BAO HIEM XA HOI VIET NAM CONG HOA XA HOI CHU NGHIA VIET NAM
Pdc lap - Tu do - Hanh phiic

$5:555 /QDb - BHXH
Ha Noi, ngay 43 thang & ndm 2009

QUYET PINH
Ban hanh quy dinh cap, quan Iy va sit dung sé bao hiém xa hot

TONG GIAM POC BAO HIEM XA HOI VIET NAM

Can ot Luét bao hi€ém x4 hoi s¢ 71/2006/QH11 ngay 29 thang 6 nam 2006;

Can cit Nghi dinh s6 152/2006/ND-CP ngay 22 thidng 12 ndm 2006 cia Chinh
phli huéng din mot s6 diéu clha Luat Bao hiém x3 hoi vé béo hiém xa hoi bét budc;

Cin ct Nghi dinh s6 68/2007/ND-CP ngay 19 thing 4 nam 2007 clha Chinh
phit quy dinh chi tiét vd huéng din moét s6 diéu cta Luat Bdo hiém xa hoi vé€ bao
hiém x3 hoi bit budc d6i véi quan nhéan, cong an nhan d4n va pgudi 1am cong tic co
yéu hudng luong nhy d6i véi quan nhan, cong an nhéan dan;

Cin ct Nghi dinh s6 190/2007/ND-CP ngay 28 thing 12 nam 2007 cia Chinh
phit huéng din mot s6 diéu cha Luat Bao hiém xa hoi vé Bao hi€ém x4 hoi ty nguyén;

Cin ¢t Nghi dinh s6 127/2008/ND-CP ngay 12 thing 12 nam 2008 chGa Chinh
phli quy dinh chi tiét v huéng dén thi hanh moét s6 diéu cha Luat Bao hiém xa hoi vé
bao hiém that nghiép;

Can ct Nghi dinh s6 135/2007/ND-CP ngay 16 thing 8 nam 2007 cua Chinh
phil quy dinh vé x{t phat vi pham hanh chinh trong linh vire béo hiém xa hoi;

Can ¢ Nghi dinh s6 94/2008/ND-CP ngay 22 thang 8 nam 2008 cta Chinh
pht quy dinh chiic ndng nhiém vu, quyén han va co cdu t6 chic ctia Bio hiém xa
hoi Viét Nam;

X6t dé nghj ciia Trudng ban CAp 6, the.

QUYET PINH

Picu 1: Ban hanh kém theo Quyét dinh ndy: Quy dinh vé cdp, quan 1y va su
dung s8 bao hiém x3i hoi.

Piéu 2: Quyét dinh nay thay the Quyét dinh s6 3636/QD-BHXH ngay 16 thiang 6
nim 2008 cha Téng gidm d6c Bio hiém x4 hoi Viét Nam vA ¢6 hiéu Iuc thi hanh tir ngay
01 thang 01 nam 2009.



Piéu 3: Trudng Ban Cép s6 thé, Chanh Vin phong, Thu truéng cic don vi
tryc thute Bao hiém x3 hoi Viét Nam, Gidm d6c Bao hiém x4 héi cdc tinh, thinh
phé tryc thudc Trung wong va Thii trudng c¢d quan bao hiém x& hoi thuée Bd Quéc
phong, Bo Cong an, Ban Co y&u Chinh phl chiu trich nhiém thi hanh Quyét dinh
nay./.

Noi nhdn:
- Nhu Diéu 3;
- Cic Bo LDTBXH, TC, NV;
- HbQL BHXH VN;
- Cic phé TGD;
- Luau: VT, Ban CST (11b).
L

-~ Lé Bach Hong




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

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

(Ban hanh kém theo Quyét dinh s6 5855 /QD-BHXH
ngay 43 thang B nam 2009 ciia Téng Gidm déc Bdo hiém xd hoi Viét Nam)
Phan I
QUY PINH CHUNG

1. Trong van ban nay, cac chit viét tit va rit gon dugc hiéu nhur sau:

- Bao hiém x4 hoi: viét tit [A BHXH.

- Bdo hiém x4 hoi bit buoc: viét tat 14 BHXHBB.

- Bdo hiém xa hoi tu nguyén: viét tit 13 BHXHTN.

- B&o hiém that nghiép: viét tat 1a BHTN,

- Ngudi tham gia bdo hiém xa hoi bit bugc, ngudi tham gia bao hiém xa hoi
tr nguyén goi chung la: ngudi tham gia BHXH

- Co quan, don vi, ngudi sir dung lao dong goi chung 1a: ngudi sir dung lao dong.

- Béo hiém x4 hoi cdc tinh, thanh phé truc thudc Trung wong, Béo hiém x4 hoi
Bo Qudc phong, Bao hiém xi hoi Bo Cong an, Bdo hiém x3 hoi Ban Co yéu Chinh
phu goi chung 14: BHXH tinh.

- Béo hi€ém xd hoi céc quén, huyén, thi x4, thanh phé thuoc tinh goi chung Ia:
BHXH huyén.

- To khai tham gia BHXH, BHYT va BHTN goi chung la: T khai theo mau
s6 01-TBH. :

2. Pham vi diéu chinh: vin ban nay quy dinh thd tuc, hé so, quy trinh cép,
quan ly va stt dung s BHXH dai v6i ngudi tham gia BHXH; ngudi tham gia BHTN,;
ngudi sit dung laoc dong va té chic BHXH.

3. S6 BHXH do BHXH Vié¢t Nam ban hanh va dugc luu hanh théng nhét trong
pham vi c& nude. S6 BHXH gbém:

- Mot to bia s6 c¢6 4 trang, in ho, tén, s6 sé BHXH; nhan than clia ngudi tham
gia BHXH; nhitng diéu chinh vé nhéan than va cdc quyén lgi vé BHXH, BHTN da
dugce huong.



- Céc trang t& i cha s6 BHXH in thoi gian déng BHXH, BHTN theo timg
niam cha ngudi tham gia BHXH, BHTN.

Ngudi sir dung lao dong c¢é trich nhiém bdo quan sé BHXH trong thoi gian
ngudi tham gia BHXHBB dang 1am viéc. Nguoi tham gia BHXHBB tu bao quan s6
BHXH khi khong con 1am viéc hoac khi tham gia BHXHTN.

3. M6i ngudi tham gia BHXH, BHTN chi duge cdp mot s6 BHXH véi mot s
s duy nh4t dé theo ddi viec dong BHXH, BHTN va 1a cian cif dé giai quyét cac ché
d¢ BHXH, BHTN theo quy dinh clha phép luat.

Phin Il
QUY DINH CU THE

L. POI TUONG CAP SO BHXH.

1. Ngudi tham gia BHXHBB quy dinh tai Diéu 2, Nghi dinh s6 152/2006/ND-
CP ngay 22/12/2006 cua Chinh phi huéng din mot s& diéu clha Luat BHXH vé
BHXHBB; khoan 1 va 2, Diéu 2, Nghi dinh s6 68/2007/ND-CP ngay 19/4/2007 ctia
Chinh phti quy dinh chi ti€t va huéng dan mot s6 diéu cua Luat BHXH vé BHXHBB
ddi v6i quan nhén, céng an nhan dan va ngudi lam cong tic co yéu hudng luong nhu
déi véi quan nhén, cong an nhan dén.

2. Nguoi tham gia BHXHTN quy dinh tai Diéu 2 Nghi dinh s6 190/2007/ND-CP
ngay 28/12/2007 clia Chinh phit hudng din mot s& didu ciia Luat BHXH vé BHXHTN,

3. Nguoi tham gia BHTN quy dinh tai Diéu 2 Nghi dinh s& 127/2008/ND-CP
ngay 12/12/2008 cta Chinh phut quy dinh chi ti€t va hudng din thi hanh mot s diéu
cua Luat BHXH vé BHTN.

IL. THAM QUYEN CAP SO BHXH VA XAC NHAN TREN SO BHXH.
1. Céip bia s6 BHXH.

1.1. Bia s6 BHXH dwoc cdp khi ngudi sir dung lao déng, ngudi tham gia
BHXH dang k¥ tham gia BHXH vé6i co quan BHXH. Viéc cép bia sé BHXH 14n
dau, cdp lai bia s6, diéu chinh cdc nodi dung ghi trén bia s6 do BHXH tinh truc
ti€p thuc hién.

Giam doc BHXH tinh k¥, déng ddu trén trang 2 bia sé BHXH. Chit ky ctia Giam
d6c BHXH tinh dugc quét trong phan mém SMS dé€ in trén trang 2 bia s6 BHXH.

1.2. Can ctt diéu kién cu thé cua timg dia phuong, Giam déc BHXH tinh quyét
dinh phén cép cho Gidm déc BHXH huyén ky, cdp bia s6 BHXH lan ddu cho nguoi
tham gia BHXH theo phan cép thu va chiu trich nhiém vé viéc phan c&p nay.
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Gidm d6c BHXH huyén duoc phan cép cdp s6 BHXH lan ddu ky, dong ddu trén
trang 2 bia s6 BHXH. Chit ky ctia Giam déc BHXH huyén dugc quét trong phdn mém
SMS dé€ in trén trang 2 bia s6 BHXH.

2. X4c nhan qud trinh déng BHXH, BHTN trén t& rdi s6 BHXH.

2.1. Gidm do6c BHXH tinh k¥, déng ddu xdc nhan qué trinh déng BHXH,
BHTN khi cép to r&i s6 BHXH hang nam, cap lai to roi s6 BHXH; diéu chinh cic
noi dung ghi trén o rdi sé BHXH; chét thai gian déng BHXH, BHTN khi ngudi
tham gia BHXH ngling déng dé bao luu thai gian déng BHXH, BHTN, di chuyén
ngoai dia ban tinh hodc dé giai quyét cdc ché d6 BHXH, BHTN.

Riéng viéc ky khi cdp t& 10i s6 BHXH hang nim, chit ky cha Gidm déc
BHXH tinh duoc quét trong phdn mém SMS dé in trén t& roi sé BHXH.

2.2. Can cir diéu kién cu thé cha timg dia phuong, Gidm d6c BHXH tinh quyét
dinh phan cap cho Gidm déc BHXH huyén ky, déng ddu cdp t& roi s6 BHXH hang
nam do6i véi ngudi tham gia BHXH, BHTN theo phan cap thu va chiu trach nhiém
vé viéc phan cip nay.

Chit ky ctia Gidm d6c BHXH huyén dugc phan cdp cdp t& roi s6 BHXH hang
nam dugc quét trong phan mém SMS dé in trén 10 roi s6 BHXH.

3. S6 s6 BHXH.

3.1. S8 s6 BHXH 1a ma s6 d6i tugng clia ngudi dang ky tham gia BHXH, BHTN
l4n ddu. Trudng hop ngudi tham gia BHXH, BHTN & tinh khdc chuyén dén, da dugc
cdp s& s6 BHXH thi BHXH tinh noi ti€p nhan khong cip s6 s6 mdi, ma phai giit
nguyén s6 s6 BHXH di ducc cép lan ddu clia nguoi tham gia BHXH, BHTN.

3.2. BHXH huyén duge phan cdp cap s6 BHXH, dinh k¥ truc ngay 15 cla
thdng cudi quy, lap 02 ban Pang ky cip s6 s6 BHXH theo Mau s6 01/SBH giri
phong Cap sd, thé ciia BHXH tinh.

3.3. Phong Cap s6, thé trinh 1anh dao BHXH tinh duyét khodng s6 s6 BHXH,
giao cho BHXH huyén dugc phan cip cap s6 BHXH, ciing nhur dé cdp cho ddi twong
thudc BHXH tinh truc tiép thu theo phan cfp ctia quy sau trudc ngay 25 thang cudi quy.
Phong Cap s8, thé mé sé theo dbi viéc cép s& s6 BHXH theo MAu s& 02/SBH, déng thoi
phai thudng xuyén kiém tra viéc cap s& s6 BHXH chia timg BHXH huyén, kip thoi thu
héi s6 s6 BHXH thira (néu c6), khong dé tring s6 sé BHXH d3 cép trong nam.

3.4. Phong Cép s6 thé, BHXH huyén cin cif khodng s6 s6 BHXH duoc giao
dé in s6 sé BHXH cho ting ngudi tham gia BHXH, BHTN trén chuong trinh
SMS; dbng thai ghi s6 s6 BHXH vao To khai theo méu s6 01-TBH va m& s6 theo
ddi viéc cdp s6 sd cho timg don vi tham gia BHXHBB, c4 nhan tham gia
BHXHTN theo Mau s& 03/SBH.



3.5. Truong hgp ngudai tham gia BHXHBB, ¢6 thoi gian dong BHXH trudce
ngay 31/12/2008, da dugc cdp s6 sé BHXH, nhung chua dwge cip s6 BHXH thi
tir ngay 01/01/2009 tré di thuc hién cdp s6 14n ddu theo miu s6 BHXH quy dinh
tai Quyét dinh s6 3339/QD-BHXH cliia BHXH Viét Nam va duge giit nguyén so
s6 BHXH da dugc cép.

1L HO SO VA THU TUC CAP SO BHXH.

1. H6 so va thi tuc cap s6 BHXH.

1.1. D6i véi ngudi tham gia BHXH, BHTN bit bude.

1.1.1. D61 v6i ngudi tham gia BHXH va BHTN 14n dau, ho so gom:

- 03 To khai theo mau s6 01- TBH.

- 01 Danh sich lao dong tham gia BHXH, BHTN theo miu s6 02a-TBH.

- Ban sao Quyét dinh thanh lap hoic Gifly ching nhan dang ky kinh doanh
hoac Gidy phép hoat dong d6i v6i ngudi sir dung lao dong.

- Quyét dinh tuyén dung hodc quyét dinh vé tién luong hodc hgp dong lao
dong va 01 ban sao gidy khai sinh ctua ngudi lao dong.

- Hyp dong lao dong d6i véi nguoi sir dung lao dong 1a cd nhan thué mudn, sir
dung lao dong.

1.1.2. D61 véi ngudi déd c6 qua trinh déng BHXH, BHTN nhung chwa duge
cAp s6 BHXH, hé so gém:

- H6 so quy dinh tai Piém 1.1.1 néu trén; k&m theo 01 danh sach dé nghi cdp
s6é BHXH theo méu s6 04/SBH;

- Ngudi lao dong lam viéc thuéc khu vuc Nha nudc, nghi cho viéc tu
01/11/1987 dén trudc ngay 01/01/1995 do doanh nghiép, co quan, t6 chic khong
sép x€p, b6 tri dugc viéc lam, chua nhén trg cdp théi viéc hodc trg cap BHXH mot
1an, tinh dén 31/12/1994 vin con tén trong danh sich lao dong clia doanh nghiép, co
quan, don vi (khéng bao gom ngudi bi ky luat budc thoi viée hoac tu y bd viéc, bi
phat th giam truée ngay 01/01/1995, ra nudc ngoai hodc & nudc ngoai khéng hop
phép), néu chua duge cép s6 BHXH thi ho so dé nghi cap s6 BHXH dugc quy dinh
tai khoan 11 diém 8 Thong tu s6 19/2008/TT-BLDTBXH ngay 23/9/2008 cha Bo
Lao dong — Thuong binh va Xa hoi.

- Nguoi lao dong hoc tap & nudc ngoai vé nudc, hd so dé nghi cdp s6 BHXH
duge quy dinh tai diém 1 va 2, muc IV Théng tr s6 24/2007/TT-BLDTBXH ngay
09/11/2007 cua Bo Lao dong - Thuong binh va X3 héi.
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1.2. D6i v6i ngudi tham gia BHXHTN, hé so gom:

- T& khai tham gia BHXHTN huéng dén tai cong van s6 1564/BHXH-BT
-ngay 02/6/2008 cha BHXH Viét Nam.

- 01 ban sao Gidy khai sinh,

2. H6 so va thii tuc cdp lai s6 BHXH.

2.1. Trudmg hop s6 BHXH bi mat hodc hong thudc trach nhiém clia ngudi
tham gia BHXH, BHTN:

- Ngudi tham gia BHXH, BHTN lam don dé nghi cdp lai s6 BHXH theo mAu
s6 06/SBH, néu ro 1y do bi mit hodc hong, tinh trang hong va cam két chiu trach
nhiém trudc phdp Juat viéc chua hudng ché do BHXH mot 14n, sau d6 ndp don, so
BHXH (néu hdng) cho co quan BHXH.

- Néu nguoi tham gia BHXH, BHTN c¢6 thdi gian déng BHXH, BHTN & tinh
khdc, ngoai cdc hd so néu trén, néu cé van dé gi chua rd, thi BHXH tnh cép lai s6 yéu
cau BHXH tinh noi nguoi tham gia da déng BHXH, BHTN gtri ban ghi qué trinh
dong BHXH, BHTN theo méu s6 07/SBH dé xem xét va luu ciing hé so cdp lai so.

- Néu ngudi dang bao luu thoi gian dong BHXH, BHTN hoéc trong thoi gian
di chuyén dén tinh mé&i ma bi mét hodc hdng s, thi viéc cap lai s6 BHXH duge thuc
hién tai BHXH tinh, noi chét s6 xdc nhén qué trinh déng BHXH, BHTN.

2.2. Truong hop sé BHXH bi m4t hoac héng thudc trach nhiém ctia ngudi sl dung
lao dong:

- Ngudi str dung lao dong 1am cong vin dé nghi cap lai s6 BHXH, cam két chiu
trach nhiém trudc phap luat viéc ngudi lao dong chua hudng trg cdp BHXH 1 14n;

- Ngudi str dung lao dong 1ap Bién ban néu 1o nguyén nhan, s lugng s va cc
trang s6 bi mat hodc bi hong;

- To khai cap s6 1dn ddu, sé BHXH bj hong.

2.3. Co quan BHXH 1am mat hoic hong sé BHXH:

- C4n bd dugc giao quan 1y s6 BHXH lam mat hoac hong sé BHXH viét Ban
tudng trinh (¢6 xdc nhan cha Gidm déc BHXH huyén hodc trudng phong Cip s,
thé), k&m theo sé BHXH hong;

- Phong Cép s6, thé trinh Gidm doc BHXH tinh phé duyét cap lai s6 BHXH.

IV. CAP SO BHXH LAN DAU.

1. Cap bia s6 BHXH.

1.1. BHXH huyén.



1.1.1. BHXH huyén dugc phén cép cép bia s6 BHXH.

4 - B phan Tiép nhan - Quan 1y hé so kiém tra h6 so do ngudi sit dung lao dong
hodc ngudi tham gia BHXH tu nguyén nop, néu hé sg diy di theo ding quy dinh tai
diém 1 muc III thi viét gidy bién nhan, ghi r6 thoi gian tra hd so; trudng hgp hé so chua
ddy du thi dé€ nghi hoan chinh hé so theo ding quy dinh m&i tiép nhan.

- Bo phan Tiép nhan — Quan 1y hé so phén loai, chuyén hé so cho cdc b phéan
nhur sau:

+ Chuyén cho b6 phan Thu: Danh s4ch lao dong tham gia BHXH, BHYT va
BHTN theo mau 02a-TBH.

+ Chuyén cho bo phan Cap s6, thé: toan bo hé so cap sé BHXH con lai.

- Bo phan Cép s8, thé tham dinh t khai clia ngudi tham gia BHXH, BHYT,
BHTN; nhap toan bo théng tin trén t& khai vao chuong trinh SMS; nhéap khoang s6
s0 theo danh sdch ngudi lao dong cla don vi va ghi s6 s6 BHXH vao t& khai clia
timg nguoi lao dong.

- Bo phan Cép s6, thé thuc hién in:

+ Bia S6 BHXH;

+ 02 ban danh sdch lao dong chua di diéu kién cip s6 BHXH theo miu s¢
05/SBH dé chuyén cho ngudi sit dung lao déng (néu cé).

- Trinh Gidm d6c BHXH huyén ky vao cac To khai theo mau s6 01-TBH va danh
sdch theo mau s6 05/SBH (néu cd).

- Sau khi d6ng dau, thuc hién viéc tra va luu trit h6 so nhu sau:

+ B0 phén Cap s6, thé luu: 01 To khai theo miu s6 01-TBH, 01 danh sich
theo mau s6 05/SBH (n€u c6), ban sao gidy khai sinh.

+ Chuyén cho bo phan Thu:

. Ban sao Quyét dinh thanh lap hodc Gidy ching nhan dang ky kinh doanh
hodc Gidy phép hoat dong d6i véi nguoi str dung lao dong tham gia BHXH 1an d4u.

. Quyét dinh tuyén dung hoic quyét dinh vé tién luong hoac hop déng lao dong.

. Hop dong lao dong d6i véi ngudi st dung lao dong 1a cd nhan thué mudn, st
dung lao dong.

+ Chuyén cho bo phén Tiép nhan - Quan 1y hé so dé chuyén cho ngudi sir dung
lao dong: bia s6 BHXH, 02 Td khai theo mau s6 01-TBH, 01 danh siach 05/SBH (néu
¢6); chuyén cho ngudi tham gia BHXH tr nguyén to bia sé BHXH, 01 Td khai.



- Thudng xuyén hoic dinh ky khéng qui 10 ngay ké tir ngay nhan hé so cdp
s6 BHXH cla ngudi tham gia, BHXH huyén chuyén dit liéu trong chuong trinh SMS
'vé BHXH tinh (phong Cap s6, thé) dé tich hop vao dit liéu chung cla toan tinh.

1.1.2. Béi véi BHXH huyén chua duge phan cép cdp bia sé BHXH.

- B phan Ti€p nhan — Quan 1y hé so thuc hién ki€m tra, phan loai, hen trd hd
sd, chuyén hé so cho céc bd phan nhu quy dinh tai diém 1.1.1 néu trén.

- Bo phian Cdp s6, thé kiém tra hd so cdp sé BHXH cla ngudi tham gia
BHXH, BHTN; nhap toan bd thong tin trén t¢ khai vao chuong trinh SMS.

- Thudng xuyén hoac dinh k¥ khong qué 5 ngay ké tit ngay nhan hé so cap sé
BHXH ctia ngudi tham gia, BHXH huyén chuyén toan bo hé so cép s6 BHXH (tai
bod phan Cép s6, thé) kém theo dit liéu vé BHXH tinh (phong Cap sé, thé) dé thuc
hién viéc in bia s BHXH.

- Bo phan Tiép nhin - Quéan 1y hd so nhin bia sé BHXH va hé so cdp s6
BHXH tir BHXH tinh chuyén vé, thuc hién viéc chuyén hé so va bia sé BHXH
nhu quy dinh tai diém 1.1.1 néu trén.

1.2. BHXH tinh:

1.2.1. Déi vé6i déi tugng tham gia BHXH, BHTN do phong Thu tryc tiép quan
1y thu.

Trinh tu cip t© bia sé BHXH 14n ddu thuc hién nhu d6i véi BHXH huyén
dugc phan cdp cap bia s6é BHXH néu tai diém 1.1.1 phén trén.

1.2.2. B6i1 véi déi tugng tham gia BHXH, BHTN do BHXH huyén truc tiép
quén 1y thu, nhung chua dugc phan cép cdp bia sé BHXH,

- Phong Cap s, thé thdm dinh t& khai chia ngudi tham gia BHXH, BHTN do
BHXH huyén chuyén dén; tich hop dit liéu do BHXH huyén chuyén dén vao co sd
dif liéu chung ciia toan tinh theo chuong trinh SMS; nhap s6 s6 BHXH va ghi s6 s6
trén cdc To khai theo mau s& 01-TBH. Néu c¢é nhiing sai sét vé thong tin trén To
khai, phong Cap s6, thé thong biao cho BHXH huyén dé diéu chinh lai dit liéu.

- Phong Cép s6, thé thuc hién in bia s6 BHXH; in danh sich theo méu s6
05/SBH (néu ¢é); trinh Gidm d6¢ BHXH tinh ky vao T khai theo méau s& 01-TBH va
danh sach theo mau s6 05/SBH (néu c6); Iuu ho so va tra hé so cho BHXH huyén nhu quy
dinh tai di€ém 1.1.1 néu trén.

1.3. Ngudi str dung lao dong:

- Huéng dan ngudi lao dong viét To khai theo mau s6 01-TBH, 1ap ho so dé
nghi cap sé BHXH va ndp cho co quan BHXH.
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- Nhén lai bia sé BHXH va hé so cdp sé BHXH tir co quan BHXH, kiém tra
cdc noi dung ghi trén bia s6 BHXH, néu cé diém ndo chua chinh xdc thi dé nghi co
quan BHXH diéu chinh lai; sau d6, ngudi st dung lao dong moi ngudi lao dong
ki€m tra, k¥ vao noi quy dinh trén bia s6 BHXH.

- Chuyén cho ngudi tham gia BHXH 01 T khai d€ ngudi lao dong luu gii.

Doi véi nguoi tham gia BHXH, BHTN ¢6 tén trong danh sach theo mau sd
05/SBH, nguoi sur dung lao dong hudng din nguoi lao dong hoan thién ho so, 1ap 01
danh sach theo mau s6 04/SBH ndp cho co quan BHXH.

1.4. Ngudi tham gia BHXHTN nhéan s6 BHXH va to khai tir co quan BHXH,
kiém tra cac noi dung ghi trén s6 BHXH, néu ¢6 diém nao chua chinh x4c thi dé
nghi co quan BHXH diéu chinh, sau dé k¥ vao noi quy dinh trén s, luu gift s&
BHXH va 01 To khai.

2. Cdp to r0i s6 BHXH.

To 101 s6 BHXH duogc c4p sau méi nam nguodi tham gia BHXH, BHTN
déng BHXH, BHTN; khi ngudi tham gia BHXH, BHTN ngimg déng dé bao luu
thoi gian déng BHXH, BHTN; khi ngudi tham gia BHXH, BHTN di chuyén ngoai
dia ban tinh va dé giai quy&t cac ché dé6 BHXH, BHTN.

2.1. Cdp to i s6 BHXH hang nam.

2.1.1. BHXH huyén duoc phan cap ¢p to roi s6 BHXH hang nam:

- Quy I hang nam, bo phan Cap sd, thé cha BHXH huyén kiém tra cic
théng tin vé qud trinh déng BHXH, BHTN cta ngudi lao dong (co so dit liéu vé
déng BHXH, BHTN do bo phan Thu nhap va s6 tién déng BHXH, BHTN do bo
phan K& hoach- Tai chinh nhap trén chuong trinh SMS), thuc hién in to 101 6
BHXH clia nam trudc.

Trudng hop bd phén Cép s8, thé phat hién cé sai s6t vé mic déng BHXH,
BHTN va s& tién phai déng, thi théng bdo cho bo phan Thu va bo phan K& hoach-
Tai chinh dé xem xét diéu chinh dir liéu.

- Bo phan Cép s, thé cia BHXH huyén chuyén déng diu vao noi quy dinh trén
to roi sé BHXH, sau dé chuyén cho bo phan Ti€p nhan — Quén 1y hd so cia BHXH
huyén dé chuyén cho ngudi str dung lao dong hodc ngudi tham gia BHXHTN.

2.1.2. BHXH tinh:

- Quy I hang nam, phong Cip sé, thé kiém tra céc thong tin vé qud trinh
déng BHXH, BHTN trén co sd dit liéu vé déng BHXH, BHTN cua phong Thu,



Phong K& hoach- tai chinh va cia BHXH huyén (noi chua dugc phan cép cap sé
BHXH); thuc hién in t& roi sé BHXH ctia ndm trudc.

Trudng hop phong Cap s, thé phat hién sai sét vé mic déng va s6 tién
déng BHXH, BHTN thi thong bdo cho phong Thu, phong K& hoach- Tai chinh va
BHXH huyén dé xem xét diéu chinh lai dir liéu.

- Phdong Cap sd, thé chuyén déng ddu vao noi quy dinh trén o roi s6
BHXH, sau d6é chuyén cho phong Tiép nhan - Quan Iy hé so hodc BHXH huyén dé
chuyén cho ngudi sir dung lao dong hodc nguoi tham gia BHXHTN.

2.2. Cip to 10i s6 BHXH khi ngudi tham gia BHXH, BHTN ngimg déng dé
bao Iuu thoi gian déng BHXH, BHTN; di chuyén ngoai dia ban tinh hodc dé giai
quyét cac ché d6 BHXH, BHTN.

- Phong Tié€p nhan — Quéan 1y hd so hoac BHXH huyén chuyén hé so yéu
cdu chét s6 cho phong Cép s6, thé. |

- Phong Cép s0, thé kiém tra céc thong tin vé qud trinh déng BHXII, BHTN
cta ngudi lao dong trén co sd dit liéu vé déng BHXH, BHTN trén chuong trinh SMS
va thue hién in chét thoi gian déng BHXH, BHTN trén to roi sd BHXH.

- Phong Cap s6, thé trinh gidm d6c BHXH tinh ky, déng d4u, sau dé
chuyén cho phong Tiép nhan - Quan 1y hé so hoac BHXH huyén dé chuyén cho
nguoi tham gia BHXH, BHTN.

2.3. Khi ngudi tham gia BHXH di chuyén tir tinh khdc dén, phong Cap s6, thé
ti€p nhan hd so va ¢é trdch nhiém nhap qué trinh déng BHXH, BHTN theo miu s
07/SBH do BHXH tinh cii cdp vao chuong trinh SMS.

2.4. B¢ ngudi lao dong dugc hudng kip thdi quyén loi vé BHTN, khi nhan dugc
ho so dé nghi xdc nhan thoi gian déng BHTN, co quan BHXH x4c nhén thdi gian déng
BHTN trén s6 BHXH va trd cho ngudi lao dong trong thai han khong qua 2 ngay lam
viéc, ké tlr ngay nhan dugc ho so.

3. Nguoi tham gia BHXH, BHTN bi tan tat hoac chua biét chit thi diém chi
thay chit k¥, ngudi sit dung lao dong (d6i voi BHXH bét budc) hodc than nhan cta
ngudi tham gia BHXH ty nguyén, ky x4c nhan viéc diém chi, viét ho, tén clia ngudi
tham gia BHXH dudi phan diém chi.

4. S6 BHXH dugc cap 14n ddu khong qué 30 ngay doi voi nguoi tham gia
BHXH bat budc, 20 ngay déi véi ngudi tham gia BHXH tu nguyén, k€ tit ngay co
quan BHXH nhan db ho so hop 1€ (tinh theo ngay lam viéc).



V. CAP LAI SO BHXH.
1. S8 BHXH duoc cép lai trong trudng hop bi mét hodc bi hdng ma khong doc
“dugc ddy di cac noi dung ghi trén s6.

2. Trinh tu c4p lai s6 BHXH.

2.1. Phong Tiép nhan - Quan 1y hé so hodc BHXH huyén ti€p nhan, kiém tra va
chuyén hé so dé nghi cép lai s6 BHXH cho phong Cap s6, thé. Phong Cdp s6, thé d6i
chi€u hé so dé nghi c4p lai s6 BHXH véi co s& dif liu dang quén 1y va danh sach ngudi
tham gia BHXH d4 nghi hudng trg cdp BHXH mot 14n, hudng huu trf hang thang trén
dia ban tinh. Néu ngudi dé nghi c#p lai s6 BHXH c6 qué trinh déng BHXH tir tinh khac
chuyén dén, thi phdi kiém tra qua co s& dif liéu ciia Trung tam Thong tin BHXH Viét
Nam theo dudng truyén file FIP vé danh sich ngudi lao dong da nghi hudng trg cap
mot 14n, hudng huu tri hang thdng trén dia ban ci nudc. Néu hé so dé nghi cdp lai s8
BHXH c¢6 nghi van vé thoi gian tham gia BHXH, BHTN & giai doan nao, thi phai lién
hé véi BHXH tinh, noi nguoi tham gia déng BHXH, BHTN trude dé dé 1am 14, sau dé
méi cap lai s6 cho ngudi tham gia BHXH, BHTN.

DPinh k¥ 6 thang mét 14n, triuée ngay 15/01 va ngay 15/7 hang nam, BHXH
tinh bdo cdo vé BHXH Viét Nam danh sich s6 ngudi dugc cép lai s6 BHXH (bao
gdm c¢a s6 s6 BHXH).

2.2. Trinh ty cp lai s6 BHXH duoc thuc hién nhu trinh tw c&p s6 BHXH I4n dau.

3. 86 BHXH duoc cép lai khong qué 45 ngay, ké tir ngay co quan BHXH nhén
dl ho so hgp 1€ (tinh theo ngay lam viéc).

VI. KHAC PHUC MOT SO VAN PE CU THE CUA THOT GIAN TRUGC PAY.

1. Mot nguoi ¢6 tir 2 sé BHXH trd 1én, co quan BHXH phai thu hdi tt ca céc s6
BHXH, sau d6 hoan chinh lai co s& dit liéu, in thoi gian déng, hudng BHXH, BHTN
clia cdc sé BHXH dugc cdp vao bia sd va cac 1 i s6 BHXH theo miu méi. S6 s6
BHXH dugc cép lai 12 s6 s6 s6 BHXH ciia s6 c6 thoi gian tham gia BHXH sém nhat.

Trudng hop ngudi lao dong lam viéc tai 2 don vi trd 1én trong cung mot thai
gian, c4c don vi ciing 1am thi tuc déng va cdp sé BHXH cho ngudi lao dong, thi co
quan BHXH hudéng din ngudi lao dong lua chon 01 sé BHXH dé tiép tuc ghi qué
trinh déng BHXH, BHTN hoic gidi quyét cac ché d6 BHXH. Cic s6 BHXH con lai
phai thu héi va thodi thu qué trinh da déng BHXH theo phuong phdp diéu chinh
giam s6 phai thu tai thdi diém thu héi sé BHXH; trudng hop s6 BHXH bi thu héi ma
don vi dé nghi cdp s6 BHXH di giai thé thi thuc hién giai quyét ché do trg cdp mot
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Ian cho ngudi lao dong. Khi thu héi sé BHXH, déng thoi phai thu héi cdc khodn trg
cdp BHXH da chi tra trudc d6 (néu cd).

| 2. Mot 56 s6-BHXH duoc cdp cho 2 hay nhiéu sé BHXH ( cho 2 hay nhiéu
ngudi tham gia BHXH), co quan BHXH giit lai s6 s BHXH di cdp cho ngudi cd
thdi gian tham gia BHXH nhiéu nhat, cdc sé BHXH con lai thi gach s& sé BHXH
cil, déng s6 s6 BHXH méi ngay duéi dong s6 s6 BHXH cii; diéu chinh s& s6 BHXH
trén chuong trinh SMS theo s6 s6 BHXH mdi.

VIL. CAC THONG TIN IN TREN S6 BAO HIEM XA HOI

1. C4c thong tin in trén t& roi s6 BHXH.

1.1. D&i véi ngudi tham gia BHXH, BHTN bit budc.

Can ctt co sd dit liéu vé déng BHXH, BHTN do phong Thu hoac bd phan Thu
cua BHXH huyén nhap trén chuong trinh SMS, Phong Cép s6, thé hoidc b phan Cip
sd, thé (BHXH huyén duoc phan cip) thuc hién in céc thong tin 1én 10 roi s6 BHXH
tir chuong trinh SMS nhu sau:

- V& miic tién luong, tién cong (can ct quyét dinh ti€p nhan, nang luong, diéu
chuyén...hoic hgp dong lao dong):

+ Nguoi lao dong thuc hién ch€ do tién lwong do Nha nudc quy dinh,
mic tién luong theo ngach, bac va phu cdp chitc vu thi in hé sé lwong; phu cap
tham nién nghé, tham nién vuot khung (néu ¢6) thiin ty 1& (%).

+ Nguoi lao dong hudng tién luong, tién cong theo ché€ do tién luong, tién
cong do nguoi st dung lao déng quyét dinh, thi in s6 tién Viét Nam dong, ké ca
ngudi hudng lwong bing ngoai té.

+ Ngudi lao dong lam viéc theo hop dong lao dong tai cic Cong ty nha nudc
chuyén thanh Céng ty ¢6 phin; Cong ty trdch nhiém hitu han nha nudc tir mét thanh
vién trd 1én, néu 4p dung thang luong, bang luong do Nha nudc quy dinh, dd dang ky
VGl co quan quan 1y nha nudc vé lao dong cdp tinh va thuc hién chuyén xép luong,
nang bac, chuyén ngach luong theo quy dinh tai diém 6, muc D Théng tu s6
03/2007/TT-BLDTBXH, ngay 30/01/2007 cia Bo Lao dong-Thuong binh va X3 hoi,
thi in hé s6 nhu d61 v6i ngudi thue hién ché do tién luong do Nha nude quy dinh.

- Trudng hop.ngudi lao dong dugc déng ti€p mot 14n cho s thang con thigu
dé du diéu kién nghi huu theo quy dinh tai Diéu 58 Nghi dinh sé 152/2006/ND-CP
ngay 22/12/2006; Diéu 3 Nghi dinh s6 110/2007/ND-CP ngay 26/6/2007; Diéu 50
Nghi dinh s& 68/2007/ND-CP ngay 19/4/2007 va Diéu 2 Nghi dinh s6
132/2007/ND-CP ngay 08/8/2007 clia Chinh ph, cot 1, cot 2 trén s8 BHXH in thoi
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gian: tir thdng..., nam... dén thdng..., nam..., cdt 3 in dong chir “déng BHXH theo
quy dinh tai...”; cdc cot 4, 5, 6, 7 in tién luong, phu cdp va ty 1¢ déng.

- Ngudi str dung lao dong déng BHXH cham hoac thi€u clia nam truge, nhung
dén nam sau di déng 40 s6 phai déng trong nam va ca s con thiéu cia nam truée,
khi in thoi gian déng BHXH vao sd, phéi in du thdi gian da déng bl ciia nam trudc
va s6 tién dong BHXH ciia nam sau.

- Khi ngudi lao dong thay déi mot trong nhiing yéu t6 sau: tién luong, tién
céng hoac cdp bac, chiic vu; chitc danh nghé, phu cip c¢bng viéc; noi lam viéc
(tén co quan, don vi, dia chi) va mic déng BHXH khi doanh nghiép duoc xép
hang doanh nghiép, ngudi slr dung lao dong phai chuyén danh sich diéu chinh
lao d6ng va muc déng BHXH, BHTN, BHYT, khi in sé BHXH céin thé hién o
cdp béc, chiic vy, chitc danh nghé, céng viéc ning nhoc, doc hai.... néu tiéu thic
nao chua c6 trong bi€u miu thi tam thoi in vao cot ghi chd, sau d6 nop cho co
guan BHXH dé cap nhat, bé sung vao co sd dit ligu.

- Truong hop ngusi lao dong tam dimg déng vao quy huu tri, tir tudt; nghi
viéc hudng ch€ do 6m dau, thai sén tir 14 ngay 1am viéc trd 18n trong thang hoac 27
ngay (d6i véi ngudi tham gia lam viéc tai cdc don vi thudc Bé6 Quoc phong, Bd Cong
an va Ban Co y&u Chinh phi); nghi sinh con, nudi con nudi, thi viéc in trén sé
BHXH duoc thuc hién nhu sau: cot 1, ¢ot 2 in tir thang..., nam... dén thang...,
nam...; cdt 3 in 1y do ngimg dong BHXH, BHTN; cac ¢t 4,5,6,7 in ddu nhan (X).

- Riéng doi v&i ngudi tham gia BHTN:

Viéc déng BHTN duge in ngay duGi phén in déng BHXHBB trong sé BHXH.
Cot 1, 2, in tix thang..., nam... dén thang..., nam..., ¢6t 3 in “dong BHTN>, c0t 4,5,6, in
tién luong, phu cip, cot 7 in ty ¢ phén tram (%) d6ng BHTN. Truong hop c6 su thay
déi vé miic déng, thi phuong phép in thong tin trén s6 BIXH tuong ty nhu in trén sé
BHXH clia nguoi tham gia BHXHBB.

Ngudi lao dong da duge hudng tro cdp BHTN, thi thoi gian déng BHTN ctla thoi
gian lam viéc ti€p theo duge tinh lai (it ddu dé x4c dinh thdi gian déng vao qui BHTN.

- In thdi gian déng BHXH, BHTN khi cdp to roi s6 BHXH hang nam:

+ D61 vt ngusi chi tham gia BHXHBB:

Cudi trang t&y 1oi s6 BHXH in: “ Thoi gian déng BHXH ctia nam...1a.. thdng”

+ D61 v6i nguoi tham gia BHXH va BHTN:

Cuéi trang t& 101 sé BHXH in:

“Thai gian déng BHXH cua nam..... Ja......thang



Thoi gian déng BHTN clia nam......1a......thing"

1.2. Boi v6i ngudi tham gia BHXHTN:

- Cin of phiéu thu tién hodc chimg tr chuyén tién va s6 theo ddi qué trinh
dong BHXHTN theo Mau s6 07-TN, ban hanh kém theo cong van s6 1564/BHXH-
BT ciia BHXH Viét Nam, dé in qu4 trinh déng BHXHTN trén trang t& t0i cla sé
BHXH tir chuong trinh SMS, k€ ca nhitng ngudi da dugce cép s6 BHXH theo miu so
quy dinh tai Quyét dinh s6 1443/LD-TBXH ngay 09/10/1995 ctia B6 Lao dong —
Thuong binh va X3 hoi.

- Khi ngudi tham gia BHXHTN thay ddi phuong thic déng, mic dong hoac

tam dimg d6ng, sau d6 lai ti€p tuc déng thi phai in cdc noi dung thay déi vao to 16
s6 BHXH.

- In thdi gian déng BHXHTN khi cap o roi sé BHXH hang nam:
Cuéi trang to rdi s§ BHXH in: “ Thoi gian d6ng BHXH ciia nam...Ja...thang”
1.3. In t6ng thoi gian déng BHXH, BHTN trén to 101 s6 BHXH.

Viéc in tong thoi gian déng BHXH, BHTN trén to i s BHXH dugce thuc
hién khi ngudi tham gia BHXH, BHTN di chuyén ngoai dia ban tinh; bao luwu thei
gian déng BHXH, BHTN; huéng cic ché do trg cdp BHXH mot 1an, huu tri, tir tudt
va trg cdp BHTN.

Téng thoi gian déng BHXH, BHTN trén s6 BHXH duge in vo cudi trang tof
roi s6 BHXH, cu thé nhu sau:

- D61 v6i d6i tugng tham gia BHXH, BHTN bt budc:

Cu6i trang t& roi s6 BHXH (miu s6 02 theo Quyét dinh s6 3339/QD-BHXH
cua BHXH Viét Nam) in:

+ T8ng thoi gian d6ng BHXH vao qu§ huu trf, tit tudt dé€n thang..., nam...
l1a ...nam, ...thang.

+ Tong thdi gian déng BHTN vao quy BHIN dén thang. .., nam... 13 .. .nam, .. .thang,

- Dbai véi doi tuong tham gia BHXHTN:

Cudi trang t& rdi s6 BHXH (méu s& 03 theo Quyét dinh s6 3339/QD-BHXH
cau BHXH Viét Nam) in:

Téng thoi gian déng BHXH vao qu§ huu tri, tir tudt dén thang..., ndm... 12
..nam, ...thang.

2. In c4c noi dung diéu chinh trén s6 BHXH.

2.1. DBiéu chinh vé mitc déng.

Khi c6 su thay doi v& mic déng BHXH, BHTN, ngudi st dung lac déng va
ngudi tham gia BHXHTN c¢6 van ban dé nghi diéu chinh mifc déng BHXH, BHTN
(chénh 1éch tién luong, tién cong hodc cac loai phu cép). Phong Thu kiém tra, déi
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chi€u va nhap bé sung nhitng ndi dung thay déi vao co s& dit liéu, sau d6 chuyén cho
phong Cap s6, thé dé in trén to roi s6 BHXH noi dung diéu chinh mitc déng ngay duéi
‘dong ghi qud trinh déng BHXH, BHTN, cu thé: cot 1, 2 in tir thang..., nim... dén
thang..., ndm...; cot 3 in ndi dung diéu chinh muc déng; cdc cot 4, 5, 6 in miic chénh
léch, cot 7 dé tréng.

2.2. Diéu chinh vé chic danh nghé, cong viéc nang nhoc doc hai hodc noi lam
viéc ¢d phu cdp khu vue tir 0,7 trdy 1én.

Khi ngudi st dung lao dong c6 van ban d€ nghi diéu chinh cdc ndi dung néu
trén, phong Cap s6, thé kiém tra, d6i chiéu véi danh muc chic danh nghé quy dinh tai
cac Quyét dinh cha B Lao dong - Thuong binh va Xa hoi hodc Théng tu lién tich s&
11/2005/TTLT-BNV-BLLDTBXH-BTC-UBDT ngay 05/01/2005 cta Lién tich B Noi
vu - Bo Lao dong - Thuong binh va Xa hoi - Bo Tai chinh - Uy ban Dan toc, huéng dén
thue hién ch& do phu cap khu vue. Néu ¢6 diéu chinh dén mic déng thi chuyén hé so
cho phong Thu diéu chinh di liéu trong chuong trinh SMS. Viéc in diéu chinh trén t
101 s6 BHXH nhu sau: dudi dong qua trinh déng BHXH, BHTN clia ndm, cot 1, 2 in tlr
thang..., ndm... dén thang..., nam..., cét 3 in chidc danh nghé, cong viéc nang nhoc doc
hai hodic noi 1am viéc c6 phu cap khu vuc tir 0,7 trS 1én, cde cot cdn lai dé tréng.

2.3. Diéu chinh, bé sung thdi gian déng BHXH, BHTN.

Khi ngudi lao déng bé sung hé so gdc hgp 1¢, chiing minh thdi gian déng
BHXH, BHTN, nhung chua dugc in vao t& rdi sé BHXH, phong Cdp s0, thé kiém
tra, néu du diéu kién thi in diéu chinh, bd sung vao & roi sé BHXH nhu sau: dudi
dong qua trinh déng BHXH, BHTN cta nam, cét 1, ¢t 2 in thoi gian tir thang...,
nam... dé€n thang..., nam...; ¢6t 3 in ¢ap bac, chic vy, chitc danh nghé, cong viéc, noi
lam viéc; cot 4, 5, 6 va 7 in mic tién luong, phu cdp lam can cit déng BHXH, BHTN
va ty 1¢ déng BHXH, BHTN clia théi gian dé nghi bd sung va Ivu lai hé so dé nghi
diéu chinh (ban sao).

2.4. Biéu chinh vé nhan than.

Ngudi tham gia BHXH, BHTN duoc cai chinh ho, tén, ngay, thing, nam
sinh... theo quy dinh tai Nghi dinh s¢ 158/2005/ND-CP ngay 27/12/2005 cia Chinh
pht va Thong tu s6 01/2008/TT-BTP ngay 02/6/2008 clia Bd Tu phdp, can cd don dé
nghi kém theo hé so gdc 1ién quan dén viéc xin diéu chinh (gidy chdng minh nhan
dén, ban chinh giay khai sinh, s6 ho kh4u...), s6 BHXH dé nop cho co quan BHXH.
bai véi ngudi tham gia BHXHBB, phai ¢ thém cong van kém danh sich ngudi lao
dong dé nghi diéu chinh hé so tham gia BHXH, BHYT, BHTN ciia ngudi st dung
lao dong dé€ giri co quan BHXH.
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Phong Cép s6, thé c6 trach nhiém kiém tra h6 so clia ngudi dé nghi diéu chinh
nhan than, nhap bd sung nhimg noi dung cin diéu chinh vao co s& dir liéu trong
.chuong trinh SMS, d6ng thdi in ndi dung duge diéu chinh trén trang 3 cua bia s
BHXH theo huéng dan tai ti€t 1.3, diém 1 Quyét dinh s6 3339/QD-BHXH clia
BHXH Viét Nam.

2.5. Toan b nhitng ndi dung diéu chinh trong muc nay, Gidm doc BHXH
tinh ky, déng ddu sau phan in cic noi dung dugc diéu chinh trén s6 BHXH.

3. Céc ch€ do duge hudng trén in trén trang 3 t& bia sé BHXH.

Khi ngudi tham gia BHXH, BHTN dugc hudng cac ché do: tai nan lao dong,
bénh nghé nghiép; trg cdp BHXH mot 14n; huu trf, tlr tudt; trg cdp that nghiép thi
phong Ché d6 BHXH cta BHXH tinh in cdc ché d6 BHXH, BHTN da dugc hudng
trén trang 3 t& bia s6 BHXH nhu sau:

- Ch€ @6 tai nan lao dong- bénh nghé nghiép: in thoi gian hudng, ty 1& suy giam
kha nang lao dong, néu hudng mot 14n in thém mutc hudng trg cép theo Quyét dinh s6...

- Ché€ d0 tro cdp BHXH mot ldn: in thdi gian va sd ticn duge hudng theo
Quyét dinh s46...

- Ché d6 tro cap BHTN: in thoi gian va s6 tién duge hudng theo Quyét dinh s6...
- Ché€ d6 huu trf hang thdng: in thdi gian hudng, ty 1€ phan trim dé tinh hudng
luong huu hang thang, hudng tit ngay..., thang..., nam... theo Quyét dinh s4.. .

- Ch€ 40 tro cdp tir tudt: in sO ngudi dugc hudng tro cip tlr tudt, ho tén nhitng
ngudi duoc hudng trg cdp tr tudt, hudng tir ngay, thing, nam theo Quyét dinh
s0...Néu hudng mot 14n thi chi in thai gian hudng va mic trg cdp dugc hudng.

Ngoai viéc in hudng trg cdp BHXH mot 1an, trg cdp BHTN trén trang 3 cla
bia s6 BHXH, phong Che€ do BHXH thuc hién déng ddu "da hudng ch€ do..." trén
t r&i s6 BHXH, dudi phdn xdc nhén thoi gian déng BHXH, BHTN.

4. In s BHXH cap lai:

4.1. Can ait co s0 dit lieu dugc hwu trit tai co quan BHXH hoic hd so ghi
nhan qud trinh déng BHXH, BHTN, phong Cap s0, thé in ddy du céc thai ky déng
BHXH, BHTN ctia ngudi tham gia BHXH, BHTN vao sé BHXH dugc c4p lai.
Néu mat s6 BHXH (miu cii) thi in lai toan bd qué trinh déng BHXH, BHTN trén
trang t& rdi s6 BHXH. Trudng hop chi mat mot t& roi hodc mat 2 to rdi trd 1én ma
cic trang td roi bi mat in qud trinh déng BHXH, BHTN khong lién tuc thi in lai
tat ca cdc trang t& roi d3 mat. Trudng hop mat 2 t& rdi trd 1én ma cac trang td roi
bi mét in qué trinh déng BHXH, BHTN lién tuc thi in lai qua trinh déng BHXH,
BHTN lén t& roi s6 BHXH (néu in 1 t& khong da thi in ti&p to thi 2, tha 3...). S6
BHXH duge cip lai ghi dong chit “Cap lan thi n” & géc trén bén phai cla trang 2
bia s6 BHXH hoic trén t& roi s6 BHXH dugc cép lai.
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Thoi gian dong BHXH tir ngay 31/12/2006 tr& vé trude, phan phu cdp & cot 5
dé tréng, cot 6 in téng s& phu cdp dugc hudng trén t& roi sé BHXH duoc cép lai.

4.2. Néu ngudi tham gia BHXH, BHTN dé nghi c4p lai s6, nhung vira c6 thoi
gian déng BHXH bt budc, vira ¢6 thdi gian déng BHXH tu nguyén, thi thdi gian
déng BHXH bt budc in theo mau 02, thoi gian déng BHXH tu nguyén in theo miu
03 theo Quy¢t dinh s6 3339/QD-BHXH ciia BHXH Viét Nam.

VIIL. QUAN LY VA SU DUNG SO BHXH.

1. Quan 1y, sir dung sé BHXH.

1.1. Ngudi tham gia BHXH, BHTN:

- Gift, bdo quan sé BHXH trong thdi gian bao luu thdi gian déng BHXH,
BHTN; di chuyén tir don vi nay sang don vi khéc; hudng cic ch€ do trg cdp mot 14n,
trg cdp huu tri, tro cidp BHTN; tu déng BHXH cho thoi gian con thi€u dé duoc
hudng ch€ do huu tri theo quy dinh va déng BHXHTN.

- Khi chuyén dén noi 1am viéc méi, phai nép s6 BHXH kém theo ban ghi qud
trinh déng cho ngudi st dung lao déng luu giit.

- Sau khi hudng ché d6 trg cip mot 1an, trg cdp BHTN, néu tham gia
BHXH, BHTN lai, thi sé BHXH dugc tiép tuc sir dung dé ghi qua trinh déng,
huéng BHXH, BHTN.

- Khong dugc ty ¥ stra chita, 14y xo4 1am sai 1éch cdc noi dung ghi trén s6 BHXH.

1.2. Ngudi sit dung lao dong:

- Giit s6 BHXH cha ngudi lao dong trong thdi gian ngudi lao dong dang lam
viéc tai don vi; tra s6 cho ngudi lao dong sau khi co quan BHXH 43 xdc nhén thoi
gian déng BHXH, BHTN khi ngudi lac déng nghi viéc hodc chuyén cong tic dén
don vi khic.

- B4o quan sé BHXH trong diéu kién t&t nh4t, bao diam viéc giit gin sé BHXH dé
st dung trong nhiéu nam. Thuc hién viéc luu giit s6 BHXH cho timg c4 nhan ngui lao
dong, b6 sung kip thoi hd so, 1o 10i sé BHXH hang nam.

- Néu ngudi tham gia BHXH, BHTN bd viéc ma chua nhan sé BHXH, thi
ngudi st dung lao dong cé trach nhiém thoéng bdo cho nguti lao dong dén nhén sé
BHXH. Trong thdi han 12 thdng ké tir ngay théng bdo, néu ngudi tham gia BHXH,
BHTN khong dén nhan s6, thi ngudi str dung lao déng nop s6 BHXH cho co quan
BHXH luu gift.

1.3. Co quan Bao hiém x3 hoi:

- Bdo quén cdn than hé so cap sé BHXH lan ddu; cap lai s6; diéu chinh céc
noi dung ghi trén s6... clia ngudi tham gia BHXH, BHTN theo cédc quy dinh luu trit
hé so hién hanh.
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- Thuc hién 1ap bién ban giao, nhan s6 BHXH, hd so tham gia BHXH, BHTN
gifta co quan BHXH véi ngudi st dung lao dong, ngudi tham gia BHXH hoac giita céc
phong thuoc BHXH tinh, giita BHXH tinh v6i BHXH huyén theo méu s6 08/SBH.

- Nhap bd sung dit liéu cha ngudi tham gia di dong BHXH, BHTN tir tinh
khéc chuyén dén.

2. Ché& d6 thong tin bio cio.
2.1. BHXH huyén:

- Lap S6 theo dai chi ti€t tinh hinh c4p sé BHXH theo miu s& 09/SBH cho
titng don vi tham gia BHXH bét budc, timg thi trin, phudng, xa d6i véi ngudi tham
gia BHXH tu nguyén;

- Lap Béo céo tinh hinh c4p sé BHXH theo méu s6 10/SBH hang quy chuyén
vé BHXH tinh truéc ngay 10 thiang diu cla quy sau.

2.2. BHXH tinh:

- Phong Cap s6 thé:

+ Lap S6 theo ddi chi tiét tinh hinh cap sé BHXH theo mau s& 09/SBH va Béo
cdo tinh hinh cidp s BHXH theo miu s6 10/SBH hing quy nhu BHXH huyén.

+ Lap S téng hop cép s6 BHXH theo mau s6 11/SBH.

+ Lap Bdo cdo téng hop cap s6 BHXH trén dia ban tinh theo miu s 12/SBH,
bdo cdo vé BHXH Viét Nam trude ngay trude ngay 20 cha thadng dau quy sau.

- Truéc ngay 10 hang thdng BHXH tinh chuyén “Danh sdch ngudi tham gia
BHXH nghi hudng trg cdp mét 14n, huu tri hang thdng” cla thing trudc vé Trung
tam Thong tin BHXH Viét Nam, dé€ quan 1y co so dit liéu phuc vu viéc tra ciu.

Phdn I

TO CHUC THUC HIEN

1. Quy dinh chuyén tiép.

- Ngudi tham gia BHXH d3 dugc cap s6 BHXH theo mau cifi, nay thay dai
nhan than, thi nhimg thay déi duoc ghi vao trang 42 hodc trang 46 cla loai sé
BHXH c¢6 48 trang hoic trang 22- 23 clia loai s6 BHXH ¢6 24 trang.

- Ngudi tham gia BHXH bét budc c6 thi gian déng BHXH trude ngay 31/12/2008,
nhimg chua dugce cap s6 BHXH thi tir ngay 01/01/2009 trd di, dugc cp s6 14n ddu theo méiu
s6 BHXH quy dinh tai Quyét dinh s6 3339/QD-BHXH ctia BHXH Viét Nam.

- S6 BHXH di cip theo miu quy dinh tai Quyét dinh s6 1443/LDTBXH ciing vdi
50 t0 1o theo mAu quy dinh tai Quyét dinh s& 3339/QD-BHXH ghi thoi gian déng BHXH,
BHTN tiép theo clia ngudi lao dong 1a cin cit dé giai quyét cac ché do BHXH, BHTN.
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2. Gidm d8c BHXH tinh ¢é trdch nhiém: chi dao, hudng din BHXH cac
huyén, ngudi st dung lao dong va ngudi tham gia BHXH thuc hién ding cic quy
dinh tai vin ban nay.

3. Tha trudng co quan BHXH Bo Qudc phong, B6 Cong an, Ban Co yéu
Chinh phti ¢6 trach nhiém td chiic thuc hién cdc quy dinh c4p, quan 1y va slr dung sé
BHXH trong pham vi quan 1y.

4. X1y vi pham:

Cdc hanh vi vi pham hanh chinh trong Iinh vuc BHXH gém:

4.1. Boi véi co quan BHXH:

- Khong cdp sé BHXH hoic khong chot sé BHXH diing han cho ngudi lao dong.
- Xac nhan khong ding thai gian va mic déng BHXH cua nguoi lao dong.

- C6 hanh vi gay phién ha, tr& ngai lam thiét hai dén quyén, loi ich hgp phdp cha
nguoi lao dong, ngudi st dung lao dong.

4.2. Déi vai nguoi st dung lao dong:

- Khong ndp hé so dé té chite BHXH c4p s6 BHXH cho ngudi lao dong.

- Khong trd s6 BHXH ding thdi han cho ngudi lao dong khi ngudi lao dong
khong con 1am viéc.

- Gian 1an, gia mao ho so trong viéc thue hién BHXH, BHTN.

- Vi pham trdch nhiém bao quan s6 BHXH trong thdi gian ngudi lao dong lam
viéc din dén mat mat, hu hdng, stra chita, tdy xo4.

4.3. D61 v6i nguoi lao dong.

- Khéng cung c¢4p théng tin hodc cung cip thong tin sai 1éch cho nguoi sur dung
lao dong va té chic BHXH.

" - Keé khai khong dung sy that hoic sira chifa, tdy xo4 nhiing ndi dung lién quan
dén viéc déng, hung BHXH, BHTN trong ho so.

- Gian 1an, gia mao ho so trong viéc thyc hién BHXH, BHTN.

Tuy theo mitc d6, néu vi pham hanh chinh trong Iinh vuc BHXH, c¢ quan, t6
chitc, cd nhan bi x{r phat hanh chinh theo quy dinh tai Nghi dinh s6 135/2007/ND-
CP ngay 16/8/2007 cha Chinh pht, néu gay thiét hai cho quy BHXH thi phai boi
thudng, néu nghiém trong bi truy citu trich nhiém hinh su.




STT Tén biéu mau S6 Trach nhiém lap

1 |Pangky so s6 BHXH 01/SBH | BHXH tinh, BHXH huyén
2 |88 cap s6 sé BHXH ‘ 02/SBH BHXH tinh
3 |S6 theo ddi cdp s6 s6 BHXH 03/SBH | BHXH tinh, BHXH huyén

4  |Danh sich dé nghi cdp s6 BHXH cho ngudi lao dong k¥ truéc | 04/SBH | Pon vi sit dung lao dong

5 |Danh sich lao dong chua di diéu kién c4p sé BHXH 05/SBH | BHXH tinh, BHXH huyén
6 |Pon dé nghi cép lai s6 BHXH 06/SBH | Ngudi tham gia BHXH
7 |Bén ghi qué trinh déng BHXH 07/SBH BHXH tinh

8 |Bién ban giao, nhan sé BHXH 08/spe |BHXH 5“?.}3 g%}g huyén,
9 |Sé theo ddi chi tiét tinh hinh cip s6 BHXH 09/SBH | BHXH tinh, BHXH huyén
10 |Bdo cdo tinh hinh cép sé BHXH 10/SBH | BHXH tinh, BHXH huy¢n
11 |Sé téng hop cap sé BHXH 11/SBH BHXH tinh

12 |Béo cdo téng hop cdp s6 BHXH 12/SBH BHXH tinh

A

——



Ma:iu s6: 01/SBH

BHXH TiINH....... _ CONG HOA XA HOI CHU NGHIA VIET NAM
BHXH HUYEN...... Poc lap - Tu do - Hanh phiic

PANG KY CAP SO SO BHXH

L SO PE NGHI CUA BHXH HUYEN (PHONG CAP SO, THE)

1. S8 s6 duge cdp quy trudc: Tdng s6.....; Trong d6, tir s6.....dén s6. ...

2. S8 56 di str dung: Téng s6........; Trong do, tirsd........ dénsé.......

3. S6 s6 BHXH con chua st dung: Téng s6...... Trong d6, tirs6....dén s6......
4. Dy kién s6 s6 BHXH sir dung trong quy 1a: ........... s6

GIAM POC BHXH HUYEN
(TP. CAP SO, THE)

I1. SO SO BHXH TiNH CAP:
S6 s BHXH cp cho BHXH huyén (Phong Cdp sd, thé) quy ndy 1a:
Tongs6............ ; Trong do, tirs6............ déns6...........,

] ...., Ngay....thang....ndm.......
GIAM BOC TRUONG PHONG
BHXH TINH........ CAP SO, THE



| Mau s6: 02/SBH
BHXH VIET NAM
BHXH ftinh.........

SO CAP SO SO BHXH

Quy.........ndm..........

st| o So s6 da cdp quy trudc S6 s da cSh(‘:'I :6;' S6 s6 cap trm’lg quy ’ Ghi chi
T * | Tongsé | Tirsé | Dén sé | sit dung dung Téng s6 | T s6 | Dén s6

1| 2 3 4 5 6 7 8 9 10 11
1 Phong

CST

2 |Huyén A

3 |Huyén B

C I

5

6

........ ,ngay.......thang.......nam.......
TRUGNG PHONG GIAM POC

CAP SO, THE BHXH TiNH........



Mau so: 03/SBH
BHXH TINH ..........
BHXH HUYEN.........

SO THEO DOI CAP SO SO BHXH

Quy ....... Ndm .......
Ngay théng | Don vi (c4 nhan) | S0 "8 Cdp 56 50 Ghi chi
' tham gia T Dén

1 2 3 4 5 6
Thing 1 '
......... Cong ty X 100
......... Congty Y 150

Ong Nguyén 1 Tham gia BHXH Tu
""""" Van A nguyén
......... DonviZ 50
Thing 2
Théng 3
Téng cong
. ceeen-en NGAY..... thaADg. ... nam.......
NGUOI CAP SO SO GIAM POC BHXH HUYEN

(TP.CAP SO, THE)



Mau s6: 04/SBH

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

Kinh giri: BHXH tinh ............

DANH SACH PE NGHI CAP SO BHXH CHO NGUOI LAO PONG KY TRUGC

Tendon vii..oooooviieiiiiiiiinan, Madonvii...........
Piachi:..........cooooi
bién thoai:........................ Fax:............ Email:...............

Ngay thdng namsinh | Noi cu trd (thudng tri
Nam Nit hoéic tam chi)

Ho va tén Ghi chii

2 3 4 5 6

NGUOI LAP BIEU | GIAM POC
(K3, ghi 16 ho tén) (K tén, dong ddu)




Poc lap -Tu do - Hanh phic

Mau so: 05/SBH

CONG HOA XA HOI CHU NGHIA VIET NAM

DANH SACH LAO PONG CHUA PU PIRU KIEN CAP SO BHXH

Téndonvii......oooovviiininl. Maidon vi...........
Diachi:.................. Dién thoai:......... Fax:........ Email:...............
Ngay thang nam sinh Noi cu trii

STT| Ho vatén

(thuong tria

Ly do chua duoc cip s6

Nam Nir hoic tam tri)
1 2 3 4 5 6
1
2
3
4
...... Ngay...thang...nam...
NGUOI LAP BIEU GIAM POC

(Ky, ghi ré ho tén)

(Ky tén, déng ddu)




Mau s6: 06/SBH
CONG HOA XA HQOI CHU NGHIA VIET NAM
Poc lap -Tu do - Hanh phic

PON DE NGHI CAP LAI SO BHXH

Kinh giri: BHXH tinh................

Teéntdilar ..o GiGitinh:........oooviiiiiieenn.
Ngay, thang, nAm sinh:... ... .. e

N T L0 BT s PP

Noi cur trid (thudng trd hodc tam ). . ..coooeiin i e
Gidy ching minh thir 86:. ...ttt e e

NOLCAP: e NEAY CAP.cevvevreeer e vreee e
S6 s6é BHXH:

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

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

............................................
------------------------------------------------------------------------------------------------
............................................

Toi xin cam doan va chiu trach nhiém truée phap luat vé ndi dung ké khai trén,
dé nghi co quan BHXH xem xét cdp lai s6 BHXH cho toi.

, NEAay....... thing....... niam.......
NGUOI PE NGHI

(Ky, ghi ré ho tén)



: Miu s6: 07/SBH
BHXH TiNH............ CONG HOA XA HOI CHU NGHIA VIET NAM

Déc lap -Tu do - Hanh phiic

BAN GHI QUA TRINH PONG BHXH

S8,
LLHOoVAaten ... e Giditinh:... ...l
2. Ngay thang nam sinh:....... I [......Dantdc:............,Qudc tich................
B N GUYEI QUAIL .. et et et et e
o] WV 4 ¢ OO
5. Gidy chimg minh thu s6:................ Noi cép:........... Ngay cdpio.coovnenniennnns
6. Hop dong lao dong sG:......cccceevennn..e : Loai hgpddng:......................
7.S6taikhoancadnhan:...................... faingdnhang:.............o
.50 diénthoai:............ccooeeeiiniiin.an. JEmaili. .o

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

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

11. Qua trinh dong BHXH, BHTN:

. jé Phu ci
N . Cip bac, chife vy, chiic danh nghé, .Tlér{]uung, TP Y ax
Tir Pén L S _ . tién cong hodc . Ty 1é déng
. . g cong viéc, noi lam viéc hoic noi dang ) Chiic| TN | TN .
thing/nam | thing/niam . s mirc thu nhap .| Khic | BHXH
ky dong BHXH ., vu | VK | nghé
thiang
1 2 3 4 5 6 7 8 9
- Thoi gian déng BHXH vao quy huu tri, tir tudt dén thang....nam..... la: ..... nam..... thang...
- Thoi gian déng BHTN vao quy BHTN dén thdng.....nam..... la: ..... nam..... thang ...
........ ,ngay.......thang......nam.......
s A ] ’ '
TP. CAP SO, THE GIAM bOC

(K¥, ghi ré ho tén) (KV tén, dong ddu)




MaAu so: 08/SBH
CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap -Tu do - Hanh phic

BIEN BAN GIAO, NHAN SO BAO HIEM XA HOI

Hoém nay, ngay ........ thdng ndm..........

Y S PPN
Chiing t6i gom:

BEN GIAO (1810 dOM Vi ZIA0) . .. it ieiiet e ee e e e e a e eee e
R 5 T o] 1\ C SO
- Ong, DA chitcdanh...  ................ la dai dién
-CMTsb..oieiieeene. do cong an............. CAP MZAY - e ieieeaeaee
BENNHAN (t&n domn vi nhan)i....c..cooveiniiii e
S 3 1 o] o 1
~ONE, DA, chic danh...  ................. 1a dai dién
-CMT S8, docongan............. CAPNEAY..ovvivieiiier e,

Thuc hién giao, nhan sé BHXH nhu sau:
1- S6 luong (bing s6)

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

Bién ban duoc 14p vao hoi ....gi¢ .....phit, ngay ...... thang ...... nam ......
Bién ban dugc 14p 02 ban: Bén giao gilt 01 ban, bén nhan giit 01 ban.

PAI DIEN BEN GIAO PAI DIEN BEN NHAN
(Ky, ghi ro ho tén) (Ky, ghi 1 ho tén)



Mau s0: 09/SBH

BHXH TiNH...........
BHXH HUYEN.........
SO THEO DOI CHI TIET TINH HINH CAP SO BHXH

Tén don Vi hoac XA . oo e

DA Ol e

bién thoai:... ............. Fax:.......oooiieaii, Email:...............

Piu ky Phit sinh trong k¥ Cuéi ky
Ting Gidm Cip sé BHXH
Trong dé Cap lan dau Cap lai
86 |Trong| . . -
Thai gian | ngudi| dé da SD‘ ] Tl:on_g SO“ Bia Torol S6 ngudi tham | Trong dé d4 duge
tham | dugc | NEWOI| d6da | nguoi ( . o gia cip sb
gia |cip so the.lm duqc: thAfI]‘ﬂ sd xiac| Fm | Tust ) Tang . P Cap Bia | Torsi
gia |cApso| gia Tang .. dinh
nhan o | méi 2 phat 2
mai ky Tong ky . Tong
) trong . sinh
trude K hang iAm
Y nam | ©
1 2 3 4 5 6 7 8 9 10 11 12=10+11 | 13 | 14=748+9| 15=13+14 | 16 17 18=2+4-6 19=3+5-6+12
Thang 1 B
Théang 2 |
Théng 3
Cong quy
Thang 4 )
Thang 5 —
Cong quy
Ly k&
.y NEAY....... thang....... nam.......
. . ~ , - N ~ A L]
NGUOI LAP GIAM POC BHXH HUYEN(TP. CAP SO THE)

(KY tén, déng ddu)




Mau s6: 10/SBH

BHXH TiNH...........
BHXH HUYEN (PHONG CST)......... ]
BAO CAO TINH HINH CAP SO BHXH
Quy ..oooeeenn.. nam............
Dau ky Phit sinh trong ky Cudi k¥
Tang Giam Cap s6 BHXH
- o 56 |Trong ) ) Trong dé Cép 14n dau Cép lai
T Chi tidu ngudi| do da nSo _ Tl:O[l_g So“ Chi Bia To roi Sé ngm::ﬁ Trong (f!é d?
tham| duge | P8U01| doda | nguoi ¥ ] Tang Cip tham gia| duoe cip s6
gia |caps| tham | duoc yham| . \Huu| Tuit\ Tang| ot l goniel capphat | - Bia
gla | cipsO| gia ky Téng N Ml Téng
nhan trudc trong hapg | sinh giam
ky nam Tor réi

1 2 3 4 5 6 7 8 9 10| 11 12 [13=11+12| 14 15=8+9+10]| 16=14+15 ] 17 18 |19=3+5-7| 20=4+6-7+13

1 |Phén I: Nguwi tham gia BHXH bit buéc

2 |HCSN, dang, doan

3 |Xa, phudng

4 |Ngoai cong 1ap

5 |DN Nha nude

6 |CQ, TC nudc ngoai

7 |DN ddu txr NN

8 IDN ngoai QD

9 [HTX

10 |H6 KD, T6 HT

11 |TC khac, c4 nhan

12 |Cong

13 |Phan II: Nguoi tham gia BHXH TN

14 1Xd A

15|X4aB

16 |Cong

17 | Téng cong

NGUoGILAP ,NgAY....... thang....... nam.......
(Ky, ghi ré ho tén) GIAM POC BHXH HUYEN (TP. CAP 56 THE)

(K tén, déng ddu)




BHXH TINH...........

sO TONG HQP TiNH HINH CAP SO BHXH

Mau so: 11/SBH

Quy ............ndm...........
Piu ky Phat sinh trong k¥ Cuéi ky
Tang Gidm Cip s6 BHXH
S s6 | Trong Trong d6 Cép lan ddu - Cap lai
T| Pmvi | nguivi|doda| SO |Trong| S& Bia Tordi S6 ngudi | Trong d6 da
T tham | dugce | PBU0L| d6 di [npudif Chat Tang | Tang - tham gia | dugc c4p sé
gia | cipsd th:?m duge | tham (5§ xic| Huu [ Tudt| mei | méi . Cép dinh Cap phat P Bia
gia |[cdpséd| gia nhan ky |trong Tong | ky hang sinh giam Tong
trude | ky nam o rod
1 2 3 4 5 6 7 B 9 | 10 | 11 | 12 J13=11+12] 14 |15=8+9+10] 16=14+15] 17 [ 18 [19=3+5-7]20=4+6-7+13
1 [Huayén A:
2 |BHXH EB
3 |BHXH TN
4 |Huyén B:
5 |BHXH BB
6 [BHXH TN
71..
8 |Cong quy
9 |BHXH BB
10|BHXH TN
11|Luy ké
........ ngay.......thang.......nam.......
NGUOI LAP TP.CAP SO THE GIAM POC BHXH TINH
(K, ghi rd ho tén) (K, ghi ré ho tén) (K¥ tén, déng ddu)



BHXH TINH...........

BAO CAO TONG HOP TINH HINH CAP SO BHXH

Mau so: 12/SBH

Quy ..ooovve . BAMee e
Piu ky Phét sinh trong ky Cuoi ky
Tiang Giam Cip sé BHXH
) s6 | Trong Trong d6 Cap lin diu Cip lai
T| BPonvi | poyyi|dsaa| S$6 | Troug| 86 Bia Ti rdi Songudi | Trong do da dugce
T thz.am (?’m;:c; 't‘ﬁ'-“ﬁi doda | ngudi | oyt - Tang Cap tham gia cip sé
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1. Muc dich: D& Phong Cdp s6 thé ¢6 can cit cap khodng s6 s6 BHXH cho cdc don
vi BHXH trong tinh.

2. Trach nhiém lap: Phong Cép s6 thé va BHXH huyén lap 02 ban gli BHXH
tinh.

3. Can cit 1ap: SO ddi tugng do Phong Thu va BHXH huyén duge phan cép quan 1y
thu, thuc hién thu ting don vi sir dung lao dong.

4. Thoi gian lap: hang quy

5. Phuong phép lap:

- Trudec ngay 15 thdng cudi quy, Phong Cdp s6 the vi BHXH huyén lap diy du céc
tiéu thitc néu & muc I, glri BHXH tiph. Riéng quy I hang nim chi ghi du kién tai diém 4
phén I, cdc diém 1,2,3 phdn I khong ghi.

- Phong Cdp sé thé khi nhan duoc ban dang kY, ciin ¢t vio kho s6 s6 do minh quan
1y, trinh 1anh dao BHXH tinh duyét c4p cho Phong Cép s6 thé, BHXH huyén theo quy
tlr $6... dén s6...tai phan II.

II. S6 cap s6 s6 BHXH (Mau s¢ 02/SBH):

1. Muc dich: D€ theo doi viéc cdp s& s6 BHXH cho BHXH c4c huyén va Phong Cip so
the theo timg quy.

2. Trach nhiém lap: Phong C4p s6 thé

3. Can cit 1ap: Ban ding ky, cip s6 sé BHXH clia Phong Cép s6 thé va BHXH

huyén lap va s6 sé cép s6 cho Phong Cép sd thé va BHXH huyén theo MAu s& 01/SBH.

4. Thoi gian lap: hang quy

5. Phuong phap lap:

- Cot 1: Ghi s6 thit tu;

- Cot 2: Ghi tén Phong Cdp s6 thé, BHXH huyén;

- Cot 3,: Ghi s6 s6 BHXH dugc cdp quy trudc;

- Cot 4; cot 5: Ghi khoang s8 da dugc cdp quy trudc: t 86 ...dén s6.....;

- Cot 6: Ghi s6 s6 BHXH d4 st dung quy trudc;

- Cot 7: Ghi s6 s6 BHXH con chua sir dung;

Riéng quy I hang nam khong phai ghi cot 3,4,5,6,7;

- Cot 8,: Ghi s6 s6 BHXH cip cho quy nay;

- Cot 9, cot 10: Ghi khoang s6 dugce cdp quy nay: tir s6 ...dén s0.....;

- Cot 11: Ghi nhitng ndi dung cén luu ¢ dé tranh trudng hop cép thira va triing s6 sd
BHXH cho céc huyén.

III. Sé theo doi chi tiét cap s6 s6 BHXH (Mau s6 03/SBH):
1. Muc dich: D& Phong Cép s6 thé, BHXH huyén cfp va theo dbi viéc cap s6 sd
BHXH cho céc don vi sir dung lao dong va ngudi tham gia BHXH tu nguyén.
2. Trach nhiém lap: Phong Cép s6 thé, BHXH huyén.
3. Cin cir 1ap: Danh séch 02a/TBH, T¢ khai tham gia BHXH tu nguyén 01-TN
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4. Thai gian lap: Hang ngay khi ¢6 phit sinh.

5. Phuong phap lap:

- Cot 1: Ghi ngay thang phat sinh;

- Cot 2: Ghi tén don vi slt dung lao dong tham gia BHXH bat budc hodc ¢4 nhan tham
gia BHXH tr nguyén;
- Cot 3: Ghi 56 lao dong tham gia BHXH;
- Cot 4, cot 5: Ghi s6 sé BHXH cdp cho don vi sir dung lao dong, cd nhan: tix s6 ...dén

§G...... ;
- Cot 6: Ghi nhitng diéu cén luu ¥ khi cdp s6 s nhu: S6 cip cho d6i tugng tham gia
BHXH tu nguyén....

IV. Danh sich dé nghi cap s6 BHXH cho lao dong ky tru6e (Mau sé 04/SBH):

1. Muc dich: Dé don vi st dung lao dong dé nghi co quan BHXH cip sé6 BHXH cho
lao dong céc ky trude con vuéng mic v€ hé so, chua duoc dugc cp s6 nay di hoan thién
xong hé so.

2. Trach nhiém lap: Don vi sit dung lao déng

3. Can cir 1ap: S6 lao dong tham gia & céc ky trudc dd hoan thién xong hé so, di dicu
kién cdp s6 BHXH.

4. Thoi gian lap: Khi c6 phat sinh

5. Phuong phap lap:

- Cot 1: Ghi s6 thi o

- Cot 2: Ghi Ho va tén lao dong da hoan thién hé so dé nghi cdp s6 BHXH;

- Cot 3, cdt 4: Ghi ngay thing ndm sinh;

- Cot 5: Ghi noi cur trid hodc thudng tri hodc tam trd.

V. Danh sach lao dong chua du diéu kién cip s6 BHXH (Mau s6 05/SBH):

1. Muc dich: D€ don vi sit dung lao dong va ngudi lao dong hoan thién hé so cho
nhitng lao dong con thiéu, vudng méc hd so chua dugc cdp sé BHXH trong ky.

2.Tréch nhiém lap: Phong Cap sd thé, BHXH huyén.

3.Cin ct 1ap: Ho so tham gia BHXH va to khai

4.Thoi gian lap: Khi ¢6 phit sinh

5.Phuong phap lap:

- Cot 1: Ghi sd thit tu ngudi chua duge cip so;

- Cot 2; Ghi Ho va tén lao dong chua dugce cdp sé BHXH;

- Cot 3, cot 4: Ghi ngay thang nim sinh;

- C6t 5: Ghi noi cu tnd hoac thudng tri hoéc tam tn;

- Cot 5: Ghi Iy do chua dugc cfp sé BHXH.

VL Don dé nghi cip lai s6 BHXH (Mau so 06/SBH):

1. Muc dich: Pé ngudi tham gia BHXH ké khai noi dung, Iy do dé nghi c4p lai s6 BHXH khi
mét hogic hong bia sé BHXH va cdc trang s tO 1.

2. Trach nhiém lap: Ngudi tham gia BHXH

3. Can cir lap: Thuc t&

4. Thoi gian lap: Khi ¢6 phét sinh

5. Phuong phip lap: Ngudi tham gia BHXH ké khai ddy du cic ndi dung cd trong
méu don nhu: Ho tén, ngay thidng nam sinh, nguyén quén, noi cu trd (thudng tri hodc tam
trd), noi lam viéc hodc noi dong BHXH (d6i véi ngudi tham gia BHXH tu nguyén), 1y do cip
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lai s6 BHXH. Ngudi dang tham gia BHXH thi ghi tén co quan, don vi, dia noi 1am viéc hodc
noi déng BHXH. Trudng hgp nging déng BHXH thi ghi tén co quan, don vi, dia chi noi lam
viéc hodc noi déng BHXH trude khi ngimg viéc.

VII. Ban ghi qua trinh déng BHXH (Mau s6 07/SBH):

1. Muc dich: BHXH tinh ghi, xdc nhin qua trinh déng BHXH cia ngudi tham gia
BHXH dé cdp cho ngudi tham gia BHXH trong cdc trudng hop di chuyén ngoai tinh hodc bao
luu thdi gian d6ng BHXH. Miu ndy khong c6 gid tri dé giai quyét cac ché do BHXH.

2. Trach nhiém lap: BHXH tinh (Phong C4p s6 thé)

3. Cin cir lap: H6 so tham gia va qua trinh déng BHXH, BHTN ctia ngudi tham gia

4. Thoi gian lap: Khi c6 phat sinh

5. Phuong phap lap:

- Ghi day di cdc ndi dung lién quan dén viéc quan 1y nguoi tham gia BHXH. Riéng doi
vOi nguoi tham gia BHXH tu nguyén chi ghi cic tiéu thic ¢6 trong T khai tham gia BHXH
tu nguyén.

- Bang qua trinh déng BHXH:

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

+ Cot 3: Ghi ddy du cdp béc, chic vy, chifc danh nghé, cong viée, noi lam viéc (tén co
quan, don vi, dia chi). Riéng ngudi tham gia BHXH ty nguyén ghi dia chi noi diang ky déng
BHXH;

+ Cot 4: Ghi myc tién luong, tién cong hodc mitc thu nhap thang (461 v6i ngudi tham
gia BHXH tu nguyén) lam can cit d6ng BHXH;

+Cat 5, 6,7, 8: Ghi hé s6 hoac ty 1& % phu cap ngudi tham gia BHXH dugc hudng.

+ Cot 9: Ghi ty 18 dong BHXH;

Trudng hop nguoi lao dong c6 tham gia BHTN thi ngay dudi phan ghi d6ng BHXH

ghi cdc ndi dung déng BHTN.

- Du6i bang qué trinh déng BHXH, ghi:

+ Thoi gian déng BHXH vao quy huu tri 0 tuat: s6 nam, s6 thang;

+ Thoi gian déng BHTN vao quij BHTN la: s6 nam, s6 thing.

VIIL Bién ban giao, nhan s6 BHXH (Mau s6 08/SBH):
1. Muc dich: D€ ghi nhan viéc giao hodc nhan sé BHXH gitta Co quan BHXH va Pon
vi stt dung lao dong hoic giita BHXH huyén véi Phong Cap s6 thé, Phong CAp sd thé véi
Phong ti€p nhén - quéan 1y hé so khi ban giao s6 BHXH cép mdi hodc thu héi s6 BHXH hong.
2. Trach nhiém lap: Pon vi giao s6 1ap 02 ban
3. Cin cit lap: Hién trang s6 BHXH ban giao
4. Thoi gian lap: Khi c6 phat sinh
5. Phuong phap lap: Co quan BHXH va dai dién don vi sir dung lao dong hodc giita
BHXH huyén v6i Phong Cip s6 thé, Phong Cap s6 thé véi Phong ti€p nhan - quén 1y hé so lap
khi thuc hién giao, nhin sé BHXH
- Ghi 16 ngay théng, dia diém nai giao, nhan s6 BHXH.
- Bén giao ghi day du, ho tén, chidc danh .... clla ngudi dai dién cho bén giao.
- Bén nhan ghi ddy du, he tén, chic danh .... ¢lla ngudi dai dién cho bén nhén.
- Céc noi dung giao nhén phéi ghi cu thé s6 lugng, hién trang sé BHXH khi giao, nhén.
- Pai dién bén giao va bén nhan ky, ghi 13 ho tén.

IX. S6 theo déi chi tiét tinh hinh cip s6 BHXH (Mau so6 09/SBH):
1. Muc dich: Theo ddi tinh hinh cap s6 BHXH cho ngudi tham gia BHXH chi tiét cho timg
don vi hodc timg xa (d6i vi ngudi tham gia BHXH ty nguyén) dé bi€t sé ngudi da duge cap sé
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BHXH (c4p 14n d4u, cép lai), chua duge cidp s6 BHXH. Déng thdi 13 cin o &€ thong ke, quyét
todn slr dung phoi s6 BHXH.

2. Trach nhiém lap: Phong Cdp s8 thé, BHXH huyén

3. Can cit lap: S theo doi giao, nhan s6 BHXH; Danh sach 02a/TBH; 03a/TBH

4. Thoi gian lap: hang thang

5.Phuong phap lap:

- Cot 1: Ghi thoi gian vao s6 (hang thang).

- Cot 2: Ghi s6 ngudi tham gia BHXH tai thoi diém dau thdng (tdc thdi diém cudi thang
trudce).

- Cot 3: Ghi s6 ngudi di duogc cap sé BHXH trong s6 tham gia BHXH tai thoi diém dau
thang.

- Cot 4: Ghi s6 ngudi tham gia BHXH tang mdi trong thang.

- Cot 5: Ghi s6 nguoi da c6 s6 BHXH trong s6 ngudi tham gia BHXH tiang trong théng.

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

- Cot 7,8,9: Ghi s6 ngudi chét sé x4c nhén qud trinh tham gia; S6 ngudi giai quyét ch&
d6 huu tri; S6 ngudi hudng tir tust trong thang;

Luu ¥: C6 thé s& ngudi tham gia gidm trong thdng 16n hon tdng s6 ngudi chdt s6 xéc
nhin cong s6 ngudi huu tri va s tir tudt. Vi con c6 s§ giam trong thing do nghi thai san va
nghi viéc riéng.

- Cot 10: Ghi s6 nguti tham gia BHXH & cdc ky trudc nay du diéu kién duge cédp 14n
ddu s6 BHXH trong thing.

- Cot 11: Ghi s& ngudi tham gia BHXH trong thdng du diéu kién duge cdp 14n ddu s6
BHXH trong thing.

- Cot 12: Ghi s6 nguoi dugc cap s6 BHXH 14n ddu phét sinh trong thang, (cot 12 = cot
10 + cot 11);

- Cot 13: Ghi s6 to roi s6 BHXH cap 14n ddu dinh k¥ hang nim cho ngudi tham gia
BHXH;

Xd4c dinh = S6 1 o1 s6 BHXH cdp cho ngudi tham gia BHXH c6 mat tai thoi diém cudi
thdng 12 nam tru6c + S6 ngudi giam trong thang 1 nhung khong xdc nhan sé (nghi thai san +
nghi viéc riéng).

- Cot 14: Ghi s6 to roi cdp 14n ddu cho ngudi tham gia BHXH giam trong ky. Cot 14 =

Cot7 +Cot 8+ Cot 9.

- Cot 15: Ghi téng s6 t& roi sé BHXH cdp 14n ddu trong ky. Cot 15 = Cot 13 + Cot 14

- Cot 16: Ghi s6 Bia sé BHXH cép lai trong thdng;

- Cot 17: Ghi s6 T roi s6 BHXH c4p lai trong thng;

- Cot 18: Ghi s6 nguoi tham gia BHXH cuéi thang. Cot 18 = Cot 2 + Cot 4 — Cot 6;

- Cot 19: Ghi s6 ngudi di dugc cdp s6 BHXH trong s6 tham gia BHXH tai thoi diém
cudi thiang, Cot 19 = Cot 3 + Cot 5 — Cot 6 + Cot 12.

Ghi chi:

- Hang quy, nam phéi cong chan cdc chi tiéu phat sinh trong ky, cong luy k& quy dé 1ay s6
liéu 1én bdo co téng hop.

- Khi m& s6 phai ghi 10 s6 quyén, s6 trang, nim m&, ho tén ngudi mé sd, gidm déc
BHXH tinh hodc huyén ky, déng ddu.

X. B4o c4o tinh hinh ciap S6 BHXH (Mau s6 10/SBH):
1.Muc dich: D€ téng hgp, bdo cdo tinh hinh cdp s6 BHXH cho ngudi tham gia BHXH
hang quy trén dia ban huyén va Phong C4p s6 thé theo phéan cap quan 1y thu.
2. Trach nhiém 14ap: Phong Cdp sé thé, BHXH huyén bdo cdo gii BHXH tinh.
3. Cian ci 1ap: S8 theo ddi chi ti€t tinh hinh cép s6 BHXH
4. Thoi gian lap: Hang quy
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5.Phuong phap lap:

+ Cot 1: Ghi s8 thi tu.

+ Cot 2: Nguoi tham gia BHXH bét budc ghi theo khéi quan 1y; ngudi tham gia BHXH
tu nguyén ghi theo dia ban xa.

- Cot 3: Ghi s6 ngudi tham gia BHXH tai thoi diém ddu quy (tdc thoi diém cudi quy
trudc).

- Cot 4: Ghi s6 ngudi da duge cdp s6 BHXH trong s6 tham gia BHXH tai thoi di€ém dédu
quy.

- Cot 5: Ghi s6 ngudi tham gia BHXH ting méi trong quy.

- Cot 6: Ghi s6 ngudi da c6 sé BHXH trong s6 ngudi tham gia BHXH tang trong quy.

- Cot 7: Ghi s6 nguoi tham gia BHXH giam trong quy.

- Cot 8,9,10: Ghi s6 ngudi chét s6 x4c nhn qua trinh tham gia; S6 ngudi gidi quyét ché
do hiru tri; S6 ngudi hudng tir tudt trong quy;

- Cot 11: Ghi s6 ngudi tham gia BHXH & cdc ky trude nay di diéu kién duge cdp lan
d4u s6 BHXH trong quy.

- Cot 12: Ghi s6 ngudi tham gia BHXH trong quy du diéu kién dugc cép 1dn ddu sé
BHXH trong quy.

- Cot 13: Ghi s6 ngudi duge cép sé BHXH 14n ddu phét sinh trong quy. (cot 13 = cot 11
+ cdt 12);

- Cot 14: Ghi s6 to 10i s6 BHXH cdp l4n ddu dinh k¥ hang nam cho ngudi tham gia
BHXH;

Xdc dinh = S6 o roi s6 BHXH cap cho ngudi tham gia BHXH c6 miit tai thoi diém cudi
thang 12 nidm trudc + SO ngudi giam trong thdng 1 nhung khong x4c nhén s6 (nghi thai san +
nghi viéc riéng).

- Cot 15: Ghi s8 t& rdi cdp 1an ddu cho ngudi tham gia BHXH giam trong quy. Cot 15 =

Cot 8 + Cot 9 + Cot 10.

- Cot 16: Ghi téng s6 t& roi s6 BHXH cap 14n dau trong quy. Cot 16 = Cot 14 + Cot 15

- Cot 17: Ghi s& Bia sé BHXH c4p lai trong quy;

- Cot 18: Ghi s6 To rdi s6 BHXH c4p lai trong quy;

- Cot 19: Ghi s ngudi tham gia BHXH cudi quy. Cot 19 = Cot3 + Cot 5 — Cot 7,

- Cot 20: Ghi s6 ngudi da dugc cap sé BHXH trong s6 tham gia BHXH tai thoi diém
cudi quy. Cot 20=Cot 4 + Cot 6 —Cot 7 + Cot 13.

XI. S6 téng hop ciap S6 BHXH (M4u sé 11/SBH):

1. Muc dich: D¢ tdng hgp tinh hinh cdp s6 BHXH cho ngudi tham gia BHXH hang quy
trén dia ban toan tinh.

2. Trach nhiém lap: Phong Cép s0 thé

3. Can cit lap: Bdo cdo tinh hinh cfp s6 BHXH

4. Thoi gian 1ap: Hang quy

5.Phurong phap lap:

- Cot 1: Ghi s8 thit oy,

- Cot 2: Ghi ngudi tham gia BHXH 14n luot theo timg huyén vh Phong Cap s6 thé (chi
tiét theo tham gia BHXH bit budc, tham gia BHXH tu nguyén).

- Cot 3: Ghi s6 ngudi tham gia BHXH tai thoi di€ém ddu quy (tic thdi diém cuéi quy
trudc).

- Cot 4: Ghi s6 ngudi di duge cdp sé BHXH trong s6 tham gia BHXH tai thoi diém ddu
quy.

- Cot 5: Ghi 56 nguoi tham gia BHXH ting mdi trong quy.

- Cot 6: Ghi s6 ngudi di c6 s6 BHXH trong s6 ngudi tham gia BHXH ting trong quy.

- Cot 7: Ghi s6 nguoi tham gia BHXH giam trong quy.
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- Cot 8,9,10: Ghi s& ngudi chét sd xdc nhin qud trinh tham gia; S6 ngudi gidi quyét ché
d6 huu tri; S8 nguoi hudng tir tuit trong quy;

- Cot 11: Ghi s6 ngudi tham gia BHXH & cic ky trude nay di didu kién duge cép 14n
d4u s6 BHXH trong quy.

- Cot 12: Ghi s6 ngudi tham gia BHXH trong quy di diéu kién dugc cdp 14n ddu sé
BHXH trong quy.

- Cot 13: Ghi s6 ngudi duge cdp sé BHXH lan ddu phét sinh trong quy. (cot 13 = cot 11
+cot 12);

- Cot 14: Ghi s6 to 161 s6 BHXH cap ldn ddu dinh ky hang nim cho ngudi tham gia
BHXH,;

X4c dinh = S6 t& 101 s6 BHXH cép cho ngudi tham gia BHXH ¢6 mit tai thoi diém cudi
thang 12 nim trudc + S6 ngudi giam trong thidng 1 nhung khong xac nhan sé (nghi thai san +
nghi viéc riéng).

- Cot 15: Ghi s6 to 10 cdp 1an ddu cho ngudi tham gia BHXH giam trong quy. Cot 15 =

Cot 8 + Cot 9 + Cot 10.

- Cot 16: Ghi téng s6 to 101 s6 BHXH cdp 14n ddu trong quy. Cot 16 = Cot 14 + Cot 15

- Cot 17: Ghi s6 Bia s6 BHXH c4p lai trong quy;

- Cot 18: Ghi s6 T6 1di s6 BHXH cép lai trong quy;

- Cot 19: Ghi s6 nguoi tham gia BHXH cudi quy. Cot 19 = Cot3 + Cot 5 - Cot 7,

- Cot 20: Ghi s6 ngudi di dugc cdp sé BHXH trong s6 tham gia BHXH tai thoi di€ém
cudi quy. Cot 20 = Cot 4 + Cot 6 — Cot 7 + Cot 13.

XII. B4o cao tong hop cdp S6 BHXH (Mau s¢ 12/SBH):

1. Muc dich: B¢ tdng hop, bdo cdo tinh hinh cép s6 BHXH cho ngudi tham gia BHXH
hang quy tai timg tinh va trén toan qudc.

2. Trach nhiém lap: Phong Cap s6 thé 1ap bdo cdo gli BHXH Viét Nam (Ban Cip s6

thé).

3. Can cit lap: S6 tdng hop tinh hinh cdp sé6 BHXH

4. Thoi gian lap: Hang quy

5.Phuong phap lap:

- Cot 1: Ghi s6 thi ty.

- Cot 2: Ghi nguoi tham gia BHXH bt budc, tham gia BHXH tu nguyén.

- Cot 3: Ghi s6 ngudi tham gia BHXH tai thoi diém ddu quy (tdc thai diém cudi quy
trudc).

- Cot 4: Ghi s& ngudi da duge cdp s6 BHXH trong s6 tham gia BHXH tai thoi diém diu
quy.

- Cot 5: Ghi s0 nguoi tham gia BHXH tang mdi trong quy.

- Cot 6: Ghi s6 ngudi da ¢6 s6 BHXH trong s6 ngudi tham gia BHXH ting trong quy.

- Cot 7: Ghi sd nguoi tham gia BHXH giam trong quy.

- Cot 8,9,10: Ghi s6 nguo‘l chét s6 xdc nhan qud trinh tham gia; S6 nguo‘l giai quyét ché
d6 huu tri; S6 ngudi huto‘ng tir tuat trong quy;

- Cot 11: Ghi s& ngudi tham gia BHXH & cic ky tru6e nay da dleu kién dugc cdp ldn
dau s6 BHXH trong quy.

- Cot 12: Ghi s& ngudi tham gia BHXH trong quy dt diu kién duge cip ldn dau s6
BHXH trong quy.

- Cot 13: Ghi s6 ngudi duge cdp sé6 BHXH lan ddu phat sinh trong quy. (cot 13 = cot 11
+ ¢t 12);

- Cot 14: Ghi s6 to rdi s BHXH cép lan ddu dinh ky hang nam cho ngudi tham gia
BHXH;



Xéc dinh = S8 t0 roi s6 BHXH cép cho ngudi tham gia BHXH ¢6 mit ta1 thdi diém cu6i
thang 12 nam trudc + S6 ngudi gidm trong thang 1 nhung khong xdc nhan s6 (nghi thai san +
nghi viéc riéng).

- Cot 15: Ghi s6 to rdi cdp lan ddu cho nguodi tham gia BHXH giam trong quy. Cot 15 =

Cot 8 + Cot 9 + Cot 10.

- Cot 16: Ghi téng s& t& roi sd BHXH céip 1dn ddu trong quy. Cot 16 = Cot 14 + Cot 15

- Cot 17: Ghi s6 Bia s6é BHXH cép lai trong quy;

- Cot 18: Ghi s6 To roi s6 BHXH cdp lai trong quy;

- Cot 19: Ghi s6 nguoi tham gia BHXH cudi quy. Cot 19 = Cot3 + Cot 5 — Cot 7;

- C6t 20: Ghi s6 ngudi did dugc cap sé BHXH trong s6 tham gia BHXH tai thoi diém
cudi quy. Cot 20 = Cot 4 + Cot 6 — Cot 7 + Cot 13. \-}\
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