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1. Nguoi c6 lién quan phai nghién ciru va thue hién ding cdc ndi dung ciia quy trinh
nay.

2. Noi dung trong quy trinh nay co hiéu lyc thi hanh nhw sy chi dao cia Hiéu trucng.

3. Mbi don vi duoc cung cd}n 01 ban file dién tir. Cdc don vi khi c6 nhu cau bé sung
thém tai liéu, dé nghi lién hé voi T6 béo dam chat lwong dé ra sodt va cdp mhdt theo thirc
tién. Vién chitc, gidng vién va nguoi lao dong doc cung cap file mém trén mang noi bo

dé chia sé thong tin khi can,

Ngay -
TT | sira Ngtduwg

pre thay dbi

Ngay hiéu

Trang | Muc | Phé duyét I

1. Muc dich

- Dé dam bao tinh théng nhat trong viéc l4p ho so va gidi quyét céc ché do vé bao
hiém x4 hdi, bao hiém y té, bao hiém that nghiép ddi vi vién chirc, nguoi lao dong trong
toan Trudng theo quy dinh clia Ludt Bao hiém xa hoi va cac vin ban huéng dan thi hanh;
Phong T4 chirc- Hanh chinh t6m tit mot s6 ni dung co ban thudng xuyén xay ra trong thuc
té dé vién chirc, ngudi lao dong thuan loi trong viée van dung quy dinh nay.

2. Pham vi ap dung, triach nhiém

2.1. Pham vi 4p dung

- Quy trinh niy 4p dung ddi véi tat ca vién chitc va ngudi lao dong trong pham vi

toan Trudng (trlr lao dong cao tudi va lao dong di nghi huu theo quy dinh);

Trang 2/8
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- Ap dung dbi véi cac Phong, Khoa, Vién, Trung tdm, Tram c6 lién quan.
2.2. Trach nhiém

— Phong T4 chirc - Hanh chinh ¢6 trach nhiém chu tri thuc hién 1ap hd so va giai
quyét cac ché do vé bao hiém xa hoi, bao hiém y té, bao hiém thit nghiép déi véi vién
chirc, nguoi lao dong

~ Céc don vi thudc Truong c6 trach nhiém phdi hop thuc hién theo chirc ning,
nhi€ém vy cua timg don vi (cé md ta rd trong quy trinh)

3. Can ctr va co sé phap ly

- Céc vin ban quy dinh lién quan:

e Luit Bao hiém xa hoi s6 58/2014/QH13 ngay 20 thang 11 ndm 2014;

e Nghi dinh s6 115/2015/ND-CP ngay 11 thang 11 nim 2015 ctia Chinh phu quy
dinh chi tiét mot sé didu cua Luat Bao hiém x& hoi vé bao hiém xa hoi bét budc;

e Luft Bao hiém y té s6 25/2008/QH12 ngay 14 thang 11 nam 2008; Luat sb
46/2014/QH13 ngay 13 thang 6 nim 2014 sira dbi, bd sung mdt s diéu cta Luat Bao
hiém y té;

e Théng tu s6 59/2015/TT-BLDTBXH ngay 29 thang 12 nim 2015 quy dinh chi
tiét va huéng dan thi hanh mot sé didu cta Luat bao hidm xa hoi vé BHXH bit budc;

e Thong tu sb 04/2015/TT-BLDTBXH ngay 02 thang 02 nim 2015 ciia B Lao
déng - Thuong binh va Xa hoi huéng dén thuc hién ché d6 bdi thudng, trg cip va chi phi
y t& clia ngudi sir dung lao dong dbi vai ngudi lao dong bi tai nan lao dong, bénh nghé
nghiép;

e Quyét dinh 959/QD-BHXH ngay 09 thang 9 nim 2015 cia bao hiém x4 héi
Viét nam ban hanh quy dinh vé& quan ly thu bao him xa hdi, bao hiém y té, bao hiém that
nghiép, quan 1y s& bao hiém x4 hdi, thé bao hiém y té.

4. Khai niém va chir viét tit
4.1. Khdi niém: Khong.
4.2. Chir viét tit

Trang 3/8
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5. N¢i dung

5.1. Luu dd qua trinh

- Giai thich tir ngft va tir viét tat:

Vién chue (viét tat 1a VC): nguoi duoc tuyén dung hodic tiép nhan vao lam viée tai
Trudng theo quy dinh ctia Luat Vién chirc qua hinh thirc Hop déng lam viéc.

Ngudi lao dong (viét tit 1a NLB): ngudi duge tuyén dung vao lam viée tai Truong
theo quy dinh ctia B6 Luat Lao dong qua hinh thirc Hop déng lao dong.

Phong T chirc - Hanh chinh viét tit: P.TCHC

Phong Tai chinh - Ké toanviét tit: P.TCKT

Bao hiém x4 hoi viét tit: BHXH

Bao hiém y té viét tat: BHYT

Bao hiém thit nghiép viét tit: BHTN

Trang 4/8



Biéu miu quy trinh nhu sau:

| Donvi 5 o Bi¢u miu /

Bude . Luwu do thwe hién %

thuc hién Ho so

Lap to khai theo méu i
{ VC,NLDb T& khai TK1-TS
(BM/P.TCHC/20/01)
Y
3 2 Lap hé so tham gia BHXH

Phimg,  To giri dén co quan BHXH M3uD02-LT

2 chitc - Hanh
) (BM/P.TCHC/20/02)

chinh Khong ddng ¥
3 Co quan Klém tra,

BHXH ra soat

Phong  T6 Chuyén s6/bia/Thé BHYT
4 chirc - Hanh

chinh

‘\
/cap’rmﬁu_;hﬁng tin va
luu ho so ngudi lao
) dong

Phong T6
5 chirc - Hanh

chinh

5.2. Mo ta ndi dung chi tiét

Biéu miu mé ta qua trinh nhu sau:
Quy trinh thyc hién ding ky tham gia BHXH, BHYT, BHTN cu thé nhw sau:
VC, NLD sau khi dung duoc tuyén, tiép nhan chuyén cong tac tir noi khac dén

hoic duoc didu dong tir don vi tra luong sang Trudng déu phai thuc hién viée l4p hd so
dang ky tham gia BHXH, BHYT, BHTN. Quy trinh nay gém 05 budc nhu sau:

Trang 5/8
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Budére 1: Vién chirc, ngudi lao dong sau khi dugce tuyén dung, tiép nhan chuyén
cong tac tir noi khac dén hodc duoce diéu dong tir don vi tra luong sang (cin c theo
thong bao nhén viéc hodc quyét dinh tiép nhan, diéu dong) cé trach nhiém lién hé
P.TCHC dé ky hop ddng va 1ap Td khai tham gia BHXH, BHYT (theo mau TK1-TS)
trong thoi han 10 ngay ké tir ngay bét ddu 1am viéc. Truong hop VC, NLD duoc hudng
quyén lgi BHYT cao hon thi phai nép kém theo cac gidy t& dé chimg minh.

Buée 2: Trong thoi han 15 ngay ké tir ngay VC, NLD bit diu lam viée, P.TCHC
1ap hd so tham gia BHXH giri dén co quan BHXH quén Phii Nhuan, TP. H4 Chi Minh.
HO so bao gdm:

+ Danh sach lao dong tham gia BHXH, BHYT, BHTN (M4u D02-TS);

+ T& khai tham gia BHXH, BHYT (theo mAu TK1-TS);

+ 86 BHXH trong trudng hop VC, NLP da c6 sé BHXH;

+ Bang ké hd so 1am can cir huong quyén loi BHYT cao hon, néu c6 (Muyc IT
Phu lyc 03).

+ Bang luong tuong tmg v6i thoi gian truy thu néu béo tang khong kip trong
thang.

Bwée 3: Sau khi nhan théng bao hd so hop 18 tir BHXH quén Phu Nhuén, TP.
H6 Chi Minh, P.TCHC lién hé véi BHXH quan Phi Nhuan nhan két qua tra v& gdm bia
s6 BHXH méi (trong truong hop VC, NLD chua c6 sé BHXH) hodc sé BHXH di c6
(trong truomg hop giri sd nhap qua trinh) hodc To roi BHXH va thé BHYT va Danh sach
cap sd6 BHXH.

Buéc 4: Trong thoi han 05 ngay ké tir ngdy nhén két qua, P.TCHC chuyén sb
BHXH hoic bia s6 BHXH méi kém Danh sach cap s6 BHXH dén don vi quan 1y truc
tiép ca nhan VC, NLB. P.TCHC xéc nhén va giit lai bién ban giao nhan dé I trix.

Buwdc 5: P.TCHC c6 trach nhi€m cdp nhét théng tin vao dir liéu luu trit.

Biéu mau mé ta qua trinh nhur sau:

Pon vi
» A t Chiu o] . K > R R
Buée Néi dung Thoi gian | Ket qua Biéu mau
trich
nhiém
Trong
thoi h.
Lok 1(? - Miu TK1- TS
y nga -
1 |theobibumiu | VC,NLD | , = -
ke tir ngay (BM/P.TCHC/20/01)
(TK1-TS) 5 o
bdt dau
lam viéc

Trang 6/8



7

Lap ho so ding Trong
ky tham gia thoi han
BHXH; Phong T6 | 15 ngay
5 Chuyén To khai | chirc - | ké tir ngay Mau D02-LT
va Hop ddng Hanh bit diu (BM/P.TCHC/20/02)
dén BHXH chinh lam viéc
Quan Phu
Nhuén
Nhan sd/bia Theo hd
s6/To roi so tra két
BHXH; thé Phong T qua Sb/bia
; | BHYT, Danh chirc - clia s0/T& roi
sach cap so Hanh BHXH va thé
BHXH chinh Quén Pha | BHYT
Quan Pha Nhuan
Nhuén
Trong
. | thoih
. Phong T& | o on
Chuyén . 05 ngay
R chire - U
4 | so/bia/The . ke tir ngay
BHYT Hanh 1 and
chi n fm u’?c
ho so tra
két qua
Trong
Cap nhat thong . 2 thoi h?n
L . .. | Phong To | 07 ngay
tin vao co s& dit , X .
5 | ieu va luu hd chie - | ké tir ngay
2“ Vi@_ ; = Hanh | nhéan duoc
sO ngudi lao
demg chinh | tir BHXH
e Quén Phu
Nhuan
6. Biéu miu
Mai hoéa Thoi gian
TT Noi dung e Noi lru &
biéu mau luru
Diang ky tham gia BHXH, 3
A HHHLE Phong T chirc - ,
1 | BHYT, BHTN, TNLD- | BM/P.TCHC/20/01 . . 60 thang
BNN Hanh chinh

PR~ TP Y
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Béo céo tinh hinh sir dung
lao dong va tham gia
BHXH, BHYT, BHTN

BM/P.TCHC/20/01

Phong Tb chirc -
Hanh chinh

60 thang

Trang 8/8
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BM/P. TCHC/20/02

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

TO KHAI
THAM GIA, PIEU CHINH THONG TIN BAO HIEM XA HOQI, BAO HIEM Y TE

Kinh giri: BAO HIEM XA HOI THANH PHO HO CHI MINH
I. Phin ké khai bit budc

1. HO VA tEN (Vi€t Chif iN h0): «.e'nrrneeeeiiineeeiiireeetereneeeerenssseesensnsssssssssanasesannesessnns
Ngay, thang, ndm sinh: ......... [everennn. [eviiiinininnnnn. Giditinh: ....oovvvveiinenns
QUACHICH weneeeeeeee e LT I connancunarampsas s goruausramr ey s

Noi ding ky gidy khai sinh: X (phuéng, thi trAn): .......oeevveeiiiiieriieeriinneeenns

Huyén (quén, thi x4, Tp thudc tinh): .......oovvviinneennnn.n. Tinh (Tp): covvevenniennnnnn.

2. Pia chi cu tru:

S6 nha, duong phd, thON XOIM: .......vieeeeeeeeeeeieee e e e e e e e e e eeaaans

XA (PRUODE, thi trAN) . ..o ettt ettt et et ae et et eaneensanseaneannans

Huyén (quén, thi x4, Thanh phé thudc tinh):........ooeveiririereneieiareieieeeaennnn.

Tinh (Thanh phd): ...vveeeeiieie e,

IL. Phan ké khai chung

3.Masd BHXH:......oevveeeennnn....

( trong truong hop chwa tung tham gia BHXH thi phdi ké khai phu luc hé gia dinh dinh kem)
4. S6 dién thoai lién hé:..

5. S0 CMND/ Ho chidu/ ThE CAN CUGC: «...cevvveneeeeeiee eeeeeeeeeieeeeeseeeeeeaeeaeaees

6. Mt tién dong: Theo HDLD/HPLV;Phuong thirc dong: Hang thang

7. Noi dang ky kham bénh, chita b&nh ban GAU: ...........ccovuneeiriiieeeriereieeeieeeennnnnn

8. Noi dung thay déi, yéu ciu: Pang ky ké khai tham gia BHXH (bat budc), BHYT, BHTN,
TNLD - BNN

9. HO S0 K&IM the (NEU CO): ....v.eiiieeeieee et e e e e e e e e e e e e eenes

XACNHANCUAPON V] T6i cam doan nhiing ndi dung ké khai Ia ding va chiu
(chi dp dung doi véi nguedi lao dong thay doi ho,  trach nhiém trudc phap luit vé nhitng ndi dung da ké khai

tén dém, tén; ngay, thang, nam sinh) ... , ngay ....... thang ....... AN ciivivivin
Nguwoi ké khai

(K, ghi ré ho tén)



Phu luc: Thanh vién ho gia dinh

a) Muc dich: Ké khai ddy du, chinh x4c thong tin toan bd thanh vién ho gia dinh trong s ho khiu
hodc s0 tam tr(i cila nguoi tham gia.

b) Trach nhiém l4p: '

- Nguoi tham gia hodc chi hd hodc ngudi dai dién h gia dinh.

- Cha/me/ngudi giam ho (d6i véi Tré em dudi 6 tudi).

, ¢) Thoi gian lap: khi nguoi tham gia BHXH, BHYT, BHTN, BHTNLD-BNN chua duoc cép
ma sO BHXH.

d) Can ctr lap: s6 ho khau hoic sb tam tra, gidy t& lién quan dén tham gia BHXH, BHYT, BHTN,
BHTNLD-BNN;

&) Phuong phap lap:

* Phéin thong tin chung: ghi day dua ho va tén chis h; ghi s6 s6 ho khau (hodc sb s6 tam trt); sb
dién thoai lié‘fn hé (néu co); ghi rd dia chi: thon (ban, t6 dan pho); xa (phuodng, thi tran); huyén (quén, thi
xd, thanh pho thudc tinh); tinh (thanh phd).

Truong hop hd gia dinh chi c6 gidy tam tra thi van thuc hién ké khai nhung ghi rd cum tir “gidy
tam tr” vao ¢t ghi chu.

* Chi tiéu theo cot:

- Cot A: ghi sb thir tu tir 1 dén hét c4c thanh vién trong ho gia dinh.

- Cot B: ghi day du ho va tén cla tirng ngudi trong sé ho khiu (trir nhitng ngudi tam ving) hoic
s6 tam trt (bao gdm chi hd va cac thanh vién trong hd).

- Cot 1: ghi ma s BHXH déi véi timg thanh vién h¢ gia dinh da duoc co quan BHXH cép;
truong trudng hop chua xac dinh duoc ma s6 BHXH thi ngudi ké khai c6 thé tra ciru ma sé6 BHXH tai
dia chi: http://bachiemxahoi.gov.vn (néu du diéu kién).

_ - Cot 2: ghi ngay, thang, nam sinh nhu trong gidy khai sinh hodc chirng minh nhan dan, ho
chiéu, thé cin cudc.

- Cot 3: ghi gidi tinh ciia cac thanh vién trong hd (néu 1a nam thi ghi tir “nam” hodc néu 1a nit
thi ghi tir “nit™).

= Q(f)t 4,: ghi rd tén xa (phuong, thi trdn); huyén (quan, thi xa, thanh phd thudc tinh); tinh, thanh
pho da cap gidy khai sinh.

Truong hop chua xéc dinh dugce noi cip gidy khai sinh thi ghi pguyén quan (truong hop sat
nhap, chia téclz dia gidi hanh chinh thi ghi theo tén dia danh tai thoi diém ké khai) hodc ghi theo noi
dang ky ho khau thudng tru hodc tam tra.

- Cot 5: ghi méi quan hé véi chii ho (12 v, chong, con, chau...).

- Cot 6: Sb chimg minh nhan dan/Ho chiéu/Thé cin cude (néu c6): ghi s6 ching minh nhan déan
hodc ghi s6 h chi€u hodc ghi s6 Thé cin cudc.

- Cot 7: ghi nhitg ndi dung cin ghi chi.

Sau khi hoan tit viéc ké khai, nguoi ké khai ky ghi o ho tén.
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