BAO HIEM XA HOQI VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM

BAO HIEM XA HQI TP.HO CHi MINH Doc 1ap — Tw do — Hanh phiic
S6: 2733 /TB-BHXH TP.H6 Chi Minh, ngay 29 thing 10 ndm 2020
THONG BAO

Vé viéc diéu chinh quy trinh va phiéu giao nhan ho so theo co ché mjt cira

Can ct Quyet dinh sé 505/QD-BHXH ngay 27/3/2020 cuia BHXH Viét Nam stra
d01 b6 sung mot sé diéu quy trinh thu BHXH, BHYT, BHTN, BHTNLD, BNN; quan Iy
sO BHXH, th¢ BHYT ban hanh kém theo Quyét dinh s6 595/QD-BHXH ngay 14/4/2017
cua Tong Gidm doc BHXH Viét Nam.

Cin cir Quyet dinh s6 2103/QD-BHXH ngay 06/6/2012 cta Giam doc Bao hicm
x@ ho1 Thanh pho6 vé viéc ban hanh quy dinh tiép nhan ho so va tra két qua theo co
ché mdt ctra tai Bao hiém xa héi thanh pho H6 Chi Minh;

Theo dfé nghi cua Truong phong Truyén thong va Phat trién d6i tugng, Quan ly
thu, Bdo hiém xa hdi Thanh phdé H6 Chi Minh diéu chinh quy trinh giao nhan ho
so theo co ché mot ctra, nhu sau:

1. Pdi v6i quy trinh giao nhin h(i so' theo co' ché mot cira, diéu chinh, bo
sung 02 quy trinh linh vyc thu va cap so, thé gom:

Ping ky, dang ky lai, diéu chinh dong BHXH tu nguyén; Cap s6 BHXH (Quy
trinh 602);

Ding ky dong, cap thé BHYT dbi véi ngudi chi tham gia BHYT (Quy trinh
603);

2. Biéu miu kém theo Thong bao so6 2287/TB-BHXH ngay 11/9/2020 cia
BHXH Thanh pho bi bai bd, 01 biéu mau: Theo phu luc 1 dinh kém.

3. Ngay ap dung: Béo hiém xa hoi thanh phd Ho Chi Minh thong nhat ap dung
Quy trinh va bi€éu mau dé cap & Muc 1 va Muc 2, ké tir ngay 02/10/2020.

4. T6 chirc thuc hién

- Phong Cong ngh¢ thong tin chiu trach nhiém phéi hop v6i nha cung cép phan
mém tiép nhan hd so, dé diéu chinh cac Quy trinh giao nhan hd so néu trén.

- Cac Phong Nghiép vu co lién quan va Bao hiém x3 hoi quan, huyén chiu trach
nhiém to chtic, trién khai va thuc hién theo ndi dung thong bao nay.

- Ban Bién tap trang thong tin dién tu Bao hiém x3 hoi thanh phé HO Chi Minh
cap nhat quy trinh, biéu mau va phiéu giao nhan ho so theo quy dinh./.

Noi nhén: g GIAM POC

- Giam déc, cac PGP BHXH TP.HCM;

- Chéanh Van phong; BAO HIEM

- Trudng cac Phong Nghiép vu; XA HOI

- Giam d6c BHXH cac quan, huyén; THANH PHO'

- Cac don vi, t6 chirc, ca nhan NLD (dé ap dung); 2\ HO CHI MIN 5 /
- Trang web BHXH TP.HCM; &

-Luu: VT, VP (PVT). )
Phan Van Mén
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Quy trinh giao nhin hd so theo co ché mot cira
(dinh kém Thong bao so: 2733 /TB-BHXH, ngay 29/ 10 /2020
cua Bao hiém xa hoi thanh pho Ho Chi Minh)

1. Ping ky, ding Ky lai, diéu chinh dong BHXH tr nguyén; Cap s6 BHXH
(MAu sb 602)

1.1. Muc dich:

Tiép nhan va giai quyét ho so ding ky, dang ky lai, diéu chinh dong BHXH tu
nguyén cta Dai 1y thu hodc ngudi tham gia; Cap s6 BHXH (Nguoi tham gia BHXH tur
nguyén c6 thé ding ky tham gia qua Dai 1y thu hoic diang ky truc tiép cho co quan BHXH
noi cu tra).

1.2. Thanh phén ho so:

1.2.1. Ngwoi tham gia:

a) Mau TK1-TS: To khai cung cép va thay d6i thong tin nguoi tham gia BHXH,
BHYT va Phu luc thanh vién ho gia dinh.

Nguoi tham gia ké khai day du thong tin, s6 dién thoai di dong cta ca nhan, thong &

+B -28-3930 3279 * W.ThuVienPhapLuat.\ n

tin ho gia dinh; ghi ma s6 BHXH. Tru’orng hop ngudi tham gla chua c6 ma sé6 BHXH (ke a

ca nguoi tham gia khong nhé ma s6 BHXH hodc chi c¢6 s6 s BHXH) phai cung cap*
CMND/CCCD/hd chiéu hodc gidy khai sinh (d6i voi nguoi chua dwoc cip
CMND/CCCD/H$ chiéu) hoidc Gidy to khac dé co quan BHXH thuc hién hoan thién ma
so0 BHXH:

Luu y:

+ Nguoi tham gia c6 thé tra ciru md sé BHXH, md hé gia dinh tai Cong thong tin
BHXH Viéet Nam https://baohiemxahoi.gov.vn/tracuu/Pages/tra-cuu-ho-gia-dinh.aspx

+ Truong hop nguoi tham gia chwa dwgc hoan thién ma s6 BHXH néu khéng cung
cap day di hé so, co quan BHXH sé thong bdo ho so 16i dé don vi va nguoi tham gia bo
sung.

b) Gidy chimg nhan h6 nghéo, ho can nghéo do co quan nha nudc co tham quyén

cép (néu co; ap dung ké tir ngay 01/01/2018);

¢) Uy nhiém chi /Gidy ndp tién (ban sao) twong (mg véi mirc déng, qua trinh dong

BHXH cua nguoi tham gia tu dong.
1.2.2. Dai ly thu:
a) Mau D05-TS: Danh sach nguoi tham gia BHXH tu nguyén.

Pai 1y thu 1ap theo nguyén tac ngudi tham gia di duoc hoan thién ma sé 1ap danh
sach riéng, nguodi chwa duoc hoan thién ma sd 1ap danh sach riéng déng thoi dinh kém
hinh anh gidy to trén dé co quan BHXH hoan thién ma s6 cho ngudi tham gia.
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b) Mau D01-TS: Bang ké thong tin.

Pai 1y thu liét ké s6, ky hiu, ngay ban hanh cac gidy td lién quan,....

¢) Uy nhiém chi/Gidy ndp tién (ban sao) twong tmg véi sb lwong nguoi tham gia,
mitc dong, qua trinh dong BHXH theo timg dot mau DO5-TS (dbi vai dai 1y thu).

d) MAu C66-HD: Giay thanh toan thu lao cho to chirc ¢ nhan lam dai 1y thu.

1.3. Thoi han gidi quyét ho so va tra két qua: 05 ngay
- Vian phong, bo phan TNHS: 0,5 ngay (hd so gidy); 30 phat (ho so dién tir)
- Phong/B6 phan Cap sb thé: 1,5 ngay (ho so gidy); 01 ngay 7.5 gio (ho so dién tir)
- Phong/Bo phan Quan 1y thu: 1,5 ngay, trong do:
+ Phong/B6 phan Quan ly thu : 01 ngay
+ Phong/Bo phan K& hoach Tai chinh: 0,5 ngdy (chuyén noi bo)
- Phong/Bo phan Cép sb thé: 01 ngay.
- Van phong, b phan TKQ: 0,5 ngay.
1.4. So do:

Don vi/ .

Nguoi Cong thong tin dién tr BHXH Viét Nam
tham gia < > . 8
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1.5. Quy trinh:

1.5.1. Nép va Tiép nhan hd so::

a) Nguoi tham gia tw ndp hd so:

- Ké khai day du thong tin trén Mau TK1-TS va cung cép gidy to theo huéng dan
tai Khoan 1.2.1 Muc 1.2 Quy trinh nay.

- Nop ho so va sd tién twong ng véi muic dong, qua trinh dong BHXH ciia ngudi
tham gia ty dong truc tiép tai co quan BHXH quén, huyén hoic Dai Iy thu.....

Truong hop ngudi dang tham gia BHXH tu nguyén muén gia han, dong tiép theo
phuong thirc, mirc dong da dang ky, co thé dong tiép qua cac tng dung tién ich hodc tai
Cong dich vu cong quéc gia.

- Nhan s6 BHXH/két qua giai quyét hd so do co quan BHXH chuyén dén qua Pai
Iy thu hodc qua dich vu buu chinh. Truong hop két qua hd so khong hop 18 thi diéu chinh
ndi dung ké khai, bd sung ho so theo Phiéu hudng dan va ndp lai kip thoi (néu cb).
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b) Dai ly thu:

- Huéng dan ngudi tham gia ké khai ddy du thong tin theo Mau TK1-TS va cung
cap gidy to theo hudng dan tai Myc 1.2.1 Quy trinh nay.

- Lap cac mAu biéu theo thanh phan ho so tai Myc 1.2 Quy trinh nay va ndp ho so
dién to trén Céng giao dich dién t&r cua BHXH Viét Nam (gddt.baohiemxahoi.gov.vn)
hodic ndp qua phan mém ké khai BHXH cuia T6 chirc I-VAN.

- Nop tién vao tai khoan chuyén thu ciia co quan BHXH thanh phd/quan/huyén
tuong tng véi sd lugng ngudi tham gia, mirc déng, qua trinh dong BHXH theo timg dot
mau D05-TS.

- Nhan két qua giai quyét ho so do co quan BHXH chuyén dén qua dia chi thu dién
tir hoac tai Céng giao dich dién tr cia BHXH Vi¢t Nam hodc qua dich vu buu chinh:

+ HO so hop 1&: chuyén tra to bia s6 BHXH (néu c6), to roi s6 BHXH tuong (g
v6i s6 thang da dong tién cho ngudi tham gia luu gitt (néu cb);

+ Hb so khong hop 1¢: diéu chinh mau biéu, bo sung hd so hodc chuyén ndp so ticn
con thiéu, ... theo Phiéu hudng dan va ndp lai kip thoi.

1.5.2. Van phong, bo phan TNHS
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- Ho so dién tu: tiép nhan trén ph::fln mém TNHS, chuyén hd so cho phong/bo phan
Cap s0, the.

- Ho so gidy: Nhan truc tiép tir don vi/dich vu buu chinh d6i voi don vi dang ky
tham gia BHXH, BHYT lan dau ma chua duogc cép ma dinh danh BHXH:

+ Kiém dém s lugng, cac chi tiéu trén mau biéu theo quy dinh.

+ Pon vi ndp ban sao khong hop 1¢ thi dé nghi ngudi ndp hd so cung cdp ban chinh
dé dbi chiéu, dong thoi xac nhan “da d6i chiéu voi ban chinh” ky, ghi rd ho tén va ngay
thang nam xac nhan sau do tra lai ban chinh cho ngudi ndp.

- Kiém tra, d6i chiéu véi dir liéu quan 1y:

+ Trudng hop dit liéu quan 1y va hd so day du, khép dang: chuyén hd so, dir liu
cho Phong/Bo phan Cép s, thé.

+ Truong hop dit liéu quan 1y va hd so chua ding, chwa du: Lap Phiéu Yéu cau bd
sung, hoan thién hd so (Mau sé 02) hodc Phiéu Tur chdi tiép nhan giai quyét ho so (Mau
s6 03) ban hanh kém theo Quyét dinh s6 2192/QD-BHXH ngay 10/12/2019 cia BHXH
Viét Nam.

1.5.3. Phong/Bd phan Cap sd, thé (hoan thién md sé BHXH)

a) Nhan ho so giéy tir BO phan TNHS, hd so dién tir tur phﬁn mém TNHS; kiém tra,
d6i chiéu dung du cac chi tiéu trén mau biéu, hd so véi dir liéu quan 1y.

b) Hoan thién ma sé6 BHXH:
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- Péi v6i nguoi tham gia dd c6 ma s6 BHXH: chuyén ngay hd so cho Phong/Bo
phan quan 1y thu.

- béi véi nguoi tham gia chua c6 ma s6 BHXH: can bd sd, thé thuc hién tra ctru,
tim kiém thong tin ngudi tham gia theo nguyén tac:

+ Cép ma s6 BHXH moi: dbi véi ngudi chua ¢6 ma sé chua duoc ké khai trong
CSDL HGPD: Cap nhat day du, chinh xac thong tin trén Mau TKI1-TS viao phan mém
HGD va dé nghi T6 kiém soat phé duyét ma s6 BHXH.

+ Hoan thién ma s6 BHXH: d6i voi ngudi tham gia c6 thong tin chwa ddy du, chinh
xac: thyc hién tim kiém trong CSDL HGP theo 4 budc néu tim thdy nguoi tham gia da
duoc cAp ma sé6 BHXH thi cin cir thong tin trén Mau TK1-TS va céc gidy to do nguoi
tham gia cung cap cap nhat, diéu chinh théng tin day du, chinh xac vao phan mém HGD,
diéu chinh nguoi tham gia vé dung HGD (néu tim thdy & HGD khac) va dé nghi T6 kiém :
soat phé duyét diéu chinh thong tin clia nguoi tham gia.

Luu y: Sau khi thwc hién ra sodt theo cdc bé tiéu chi, néu khong tim thay nhan
khau thi dwoce phép hiéu chinh thong tin nhdn khdu cii & trang thai chwa dong bé vé thong
tin nhdn khdau méi theo ho so dé nghi.

- Ghi ma s6 BHXH vao c6t mi s trén Mau DO5-TS dinh kém vao phan mém
TNHS chuyén ho so cho Phong/Bo phan quan 1y thu, cip nhat trén phdn mém TNHS.
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- Trudng hop chua c6 hoidc chua hoan thién ma s6 BHXH ma don vi khong kem
gidy to theo quy dinh thi 14p Phiéu yéu cau (Mau sb 02) ghi rd ndi dung can bo sung,
hoan thién va chuyén tra hd so.

¢) Tiép nhan Mau DO05-TS gdm cac trudng hop ngudi tham gia co s6 s6 BHXH
hoic ma thé BHYT d4 cap nhung khong dong bd duoc tir Phong/Bo phan Quan 1y thu
chuyén theo dién “HO so sai ndi bd” trén phén mém TNHS: ra soat, hoan thién mi so
BHXH, ghi ma s6 BHXH vao Mau DO05-TS, dinh kém vao ho so dién tir TNHS chuyén
lai cho Phong/Bo phan Quan 1y thu.

1.5.4. Phong/B6 phan Quéan ly thu

1.5.4.1. Tiép nhan ho so tir phong/bd phan Cp so, thé.
1.5.4.2. Kiém tra, d6i chiéu dit liéu tiy nhiém chi trén phan mém TST:

a) Truong hop sb tién thu trén ty nhiém chi trung khép véi tong sb luong nguoi
tham gia, mirc dong, thoi gian dong BHXH trén Mau D05-TS:

- Can bo phong/bd phan Quan 1y thu chuyén Mau C02-TS dé nghi tach tién UNC
kém Mau D05-TS dén Phong/bo phan Ké hoach Tai chinh.

- Phong/bd phan K¢é hoach Tai chinh (0,5 ngay)

+ Tiép nhan Mau DO5-TS tir phong/bd phan quan 1y thu chuyén dén.
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+ Kiém tra sb tién thu: tach tién theo danh sach Mau DO05-TS; Truong hop chua

nhan dugc s6 tién hodc sé tién nop khong tring khép thi ghi 18 ndi dung vao Mau C02-
TS chuyén phong/Bo phan quan 1y thu kiém tra.

- Can bd phong/bd phan Quan 1y thu kiém tra dir liéu uy nhiém chi do phong/bo
phan KHTC tach tién, néu khop dung: cap nhat Mau D05-TS vao phan mém quan 1y thu.
Truong hop dir lidu tach tién chua dang, chuyén Mau C02-TS dén phong KHTC kiém tra,
tach tién day du.

- Pinh kém vao phan mém TNHS (néu c6): Mau D05-TS da cap nhat vao dir licu
thu. Trinh ky 1anh dao phong dé chuyén ho so dén Phong/Bo phan Cap s6 thé.

Tiép nhan Mau C02-TS gdém céc trudng hop dir liéu va hd so chua kh(')'p dang tu
Phong/B6 phan Cap s6 thé chuyén theo dién “Hb so sai ndi bo” trén phan mém TNHS: ra 2
soat, cap nhat, bd sung, diéu chinh dit liéu thu chuyén lai cho Phong/Bo phan Cap so, thé.

* www, ThuV‘ nPhapLuat.\ n

b) Truong hop hé so, dit lidu sai, khong ding: Lap phiéu Yéu cau (Mau sb 02) ghl
rd ndi dung ddi véi cac truong hop ké khai khong dang, khong du, chuyén ndp so tién 2 S
con thiéu, khéng cap nhat vao dir liéu thu va chuyén tra hd so. Dbi véi truong hop thay §
d6i thong tin ca nhan (ho tén, ngdy sinh, CMND, gidi tinh,...) phai nép hd so diéu chinh o
theo PGNHS 608.

1.5.4.3. Chi thu lao cho Dai ly thu:

* Tek +B84-2

Quan Iy thu | N Truyén thong Phat trién Doi twong/
BHXH quan, huyén

/N

A 4

Pai ly thu BHXH, BHYT «---{3]---> K&hoach Tai chinh

a) Can by phong/B6 phan Quan ly thu

- Can cu df}’ liéu thu da cap nhat Mau DO05-TS ‘Erén phﬁn mém TST: xac dinh s tién
chi thu lao cho t6 churc 1am dai 1y thu BHXH trén Mau C66a-HD, trinh 1anh dao phu trach
thu ky duyét.

- Hang ngay khi co phat sinh chuyén Mau C66a- HD dén phong/bd phan Truyén
thong Phat trién Dbi tugng (b6 phén Truyén thong Phat trién D6i tugng do BHXH quan,
huyén phan cong). Cham nhat dén ngay 5 hang thang phai chuyén toan b Mau C66a-HD
con thiéu cua thang trude.

- Khi ban giao Mau C66a-HD giita 2 Phong/Bo phan phai 1ap so ky nhan.
b) Phong/bd phian Truyén thong phat trién ddi twong (TT-PTDT):
* Budce 1:

b.1. Cdn bé truyén théng phat trién doi twong:
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- Tiép nhan Mau C66a-HD tir Phong/Bo phan Quén 1y thu: kiém tra, d6i chiéu Tong
SO tiép thu lao dugc huong trén cdc mau C6§a—HD va dir liéu bang chi tiét trich thu lao
cho t6 chirc lam dai ly thu BHXH, BHYT (Mau D11a-TS).

Truong hop dir licu Mau D1 la-TS va téng sd tic:%n trén cac Mau C66a-HD khong
trung khop, 1ap mau CO2-TS chuyén kem C66a-HD dén Phong/Bé phan Quan ly thu dé
kiém tra, di€u chinh trong thoi han 01 ngay lam viéc.

- Trude 8 gio 30 phut hang ngay: tong hop Bang chi tiét trich thu lao cho t6 chirc
lam dai Iy thu BHXH, BHYT (Mau s6 D11a-TS), ky, luu trén phan mém quan 1y thu.

- Hang ngay chuyén mau C66a-HD ban gidy dén Phong/bd phén KH-TC khi c6 phat
sinh; chdm nhét ngdy 10 hang thang Phong/Bo phan TT PTDT chuyén toan bd C66a-HD =
con thiéu cua thang truéc cho Phong/Bo phan KHTC.

e
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- Cham nhat ngay 10 hang thang thuc hién d6i chiéu bién lai thu tién va sd tién d:
thu theo Mau C17-TS véi Pai 1y thu.

* Budc 2:
b.2. Truong phong TT-PTPT/Gidm déc BHXH qudn, huyén:
Trude 8 gid 45 phut hing ngay: tong hop Bang tong hop trich thu lao cho to chiic &

lam dai ly thu BHXH, BHYT (Mau s6 D11b-TS) ctia ngay hom trude lién ké; ky, luu trit &
trén phan mém quan 1y thu.

* Budc 3:

Phoi hop Phong/ T6 KH-TC dbi chiéu sb tién tong trén Mau C17-TS ctia timg dai Iy =
thu v&1 Mau D12b-TS, ¢6 ky xac nhan caa lanh dao P/T6 KH-TC va lanh dao TT-PTDT.
Thyc hién xong ngay 10 hang thang.

¢) Phong/bd phan Ké hoach Tai chinh:

Trude 8 gio 30 phut hang ngay: Phong/ B phan KHTC ky chét dir liéu phén b6 s6
tién da thu va s6 thoai thu (néu cb) phat sinh cua ngay hém trudce trén mau C83a-HD lam
cin ctr tong hop s6 tién chi thu lao cho to chire 1am dai 1y thu theo mau D12a-TS.

Tek +84-28-3

Truoc 8 gio 45 phat hang ngay: Truong phong P.KHTC/Giam dog BHXH quan
huyén ky chot s6 liéu trén mau C83b-HD va D12b-TS, luu trit trén phan mém ke toan.

Truong hop dung, Phong/ Bo phan KHTC thuc hién thanh toan thu lao cho dai 1.

‘Truong hop khong dung, chuyén tra h so vé Phong/ B6 phan TT-PTPT dé kiém tra
lai sO liéu.

Trudc 9 gio hang ngay: Giam d(f)c BHXH Thanh phd ky chdt s6 liéu trén mau C83c-
HD va D12¢-TS, luu trir trén phan mém ké toan.

Cham nhat ngdy 10 hang thang thyc hién doi chiéu s0 ligu Mau D12b-TS vdi s6 ligu
trén C66a-HD ban gidy do phong/Bd phan TT-PTDT chuyén dén cua thang trudce lién ke.

Luu y:

- Chuyén BHXH Viét Nam yéu ccfu‘ g6 GT, GM, ... d6i véi truong hop nguoi lao dong
da co ma so BHXH nhung trén phan mém TST o trang thai GT, GM, ...

- P6i véi nguoi tham gia cd s6 s6 BHXH hodc md thé BHYT da cdp nhung khong

dong bo duoc: dinh kem Madu DO05-TS vao ho so dién tir TNHS, chuyén a”en phong/bo
phdn cdp sé, thé theo dién “Ho so sai ndi bé” dé ra sodt, hoan thién md sé BHXH trong
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thoi han 0,5 ngay; Nhdn lai Mau DO05-TS tir phong/bg phdn Cap s6, thé trén phan mém
TNHS dong bo mad so, cap nhat phat sinh thu.

- Khong thu/gd'p lui qua trinh BHXH ty nguyén bang bc?t cur hinh thirc nao. Truong
hop dac biét do 161 khdch quan, phai thu/cap lui thi lap Phiéu trinh giai quyet cong viéc
trinh Ban Giam doc BHXH Thanh pho phé duyét.

- Chdm nhat ngdy 03 hang thang, can b thu thuc hi¢n: Xudt Danh séch tham gia

trén phan mém TST, d6i chiéu véi so tién trén Mau C12-TS, dam bdo nguyén tic sé tién
cua cac dai ly thu luén luon du hodc thira tien.

1.5.5. Phong/bd phan Cap sd, thé (cdp s6 BHXH)

a) Tiép nhan hd so, dit liéu do Phong/Bo phan quan 1y thu chuyén dén.

b) Kiém tra, d6i chiéu cac chi tiéu trén miu biéu, ho so véi dit liéu quan 1y:

- Trudng hop dit liéu va hd so chua khép dung: Lap Mau C02-TS chuyén theo dién
“Hb so sai noi bd” trén phan mém TNHS cho Phong/Bo phan Quan 1y thu dé kiém tra, £
diéu chinh ngay.

- Trudng hop dir liéu va ho so khép dung: Can cit Mau DO05-TS, Mau s6 02 (néu
c0O) va dir ligu da dugc cap nhat:
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+ Cap nhat dir liéu cép to bia so6 BHXH (néu co) to 101 x4c nhan thoi gian dong -
BHXH tu nguyén trén phan mém quan 1y theo nguyen tac in to roi co thoi gian twong ung =
v4i s6 thang di dong tién; luu file (pdf) danh sach cap to roi so.

+ In to bia s6 BHXH (néu c6), to rdi xac nhan thoi gian dong BHXH tu nguyén; in
01 Danh sach cip so6 BHXH (Mau D09a-TS) ky xac nhan, trinh lanh dao ky duyét va
dong dau; in 01 bién ban giao nhan s6 BHXH ky vao “dai dién bén giao” chuyén Bo phan
Tra két qua.

- Chuyén toan bd hd so cua don vi/ngudi tham gia cho B phan Tra két qua va luu
file Mau D09a-TS.

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

Luu y:

+ Chi thuc hién cdp sé BHXH khi phong/bé phdn QLT chuyén hé so ¢é dinh kém
Bdng tong hop danh sdach dé nghi cap sé BHXH da dwoc Ban Giam doc phé duyét.

1.5.6. Van phong, bo phan TKQ.

- Tiép nhan to bia (néu c6), to roi s6 BHXH kém ho so cta don vi/nguoi tham gia
tor Phong/B0 phan Cép s0, thé chuyén trd cho don vi qua buu di¢n hodc tra truc tiép cho
nguoi tham gia.

- Luu trir hd so theo quy dinh (d6i véi hd so dién tir luu hd so bang file dir licu).

- Ghi nhan tra két qua trén phan mém TNHS.



8

2. Piang ky déng, cap thé BHYT dbi véi nguoi chi tham gia BHYT (Miu s
603)

2.1. Muc dich: Tiép nhan va giai quyét ho so ctia Uy ban nhan dan phudng/xa; Co
sO tro giup x4 hoi, Co sé nudi dudng, diéu dudng thuong binh va ngudi co cong; Co s
gido duc nghé nghiép thudc nganh lao dong, thuong binh va xi hoi; Pai 1y thu/Nha
truong (goi chung 13 Pon vi); Phong/Bo phan ché d6 BHXH hoic ca nhan nguoi tham gia
dang ky dong, cip thé BHYT cho d6i twong chi tham gia BHYT.

2.2. Thanh phan ho so:

2.2.1. Ngwoi tham gia:

a) Mau TK1-TS: T¢ khai cung cdp va thay d6i thong tin ngudi tham gia BHXH,
BHYT va Phu luc thanh vién ho gia dinh.

ThuVienPhapLuat.vi

Nguoi tham gia ké khai ddy du thong tin, s dién thoai di dong cta ca nhan, thong
tin ho gia dinh; ghi ma s6 BHXH. Truong hop ngudi tham gia chua ¢6 ma sé BHXH (ké -
ca ngudi tham gia khong nhé ma s6 BHXH hodc chi c¢6 sé s6 BHXH) phai cung cép%
CMND/CCCD/hd chiéu hodc gidy khai sinh (ddi v6i ngudi chwa duoc cip g
CMND/CCCD/H) chiéu) hodc Giay t& khac dé don vi chuyén dén co quan BHXH thuc &
hién hoan thién ma sé6 BHXH:

* Tek +84

Luu y:

+ Pon vi va ngwoi tham gia cé thé tra cieu md s6 BHXH, md hé gia dinh tai Cong
thong tin BHXH Viét Nam https://baohiemxahoi.gov.vn/tracuu/Pages/tra-cuu-ho-gia-
dinh.aspx

+ Truong hop nguoi lao ddng chwa dwgc hoan thién ma sé6 BHXH néu khéng cung
cap day di hé so, co quan BHXH sé théng bdo hé so 16i dé don vi va nguoi lao dong bo
sung.

b) Uy nhiém chi/Gidy ndp tién (ban sao) twong tng véi thoi han sir dung thé

BHYT ddi v6i nguoi tham gia ty dong.

¢) Cac loai giéy to lam can cur hudng quyén loi BHYT cao hon (Muc I Phu luc 3 —
QDb 595; Stra ddi, bd sung Muc I Phy luc 03 ban hanh kém theo Quyét dinh s6 888/QD-
BHXH ngay 16/7/2018 va Stra d6i, bo sung Muc I Phuy luc 03 ban hanh kém theo Quyét
dinh s6 505/QD-BHXH ngay 27/3/2020 cia Tong Giam déc BHXH Viét Nam) (ban sao
néu co);

d) Gidy ra vién c6 ghi rd "d3 hién bd phéan co thé" (Ddi voi ngudi dd hién bo phan
co thé nguoi theo quy dinh ctia phép luit) (ban sao néu co).

2.2.2. Don vi

a) Mau D03-TS: Danh sach ngudi chi tham gia BHYT.
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Pon vi 1ap theo nguyén tic ngudi lao dong di c6 ma sd 1ap danh sach riéng, ngudi
chura ¢6 ma s6 1ap danh sach riéng dong thoi dinh kém hinh anh gidy to quy dinh tai diém
a muc 2.2.1 dé co quan BHXH hoan thién ma sé cho ngudi lao dong.

b) Mau s6 2: Danh sach d6i twong tham gia BHYT (ban hanh kém theo Nghi dinh
s6 146/2018/ND-CP ngay 17/10/2018 cua Chinh pht) dbi v6i ddi twong do Bo Lao dong
- Thuong binh va Xa hoi quan 1y.

¢) Mau D01-TS: Bang ké thong tin.

Pon vi liét ké s6, ky hiéu, ngay ban hanh cac gidy to lién quan,....

d) Uy nhiém chi/Gidy ndp tién (ban sao) twong (mg véi sb lugng thé va thoi han si
dung thé BHYT (d6i v6i Pai 1y thu, nha trudng).

e) Mau C66-HD: Gidy thanh toan thu lao cho t6 chirc ca nhan lam dai 1y thu.

2.3. Thoi han giai quyét ho so va tra két qua: 05 ngay

- Vin phong, bd phan TNHS: 0,5 ngay (hd so gidy); 30 phut (hd so dién tr)

- Phong/Bd phan Cép s6 thé: 1,5 ngay (hd so gidy); 01 ngay 7,5 gio (hd so dién i)
- Phong/Bo phan Quan 1y thu: 1,5 ngay, trong do:

* Tel +84-28-3930 3279 * www.ThuVienPhapLuat.vi

+ Phong/Bd phan Quan ly thu : 01 ngay

+ Phong/Bo phan Ké hoach Tai chinh: 0,5 ngay (chuyén noi bo).
- Phong/Bo phan Cép s6 thé: 01 ngay.
- Van phong, b phan TKQ: 0,5 ngay.
2.4. So do:

Pon vi/

Phong/té CD R A . N P N
Ngugﬁ htgm o < N Cong thong tin dién tr BHXH Viét Nam
A A A
@ 0O B
v | v |
< - » Lz <-4 3 [-p
B phan TNHS/TKQ g Cap s0, thé Quin ly thu
e[5> o (4]
2.5. Quy trinh:

2.5.1. Nop va Tiép nhan ho so:

a) Nguoi tham gia tw ndp hd so:

- Ké khai day du thong tin trén Mau TK1-TS va cung cip gidy to theo hudng dan
tai Khoan 2.2.1 Muc 2.2 Quy trinh nay.

- Nop hé so va sb tién twong tng voi thoi han st dung thé BHYT tryc tiép tai co
quan BHXH quan, huyén hoac Dai 1y thu.
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- Truong hop ngudi dang tham gia BHYT ho gia dinh muén gia han, c6 thé dong
tiép qua cac img dung tién ich hodc tai Cong dich vu cong qubc gia.

- Nhan thé¢ BHYT/két qua giai quyét hd so do co quan BHXH chuyén dén qua Pai
1y thu hodc qua dich vu buu chinh. Truong hop két qua hd so khong hop 18 thi diéu chinh
noi dung ké khai, b6 sung hd so theo Phiéu hudng dan va ndp lai kip thoi (néu cb).

b) Don vi

- Huéng dan ngudi tham gia ké khai dy du thong tin theo Mau TK1-TS va cung
cap gidy to theo hudng dan tai Khoan 2.2.1 Muc 2.2 Quy trinh nay.

- Lap cac mau biéu theo thanh phan hd so tai Muc 2.2 Quy trinh ndy va ndp ho so
dién tir trén Cong giao dich dién tir cia BHXH Viét Nam (gddt.baohiemxahoi.gov.vn)
hoic ndp qua phan mém ké khai BHXH ctia T6 chic I-VAN.

www.ThmVienPhapLuat.vi

- Nop tién vao tai khoan chuyén thu ciia co quan BHXH thanh phd/quan/huyén
tuong tng véi sd luong thé, thoi gian sit dung thé BHYT theo mdi dot phat sinh Mau -
DO03-TS (Trir dbi twong BHYT do t6 chirc BHXH déng).

- Nhan két qua giai quyét hd so do co quan BHXH chuyén dén qua dija chi thur dién
tir hoac tai Cé)ng giao dich dién tir cia BHXH Viét Nam hodc qua dich vu buu chinh:

* Tel +84-28-3930 3279

+ Ho so hop 18: chuyén tra thé BHYT cho nguoi tham gia luu giir (néu co);

+ Hb so khong hop 1¢: diéu chinh mau biéu, bo sung hd so hodc chuyén ndp so ticn
con thiéu, ... theo Phiéu hudng dan va ndp lai kip thoi.

¢) Trung tim Dich vu viéc 1am Thanh phé

- Hudng dan nguoi hudng tro cap that nghiép ké khai day du thong tin theo Maiu
TK1-TS va cung cap gidy to theo hudng din tai Khoan 2.2.1 Muc 2.2 Quy trinh nay.

d) Phong/to Ché do BHXH

- Lap Danh sach ngudi chi tham gia BHYT (mau s6 D03-TS) d6i v6i ngudi tham
gia BHYT do to chitc BHXH dong (nguoi hudng ché do thai san khi sinh con, nhan nuoi
con nudi, nguodi huong trg cap 6m dau do mic bénh can chira tri dai ngay, ngudi huong
trg cap that nghiép).

- Nop ho so cho bo phan TNHS va file template import mau D03-TS cho phong/bo
phan cap so, the.

2.5.2. Van phong, b phan TNHS

- H6 so dién tir: tiép nhan trén phan mém TNHS, chuyén hd so cho phong/bd phan
Cap s0, the.

- Ho so gidy: Nhan truc tiép tir don vi/dich vu buu chinh ddi v6i don vi ding ky
tham gia BHXH, BHYT 1an dau ma chua duoc cép ma dinh danh BHXH:

+ Kiém dém so luong, cac chi ti€u trén mau bi€u theo quy dinh.
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+ Pon vi ndp ban sao khong hop 1¢ thi dé nghi ngudi ndp hod so cung cip ban chinh
dé dbi chiéu, ddng thoi xac nhan “dd d6i chiéu véi ban chinh” ky, ghi 18 ho tén va ngay
thang nam xac nhan sau do tra lai ban chinh cho nguoi ndp.

- Kiém tra, d6i chiéu véi dit liéu quan 1y:

+ Truong hop dit liéu quan 1y va hd so day du, khép dang: chuyén hd so, dir liéu
cho Phong/Bo phan Cép so, the.

+ Truong hop dit liéu quan 1y va hd so chua ding, chua du: Lap Phiéu Yéu cau bo
sung, hoan thién ho so (Mau sb 02) hodc Phiéu Tir chdi tiép nhan giai quyét hd so (Mau =
s6 03) ban hanh kém theo Quyét dinh sb 2192/QD-BHXH ngay 10/12/2019 ciia BHXH =
Viét Nam.

2.5.3. Phong/Bd phin Cép so, thé (hodn thién ma sé BHXH)

a) Nhan hd so giéy tor B phan TNHS, hd so dién tir tir phﬁn mém TNHS; kiém tra,
d6i chiéu dung du cac chi tidu trén mau biéu, hd so véi dir liéu quan 1y.

b) Hoan thién ma s6 BHXH:

(@)
ek +84-28-3930 3279 * www.ThuVienPhapL

- P6i voi nguoi tham gia dd c6 ma s6 BHXH: chuyén ngay hd so cho Phong/B¢

phan quan 1y thu.

—

%

- Pbi voi nguoi tham gia chua c6 ma s6 BHXH: can bo sd, thé thuc hién tra ciu,
tim kiém thong tin ngudi tham gia theo nguyén tic:

+ Cép ma s6 BHXH moi: dbi voi nguoi chua ¢ mé sd chua duoc ké khai trong
CSDL HGD: Cap nhat day du, chinh xac thong tin trén Mau TK1-TS vao phan mém
HGD va dé nghi T6 kiém soat phé duyét ma s6 BHXH.

+ Hoan thién mé s6 BHXH: dbi v&i ngudi tham gia c6 thong tin chua day du, chinh
xac: thyc hién tim kiém trong CSDL HGD theo 4 budc néu tim thiy nguoi tham gia da
dugc cdp ma s6 BHXH thi cian cir thong tin trén Mau TK1-TS va cac gidy to do nguoi
tham gia cung cép cap nhat, diéu chinh thong tin day du, chinh xac vao phan mém HGD,
diéu chinh nguoi tham gia vé ding HGP (néu tim thdy & HGD khac) va dé nghi T6 kiém
soat phé duyét diéu chinh thong tin clia nguoi tham gia.

Luu y: Sau khi thwc hién ra sodt theo cdc bd tiéu chi, néu khéng tim thdy nhén
khau thi dwoe phép hiéu chinh théng tin nhdn khau cii & trang thai chwa dong b vé thong
tin nhdn khdau méi theo hé so dé nghi.

- Ghi ma s6 BHXH vao cot ma sb trén Mau DO03-TS dinh kém vao phdn mém
TNHS chuyén ho so cho Phong/Bo phan quan 1y thu, cap nhat trén phan mém TNHS.

- Trudng hop chua c6 hoidc chua hoan thién ma s6 BHXH ma don vi khong kém
gidy to theo quy dinh thi 14p Phiéu yéu cdu (MAu s6 02) ghi rd ndi dung can bd sung,
hoan thién va chuyén tra hd so.
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¢) Tiép nhan Mau C02-TS gdm céc truong hop ngudi tham gia ¢ sé s6 BHXH
hosic mi th¢ BHYT da cip nhung khong dong bo duoc tir Phong/Bo phan Quan 1y thu
chuyén theo dién “Ho so sai ndi bo” trén phén mém TNHS: ra soat, hoan thién ma sb
BHXH, ghi ma s6 BHXH vao Mau C02-TS, dinh kém vao ho so dién tir TNHS chuyén
lai cho Phong/Bo phan Quan ly thu.

2.5.4. Phong/Bo phan Quén ly thu

2.5.4.1. Tiép nhan hd so tir phong/bd phan Cap so, thé.

I4

(@)

4-28-3930 3279 * www.ThuVienPhapLuat.vi

2.5.4.2. Kiém tra, d6i chiéu dir liéu Gy nhiém chi trén phdn mém quan 1y thu vai s
luong thé va thoi han sit dung thé BHYT trén Mau DO3-TS:

- Truong hop ho so, dit liéu day du: cap nhat Mau DO3-TS vao phan mém TST.
- Truong hop ho so, dit liéu sai, khong dung: Lap phiéu Yéu cau (Mau sb 02) ghi

N
A

rd ndi dung ddi véi cac truong hop ké khai khéng dang, khong du, chuyén ndp so tién

con thiéu, khong cap nhat vao dit liéu thu va chuyén tra ho so.

2.5.4.3. Pi véi hd so ciia Pai Iy thu BHYT/Nha truwong (HSSV, BHYT HGD):

a) Can bo phong/Bo phan Quan 1y thu: Lap Bang tong hop danh sach dé nghi cap
thé BHYT (Mdu dinh kém theo Céng van sé 1675/BHXH-OLT ngay 14/7/2020) theo timg %
dot phat sinh, kém ho so chuyén Phong KHTC/B6 phan Ké toan kiém tra so tién thu va c
xéac nhan sb tién dong vao bang danh sach dé nghi cip thé.

b) Phong/bé phin Ké hoach Tai chinh: (thoi han 0,5 ngay)

+ Tiép nhan Bang tong hop danh sich dé nghi cdp thé BHYT tir phong/bo phan
quan 1y thu chuyén dén.

+ Kiém tra s6 tién thu: ky xac nhan s tién da thu vao tai khoan vao Bang tong hop
danh sach dé nghi cip th¢ BHYT; Truong hop chua nhan duge sb tién hodc sd tién nop
khong trung khop thi ghi ro ndi dung va khong ky xac nhan.

+ Chuyén phong/bd phan quan ly thu Bang tong hop danh sach dé nghi cép thé
BHYT.

¢) Can bo phong/Bo phan Quan 1y thu: nhan Bang tong hop danh sach dé nghi cap
thé BHYT tir Phong K& hoach Tai chinh/bo phan Ké toan:

- Truong hop da ky xac nhan c6 thu dung sb tién, dinh kém Bang tong hop danh
sach dé nghi cap thé BHYT vao phan mém TNHS, trinh ky lanh dao phu trach chuyén hd
so cho Phong/Bo phan Cap so thé;

- Truong hop khong khép ding sb tién, hodc chwa ndp tién: Lap phiéu yéu cau
(MAau s6 02) dé nghi don vi/ngudi tham gia nop dung, du s tién. Sau khi nop ding sd
tién, don vi/nguoi tham gia 14p hd so theo ma hd so 603.
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2.5.4.4. Dinh kém vao phan mém TNHS (néu cd): Mau D03-TS d3 cap nhat vao dit

liéu thu, Mau s 02, Bang tong hop danh sach dé nghi cap thé BHYT d3 duoc lanh dao ky
duyét ddi voi ho so ctia Pai Iy tha BHYT (HSSV, BHYT HGD), trinh ky 1anh dao phu
trach, chuyén hd so dén Phong/Bo phan Cap so the.

Tiép nhan Mau CO02-TS gdm céc trudng hop dit liéu va hd so chua khép dung tir
Phong/Bo phan Cap s6 thé chuyén theo dién “Ho so sai ndi bo” trén phan mém TNHS: ra
soat, cap nhat, bod sung, diéu chinh dir liéu thu chuyén lai cho Phong/Bo phan Cép s0, thé.

2.5.4.5. Chi thu lao cho Dai ly thu:

Quin Iy thu | N Truyén théng Phat trién DPoi twong/
BHXH quan, huyén

/N

\ 4

Pai Iy thu BHXH, BHYT «---{3]--->{ K&hogch Tai chinh

a) Can by phong/Bo phan Quén ly thu

- Can cu dit liéu thu da cap nhat Mau DO03-TS trén phén mém TST: xac dinh s6 tién
chi thu lao cho t6 chirc 1am dai 1y thu BHYT trén Mau C66a-HD, trinh lanh dao phu trach
thu ky duyét.

- Hang ngay khi c6 phat sinh chuyén Miu C66a-HD dén phong/bd phan Truyén
thong Phat trién Dbi tuong (bd phan Truyén thong Phat trién P6i tuong do BHXH quan,
huyén phan cong). Cham nhét dén ngay 5 hang thang phai chuyén toan bo Mau C66a-HD
con thiéu cua thang trude.

- Khi ban giao Mau C66a-HD giita 2 Phong/Bo phan phai 1ap sb ky nhan.

b) Phong/bd phan Truyén thong phat trién doi twong (TT-PTPT):

* Budc 1:

b.1. Cdn bé truyén thong phat trién doi twong:

- Tiép nhan Mau C66a-HD tir Phong/Bo phan Quén 1y thu: kiém tra, di chiéu Tong
s6 tién thu lao duoc huéng trén cac mau C66a-HD va dit liéu bang chi tiét trich thu lao
cho t6 chtrc 1am dai Iy thu BHXH, BHYT (Mau D11a-TS)

Truong hop dit lieu Mau D11a-TS va tong sd tién trén cac Mau C66a-HD khong
trung khép, 1ap mau C02-TS chuyén kém C66a-HD dén Phong/Bo phan Quan 1y thu dé
kiém tra, diéu chinh trong thoi han 01 ngay lam viéc.

- Trude 8 gio 30 phat hing ngay: tong hop Bang chi tiét trich thu lao cho to chirc
lam dai Iy thu BHXH, BHYT (Mau s6 D11a-TS), ky, luu trén phan mém quan 1y thu.

- Hang ngay chuyén mau C66a-HD ban gidy dén Phong/bd phan KH-TC khi c6 phat
sinh; cham nhat ngay 10 hang thang Phong/Bo phan TT PTDT chuyén toan bo C66a-HD
con thiéu ctia thang trude cho Phong/Bo phan KHTC.

- Cham nhét ngay 10 hang thang thyuc hién d6i chiéu bién lai thu tién va so tién da
thu theo Mau C17-TS véi Dai 1y thu.

* Buoce 2:

4-28-3930 3279 * www.ThuVienPhapLuat.vi
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b.2. Truong phong TT-PTPT/Gidm déc BHXH qudn, huyén:

Trudc 8 gio 45 phut hiang ngéy:,téng hop Bang tong hop trich thu lao cho t6 chirc
lam dai ly thu BHXH, BHYT (Mau s6 D11b-TS) cua ngay hom trudce lién ké; ky, luu trir
trén phan mém quan ly thu.

* Budc 3:

Phoi hgp Phong/ T KH-TC doi chiéu so tién tong trén Mau C17-TS ciia timg dai 1y
thu v&1 Mau D12b-TS, ¢6 ky xac nhan cua 1anh dao P/T6 KH-TC va lanh dao TT-PTDT.
Thuc hién xong ngay 10 hang thang.

¢) Phong/bé phan Ké hoach Tai chinh:

Trudce 8 gio 30 phut hang ngay: Phong/ Bé phan KHTC ky chét dir liéu phén b s6
tién da thu va s6 thoai thu (néu co) phat sinh cua ngay hém trudce trén mau C83a-HD lam
can cir tong hop s6 tién chi thu lao cho to chirc 1am dai 1y thu theo mau D12a-TS.

Trudc 8 gio 45 phat hang ngay: Truong phong P.KHTC/Giam dog BHXH quan
huyén ky chot s6 liéu trén mau C83b-HD va D12b-TS, luu trit trén phan mém ke toan.

Truong hgp dang, Phong/ B§ phan KHTC thyc hién thanh toan thu lao cho dai 1.

‘Truong hop khong ding, chuyén tra ho so vé Phong/ B6 phan TT-PTPT dé ki¢m tra
lai sO li¢u.

Trude 9 gio hang ngay: Gidm doc BHXH Thanh phd ky chét s6 liéu trén mau C83c-
HD va D12¢-TS, luu tri trén phan mém ké toan.

Cham nhét ngay 10 hang thang thyuc hi¢n dbi chiéu sb lieu Mau D12b-TS véi s6 liéu
trén C66a-HD ban gidy do phong/Bo phan TT-PTPT chuyén dén cia thang trudc licn keé.

Luu y:

- Chuyén BHXH Viét Nam yéu cau g& GT, GM, ... d6i vdi truong hop ngueoi lao dong
dd c6 md s6 BHXH nhung trén phan mém TST 6 trang thdi GT, GM, ...

- Déi véi nguoi tham gia c6 sé s6 BHXH hodc md thé BHYT dd cdp nhung khing
dong bo dwoc: dinh kém Mau C02-TS vao ho so dién tir TNHS, chuyén dén phong/bo
phdn cdp 6, thé theo dién “Hoé so sai ndi bd” dé ra sodt, hoan thién ma sé BHXH trong
thoi han 0,5 ngay; Nhan lai Mdau CO2-TS tir phong/bé phin Cép sé, thé trén phan mém
TNHS déng bé ma sé, cdp nhdt phat sinh thu.

- Khong thu/cdp lii gid tri thé BHYT cho déi twong tham gia hé gia dinh va hoc
sinh, sinh vién bang bdt cir hinh thirc ndo. Truong hop dac bi¢t do 16i khéch quan, phai

thu/cdp lui gid tri thé BHYT thi Idp Phiéu trinh gidi quyét céng viéc trinh Ban gidm doc
BHXH Thanh phé phé duyét.

- Chdm nhat ngay 03 hang thang, can bg thu thuc hién:
+ Sau khi phan mém TST tw ddng gidm qud trinh dong BHYT, ra sodt va giam qud
trinh BHYT cdc truong hop chwa giam do m)mg do loi, ....

+ Xudt Danh sdach tham gia trén phan mém TST, tinh so tién con phai dong theo gia
tri thé, doi chiéu vdi s6 tién thira trén Madu C12-TS, dam bdo nguyén tic sé tién ciia cdc
dai Iy thu luon luon du hodac thura tien.

2.5.5. Phong/bd phan Cép so, thé (cdp thé BHYT)

a) Tiép nhan ho so, dit liéu do Phong/bo phan quan 1y thu chuyén dén.

b) Kiém tra, doi chi€u céc chi ti€u trén mau bicu, ho so vdoi dir 1iéu quan 1y:

* Tel +84-28-3930 3279 * W.ThuVienPhapLuat\ II
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- Trudng hop dit liéu va hd so chua khép dung: Lap Mau C02-TS chuyén theo dién
“Ho so sai ndi bd” trén phﬁn mém TNHS cho Phong/B6 phan Quan 1y thu dé kiém tra,
diéu chinh ngay.

- Truong hop dit liéu va ho so khop dung: Can cir ho so, Mau sé6 D03-TS, Mau s6
02 (néu co) va dit liéu da duoc cip nhat:

+ Cap nhat dit liéu cap, in thé BHYT (néu c6); in 01 Danh sach th¢ BHYT (Mau
D10a-TS) c6 tong sb thé theo dot phat sinh gém c6 in va khong in thé, kY xac nhén, trinh
lanh dao ky duyét va dong dau hodc chuyén file (d6i véi don vi ¢6 sb lao dong 16n); in 01
bién ban giao nhan thé BHYT ky vao “dai dién bén giao”; Mau s6 02, Danh sich cac
truong hop khong cap thé (néu c6) chuyén Bo phan Tra két qua.

- Chuyén toan bd ho so ciia don vi/ngudi tham gia cho B phan Tra két qua va luu
file MAu D10a-TS, Danh sach céc trudng hop khong cép thé (néu co).

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

Luu y:

+ Chi thuc hién cdp thé BHYT khi phong/bé phdn QLT chuyén hé so ¢é dinh kém
Bang tong hop danh sach dé nghi cap the BHYT da dwoc Ban Giam doc phé duyét.

2.5.6. Van phong, bo phan TKQ

* Tel +84-28-3930 3279 * www.ThuVienPhapLuat.vi

- Tiép nhan thé¢ BHYT (néu c¢6) kém hd so cua don vi/ngudi tham gia tir Phong/Bo
phan Cép sd, thé chuyén tra cho don vi qua buu dién hoic tra truc tiép cho nguoi tham
gia.

- Luu trit hd so theo quy dinh (d6i véi hd so dién tir luu hd so bang file dit licu).

- Ghi nhan tra két qua trén phan mém TNHS./.




Phu luc 1

Méu TK1-TS
(Ban hanh kém theo QD s0: 505/QD-BHXH
ngay 27/3/2020 cia BHXH Viét Nam)

BAO HIEM XA HOI VIET NAM  CONG HOA XA HOI CHU NGHIA VIET NAM
DPaoc lap - Tw do - Hanh phic

‘ TO KHAI » ’
THAM GIA, PIEU CHINH THONG TIN BAO HIEM XA HQIL, BAO HIEM Y TE
(Ap dung doi voi ngwoi tham gia hoan thién thong tin cap ma s6 BHXH va thay doi thong tin)

I. P6i v0i nguoi hoan thién thong tin c:flp mi s6 BHXH (nguoi tham gia cam két cung cap thong tin ld
can cir dé hoan thién thong tin cdp ma so BHXH, chi ké khai tir chi tiéu [01] dén chi tiéu [13]).

[01]. HO VA tBI (VIS CHIF i1 HOQ): ..o een e
[02]. Ngay, thang, ndm sinh: ................ [ oo [ eeeeeeeennnnn [03]. Gioi tinh: ....cccvveeiiiieieeee
[04]. QUOC HCH oo, [05]. DAN EOC oo eeeeee e eeee e s eeeeee e
[06]. Noi dang ky gidy khai sinh: [06.1]. X& (phudng, thi trAN): ........o.cveveeeeeeeeeeeeeeeeeeeeeeeeeeeeeee .
[06.2]. Huyén (qudn, thi xa, Tp thugc tinh): ...........cccecveveveecveennennne. [06.3]. Tinh (Tp): weeoveeeeeeereeiiee
[07]. Dia chi nhan két qua: [07.1]. s6 nha, duong phd, thOn XOM: .......c.vevieeveeeeeeeeee e

* Tel +84-28-3930 3279 * www.ThuVienPhapLuat.vn

...................................................................................... [07.4].Tinh (TP): weeeveeieeeieeeeeie e
[08]. S6 CMND/H6 chiéu/Thé can cuSe: ..vveeeeeeene. [09]. Sb dién thoai 1ién hé: ....ovuveeeeevee.
[10]. Ho tén cha/me/ngudi giam ho (doi vGi tré em dudi 6 tUOI): ........eoeeeeeeeeeeeeeeeeeeeeeeeeeseeeeeeeeeeee
[11]. MUC ti8n AONE: ..o [12]. Phuong thirc dONg: .......c.ovvvveeeeeeeeeeeeeeeee .
(Chi tiéu [11], [12] chi dp dung déi véi nguoi tham gia BHXH tw nguyén)

[13]. Noi ding ky kham bénh, chita bénh ban dau (khdng dp dung doi véi nguoi tham gia BHXH
FIGUYEIL). eeeeueeeeenteeeeeteeeteeeette ettt eeatee sttt e sabeeesasteesaste e ateeeasteeeasteeeasteeentaeeenseeeanseeenbee e st eeennteeeanaeeennnee et

[14]. Truong hop nguoi tham gia BHYT theo h¢ gia dinh duoc giam tror mirc dong thi ké khai thém Phm
luc (Phu lyc kém theo) va khong phai ndp, xuat trinh s6 hd khau, chiing minh thu, thé can cudc.

IL Doi véi nguoi di dwge cap mi s BHXH thay doi thong tin ghi trén s6 BHXH, thé BHYT (nguoi
tham gia chi ké khai twr chi tiéu [01] dén chi tiéu [05] dwoi day)

[01]. HO VA tEN (VIEE CHIE i1 HOQ): ...t

[02]. Ngay, thang, nam sinh: ................ [ oo [ e [03]. M3 $6 BHXH: ..o

[04]. NOi dung thay @01, YEU CAUL .....v.veeeeeeeeeieeeeeeeeee e eee s ese e s ee s ees s eeenees

[05]. HO SO KM theo (IEU COY: ervreeeeeeeeeeeeeeeeeee et s e e s s ee s ees s eseeen e
XAC NHAN CUA T6i cam doan nhiing n6i dung ké khai 1a dang va chiu trach
CO QUAN BHXH nhiém trude phép ludt vé nhitng ndi dung da ké khai

(chi ap dung doi voi trieomg hop hoan thién thong . ngay ....... thang ....... nam .......
tin cap md s6 BHXH ciia nguoi trén 6 tuoi) Nguoi ké khai

(Ky, ghi r6 ho tén)



Phu luc: Thanh vién hg gia dinh

* www.ThuVienPha

Hovatén chli hO: ... i S6 dién thoai (néu co): ................ Sirren s eneenasennannes
Dia chi: Thon (ban, t6 dan phé).........vevveeeoeecooeeeeeecorseeeeceeees e X3 (phudng, thi trdn): ..o 8,
Huyén (quan, thi xa, Tp thude tinh):......................coieveeeeenenL 2L Tinh (Tp): g
r r -] r
oA Ma so Ngay, thang, Giéi TS . . Moi @an hé S0 CMND/ Thé can -
Stt Ho va tén BHXH nam sinh tinh Noi cap gidy khai sinh voi 84 ho cuwéc/ HO chieu Ghi chi
A B 1 2 3 4 = 5 6 7
1 -
2
- Truong hop chua c6 ma s6 BHXH thi ké khai cac chi tiéu tai phan I T6i cam doan nhirng nordung ké khai la dung va chiu trach nhiém
cia To khai tham gia va dicu chinh thong tin BHXH, BHYT (Mau trude phap luétve nhitng ndi dung da ké khai
TK1-TS) , ngaw”...... thang ....... nam ...........
- Nguoi tham gia ké khai day du, chinh xéc céc thanh vién hd gia dinh, Nguwoi ké khai
khong phai xuat trinh s6 hd khau hodc s6 tam tra dé ching minh tinh (Ky, ghi ro ho tén)

trang tham gia.

Phwong phap lap:

* Phan théng tin chung: Ghi ddy dit ho va tén chii hg; sé dién thoai lién hé (néu c6); ghi ré dia chi: thon (ban, t6 dan phé); xd (phwong, thi tran); huyén (qudn, thi xa,
thanh phé thugc tinh); tinh (thanh pho).

* Chi tiéu theo cot:

- Cot A: Ghi 6 thit te tiv 1 dén hét cdc thanh vién trong hé gia dinh.

- Cot B: Ghi day dii ho va tén cia ting nguoi trong h gia dinh. ‘

- Cot 1: Ghi ma s6 BHXH doi voi ting thanh vién hé gia dinh dd dwoc co quan BHXH cdp; trieong hop chua xdc dinh dwoc ma s6 BHXH thi nguoi ké khai c6 thé tra ciru
ma s6 BHXH tai dia chi: http://baohiemxahoi.gov.vn (néu di diéu kién).

- Cot 2: Ghi ngay, thang, nam sinh nhw trong gidy khai sinh hodc chirmg minh nhdn ddn, hé chiéu, thé can cudc.

- Cot 3: Ghi gidi tinh cia cdc thanh vién trong hé (néu la nam thi ghi tir “nam” hodc néu la nir thi ghi tir “nit”).

- Cot 4: Ghi ro tén xa (phwong, thi tran) huyén (qudn, thi xa, thanh phé thudc tinh); tinh, thanh phé da cap gidy khai sinh.

Trwong hop chiea xdc dinh dwege noi cdp gidy khai sinh thi ghi nguyén qudn (trieomg hop sat nhdp, chia tach dia giéi hanh chinh thi ghi theo tén dia danh tai thoi diém ké
khai) hodc ghi theo noi dang ky hg khdau thwong trii hodc tam tril.

-Cot 5: Ghi moi quan hé voi chu h¢ (la vo, chéng, con, chau...).

- Cot 6: 86 chirng minh nhén dan/H¢ chiéu/Thé can cudc (néu c6): ghi s6 chimg minh nhan ddan hodc ghi s6 hé chiéu hodc ghi sé Thé can cudrc.

- Cot 7: Ghi nhitng néi dung can ghi chil.

Sau khi hoan tdt viéc ké khai, ngueoi ké khai ky ghi ré ho tén
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