001x véi ndi dung “Gidm tring thoi gian dong
BHXH tryc tiép cho NLD (Dung cho doi twong tham gia BHXH, BHYT, BHTN)”

- Ma kfzo"i Xx - Ma don vi GT0002x véi ndi dung “Giam tring thoi gian dong
BHXH truec tiép cho NLD (Ding cho doi twong chi tham gia ché do0 BHXH dai han)”

9. Trinh ty giai quyét viéc ddng bd chuyén dir lidu vé sb gbc:

- B6 phan thu thuc hién gop s6, chuyén toan bo qua trinh vé s& gbc, cap nhat dit
liéu nhén than va nhip dit li€éu noi khac chuyén dén.

- B6 phan cip sb thé xac nhan va khéa dir liéu theo cic phuong an quy dinh. Lap
bién ban huiy sé tai muc “Huy co nhiéu s”, khi can b6 lap bién ban hity s6 phai xac dinh
chinh x4c s6 s6 cin gui thong bao dé chon phuong an “YES” hoac “NO”. (Luu y: Chi guri
cdc thong bdo cd 56 s6 BHXH can chuyén qud trinh tir s6 hiy vé 56 goc, con cdc s6 hiy
do da huomg tro cdp 1 lan (CT), NLD khong thica nhdn (KB, KT) thi khong giri).

-Bo phén th1’1 dﬁng tién jch tr chuong trinh SMS dé in va gtri miu GO1-NB vao
folder “THONG BAO GOP SO” twong ung timg Quén, Huyén hodc Phong Thu theo
dinh ky hang tuan, thong qua duc‘mg,truyén FTP, d€ xtr ly dong b dir ligu trén toan hé
thong, dong thoi hang thang in ban tong hop thong bao gbp s6 dé gui cac don vi BHXH
lién quan luu trir.

- BO phén thu dung tién ich tir chuong trinh SMS dé in va glri mau GO2-NT ddi
v6i cac BHXH tinh, thanh phd khéc theo dinh ky hang tuan, thong qua dudng buu dién.

- Cén cr n6i dung thong béo gdp s6 miu GO1-NB hodc G02-NT, hing quy Phong
Thu ki€ém tra dit liéu gfp sO trén toan Thanh pho, d€ ddm bao viéc dong bd dit li¢u duge
thuc hién nghiém tuc.

Luuy:

- Bdt bugc in va giki thong bdo gop s6 mau GOI-NB va GO2-NT ti chuong trinh
SMS, khéng dung cdc phan mém khdc dé in thong bdo nhu: word, excel ...

- Chi duy nhdt don vi giri thong bdo lam bién ban hity s6 s6.

10. Trinh tw gidi quyét viéc xdc minh va diéu chinh trang s6 CMND ciaa 2
NLD khac nhau:

Trudng hop, cung 1 s6 CMND nhung c6 2 nguoi dung tn khac nhau, phai yéu
cau NLD (hozc don vi quan ly NLD) nop CMND va kiém tra hd so goc cua NLD dé (1‘01

chiéu, diéu chinh, sau kh1 kiém tra ma vin trung CMND thi yéu cau m01 NLD tu viét
“Pon dé nghi xdc minh s6 CMND gbc”, giri vé Phong Canh sat QLHC vé& TTXH dé xac



minh. Sau khi c6 két qua x4c minh thi 1ap ho so diéu chinh theo quy dinh (cé mdu Pon dé
nghi xdc minh so0 CMND goc kém theo ¢ dwdi day).

Trueong hop ngudi tring CMND d4 nghi viéc khong lién lac dugc, tam thoi thém
ky tu “A” vao trudc ddy sO CMND cua nguoi trung da nghi viéc do.

Str dung dudng truyén FTP, dién thoai dé trao d6i giri, nhan thong tin xac minh va
didu chinh tring CMND gifra cac quan, huyen hodic Thanh phd, thong qua ddu méi 14 can
bo tdng hop thu & quén, huyén va can bd tdng hop chuyén quan thu quin huyén cia
Thanh phé (phong Thu).

II1. Mt s6 luu ¥ khi xir Iy nghiép vu lién quan dén gdp s6 BHXH:

1. Sb BHXH d& huong trg cép 1 1an thi khong chuyén qua trinh cia s6 d6 vé sb
gbc, BO phan cép s thé xac nhén dit liéu theo phuong an CT (neu dit liéu do quén huyén
minh quén 1y) va thyc hién nghiép vu hiy s6. Truong hop s6 dd huong tro cép 1 lin
nhung van con qua trinh chua hudéng thi B phan thu chuyén qua trinh d6 vé s goc; Bo
phén cip sb thé xac nhan dit liéu theo phuong 4n CT va thuc hién nghiép vu hiy sb.

2. NLD co6 nhléu s6 sb BHXH ma sb tham gia va chdt sau cing thudc tinh, thanh
phé khac, con cac sd trude d6 thugc BHXH Thanh phé H6 Chi Minh quan ly, nhung
NLD da hudng hét ché d¢ hodc sb khong thira nhan, thi khéng nhén hé so giai quyét gop
s6 do c4 nhan NLP di ndp. Chi nhan hé so giai quyét gop sd do don vi di ndp, khi NLD
di lam viéc lai tai TP.HS Chi Minh. Trong trudng hop nay, néu NLD di hudng trg cép 1
14n tai dia ban TP. HS Chi Minh thi quin, huyén nhén hd so giai quyét theo diém 3, muc
I1 trén day “Trinh tw gidi quyét ho so hueu tri, tudt, tai nan lao dong — bénh nghé nghiép,
tro cd'p 1 1én, thai san cd nhdn va 3 ché dé ngd'n han khi NLD c6 nhiéu s6”

3. NLD c6 Pon d& nghi, cam két s6 da hudng trg cAp BHXH 1 lan, nhung dit liéu
tra ciru cua co quan BHXH khéng thé hién thi van thyc hién xac nhén dir lidu theo
phuong an CT nhu ndi dung cam két cua NLD va giai quy€t ho so binh thuong.

4. Khi giai quyét hd so lién quan dén qué trinh tham gia BHXH cua NLD, néu du
cén car NLD da hudng tro cap that nghiép thi xac nhén dir liéu bang phuong én TT, neu
khong dud can cir thi khoéa dir li€u bang phuong an KT.

5. Céc truong hop phuc hdi lai _qua trinh that nghiép trudc diy cia NLP do da
hudng va bi thu hdi, huy s6 khi gop sd, nay c6 Quyet dinh thu héi cua S& LDPTB&XH,
nhung qua trinh tham gia bao hiém thét nghi¢p can phyc héi khéng c6 trong co s& dir liéu
ctia noi truc tiép nhan hd so, do khi gop s6 khéng nhap qua trinh da hu'orng Trong trudng
horp nay, can ct vao dit liéu ddng bo toan hé thong BHXH/TP dé giai quyét hd so; dbi
v6i dir liéu gbe do tinh thanh khac quan 1y thi chuyen tra vé tinh thanh d6 xac nhan qua
trinh BHTN chura huéng dé 1am cin cir giai quyét hd so.

6. Khi giai quyét cac nghiép vu BHXH, phat hién s6 d duoc cip mét, nhung NLD
nop sb khong cé dau “Cip 14n 2” thi phai lap bién ban thu hdi. Vi trong trudng hop nay
NLD chi dugce st dung sb cép 14n hai dé giao dich.

7. S6 BHXH da chdt dung, hop 1é nhung sau d6 do co quan BHXH diéu chinh
giam lui qué trinh tham gia BHXH cua toan by don vi, tuong tmg véi sb tién don vi ng
BHXH, trong trueong hop niy vin cong nhan sé d3 duge BHXH chét trudc do.



IV. Pham vi 4p dung:

Vén ban nay quy dinh, huéng dan trinh tur giai quyét nghi€p vu lién quan dén gdp
s6 BHXH cua NLD c6 nhiéu sd, trén dia ban BHXH Thanh phd quan ly.

Vin ban nay cé hiéu luc l‘ce tir ngay ky. Cac huéng din c6 lién quan trudc ddy trai
vGi hudng dan tai van ban nay deéu hét hi€u luc thyc hién.

V. T6 chirc thye hién:

Phong Thu phdi hgp Phong Céng nghé thong tin tong hop yéu ciu, thuc hién bd
sung phin mém chuong trinh quan ly va tao thu muc trao dbi nghiép vu riéng trén duong
truyén FTP. Phong T chirc cén bd chu tri, ph01 hop cac phong nghiép vy lién quan, bd
sung quy trinh tiép nhan va giai quyét hd so, & dam bao thuc hién nhanh chéng va thuan
loi cho nghiép vu gop sb theo hudng din nay.

Yéu cdu BHXH quén, huyén va cac phong nghiép vu o lién quan thyc hi¢n dun
ndi dung hudng din trén. Trong qua trinh thyc hién néu c6 vuorng mic thi phan anh vé

BHXH Thanh phé (cac phong nghiép vu lién quan) dé dugc giai quy%

Noi nhin: KT. GIAM DOC
- Nhur trén; s

- Ban Giam déc;

- Luu VT, P.Thu (T, 01 bén)fm

Nguyén Thj Thu
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PO1-DV

BAO HIEM XA HOI TP. HO CH MINH CONG HOA XA HQI CHU NGHIA VIET NAM

BAO HIEM XA HOQI QUAN (HUYEN)

S6: /PYC-BHXH

V/v yéu ciu ngudi lao dong gop s6 BHXH

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

Poc lap - Tw do - Hanh phuc

TP. Ho Chi Minh, ngay

PHIEU YEU CAU

thang  nam 201

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

cac trudmg hop nguoi lao ddng dd dugce cAp nhiéu s6 BHXH nhu sau:

S6 s0 A . . Co quan .
STT| Hovaten | BHXHaa | 1endonvithamgia BHXH | ppyy .z, | Ghi
£ sau cung . d chua

cap ly sau cung

Dé nghi don vi yéu géu ngg&ri lao dong ndp lai toan bd cac s6 BHXH néi trén cho don vi
tham gia BHXH sau cung dé 14p ho so gdp so theo quy dinh.

. Truong hop ngudi lao dong khong cung cAp dugce s6 BHXH thi phai c6 don trinh bay cu
the ly do va cam ket chiu trach nhiém do6i v&i ndi dung trinh bay.

Trén trong./.

CAN BQ BHXH

Noi nhgn:
- Tén don vi nhin vin ban;
- Luu VT.

GIAM POC
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P02-CN

BAO HIEM XA HOI TP. HO CHi MINH CONG HOA XA HQI CHU NGHIA VIET NAM

BAO HIEM XA HQI QUAN (HUYEN) Poc lap - Ty do - Hanh phic
Sé: /PYC-BHXH TP. H6 Chi Minh, ngay  thdng  ndm 201
PHIEU YEU CAU

V/v yéu ciu ngudi lao dong gop s6 BHXH

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

vé viéc da duge cAp nhidu sé6 BHXH nhu sau:

Co quan
A R II){I'I
STT S0 S0 B; Tén don vi tham gia BHXH sau cing BHXH Ghi chua
da cap quén ly sau
cung

D& nghi 6ng (ba) nodp lai toan bd cac sé BHXH néi trén cho don vi tham gia BHXH sau
cing dé 1ap hd so gop sb theo quy dinh.

Trudng hop 6ng (ba) khong cung cip duge s BHXH thi phai c6 don trinh bay cu thé ly
do va cam két chiu trach nhiém dbi v&i ndi dung trinh bay.

Tran trong./.

CAN BO BHXH GIAM BOC
Noi nhgn:
- Tén nguoi lao dong;
- Luu VT.
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GO1-NB

BAO HIEM XA HOI TP.HO CHIMINH  CONG HOA XA HQI CHU NGHIA VIET NAM

BAO HIEM XA HQI QUAN (HUYEN) Pjc lap - Tw do - Hanh phic
86 /BHXH-THU TP. Ho Chi Minh, ngdy  thdng  ndm 201
V/v gbp s6 BHXH va di€u chinh thoi gian
déng tring BHXH, BHTN
Kinh giri: Bao hiém X8 hoi..........cooovvviiiiiiiieiein

Cén ctr Quyét dinh s6 1111/QD-BHXH ngay 25/10/2011 cia Bao hiém xa hoi
Viét Nam, Bao hiém xi hoéi......... [ETTTTRTTY S deé nghi Bao hiém x& héi
thyc hién di€u chinh hd so cua ngudi tham gia BHXH nhu sau:

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

\ S6s6 BHXH | Chuyén vé sé o

STT Ho va tén a3 hiiy <3 BHXH géc Ghi chi
1
Tran trong./.
GIAM POC
Noinhgn:
- Nhu trén;
- Luwu VT, BHXH quén.....
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GO2-NT

_BAO HIEM XA HOI VIET NAM CONG HOA XA HOQI CHU NGHIA VIET NAM
BAO HIEM XA HQI TP.HO CHI MINH Pjc lap - Tw do - Hanh phic
S /BHXH-THU TP. Ho Chi Minh, ngay  thdng  ndm 201

V/v gbp sé BHXH cho ngudi lao dong

Kinh giri: Bao him xa hdi..........co.ooeeivniiinnainn...
Cin cir Quyét dinh s6 1111/QD-BHXH ngay 25/10/2011 cta Béao hiem xa hoi

Viét Nam, Bao hi€ém x3& hdi......... ETPITI e d€ nghi Bao hiem xa

............................... thuc hién di€u chinh hd so ciia ngudi tham gia BHXH nhu sau:

X —— 7
STT Ho va tén So so BHXH Chuyén vé so

da hiy s BHXH gbc Ghi chi

Tran trong./.

GIAM POC
Noi nhin:
- Nhu trén;
- NLD (néu c6 thoi gian déng trung);
- Luu VT, Pon vi soan thio VB.

Ghi chit: Néu c6 thoi gian dong trung cdn thodi thu ¢ ngoai tinh thi ghi thém Iy do “cd thoi gian
dong trung tai Bdo hiém xd hoi thanh pho Ho Chi Minh tic ... .../....../..... dén...../..../.....; dé
nghi thodi tra cho nguoi lao dong”.
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) M3iu DO1-TS
CONG HOA XA HQI CHU NGHIA VIET NAM
Péc lap — Tw do — Hanh phuc

PON PE NGHI
Kinh giri: Bao hiém X8 hoi ...........ocoevveiiieiiin,
T 01 18N A o e e Giditinh: ............
Sinh ngay: .................. O 1) D XY s CAP NGAY: v
Dia chi thuOng trl: ..o e
10,11 T
Noi dung:

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

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

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

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

T6i xin cam doan nhitng ndi dung trén 1a dung sy that va xin chiu hoan toan trach
nhiém truéce phap luat./.

e reeeeen, NGAY thang ..... nam ... ... ...
NGUOI VIET PON

Ghi chii: Cdin cik vao théng bdo gdp s6 ciia co quan BHXH, ngudi lao dgng phi ghi ré tinh trang ting s6 s6 BHXH
cu thé (cam két khéng thira nhan qud trinh tham gia BHXH cua 56 56 ndy; s0 bj thu hoi do da huong tro cdp 1 ldn;
50 dd huong trocdp 1 lan va bimat...)
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CONG HOA XA HQI CHU NGHIA VIET NAM
Pic 1dp — Tw do — Hanh phic

PON PE NGH]I XAC MINH SO CHUNG MINH NHAN DAN GOC
Kinh giri: Phong Canh sat QLHC V& TTXH .........coovvviiiiiieeeeiiiin,

I RS o B U ; Giditinh: ............
Sinhngay: ...coovvviiiiiiiiii s NEUYEN QUAN: ..ottt
CMND $8: ...oovvieiiiiciaeenn, cCAPNEAY: oo, sCAptai: coviveeii,
Noi DPKHEK thurOng trl: ...ttt et ettt e eiea e

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

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

SO BN thoal LEN LAC: .. ceee et
Nay tdi viét don nay, d& nghi quy co quan x4ac minh s6 chimg minh nhin dén
(CMND) gbc, d& t6i b tic hd so tham gia va giai quyét ché d6 bao hiém x3 hoi.
Ly do: S6 CMND ctia tdi bi trung véi mot ngudi khéc, cu thé:

Hoten nguoitrung @ . ...oviiiiiiiiiiiiiiiiiiii e ; Gidi tinh: ..............
Sinhngay: ....c.oooiiiiiiiiiii, s NEUYEN QUANL ..t viiiiiviine et ce e e e ireens
CMND $8: ..o, s CAP DAY oovvvveviniii, cCAptal: oo,
Noi DPKHEK thudng trll: ... ..o e e e e

HOb so giri kém:
- CMND (photo) Mang tI: .....oouiiuiiit ittt e
- CMND (photo) mang t8N: ......oviiii it e e

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

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

T6i xin thanh thit cam on./.

e, NGAY thdng ..... nam ... ... ...
NGUOI VIET PON
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DAV Mn1NIVL AA ITYL YUAAIN (ILU 1 LIN) YC 14p - LU uvu - ngaun paug

S4: /PTT-BHXH TP. Ho Chi Minh, ngay  thdng  ndm 201

PHIEU THONG TIN

V/v yéu ciu don vi chuyén tra s6 tién thoai thu cho nguéi lao dong

Trong Thong béo két qua déng BHXH, BHYT, BHTN théang ...../20... cta don vi:

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

Bao hiém x& h0l.........ccooiiiiiiinnnne. da di€u chinh giam ........................ dong,

1a sb tién thoai thu cho:

khi thuc hién gop sé BHXH do déng tring nhiéu noi.

pé nghi don vi hoan tra lai cho ngudi lao dong sb tién noéi trén. (Pinh kém 01 bdn
DO02-TS).

Tran trong./.

Can b BHXH GIAM POC

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