BAO HIEM XA HQI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
BAO HIEM XA HOQI TP. HO CHi MINH Djc lap - Ty do - Hanh phiic

S$6 3,43 /BHXH-THU Tp. Ho Chi Minh, ngay X% thang 11 ndm 2014
V/v huémg din bd sung mét s nghiép vu

Kinh giri: Cac don vj sir dung lao dong trén dia ban TP.HCM

Cin cir Quyét dinh s6 1018/QD-BHXH ngay 10/10/2014 ctia Toéng Giam déc BHXH
Viét Nam va cong vin s6 4175/BHXH-PC ngégr 31/10/2014 cia BHXH Viét Nam. Bdo
hiém x4 hoi Thanh phd huéng din bd sung mét sé nghiép vy, nhu sau:

1. Vé T¢ khai va Danh sich

1.1. B “ T& khai tham gia BHXH, BHYT” (Miu sé A01-TS); “T¢ khai tham gia
BHXH ty nguyén” (M4u s6 A02-TS) va “Td khai tham gia BHYT” (Mau s6 A03-TS), thay
béng “T& khai tham gia BHXH, BHYT” (Méu s6 TK01-TS) va “T¢s khai thay déi thong tin
ngudi tham gia BHXH, BHYT” (Mau sé6 TK02-TS).

1.2. Diéu chinh lai Danh sich lao dong tham gia BHXH, BHYT (Miu s D02-TS),
Danh sach tham gia BHYT (Mau D03-TS(TN)) (chi 4p dung cho ngudi tham gia BHYT tu
nguyén).

2. Huémg dén lap va sir dung biéu miu

2.1. To khai tham gia BHXH, BHYT (Méu s6 TK01-TS)

- Muyc dich: @€ ngudi lao dong 1an déu tham gia BHXH ké khai céc thong tin lién
quan dén nhan than, tién luong khi dang ky tham gia BHXH, BHYT, BHTN hoéc chi tham
gia BHXH hoic tham gia BHYT va cip s6 BHXH, thé BHYT.

- Phuong phap lap:

+ S0 dinh danh: ghi s6 s6 BHXH.

+ Ngudi lao dong cin cir CMND, gidy khai sinh, hé chiéu, sb ho khiu va hé so gbc
nhut 1y lich, hgp dong lao d9ng, hop ddng lam viéc cac Quyét dinh tuyén dung, tiép nhén va
c4c gidy t& chimg minh quyén lgi BHYT ... dé ké khai vao To khai tham gia BHXH, BHYT
(M&u s6 TKO1-TS).

Luuy:

- Yéu cau nguoi lao djng phai ké khai day di cdc tiéu thire trong to khai.

- Ngay, thdng, ndm sinh: ghi nhu trong gidy khai sinh hodc hg chiéu. Truomg hop
khong xdc dinh degc ngay, thang sinh thi ghi ngay 01 thang 01.

- Dija chi ding ky hj khau: ghi day du dia chi noi ddng ky h khau thuong tri tai
thoi diém lap to khai.

- Dia chi lién hé: ghi ddy du dia chi lién hé noi dang sinh séng dé co quan BHXH
giki thong bdo két qua dong BHXH, BHYT. ] )

+ Pon vj ¢6 trach nhiém kiém tra, dbi chiéu CMND, gidy khai sinh, hé chiéu, sé h
khiu c6 phai 1a ciia ngudi lao dgng hay khdng va khép ding v6i ndi dung trén T khai tham
gia BHXH, BHYT (miu TK1-TS) do ngudi lao ddng 1ap trude khi giri cho co quan BHXH.

+ Co quan BHXH cin ci vao “Té khai tham gia BHXH, BHYT” (M4u s6 TK01-TS)
va Danh sich lao déng tham gia BHXH, BHYT (Méu s6 D02-TS) dé c4p sé BHXH cho
ngudi lao déng, luu To khai.

2.2. T khai thay d6i thong tin ngudi tham gia BHXH, BHYT (Méu TK02-TS)

- Muyc dich: dé ngudi lao dong ké khai bd sung théng tin hodc thay dbi thong tin
cua ngudi tham gia BHXH, BHYT.
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- Trach nhiém lap:

+ Khi ngudi lao dong c6 thay ddi, bd sung thong tin hofic thay doi loai hinh tham
gia.

+ Ngudi lao ddng ting méi di duge cAp sd BHXH nhung chua c6 dif liéu nhén than
trén phin mém SMS tir tinh khéc chuyén dén

- Phuong phap lap:

+ 86 dinh danh: ghi s6 s BHXH.

+ Nguoi lao dong cin cit To khai tham gia BHXH, BHYT (M3u s6 TKO01-TS),
CMND, gidy khai sinh, hé chiéu, s ho khiu va ho so gde nhu Iy lich, hop ddng lao dong,
hop déng lam viéc cic Quyét dinh tuyén dung, tiép nhén va cac gidy t& chimg minh quyén
lgi BHYT ... d& ké khai diéu chinh vao To khai thay d6i thong tin ngudi tham gia BHXH,
BHYT (Mu s6 TK02-TS).

Luu y: Thong tin b{.ft bugc ngudi tham gia phdi khai bdo: 1. Hp va tén (viét chit in
hoa); II. S6 dinh danh. Bat dau tie muc III. N§i dung thay doi: chi ghi nhitng théng tin vao
tiéu chi can diéu chinh, bé sung; con khong cé diéu chinh, b6 sung thi bo trong.

+ Co quan BHXH cin cir Tor khai thay ddi thong tin ngudi tham gia BHXH, BHYT
(M3u sé TK02-TS) cép nhit, diéu chinh lai thong tin ¢6 lién quan cia ngudi lao dong, cip
lai s& BHXH,thé BHYT (néu cd).

2.3. Danh séch lao dong tham gia BHXH, BHYT (Mau D02-TS).

- Muc dich: d& don vj sir dung lao dong théng béo cho co quan BHXH khi c6 pht
sinh tAng, giam lao dfng, tién luong tham gia BHXH, BHYT, BHTN; diéu chinh mirc dong
BHXH, BHYT, BHTN va ding ky cip sé BHXH, thé BHYT déi véi ngudi lao dong thude
don vj.

- Phuong phép léap:

+ Pon vi cin cir To khai tham gia BHXH, BHYT (Miu s6 TKO01-TS); hop ddng lao
dong, hop ddng 1am viéc cic Quyét dinh tuyén dung, tiép nhin, Quyét dinh ning luong,
thuyén chuyén, théi viéc va céc gidy to khac ¢6 lién quan 14p Danh sach lao dong tham gia
BHXH, BHYT (MAu D02-TS) thanh 01 ban, giri cho co quan BHXH truéc ngiy 20 hing
thang ciing véi cac To khai tham gia BHXH, BHY T (Mau s6 TKO1-TS - néu c6) va T khai
thay ddi thong tin ngudi tham gia BHXH, BHYT (Mau TK02-TS - néu c6)

+ Chi tiéu hang ngang: Ghi dy du tén don vi, dia chi, s dinh danh ghi ma don vi.

+ Chi tiéu theo cdt: )

- C6t A: ghi sb thy ty tir nho dén 1én theo timg myc.

- Cét B: ghi ho tén cua tirng ngudi lao djng va ghi tuong Umg timg muc ting lao
ddng. tang mirc déng hodc giam lao dong, giam mirc déng. Trong timg muyc lai ghi theo thir
tw: ngudi ¢6 s6 BHXH ghi truée; ngudi chua c6 s6 BHXH ghi sau.

- Cot 1: ghi sb sb BHXH, chua c6 thi dé tréng

- C§t 2: ghi dly du, chi tiét vé cép bic, chirc vy, chirc danh nghé, cong vige, dicu
kién noi 1am viéc theo quyét dinh hodc HDLD, HDLV.

- Cdt 3: ghi tién luong ciia ngudi lao dong (bao gom ca hé s chénh léch bao hru
neu ¢6) -

- C6t4,S5,6,7: ghi phy cAp méi twong img (néu c6).

- Cbt 8: ghi tir thdng, nam ngudi lao dong ting, gidm hoic thay dbi mic déng

- Cot 9: ghi ty 1é dong; dbi voi truomg hop truy déng hodc diéu chinh tién hrong tir
thang (cdt 8) thi ghi dén thang tuong img thdi gian truy thu hodc diéu chinh, truong hgp c6
nhidu mdc thdi gian khac nhau thi timg dong theo timg mdc thoi gian tuong img; thu hoi the
BHYT; nghi hudng trg cap thai sén; ma hodc tén bénh vién dang ky KCB ban dau ...

+ Chi tiéu theo hang ngang:
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- Ting: ghi theo thir ty lao déng ting méi; lao ddng diéu chinh ting mic déng, truy
déng BHXH, BHYT trong don vj, thu hdi gia tri con sir dung do khéng tra thé, truy déng
BHTN, BHXN.

- Giam: ghi theo thir ty lao ddng giam do chuyén di, nghi hudng ché d6 BHXH ...;
lao dong diéu chinh giam mirc déng trong don vi, giam trir s6 phai déng BHYT, BHXH,
BHTN.

Luuy:

+ Don vi ké khai ddy du, chinh xdc tién hwomg, tién cong va cdc khoan phu cdp dong

BHXH, BHYT, BHTN ghi trong Quye! dinh hodc HDLD, HDLV cua timg ngudi lao dong.

+ Ngwm lao dong rkuoc doz twong t}m'c h:en ché ds tién lvong do Nha nuoc quy dmk
thi ghi tién lwong va phu cdp bﬁng hé 56; phu cap thdm nién vuot khung thdm nién nghé
ghi bang ty I¢ phan tram (%) vao cét tuong ing, néu khong hucng phu cdp néo thi bo
trong.

+ Ngum lao dong .rhuac doi tugng thuc hién ché dg tién luong do nguoi sir dung lao
dong guye: dinh thi ghi s0 uen lwomg cu the Néu trén HPLD, HDLV cua nguwoi lao dong
ghi tién lwong hé s6 hodc tién lwong c6 gdc ngoai té thi phai quy doi, ghi bang tién (VNB)
theo quy dinh.

+ Néu trong thang dom vi Igp nhiéu danh sdch lao dong déng BHXH, BHYT thi ddnh
$6 cdc danh sdch

2.4. Danh sach nguti tham gia BHYT (Mau D03-TS(TN))

Muyc dich: dé dai ly thu ké khai nghimg ngudi tham gia BHYT tu nguyén ting mdi,
déng tiép, déng lai.

Phucmg phap 1ap: dé dai ly thu thng bao cho BHXH quén, huyén khi ¢é bién dong
(ting, giam) vé ngudi tham gia, so tien dong BHYT.

Luwuy:

+ Chi tiéu theo hang ngang: sé dinh danh ghi s6 ma don vi dwoc co quan BHXH cdp

+ Chi tiéu theo cot: ’ )

Cét 1: ghi ma s6 thé BHYT cua ngwdi tham gia néu da dwoc co quan BHXH cdp

Cot 3: Chi ghi déi véi nhitg truomg hop ngudi tham gia theo ho gia dinh dwgc giam
miec dong (Vi du: 70%, 60%, 50%, 40%)

2.5. Pbi véi nhém d6i tugng chi tham gia BHYT do ngén sach Nha nuéc déng, hd
trg mirc déng van sir dung Danh sach nguti tham gia BHYT nhu trude day.

2.6. Thong bao két qua déng BI—[XH, BHYT (Mau C12-TS)

Co quan BHXH in Théng bio két qua déng BHXH, BHYT (Miu C12) ra file dir liéu
chuyén cho don vi h%’mg thang chim nhit vio ngay 10 cua thing sau qua h¢ théng iBHXH.

Riéng thang cudi quy, ngoai Thong bao d3 giri qua hé théng iBHXH sé& in Théng bao
theo quy thanh vin ban chuyén cho don vi.

2.7. Dcmdenghl(MauséDOl -TS) ‘ o

Muc dich: dé ngudi tham gia BHXH, BHYT &€ nghi co quan BHXH thay ddi, diéu
chinh théng tin vé nhéan thin trén s BHXH, thé BHYT, thay déi noi kham chira bénh ban
diu, thay d6i quyén loi huémg BHYT hoic thay ddi mirc thu nhap hoic phuong thirc déng
BHXH ty nguyén....

Phuong phép lap:

- Ghi day du c4c tiéu thirc in sin trong don dé nghi:

+ M3 s6 quan ly: ghi s6 s BHXH hoic ma thé BHYT tuy theo ndi dung can dé nghi;

+ Ngay thang nim sinh: ghi nhu trong giay khai sinh;

+ Gidi tinh: ghi rd 1a Nam hay Nir;

+ Chimg minh thu: ghi s8, noi cip, ngay thang nam cép chimg minh thu;

+ Pon vi: ghi tén don vj noi dang tham gia hofc noi tham gia sau cung BHXH,

BHYT;
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+ Noi dung: ngudi lao dong ghi rd ndi dung cin d& nghj didu chinh hodc cp lai s
BHXH, thé BHYT .....

- Luuy y:

+ Déi véi truomg hop dé nghi cdp lai s6 BHXH do mat:

- Nguoi tham gia BHXH phm ké khai ddy du qud trinh dong BHXH, BHTN chua
hwong BHXH mét lan goém cdc thong tin sau: tir thang/ndm dén thang/ndm, tén dom Vi,
dia chi dom vi, chicc danh, muec lwong;

-Ngwoi tham gia BHXH, BHTN phdi cam két vigc chua huong (hodc dd@ huong)
BHXH mét lan, trg cap that nghiép, néu tim lai dugc sé BHXH cil sé hoén tra lai cho co
quan BHXH.

+ Hé so giri kém: ké chi tiét, s6 heomg cdc logi ho so giri kém.

Trong ua trinh thuc hién néu phat sinh vucmg mic dé nghl cac don vi phan anh kip
thosi vé Bio hiém xa hoi thinh phé (Phong Thu) d& duoc huéng din giai quyét./.

Noi nhin :

- Nhur trén;

- Ban GP (b/c);

- Céc Phong chirc niing;
- BHXH Q/H;

- Trang Web;

- Lwu VT, THU (S.2b).

Nguyén Thj Thu
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