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

BAO HIEM XA HOI TP HA NOI Poc lap — Ty do — Hanh phic
6 ob{BHXH- QLT Hé N6i, ngay 30 thing 8 nam 2017
V/v ra soat ma s6 BHXH

ddi tuong cling tham gia BHXH, BHYT

Kinh gu:
- Céc don vi true thude BHXH thanh phd Ha Noi;
- Cac don vi str dung lao dong trén dia ban TP Ha Noi.

Thuc hién Quyét dinh sé 595/QD-BHXH ngay 14/4/2017 cia Téng Giam
dbc Bao hidm xa hoi Viét Nam v& viéc ban hanh quy trinh thu bao hiém x4 hoi
(BHXH), bao hiém y t& (BHYT), bdo hiém that nghiép (BHTN), bao hiém tai
nan lao dong (TNLP) - bénh nghé nghiép (BNN); quan ly s& BHXH, thé
BHYT; Céng van s6 3340/BHXH-TST ngay 08/08/2017 ctia BHXH Viét Nam
vé viéc cdp s6 BHXH, thé BHYT theo ma s6 BHXH; Cong vin s6 3799/BHXH-
BT ngay 28/8/2017 clia BHXH Viét Nam vé viéc hoan thién, cdp ma s6 BHXH
cho nguiri tham gia BHXH, BHYT. Dé trién khai thuc hién quy trinh ra soat,
cdp ma s BHXH cho ngum tham gia BHXH, BHYT, Bao hiém x4 hoi thanh
phd Ha Ngi huéng dan mot sé noi dung sau:

1. Péi véi co quan BHXH

- Cung cip Danh sach ngudi tham gia BHXH, BHYT chua c¢6 ma sb
BHXH (Miu MS1), T& khai tham gia, diéu chinh thong tin BHXH, BHYT (MAu
TKI-TS), Thu ngo cia Tong Gidm d¢bc BHXH Viét Nam (Thu ngo) cho don vi
st dung lao dong.

- Cip ma s6 BHXH cho ngudi lao dong sau khi don vi sir dung lao déng
(don vi) hoan thién Mau TK1-TS.

- Chp dbi ngay thé BHYT theo mau quy dinh tai Cong van sb 3340/BHXH-
ST ngay 08/8/2017 ciia BHXH Viét Nam dbi véi ngudi lao dong da c6 mi sb
BHXH.

2. Béi véi don vi st dung lao dong

- Can ¢ Miu MS1, Thu ngd cia co quan BHXH chuyén dén, don vi
chuyén Thu ngd dén tay ngudi lao déng, hudéng din ngudi lao dong ké khai bd
sung théng tin vao Mau TK1-TS, hoan thién dit liéu dién tt Mau TK1-TS giri
dén co quan BHXH dé cdp mi s BHXH.

- Nhan, tra thé BHYT cép theo ma s BHXH cho ngudi lao dong.

3. Dbi véi don vi cung cép dich vu I-VAN




- Hoan thién phan mém hd trg ké khai BHXH dép ung yéu cdu theo quy
dinh tai Quyét dinh sé 595/QP-BHXH.

- B4 sung chirc nang Hoan thién ma sé BHXH cho nguoi dang tham gia
BHXH, BHYT. '

4. Quy trinh, thoi han ra soat, cAp ma sé BHXH

- Quy trinh giao dich dién tir: thyc hién theo Phu lue 1 ban hanh kém theo
Codng van nay.

- Quy trinh giao dich hd so gidy: thuc hién theo Phy lyc 2 ban hanh kém
theo Cdng van nay.

- Hoan thanh viéc ra soat, cp ma s BHXH truéc ngay 31/12/2017; cip
d6i the¢ BHYT theo ma s6 BHXH trudc ngay 30/6/2018.

BHXH céc quéan, huyén, thj x& x4y dung chi tiét 16 trinh trién khai ké
hoach, phan cong trach nhiém cho lanh dao, can bd hudéng dan don vi thuc hién
dam bao hoan thanh ding thoi gian quy dinh.

Trén day 1a mot sb ndi dung huéng dan vé quy trinh ra soat, hoan thién cip
mi s6 BHXH ddi v6i nguoi tham gia BHXH, BHYT trén dia ban thanh phd Ha
Nbi. Trong qua trinh thuc hién néu phat sinh vuéng méc phan 4nh kip thoi vé
BHXH Thanh phé (cac phong: Quan Iy Thu, Cip sb thé, Cong nghé théng tin,
Tiép nhan va tra két qua thi tuc hanh chinh) ¢ duoc hudng din giai quyét./. )é,
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PHU LUC 1
Quy trinh giao dich dién tir ra soat, cip ma s6 BHXH
Déi twong ciing tham gia BHXH, BHYT

(Ban hanh kém theo Cong van s62452./BAXH-QLT ngay 30/ 8lbetia Béo hiém xa ho

thanh phé Ha Noi.)

I. HOAN THIEN MA SO BHXH CHO NGUO1 PANG THAM GIA BHXH, BHYT

1. Pdi véi don vi si¥ dung lao @éng (Pon vi)

1.1. Don vi

» Buoe 1:

Pon vi nhin Danh sach ngudi tham gia BHXH, BHYT chua ¢6 mi s6 BHXH

(Mau MS1), To khai tham gia, didu chinh thong tin BHXH, BHYT (Miu TK - |

TS), Thu pgoé cua Téng Giam ddc BHXH Viét Nam (Thur ngd) tir co quan
BHXH.

» Buwroce 2:

Chuyén Thu ngo dén tay ngudi lao dong, bo sung théng tin vao Mau TK1-TS
tir phin mém ké khai dién tir ctia cac nha cung cdp dich vu I-VAN (Nha I-
VAN) ddi véi nhimg ngudi ¢d tén trén Miu MS1, huéng dan ngudi lao déng
ké khai bd sung théng tin vao Mau TK1-TS.

» Bude 3:

Import file MS1 vao phin mém ké khai dién tir ctia Nha I-VAN. Can cir Mau
TK1-TS cua ngudi lao dong di bd sung théng tin cap nhat hoan thién dir liéu
dién tir Mau TK1-TS.

- Céc thdng tin quan trong can bb sung: noi khai sinh (M3 tinh NK, ma huyén
NK, md x4 NK); dia chi thuong tra (M3 tinh HK, ma huyén HK, ma x4 HK);
dia chi lién hé (M tinh HL, ma huyén HL, mi xa HL); s6 CMTND;...

* Ghi chii I-VAN:

- Pua s6 s6 BHXH vao cot ma s6 BHXH tai sheef import TST cia file
template.

- Import Danh sach ngudi tham gia BHXH, BHYT d4 cip mi s6 BHXH (Miu
MS2) vao phin mém ké khaj d¢ canh bao nhimg trudmg hop chua dugc cip ma
s6 BHXH thi phai thuc hién hoan thién cp ma sé BHXH. ...

» Buwoce 4:

Ky s, giri dit liéu MAu TK1-TS dudi dang file femplate vé co quan BHXH
dam béao thoi gian sém nhat. MAu TK1-TS ban gidy co chit ky ctia nguai lao
dong don vi luu triy tai don vi.

» Bwoce 5:

Nhan thé BHYT cAp lai theo ma sé BHXH tir co quan BHXH dé tra cho ngudi
lao dong.

L.2.Nguwoi lao dong

» Buwoce 1:

Nhan Mau TK1-TS, Thu ngé tr don vi, ké khai bd sung thdng tin vao Mau
TK1-TS va ndp lai cho don vi.

» Biréce 2;

Nhian thé BHYT cap theo ma s BHXH, sir dung thé BHYT theo ma s BHXH
dé di kham, chira bénh. Dong thoi ghi nhé ma sé BHXH do co quan BHXH
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cap (10 s6 cudi ctia mi so ghi trén the BHYT) s& gin véi ngudi lao dong sudt :
qua trinh tham gia BHXH, BHYT sau nay.

* Ghi chi: Truong hop ngudi Jao dong khéng nhé ma sé6 BHXH cha minh ¢o
thé tra ctru tai Cong thong tin dién 1 cia BHXH Viél Namw (tai dia chi
htps:/ibaoliemxalior.sov . vi) .

2. P6i véi co quil-l-] BHXH

2.1. B phiin

Thu

» Burde 10| - Xudt Mau MS1 tir phan mém TST -> import vao phan mém Hb gia dinh dé
tra cru theo file (tiéu chi tra clru gém: tinh, ho va tén, ngay thang nam sinh), .
sau khi tim kiém xong thuc hién xuat file két qua tim kiém (cau truc file van 1a
Mau MS1).
- Can cir két qua tim kiém, thuc hién: Joc nhimg tromg hop da duoce gan ma sb |
BHXH (dé lai trudmg hop chi tim thdy mét ngudi duy nhat, xéa bé nhimg
truomg hap con lai). Péng bo lai MS1 trén phan mém TST.

» Buge 2: | Xuat lai Mau MS1 dé gui cho don vi.

» Buwde 3: | Tiép nhan dir liéu MAu MS1 va Miu TK1-TS kém theo “Phu luc: Thanh vién
hd gia dinh” va thuc hién theo quy trinh tai Budc 4.

» Buée 4: | - Import Mau TK1-TS cip ma sé BHXH: vao chirc nang ning Hé gia dinh

chon Xir Iy TK1 import dit liéu dé cip ma sé BHXH.
- Dé nghi cdp the BHYT theo QD 595 ddi voi nhimg trudng hop di hoan thién
cép ma.

2.2. Bé phin

Ciip s6 thé

» Burde 1. | Can cir diy liéu dé nghi cip thé BHYT theo QB 595 trén phan mém TST, cén
bd sb thé thuc hién in thé BHYT va Danh séch cép thé BHYT (Mau 10a-TS).
» Budc 2: | Ban giao thé BHYT va Miu 10a-TS dén bd phan Tiép nhan va tra két qua thu

tuc hanh chinh (TN&TKQ TTHC) dé tra cho don vi.

2.3. B) phin

TN&TKQ TTHC

» Buwoce 1.

Tiép nhan thé BHYT va Mau 102-TS do bd phan Sb thé chuyén dén.

» Bude 2:

Tra thé BHYT cho don vi va Mau 10a-TS cho don vi.

II. TANG MOI1 LAO DPONG

1. P6i véi dom vi va ngurdi Jao dong

1.1. Pon vj

» Buoe 1:

a) Truong hop nguoi lao dong cung cap duge ma sé BFXH: don vi lap Mau
DO02-TS bao ting lao déng theo quy dinh ma khéng phai lap Mau TK1-TS.

b) Trudmg hop ngudi lao déng khéng cung chp duoc mi sé BHXH hodc co
sb sé BHXH nhung chua ¢é wrén dir héu HS gia dinh hoac chua ¢6 ma sb
BHXH:
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Cén cir ho so cta ngudi lao ddng, don vi thue hién: truy cap vao dia chi:
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tips:libaohiemxahoi vov.anitracun/Pages/iya-cintc-ho-via-dinh.aspx dé wra clra ]

mi s6 BHXH:

- Truong hop tra ciru duge thong tin:

+ Trudmg hop tra ctu duoec mi s6 BHXH trén dir lidu ho gia dinh day du. |

' chjnh xdc voi ho so, don vi lap DO2-TS bio tang lao dong theo quy dinh mi

khéng phai lap Mau TK 1-TS.

+ Trudng hop tra clu thay thdng tin trén dir liéu ho gia dinh nhumg s6 $6
BHXH khic vai ma s6 BHXH: don vi huong dan nguoi lac déng lap Mau
TKI-TS trong d6 ké khai ma s6 BHXH vao Mue 09 (M3 s6 BHXH) va ké kbai
s6 s6 BHXH vao Muyc 14 (NG dung thay déi, yéu cau).

- Triwong hgp khong tra ciru dwec thong tin:

+ Trudng hop ¢é 56 s6 BHXH: don vi huéng din nguoi lao déng lip Miu
TK1-TS trong d6 ké khai s6 s6 BHXH vao Muc 09 (Ma s6 BHXH).

+ Trudmg hop nguoi lao dong chua 6 s6 s6 BHXH: don vi huéng din
ngudi lao dong 1ap Mau TK1-TS kém theo “Phu luc: Thanh vién ho gia dinh”.

» Bwde 2: | Pon vi st dung phdn mém ké khai BHXH ctia cac Nha [-VAN cap nhit dir
liu.
» Buge 3: | Lap hé so béo tang lao déng, ky s6 dién tir, giii hé so dién tir theo quy dinh

hién hanh v€ giao dich dién tu.

1.2. Nguroi lao dong

- Cung cép mi s6 BHXH (néu ¢6) hose s6 s6 BHXH cho don vi.

- Ra so4t thong tin ca nhin va hé gia dinh trén Cdng thong tin BHXH Viét
Nam néu thdng tin chua dung, diy da ké khai Mau TK1-TS theo huéng din
cua don vi.

2. Péi véi co quan BHXH

2.1. Bp phdn TN&TKQ TTHC

» Buoce I

Tiép nhan, kiém tra hd so, bd sung ma sé BHXH vao file template ddi véi
trudmg hgp Miu DO2-TS chua c6 mi s6 BHXH: cén bd tiép nhin vio chirc
nang “H§ gia dinh-> Tra ciru ma s6 BHXH trén h gia dinh” dé tra iy ma
s6 BHXH;

- Trudong hop tim thay thong tin ngudi tham gia: cén b tiép nhén bd sung ma
s6 BHXH vao file template dinh kém hd so.

- Trudng hop khéng thy théng tin ngudi tham gia: can bé tiép nhén kiém tra
day du thong tin trén Maiu TK 1-TS kém theo “Phu luc: Thanh vién hd gia
dinh™.

» Buroe 2:

Ban giao toan bd hd so dén B phan Thu dé giai quyét cac nghiép vu tiép theo.

2.2. Bg phdn Thu

» Buoce I:

Tiép nhdn hé so theo quy dinh, thuc hién:

Ly
C.I:J;\

O 0
-/

i



TST wén thanh menu vao chirc ning Ha gia dinh chon Xar Iy TK1 dé import
file template vao co sé dit liéu.

- Trudmg hop file import ¢6 ma sé BHXH nhung phin mém canh bio khong
¢6 di lidu trén Ho gia dinh va d licu thu TST (sat ma s6 BHXH) thi xoa mi
s6 BHXH trén file dé cap ma sé BHXH mai.

2. Nhan “xuit dir ligu” ra file dé import vao phét sinh thu.

1. Import dir li¢u déng bé vao co so dir licu ho gia dinh: trén phan mém |

»_ Birée 2: |' Thuc hién cac nghiép vu cip sé BHXH. thé BHYT theo quy dinh.

2.3. Cdc bo phin khdc: thuc hién theo quy dinh hién I&z‘mh./‘




PHU LUC 2
Quy trinh giao dich hd so gidy ra soat, cip ma sé BHXH
Péi twgng cang tham gia BHXH, BHYT

(Ban hanh kém theo Cong vin s&i{&/BHXH-QLT ngay#f §/A#Fcia Bao hiém x3 hoi

thanh phd Ha Ni.)

I. HOAN THIEN MA SO BHXH CHO NGUOI PANG THAM GIA BHXH, BHYT -

1. Pbi véi dom vi sit dung lao djng (Pon vj)

1.1. Don vj

| » Bwéc I: | Pon vi nhan Danh sich ngudi tham gia BHXH, BHYT chua cé ma sé BHXH
(MA&u MS1), T¢r khai tham gia, diéu chinh théng tin BHXH, BHYT (M4u TK1-
TS), Thu ngo ciia Téng Gidm déc BHXH Viét Nam (Thu ngd) do buu dién
chuyén dén.

» Buwdc 2: | Chuyén Thu ngd, Mau TK1-TS dén tay ngudi lao dong, huéng din ngudi lao
dong ké khai bd sung théng tin vao Mau TK1-TS.

- Cac thong tin quan trong can bd sung: noi khai sinh (M tinh NK, mi huyén
NK, mé& x& NK); dia chi thuong tri (M3 tinh HK, mé& huyén HK, m3 x& HK);
dia chi lién hé (M4& tinh HL, m& huyén HL, m& x3 HL), ) CMTND:;...

» Budc 3: | Giri Danh séch MS1 va MAu TK 1-TS thong qua buu dién vé co quan BHXH
dam bao thoi gian som nhét.

» Budc 4: | Nhan thé BHYT cp lai theo méa s BHXH tir co quan BHXH dé tra cho ngudi
lao déng.

1.2.Ngwoi lao dpng )

» Bwge 1. | Nhan Mau TK1-TS, Thu ngd tir don vi, ké khai bd sung thong tin vao MAu
TK1-TS va ndp lai cho don vi.

» Bwéc 2: | Nhén thé BHYT cép theo ma s BHXH, sir dung thé BHYT theo ma s BHXH
dé di kham, chita bénh. Pdng thdi ghi nhd ma s6 BHXH do co quan BHXH
cép (10 s6 cudi clia mi s6 ghi trén thé BHYT) s& gan v6i ngudi lao dong subt
qua trinh tham gia BHXH, BHYT sau nay.

* Ghi chii: Truong hop ngudi lao déng khong nhé ma sé BHXH cua minh c6
thé tra ciru tai Cdng thong tin dién tir cia BHXH Viét Nam (tai dia chi ;
hitps ://baohiemxahoi.gov.vhn) .

2. Poi véi co quan BHXH

2.1. By phign Thu

» Budc I: | - Xuét MAu MS1 tir phén mém TST -> import vao phin mém Ho gia dinh dé
tra ctru theo file (tiéu chi tra ciru gém: tinh, ho va tén, ngdy thang nim sinh),
sau khi tim kiém xong thuc hién xuét file két qua tim kiém (céu tric file vin la
Mau MS1).

- Can cir két qua tim kiém, thue hién: loc nhimg trudng hop di dugc gdn ma 56 |
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r J triuomg hop con lai). Dong bd lai MS1 trén phin mém TST.

(» Buoc 2. Fln MAu MS1, Miu TK 1-TS ban giao cho B phan TN&TKQ TTHC dé guri

dén don vi thong qua buu dién.

» Buwoce 3:

Tiép nhan Mau MS1 va Mau TK1-TS tir B phan TN&TKQ TTHC sau khi
don vi d3 bd sung, hoan thi¢n va thyc hi€n theo quy trinh tai Buoc 4.

» Buwoc 4.

- Nhép dit liéu Mau TK1-TS cip ma s BHXH:

+ B1: Vao chic ning H¢ gia dinh chon Quéan ly H§ gia dinh dé cap
nhét thong tin tao ma HY mdi trén dit liéu H gia dinh.

+ B2: Vio chirc ning H) gia dinh chon Quan Iy nhan khéu dé cip nhat
thong tin thanh vién Ho gia dinh. Trudng hgp thanh vién Ho gia dinh c6 sb sb
BHXH thi tich vao 6 “Siz dung s6 s6 BHXH lam md sé dinh dank” sau d6 nhap
s6 s& BHXH.

- Dé nghj cip thé BHYT theo QP 595 dbi v&i nhimg trudng hop da hoan thién
cap ma.

2.2. By phin Cép sé thé

]

| » Buwée I: | Can ot dir liéu dé nghi cdp thé BHYT theo QD 595 trén phin mém TST, can
b6 s thé thuc hién in thé¢ BHYT va Danh sach cép thé BHYT (M4u 10a-TS).
|
» Bwoce 2:

Ban giao thé BHYT va MAu 10a-TS dén bd phan Tiép nhan va tra két qua thu

tuc hanh chinh (TN&TKQ TTHC) ¢ tra cho don vi.

2.3. Bp phgn TN&TKQ TTHC

| 2.3.1. Giao nhén Méu MSI va Mdu TK1-TS

» Buwoc I: | - Nhan Mau MS1, Mau TK1-TS tir B6 phan Thu.
- Chuyén M&u MS1, M&u TK1-TS, Thu ngd dén don vi théng qua buu dién. |
| » Bwdc 2. | Nhan lai Mau MS1, MAu TK1-TS d4 bd sung thong tin tir don vi chuyén dén |
théng qua buu dién d€ chuyén cho B9 phén Thu.
2.3.2. Tra két qua
» Budce I: | Tiép nhan thé BHYT va Mau 10a-TS do bo phan Sé thé chuyén dén.
» Bwoc 2: | Tra the BHYT cho don vi va MAu 10a-TS cho don vi. J

1. TANG MOI LAO PONG

B Poi véi dom vi va ngudi lao djng

1.1. Don vi

]

» Bwoc 1;

q Can cu hd so cia ngudi lao dong, don vi thyc hién: truy cép vao dia chi:

a) Trudmg hop ngudi lao dong cung cip dugc ma s6 BHXH: don vi lap Miu
DO02-TS bao ting lao dong theo quy dinh ma khong phai lap Mau TK 1-TS.

b) Trudomg hop nguoi lao déng khong cung cip duge ma s6 BHXH hoic c6
sé s& BHXH nhung chua cé trén dir liéu Ho gia dinh hodc chua c6 mi sb
BHXH:

i/




hitps :/{baohiemxahoi.gov.va/tracuul/ Pages/tra-cuu-ho-gia-dinh.aspx dé tra ciru
mi s BHXH:
- Truwdng h¢p tra ciru dugce thong tin:

+ Truong hop tra ciru duge ma s6 BHXH trén dit liéu ho gia dinh diy do,
chinh xac voi hd so, don vi lap D0O2-TS béo tang lao dong theo quy dinh ma
khong phai 1ap Mau TK1-TS.

+ Truomg hop tra clru thdy théng tin trén dit liéu ho gia dinh nhung sé sb
BHXH khéc véi ma s6 BHXH: don vi huéng din ngudi lao dong 1ap Mau
TK1-TS trong d6 ké khai m& s6 BHXH vao Muc 09 (M3 s6 BHXH) va ké khai
56 s BHXH vao Muc 14 (N§i dung thay ddi, yéu céu).

- Truwdng hop khong tra ciru dwgce théng tin:

+ Trudong hop c6 sé s6 BHXH: don vi hudng din ngudi lao dong lap Miu
TK1-TS trong d6 ké khai s6 s6 BHXH vao Myc 09 (Ma sé BHXH).

+ Truomg hop ngudi lao déng chua cé sé sd BHXH: don vi huéng dan
nguoi lao dong lép Mau TK 1-TS kém theo “Phu luc: Thanh vién hd gia dinh”.

» Bwoe 2:

Lap, nép hd so béo tang lao dong theo quy dinh.

1.2. Ngwoi lao dpng

- Cung cdp mi s6 BHXH (néu c6) hodc s6 sd BHXH cho don vi.

- Trudmg hop ngudi lao ddng khong nhé ma sé BHXH ctia minh ¢6 thé tra ciru
tai Céng thong tin dién tor cia BHXH Viét Nam (tai dia chi
https://baohiemxahoi.gov.vn) .

2. Poi véi co quan BHXH

2.1. Bj phan TN&TKQ TTHC

» Bwoe 1.

Tiép nhan, kiém tra hd so, bd sung ma sé BHXH vao Miu D02-TS dbi véi
truomg hgp MAu D02-TS chua ¢ ma s6 BHXH: can bé tiép nhan vao chirc
ning “H¢ gia dinh-> Tra ctru ma s6 BHXH trén h gia dinh” dé tra ciru ma
sé BHXH;

- Trudmg hop tim thiy thong tin ngudi tham gia: can bé tiép nhin bd sung ma
s6 BHXH vao Mau TK1-TS, Mau D02-TS.

- Truomg hop khong thdy thong tin ngudi tham gia: can bd tiép nhan kiém tra
day du thong tin trén MAu TK I-TS kém theo “Phy lyc: Thanh vién hd gia
dinh™.

» Bwoce 2:

Ban giao toan bd hd so dén bd phan Thu dé giai quyét cac nghiép vu tiép theo.

2.2. B6 phdn Thu

ﬁ» Bwoce 1:

Nhap dit liéu Miu TK1-TS cip ma sé BHXH:

+ B1: Vao chirc ning H¢ gia dinh chon Quan ly Hj gia dinh dé cp
nhét thong tin tao Ho.

+ B2: Vao chirc nang H gia dinh chon Quin Iy nhan khiu dé cép nhat
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théng tin thanh vién H6 gia dinh. Trudng hop thanh vién Ho gia dinh c6 b s |
BHXH thi tich vao 6 “St dung $6 s6 BHXH lam méa sé dinh danh” sau dd nhép
s6 s6 BHXH. Truémg hop hé thdng canh béo chua c6 H so cé nhan thi can bo
nhép bd sung HS so c4 nhan trén phdn mém TST trudc khi phat sinh thu.

» Bude 2: | Thuc hién céc nghiép vu cAp s6 BHXH, thé BHYT theo quy dinh.

2.3. Cdc bj phdn khac: thuc higén theo quy dinh hién hanh./.
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