, ’;7! RAGHIEM XA HOI VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM
BAQIHIEM XA HOI TP. HO CHI MINH Pjc 1ap — Tw do — Hanh phiic

PHU LUC B
NOI DUNG QUY TRINH THU
(Ban hanh kém Théng bdo sé: 5858 [TB-BHXH, ngay 24 / 7 /2026
ciia Bdo hiém xd hi Thanh phé Ho Chi Minh)

I. Quy trinh B4o ting, bio giam lao ddng, diéu chinh mirc déng BHXH,
BHYT, BHTN, BHTNLD, BNN (Ma DVC 600)

1. Muc dich:

Tiép nhan va giai quyét ho so cia té chic:

- Bdo tang moi lao dong; tang lai sau khi nghi 6m/thai san/khong luong...; ting
lao dong dong quy huu tri, tir tuat sau khi hét han dugc tam dung.

- Bao giam lao dong do di chuyén; nghi viéc, cham dut hop dong lao dong;
nghi huong ché d6 BHXH; tam hoan hop dong lao dong; tam giam; ngung viéc; nghi
khong hudng Iwong; ... cap s6 BHXH.

- Diéu chinh mtc luong dong BHXH, BHYT, BHTN, BHTNLD, BNN; dicu
chinh chirc danh cong viéc do1 véi lao dong dang tham gia.

2. Thanh phan ho so:

TT Tén gidy to Mau biéu
1 | Danh sach tham gia, diéu chinh dong BHXH, BHYT, BHTN Mau D02-LT
2 | To khai dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK1-TS

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC
a) Lap ho so

- Nguoi tham gia: ké khai thdng tin va bo sung ho so theo huéng dan 1ap Mau
TK1-TS, cung cap ban sao the CCCD; scan code th¢ CCCD/Giay to lién quan cd soO
CMND (truong hop hoan thién ma so) va nop cho don vi noi dang lam viéc.

- Pon vi: 1ap ho so gdm cac thanh phan theo quy dinh tai Muc 2 Quy trinh nay,
ndp cho co quan BHXH dang quan 1y.

b) Hinh thirc ngp hd se': qua Cong dich vy cong quéc gia /Cong giao dich dién
tir cia BHXH Viét Nam /Dich vu I-Van, truc tiep hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:

- Ho so hop 1¢: giao s6 BHXH (néu ¢6), thé BHYT (néu c6) cho nguoi tham
gia luu gilr va kiém tra gia tri su dung thé BHYT trén tng dung VSSID (néu co).

- Ho so khong hop I¢: thuc hién diéu chinh, bo sung hé so theo ndi dung hudéng

dan cua Phieu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phieu Tu choi tiep
nhan giai quyet ho so (Mau so 03).



4. So do:

SN
D

5. Thoi han giai quyét ho so va tra két qua: 05 ngay, trong do:
- Buwde 1: Van phong/B0o phan TN&TKQ: 0,5 ngay

- Buwde 2: Phong/Bo phan QLT: 04 ngay

- Bwée 3: Van phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh chi tiét:

6.1. Vian phong/Bo phan TN&TKQ:

o a) Poi véi ho so giay: Tiép nhan ho so cua don vi ndp theo ding thanh phﬁn
ho so va phuong thuc tai quy trinh nay, kiém dém so luong, Kiém tra, doi chicu ho
so voi dir lieu TST, TCS theo Phu luc D dinh kém.

- Hé so day du, khdp diing: S6 hda ho so, giay to theo Danh muc ho 50, gidy to
TTHC thuoc tham quyen giai quyet ciia BHXH Viét Nam can thuc hién s hoa (ban
hanh kém theo Quyét dinh s6 2939/Qb- BHXH ngay 11/10/2022 cua BHXH Viét
Nam) vé} cap phat vao co sO dur liéu cua Hé thong :[hﬁqg tin mot cura dién tur; Lap 02
ban Phic¢u Tiep nhan ho so va hen tra két qua (Mau so6 01) dé gui cho don vi va 01
ban chuyéen cho Phong/B6 phan QLT.

- Ho so chua diing, chura dii: Lap Phiéu Yéu cau bo sung, hoan thién ho so (Mau
50 02), ghi rd ndi dung bo sung, so dién thoai lién hé, ky tén, tra ho so cho don vi.

- Ho so khdng thugc pham vi gidi quyét: Lap Phicu Tir chdi tiép nhan giai quyét ho
so (Mau so 03), ghi rd ly do tir choi, so dién thoai lién h¢, ky tén, tra ho so cho don vi.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh dé doi chicu, dong thoi xac nhan “da doi chiéu véi ban chinh” ky, ghi rd
ho tén va ngay-thang-nam xac nhan sau do tra lai ban chinh cho nguoi nop.

b) D6i Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan ho so dién tir cua don vi, chuyén dén
Phong/B¢ phan QLT.

6.2. Phong/Bé phan QLT:

6.2.1. Gidi quyét hé so:

Kiém tra dix liéu trude khi cap nhat Mau DO2-LT:



a) Bdo ting lao dong:

- Truwong hop don vi bao tang lao dong sau thoi han chdm nhdt quy dinh tqi
khodn 1, khodn 2 Diéu 28 Ludt BHXH nam 2024: khong giai quyet chuyen tra hd
so cho don vi kém Phiéu Yéu cau bd sung, hoan thién hd so (Mau s 02) trong d6
ghi rd d& nghi don vi ndp hd so Truy thu BHXH, BHYT, BHTN, BHTNLD, BNN
(M& DVC 601).

- Truong hop chua c6 hodc chwa hoan thién mé.,SOA, BHXH: Tim kiém ma s6
hoac ra soat, hoan thién ma so, huy GT hogc cap ma so BHXH, ... theo hudng dan
tai Phu luc D dinh kém. Ghi m& s6 vao Mau DO2-LT.

- Tru"ong hop dang c6 thé BHYT doi twong huong TCTN (ma khoi BO): yéu
cau don vi bo sung Hop d6ng lao dong va Quyét dinh huong/ cham dtt/thu hoi TCTN
dé ra soat, ddi chiéu véi dir liéu huong TCTN trén phan mém TCS:

+ Néu hé so va dir liéu khéong trung khop hodac vi pham diéu kign hwong
TCTN hodc don vi khéng cung cdp ho so: KHONG cdp nhat tang lao dong va dé
ngﬁ; don vi ra S‘oat, thong bao chq nguoi lao dong dwoc biét d@é hoan tat {hu tuc
cham duit/thu hoi TCTN, nop lai ho so bdo tang lao dong dinh kem Hop dong lao
dong va Quyét dinh huong/cham dut/thu hoi TCTN.

+ Neu ho so va dit liéu tring khdp, khéng vi pham diéu kién huing: cap nhdt
tang lao dong, xur ly giam trung thé BHYT (BO)(néu co).

Luu y: Truong hop don vi da bé sung Hop dong lao dong va Quyét dinh
hwong/cham duct/thu hoi TCTN nhung dir liéu hwong TCTN chwa cap nhdt trén phan
mém TCS thi lap Mau C02-TS gui Phong/Bo phan Ché do BHXH dé ra soat, cdp
nhat trudc khi thuc hién tang moi lao dong.

+ Dinh ky hang thang, tiép nhdn cac truong hop tang moi vi pham c?‘iéu kién
hwong BHXH 1 lan tw Phong Ché do BHXH ra sodt, yéu cau don vi ldp ho so diéu
chinh hodc phoi hop thu hoi (néu co).

Sau khi hoan chinh dix liéu, cap nhat Mau D02-LT, Xuat Mau D02a-TS.

- Truong hop don vi bao tang lao dong (phuwong an ON) sau nghi TS/KL/OF.
kiém tra thong tin cap the BHYT, cap nhat b sung gia tri thé¢ BHYT (neu chua co);
d6i chiéu }ilem tra thoi gian nghi thai se\m/ om dau/khong luong trén phan mém TST
va TCS dé€ hudéng dan don vi thu tuc, ho so diéu chinh kip thoi (né€u co).

- Cap nhat, bd sung ma bénh vién, quyén loi BHYT cao hon (néu co).

Truwong hop don vi ding ky sai méa bénh vién: cap thé BHYT theo ma noi KCB
truge do hoap ma noi KCB theo dia ghi tru s¢ don vi, théng bao cho don vi biet dé
lam ho so dicu chinh noi KCB ban dau tir ngay 01 dén ngay 15 cua thang dau quy.

- Cap thé BHYT; Xuat Mau D10a-TS. Trudng hop khong in thé “Khoéa in”.

- P6i Vi lao dong chura dirge cap s6: Cap mi dir ligu to bia s6 BHXH; Xuat
Danh sach cap to bia so (khong in).

b) Bé&o gi@m lao dong:
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- Cap nhat Mau D02-LT vao dix liéu thu. Xuit Mau D02a-TS.

Khong gidam qua trinh BHXH da dugc x4c nhan bao luu BL, BA, HT,... dé
nghi don vi nop ho so 609 qua dich vu buu chinh.

- Kiém tra, hoan chinh di liéu Mau D02a-TS trudc khi chét s6 theo huéng dan
tai Phu luc D dinh kém.

- Pbi voi truong hop s6 da dugc ra soat theo Cong van 4027: Cap to roi )
BHXH cac truong hop nghi viéc (GH), chi chét s6 dén thoi diém dong du tién; Xuat
Danh sach cap to roi so; in to roi so.

- Truong hop s6 chuara soat theo Cong van 4027: khong CAp to roi, huéng dan
don vi ndp ho so ra soat va chot so theo phieu giao nhan 626.

- P6i Vi don vi chdm dong: ghi vao Mau s6 02 dé nghi don vi sau khi chuyen
nop du tien dong thi nop ho so 620 d¢ chot bo sung (khéng can nop so6 BHXH).

¢) Piéu chinh chirc danh cong viéc, mikc lwong dong:

- Truong hop don vi nop hé so sau ngay cudi clng cua thang tlep theo sau
thang co quyét dinh diéu chinh tang tién lwong: khong giai quyet chuyén tra ho so
cho don vi kém Phiéu Yéu cau bo sung, hoan thién ho so (Mau s6 02) trong d6 ghi
r& d& nghi don vi nop hd so Truy thu BHXH, BHYT, BHTN, BHTNLD, BNN (Mi
DVC 601).

- Cap nhat Mau D02-LT vao dit liéu thu. Xuat Mau D02a-TS.

Khdng cap nhat dieu chinh mirc dong doi vai qué trinh BHXH da duoc xac
nhan bao luu BL, BA, HT, ... d& nghi don vi nop ho so 609 qua dich vu buu chinh.
Khong cgp nhit diéu chinh gigm mitc dong g?‘é'i V6i qua trinh BHXH da tink
hwong cac che do om dau va thai sdn, . . (phan mém TST c6 canh bao va yéu cau
phe duyet phat sinh), 1ap Mau C02-TS chuyen Phong/Bo phén Ché ¢6 BHXH cung

cap sb tién chénh léch phai thu hoi dé théng bao (Mau s 02) cho don vi yéu cau
nguoi lao dong chuyén nop tién truge khi nop lai hd so (kém UNC).

6.2.2. Luru hé so va trd két qud:

- Trén phan mém TNHS: DBinh kém Mau D02a-TS, D02b-TS, Danh sach cap to
bia, to roi (neu co). Ghi thong bao va huong dan cu thé cac truong hop khdng giai
quyet vao Phicu Yéu cau bo sung, hoan thién ho so (Mau so 02).

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo diing quy dinh tai khoan
1 bicu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir ho so theo quy dinh.

6.3. Vin Phong/Bé phan TN&TKQ

Tiép nhan ket qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra két
qua cho ca nhan hoac t6 chic theo hinh thirc da déng ky theo dung quy dinh tai
khoan 2, 3, 4 bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH
Viét Nam (Doi voi ket qua gidi quyet TTHC la ket qua dién tu thi hé thong phan
meém ty dong tra theo quy dinh)./.
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1. Quy trinh Tam dirng déng viao quy hwu tri va tir tuit theo quy dinh tai
DPiéu 37 Luat BHXH nam 2024 (M& DVC 600c)

1. Muc dich: o .

Tiép nhan va giai quyét ho so cia to chire:

- B4o tam dirng dong vao quy huu tri va tir tudt theo quy dinh tai Diéu 37 Luat
BHXH ndm 2024.

- Béo hét thoi han tam dumg dong va dong bu cho thoi gian tam dung dong vao
quy huu tri va tu tuat.

- biéu chinh chirc danh, muc luong trong thdi gian tam dimg dong.

- Béng bu cho thoi gian tam dung dong dé x4c nhan thoi gian dong BHXH d6i
Vg’ri nguoi lao dong du di€u kién hudng ché do huu tri, tr tuat hoac cham dat hop
dong lao dong.

2. Thanh phan ho so:

TT Tén gidy to Mau biéu

Vin ban du dieu kién tam dimg dong vao quy huu tri va tir tudt theo quy dinh tai
1 | khoan 1 va khoan 3 biéu 37 Luat BHXH nam 2024 cua co quan nha nudc co Ban chinh

tham quyén
2 | To khai don vi dang ky, diéu chinh thdng tin tham gia BHXH, BHYT Mau TK3-TS
3 | Danh séch tham gia, diéu chinh déng BHXH, BHYT, BHTN Mau DO2-LT

3. Phwong thirc 1ap, ndp hd so va két qua giai quyét TTHC

a) Lap ho so

Pon vi 1ap hd so gdm céc thanh phan theo quy dinh tai Muc 2 Quy trinh nay,
nop cho co quan BHXH dang quan ly.

b) Hinh thitc ndp ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cuia BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

c) Két qua giai quyét TTHC:

- Hé so hop 1é:

+ Don vi dugc tam dung dong vao quy huu tri, tir tuat: trong thoi gian téi da 12
thang nhung van phai déng vao quy om dau va thai san, quy tai nan lao dong, bénh
nghé nghiép, quy BHYT, quy BHTN cho nguoi lao dong.

+ Pon vi hét thoi han dugc tam dimg dong: tiép tuc dong BHXH, BHYT,
BHTN, BHTNLD, BNN theo phuong thirc dé dang ky va dong bu cho thoi gian tam
ding dong vao quy huu tri va tir tuat.

~ + Don vi dong bu cho ngudi lao dong du diéq Kién huong ché do huu tr, tir
tuat hoac cham dut hop dong lao dong: sau khi chuyén nop so tién dong bu thoi gian
tam dung dong, don vi lap hé s0 620 gui qua dich vu buu chinh dé xac nhan thoi
gian dong BHXH, BHTN, cap s6 BHXH.




6

- Ho so khong hop l¢: thuc hién diéu chinh, bo sung hé so theo ndi dung huéng
dan cua Phiu Yéu cau bo sung, hoan thién ho so (Mau so 02)/Phicu Tur choi tip
nhan giai quyet ho so (Mau so 03).

4. So dd:
/V @ D %
~
5. Thoi han giai quyét hé so: 05 ngay, trong dé:
- Buwéde 1: Van phong/B0o phan TN&TKQ: 0,5 ngay
- Buwéde 2: Phong/Bo phan QLT: 04 ngay
- Buwde 3: Van phong/Bo phan TN&TKQ: 0,5 ngay.
6. Quy trinh tiép nhan, giai quyét hé so va tra két qua:
6.1. Viin phong/Bd phan TN&TKQ:

a) Poi Véi ho so giay: kiém dém so lwong, thanh phan hé so theo Muc 2 Quy
trinh nay va doi chiéu thong tin theo Phu luc D dinh kém.

- Hé so day du, khdp diing: S,o hoa hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thugc tham quyen giai quyet cia BHXH Viét Nam can thyc hién s6 hoa (Ban
hanh kém theo Quyét dinh s6 2939/Qb-BHXH ngay 11/10/2022 cua BHXH Viét
Nam); Lap 02 ban Phieu Tiep nhan ho so va hen tra ket qua (Mau so6 01) dé€ gui cho
don vi va 01 ban chuyén cho Phong/B¢ phan QLT.

- Hé so chua dung, chua du: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so6 02), ghi rd ndi dung bo sung, so dién thoai, ky tén, tra ho so cho don vi.
~ -Ho so khéng thugc pham vi gidi quyét: Lap Phiéu Tur choi tiép nhan giai quyet
ho so (Mau so 03), ghi rd ly do tur choi, so dién thoali, ky tén, tra ho so cho don vi.

Luru y: Don vi nop ban sao khong hop 1€ thi dé nghi nguoi ndp ho so cung cap
ban chinh dé doi chi¢u, dong thoi xac nhan “da doi chiéu véi ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhén sau do tra lai ban chinh cho nguoi nop.

b) Poi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/B¢ phan QLT.

6.2. Phong/B§ phan QLT

Kiém tra hd so va dit liéu thu:
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a) Ho so, di ligu khong khdp diing:

Ghi thong bao va huong dan cu thé vao Phiéu Yéu cau bo sung, hoan thién ho
so (Mau s6 02) vao phan mém TNHS. Chuyén tra ho so dén Van Phong/B6 phan
TN&TKO.

b) Hé so, dir ligu khdp diing:

- Cap nhat vao dit liéu thu Mau D02-LT tang/giam/diéu chinh/dong bu/tang-
giam do hét han tam dung déng. Xuat Mau D02a-TS.

- Pon vi dwoc tam dirng déng vao quy huwu tri, tir tuat: thong bao cho don
Vi noi dung: “Don vi dugt tam dung dong vao quy huwu tri, tir tudt ke tor thAing
nam __trong thoi gian téi da 12 thang nhung van phdi déng vao quy om dau va thai
san, quy tai ngn lao dong, bénh nghé nghiép, quy BHYT, quy BHTN cho nguoi lao
dong. Truong hop nguwoi lao dong du diéu kién hwong Ché do huwu tri, tr tuat hogc
cham duit hop dong lao déng thi don vi déng bii cho thoi gian tam dirng déng dé xac
nhdn thoi gian déng BHXH, cap sé BHXH ding quy dinh.”

- Pon vi hét thoi han dwoc tam dirng déng: thong bao cho don vi ndi dung:
“Don vi dd hét thoi han dwoc tam ditng déng ké tir thang  nam . Pé nghi don vi
tiép tuc dong BHXH, BHYT, BHTN, BHTNLD, BNN theo phwong thirc di ding ky
va déng b cho thoi gian tam dieng déng vao quy huu tri va tir tudt diing quy dinh”.

- Pon vi déng bu cho nguoi lao ddng di diéu kién hwéng ché dd hwu tri, tir
tuat hodc cham dirt hop ddng lao ddng: thong bao cho don vi “sé tién dong b,
sau khi chuyén nép tién, don vi ldp hé so 620 giri qua dich vu buu chinh dé xac nhdn
thoi gian déng BHXH, BHTN, cdp s6 BHXH”.

- Binh kéem Mau D02a-TS. Ghi thong bao va huéng dan cu thé cac truong hop
khong giai quyet vao Phicu Yéu cau bo sung, hoan thién ho so (Mau so 02) vao phan
mem TNHS.

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 Bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 ctia BHXH Viét Nam.

- Luu trit hd so theo quy dinh.

6.3. Van Phong/B§ phan TN&TKQ

Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4’Diéu 1Z Quyeét dinh sQ 475/QD-BH?(H ngay 27/3/2023 cﬁg BH){H
Viét Nam (boi voi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.
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I11. Quy trinh Truy dong BHXH, BHYT, BHTN, BHTNLD, BNN (Ma DVC 601)
1. Muc dich:
Tiép nhan va giai quyét hd so cua té chic:

- Truy thu cong ndi tong thoi gian tham gia BHXH, BHYT, BHTN, BHTNLD,
BNN trong thdi han 30 ngay ké tir ngay ngudi lao dong thudce dbi tugng tham gia
BHXH bit budc (Quy dinh tai khoan 1, khodn 2 Piéu 28 va khodan 4 Piéu 34 Ludt
BHXH nam 2024).

- Truy thu do diéu chinh tang tién luong di dong BHXH, BHYT, BHTN,
BHTNLD, BNN cho nguoi lao dong (Quy dinh tai Diéu 8 Nghi dinh 158/2025/ND-
CP ngay 25/6/2025).

2. Thanh phan ho so:

TT Tén gidy tor Mau biéu
1 | Danh sach tham gia, diéu chinh doéng BHXH, BHYT, BHTN Mau D02-LT
2 | Torkhai dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK1-TS

Hop dong lao dong/Hop ddng lam viéc/Quyét dinh tuyén dung, hoic diéu dong, ,
3 X, a: X ban sao
quyét dinh xép luong,...

4 | Bang thanh toén tién lwong cua thoi gian truy thu ban sao

Ban 4n cua Toa an nhan dan hogc Két luan kiém tra cia co quan BHXH hogc két
5 | luan thanh tra cua co quan c6 tham quyeén vé’viéc truy dong BHXH, BHYT, ban sao
BHTN, BHTNLD, BNN cho ngudi lao dong (néu co)

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC

a) Lap ho so

- Nguoi tham gia: ké khai thdng tin va bo sung ho so theo huéng dan 1ap Mau
TK1-TS, cung cap ban sao the CCCD; scan code the CCCD/Giay to lién quan 6 so
CMND (truwong hop hoan thién ma so) va nop ho so cho don vi noi dang lam viéc.

- Bon vi: 1ap hd so gdm cé4c thanh phan theo quy dinh tai Muc 2 Quy trinh nay,
nop cho co quan BHXH dang quan ly.

b) Hinh thirc ndp ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cuia BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:

- Ho so hop 1¢: giao s6 BHXH (néu co), thé BHYT (néu ¢6) cho ngudi tham
gia luu gitr va kiém tra gia tri s dung thé BHYT trén tng dung VSSID (néu co).

- Ho so khong hop I¢: thuc hién diéu chinh, bo sung hé so theo ndi dung hudéng
dan cua Phieu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phieu Tu choi tiep
nhan giai quyet ho so (Mau so 03).

4. So do:




o

-
TR

2 €

5. Thoi han giai quyét hd se: 05 ngay, trong dé:

- Buéc 1: Van Phong/Bo phan TN&TKQ: 0,5 ngay

- Buwéde 2: Phong/Bo phan QLT: 04 ngay

- Bude 3: Van Phong/B6 phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan, giai quyét hé so va tra két qua:
6.1. Van Phong/Bé phan TN&TKQ:

a) Doi V6i ho so gidy: kiem dém so hrong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kém.

- Ho so day dii, khép diing: S6 héa ho so, gidy to theo Danh muc ho so, gidy to
TTHC thugc tham quyén giai quyet cia BHXH Viét Nam céan thuc hién so hoa (Ban
hanh kém theo Quyét dinh s6 2939/QD-BHXH ngay 11 thang 10 ndm 2022 cua
BHXH Viét Nam); Lap 02 ban Phiéu Tiép nhan ho so va hen tra két qua (Mau so
01) dé gui cho don vi va 01 ban chuyén cho Phong/B6 phan QLT.

- !—|5 so chua dung, chwa du: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so6 02), ghi rd ndi dung bo sung, so dién thoai, ky tén, tra ho so cho don vi.
- Ho so khéng thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiep nhan giai quyét
ho so (Mau so 03), ghi ro ly do tir choi, so dién thoali, ky tén, tra ho so cho don vi.

Liru y: DBon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh dé doi chiéu, dong thoi xac nhan “da doi chicu vai ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho ngudi nop.

b) Péi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/Bo phan QLT.

6.2. Phong/B§ phan QLT

6.2.1. Truy thu céng nai tong theéi gian:

Péi chiéu dit liéu hwong TCTN va BHXH 1 1an trén phan mém TST, TCS trudc
khi thyc hién phat sinh truy thu BHXH, BHTN:

a) Truong hop truy thu vi pham diéu kign hweng TCTN, BHXH 1 lan hogc
trang qua trinh BHXH, BHTN da tham gia: Khong giai quyet, chuyén tra ho so cho
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don vi kém Phiéu Yéu cau bo sung, hoan thi¢n hd so (Mau sb 02) trong d6 ghi 1 ly
do tir chéi truy thu va hudng dan cu thé noi dung thuc hién, ho so bo sung dé don
vi, nguoi lao dong diéu chinh, hoan thién va nop lai hd so kip thoi.

b) Trwong hop truy thu khdng vi pham diéu kién hwéng TCTN, BHXH 1 lan
va khong trung véi qua trinh BHXH, BHTN da tham gia:

- Truong hop chua co hgdc chwa hoan th,i,én ma §5 BHXH: Tim kiém ma §6
hoac ra soat, hoan thién ma so, huy GT hogc cap ma so BHXH.,... theo hudng dan
tai Phu luc D dinh kém. Ghi ma s6 vao Mau D02-LT.

- Cap nhat Mau D02-LT c6 tinh 14i, Xuat Mau D02a-TS, D02b-TS.

- D6i Vi lao dgng chua duoc cap so: Cap méi di ligu to bia so BHXH; Xuat
Danh séch cap to bia s6 (khéng in).

- D6i Vi lao déng dd nghi Viéc:

+ Truong hop so6 da duoc ra soat theo Cong van 4027: Cap to roi S(’Z) BHXH cac
truong hop nghi viéc (GH), chi chot s6 dén thoi diém dong du tién; Xuat Danh sach
cap to roi so; in to roi so.

_ + Truong hgp sb chua ra soat theo Cong van 4027: khong cap to roi, hudng
dan don vi nop ho so ra soat va chot so theo phieu giao nhan 626.

- B6i véi don vi chdm déng: thong béo de nghi don vi sau khi chuyen nop du
sO tien cham dong thi nop ho so 620 dé chot bo sung (khdng can nop s6 BHXH).

6.2.2. Truy thu do diéu chinh tién lwong da dong:

- Cap nhat Mau D02-LT c6 tinh 13i. Xuat Mau D02a-TS, D02b-TS.

Khdng cap nhat diéu chinh mirc dong doi voi qua trinh BHXH da duoc xac
nhan BL, BA, HT, ..., dé nghi don vi nop ho so 609 qua dich vu buu chinh.

Khong cgp nhit diéu chinh gigm mic dong g?‘é'i VGi qud trinh BHXH da tinh
hwong cac che do om dau va thai sdn, . . (phan mém TST c6 canh bao va yéu cau
phé duyet phat sinh), 1ap Mau C02-TS chuyen Phong/Bo phén Ché ¢6 BHXH cung

cap sb tién chénh léch phai thu hoi dé thong béo (Mau s 02) cho don vi yéu cau
nguoi lao dong chuyén nop tién trude khi nop lai ho so (kém UNC).

6.2.3. Luu ho so va trd két qud:

- Trén phan mém TNHS: Dinh kém Mau D02a-TS, D02b-TS, D10a-TS, Danh
sach cap so BHXH (néu co).

- Chuyén h6 SO, ké',t qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 bicu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir ho so theo quy dinh.

6.3. Vin Phong/Bé phan TN&TKQ

Tiép nhan ket qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra két
qua cho ca nhan hoac t6 chic theo hinh thirc da déng ky theo dung quy dinh tai
khoan 2, 3, 4’Biéu 1Z Quyet dinh s@ 475/QB—BH}(H ngay 27/3/2023 cﬁg BH){H
Viét Nam (boi voi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
meém tu dong tra theo quy dinh)./.



11

IV. Quy trinh Ping ky, diéu chinh phwong thirc déng, cin cir déng BHXH
tu nguyén (Ma DVC 602)
1. Muc dich:
Tiép nhan va giai quyét hd so ciia td chire: Dang ky, diéu chinh phwong thirc
dong, can cir dong BHXH tu nguyén

2. Thanh phan hé so:

TT Tén gidy tor Mau biéu
1 | Danh sach nguoi tham gia BHXH ty nguyén Mau D05-TS
2 | To khai dang ky, diéu chinh théng tin tham gia BHXH, BHYT Mau TK1-TS

Giay chung nhan ho nghéo, ho can nghéo do co quan nha nudc cd tham quyén \
3 % A\, ban sao
cap (néu co);

3. Phwong thirc 1ap, ndp hd so va két qua giai quyét TTHC
a) Lap ho so

- Nguoi tham gia: ké khai thong tin va b sung hé so theo ‘huéng dan lap Mau
TK1-TS, cung cap ban sao thé¢ CCCD:; scan code thé CCCD/Glay to lién quan ¢6 sb
CMND (trwrong hop hoan thién ma sé) va nop hd so cho té chiic noi tham gia.

- T6 chure: 1ap ho so gdm cac thanh phan theo quy dinh tai Muc 2 Quy trinh
nay, nop cho co quan BHXH dang quan ly.

b) Hinh thitc ndp ho se': qua Cong dich vy cdng quoc gia /Cong giao dich dién
tir cia BHXH Viét Nam /Dich vu I-Van, truc tiep hoac qua dich vu buu chinh

c) Két qua giai quyét TTHC:
- Ho so hop 1é: giao s6 BHXH (néu co) cho nguoi tham gia luu giil.

- Ho so khong hop I_ég thuc hién diéu Chinh, b sung hé so theo ndi dung hudng
dan cua Phiéu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phiéu Tur choi tiép
nhan giai quyét ho so (Mau so 03).

4. So do:
ol .\ %
O] DI

5. Thoi han giai quyét ho so: 05 ngay, trong dé:
- Buwéde 1: Van Phong/Bo phan TN&TKQ: 0,5 ngay
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- Buwde 2: Phong/Bo phan QLT: 01 ngay

- Buéc 3: Phong/B6 phan KHTC: 01 ngay

- Bude 4: Phong/Bo phan QLT: 02 ngay

- Bude 5: Van Phong/B6 phan TN&TKQ: 0,5 ngay.
6. Quy trinh tiép nhan va giai quyét hd so:

6.1. Vian Phong/Bé phan TN&TKQ:

a) Poi Véi ho so giay: kiem dém so luwong, thanh phan hé so theo Muc 2 Quy
trinh nay va doi chiéu théng tin theo Phu luc D dinh kém.

- Hé so day du, khop diing: S6 hda hd so, giay to theo Danh muc hd S0, gidy to
TTHC thuoc tham quyén giai quyet ciia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh s6 2939/QD-BHXH ngay 11 thang 10 nim 2022 cua
BHXH Viét Nam); Lap 02 ban Phiéu Tiép nhan hd so va hen tra két qua (Mau sé
01) dé gui cho don vi va 01 ban chuyén cho Phong/Bo phan QLT.

- Hé so chua diing, chua du: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so 02), ghi rd ndi dung bo sung, so dién thoai, ky tén, tra ho so cho don vi.

- Ho so khong thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiép nhan giai quyét
ho so (Mau s6 03), ghi rd Iy do tir choi, s6 dién thoai, ky tén, tra ho so cho don vi.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh @€ doi chiéu, dong thoi xac nhan “da doi chiéu vai ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho nguoi nop.

b) Péi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/Bo phan QLT.

6.2. Phong/B§ phan QLT

Tiép nhan ho so tir Van Phong/Bo phan TN&TKQ. Kiém tra dit liéu, hd so:

a) Néu khéong khdp diing dir ligu, ho so hodc chwa ngp dii tién:

Ghi thong bao va huong dan cu thé vao P}liéu Yéu cau bo sung, hoan thién ho
so (Mau s6 02) trén phan mém TNHS. Chuyén tra ho so khong hgp 1€ dén Vian
Phong/Bo phan TN&TKQ.

b) Néu dir li¢u, hé so, sé tién khép diing:

Lap Mau C02-TS dé nghi tach tién UNC kém Mau DO05-TS gtri kém ho so dén
Phong/bd phan KHTC.

6.3. Phong/b¢ phan KHTC:
- Tiép nhan Mau C02-TS va ho so tir Phong/B6 phan QLT.Kiém tra sé tién thu:

+ Néu so tién UNC dung, du: tach tién theo Mau D05-TS; ghi nhan ngay da
tach tién vao Mau C02-TS.
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ot Néu chua nhan dugce sé tién hogc sO tién nop khong trung khop: khong tach
tién, ghi rd nd1 dung béo 161, d€ nghi di€u chinh vao Mau C02-TS.

- Chuyén két qua xac nhén, tach tién va ho so dén Phong/Bo phan QLT.

6.4. Phong/Bé phan QLT

Tiép nhan két qua téch tién va ho so tir Phong/bd phan KHTC. Kiém tra dit
liu, ho so:

a) Néu khong khdp diing so tién, hodc chwa ndp dii tién:

G~hi tl}()ng bao va h\u:é’ng\ dan cu thé vao Phiéu Yéy cau bod sung, hoan thién hd
so (Mau s6 02) trén phan mém TNHS. Chuyén trd ho so khong hgp 1€ dén Van
Phong/Bo phan TN&TKQ.

b) Néu da tach ding, dii so tién:

- Truong hgp chwa co hoac ghwa hqdn thien ma SéLBHXH - Tim kiém, ra soat,
hoan thién ma s6, huy GT hodc cap ma so theo huong dan tai Phu luc D dinh kém;
Ghi ma s6 vao Mau DO5-TS.

- Tao moi hodc cép nhat ho6 so Pang ky tham gia BHXH tu nguyén voi nguoi
moi tham gia lan déu hodc truong hop dé tham gia nhung c6 thay doi mirc dong,
phuong thirc dong, NSNN ho trg.

- Cap nhat Mau DO05-TS vao dit liéu thu, Xuét Mau D05a-TS.

- Cép t0 roi s0; Xuét Danh sach cap td roi so; in to o1 s6 (néu co).

- Truong hop chwa digc cdp to bia sé: Cap méi dir liéu to bia s6 BHXH; Xuét
Danh sach cap to bia s6 (khong in).

- Trén phan mem TNHS: Ghi thong béo va huéng dan cac treong hop khong
giai quyet vao Phieu Yéu cau bo sung, hoan thién ho so (Mau so 02). Dinh kém Mau
D05a-TS, Danh sach cap s6 BHXH (néu cd)

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 bieu 17 Quyeét dinh s6 475/QB-BHXH ngay 27/3/2023 caa BHXH Viét Nam.

- Luu trit hd so theo quy dinh.

6.5. Vian Phong/B6 phan TN&TKQ

Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4 Piéu 17 Quyét dinh sé 475/QD-BHXH ngay 27/3/2023 cua BHXH

Viét Nam Dbi voi két qua giai quyét TTHC 1a két qua dién tar thi hé théng phan
mém tu dong tra theo quy dinh)./.
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V. Quy trinh Hoan tra tién di dong d6i véi ngudi tham gia BHXH tu
nguyén (Ma DVC 602a)
1. Muc dich:
Tiép nhan va giai quyét hd so ciia té chire: Hoan tré tién da dong ddi voi nguoi
tham gia BHXH tu nguyén
2. Thanh phan hé so:

TT Tén giay to Mau biéu
1 | So BHXH Ban chinh
2 | To khai dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK1-TS
Vin ban ching thuc hodc ban kém theo ban chinh Gidy chimg tir d6i véi \

3 \ Z ban sao
truong hop chét

4 | Danh sach nguoi tham gia BHXH tu nguyén Mau D05-TS

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC
a) Lap ho so

- Nguoi tham gia: ké khai thong tin va bo sung ho so theo huéng dan 1ap Mau
TK1-TS, cung cap ban sao the CCCD; scan code the CCCD/Giay to lién quan 6 so
CMND (truwong hop hoan thién ma so) va nop ho so cho to chirc noi tham gia.

- Pon vi: 1ap hd so gdm cé4c thanh phan theo quy dinh tai Muc 2 Quy trinh nay,
nop cho co quan BHXH dang quan ly.

b) Hinh thitc ndp ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cua BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:
- Hé so hop 1¢: giao s6 BHXH (néu c6) cho nguoi tham gia luu giit.

- Ho so khong hop I¢: thuc hién diéu chinh, bo sung héz so theo ndi dung hudéng
dan cuaa Phicu Yéu cau bo sung, hoan thién ho so (Mau so 02)/Phicu Tur choi tiep

nhan giai quyét ho so (Mau sé 03).

—

5. Thoi han giai quyét ho se: 05 ngay, trong dé:
- Bude 1: Van Phong/Bo phan TN&TKQ: 0,5 ngay
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- Buwde 2: Phong/Bo phan QLT: 04 ngay

- Bude 3: Phong/Bo phan KHTC: 01 ngay

- Buéc 4: Van Phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan va giai quyét hd so:

6.1. Viin Phong/By phan TN&TKQ:

a) Doi V6i ho so gidy: kiém dem s6 luong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kém.

- Ho so day dui, khop diing: S6 hda ho so, gidy to theo Danh myc ho so, gidy to
TTHC thugc tham quyén gidi quyet cua BHXH Vigt Nam can thyc hién s6 hoa (Ban
hanh kém theo Quyet dinh s6 2939/Qb-BHXH ngay 11 thang 10 ndm 2022 cua
BHXH Viét Nam); Lap 02 ban Phiéu Tiep nhan ho so va hen tra két qua (Mau so
01) dé gui cho don vi va 01 ban chuyén cho Phong/B6 phan QLT.

- Ho 5o chua ding, chua dii: Lap Phiéu Yéu cau b6 sung, hoan thién ho so
(Mau so6 02), ghi rd ndi dung bo sung, so dién thoai, ky tén, tra ho so cho don vi.
- Ho so khong thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choli, so6 dién thoai, ky tén, tra ho so cho don vi.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh dé doi chiéu, dong thoi xac nhan “da doi chiéu vai ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho nguoi nop.

b) Poi Véi hé so dién tir:

~ Truy cap phan mém TNHS: tiép nhan ho so dién tir cua To chirc hd tro phét
trién doi tuong, chuyén cho Phong/Bo phan QLT.

6.2. Phong/B phan QLT:

Kiém tra d6i chiéu ho so véi dit liéu dang quan 1y:

a) Néu hé so, dir ligu khéng khop diing:

G~hi th@ng bao va h}réng‘ dan cu thé vao P}liéu Yéy cau bod sung, hoan t}}ién hd
so (Mau s0 02) trén phan mém TNHS. Chuyén tra ho so khong hgp 1€ dén Van
Phong/Bd phan TN&TKQ.

b) Néu ho so, dir ligu khdp diing:

- Lap dé nghi hoan tra trén phan mem TST va Phiéu trinh giai quyét cong viéc
trinh Ban Giam doc dé ra Quyet dinh vé viéc hoan tra tién thu BHXH, BHYT,
BHTN, BHTNLD, BNN (Mau C16-TS).

+ Can ctr Mau C16-TS da dugc phé duyét: Cap nhat Mau DO5-TS vao dir ligu
thu, giam qua trinh BHXH ty nguyén trén ma don vi T6 chuc ho trg phat trién doi
tuong. Xuat Mau D05a-TS.

Luu y: Truong hop phic tap hogc khac cdc truong hop trén thi can bg QLT

dang xir 1y hé so phdi ldp Phiéu trinh gidi quyét cong viéc xin y kién Ban Gidm doc
dé thuc hién.
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- Thu hdi/Cap to roi s6; Xuat Danh sach cap to roi s6; in to roi sé6 (néu co).
- Chuyén Mau C16-TS, Mau D05a-TS dén Phong/Bo phan KHTC.

- Trén phan mém TNHS: Dinh kéem Méu C16-TS, Mau D05a-TS, Danh sach
cap to roi s0. Ghi thong bao va husng dan vao Phicu Yéu cau bo sung, hoan thién
ho so (Mau so 02) cac truong hop dieu chinh, bo sung ... (néu co).

- Chuyén hd so, két qua cho Phong/Bo phan KHTC.

- Luu trit hd so theo quy dinh.

6.3. Phong/Bd phan KHTC:

- Tiép nhan Mau C16-TS, Mau D05a-TS tir Phong/Bo phan QLT. Kiém tra, ra
soat ho so:

a) Truong hop dit liéu va hé so khdp ding: Can cit Mau C16-TS, thuc hién
hoan tra tién dong BHXH tu nguyén theo quy dinh.

b) Truong hop dit liéu va ho so khong khép diing: Lap Mau C02-TS chuyen
cho Phong/B6 phan QLT ra soat, diéu chinh, ndp lai (néu co).

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo diing quy dinh tai khoan
1 biéu 17 Quyét dinh s6 475/QDB-BHXH ngay 27/3/2023 cia BHXH Viét Nam

- Luu trit ho so theo quy dinh.

6.4. Van Phong/Bé phan TN&TKQ

Tiép nhan két qua giai quyet TTHC tr Phong/Bo phan KHTC dé chuyen tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4’Biéu 1Z Quyeét dinh SQ 475/QD-BH?(H ngay 27/3/2023 cﬁg BH){H
Viét Nam (boi voi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.
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VI. Quy trinh Piing ky, diéu chinh phwong thirc déng, cin cir dong BHXH
tu nguyén (Ma DVC 602b)
1. Muc dich:

Tiép nhan va giai quyét ho so ciia ¢4 nhan: Pang ky, diéu chinh phuong thirc
dong, can cir dong BHXH tu nguyén

2. Thanh phan hé so:

TT Tén giay to Mau biéu
1 | To khai dang ky, di€u chinh thong tin tham gia BHXH, BHYT Mau TK1-TS
Giay ching nhén hd nghéo, hd cén ngheéo do co quan nha nudc c6 tham ,
2 A Ao, ban sao
quyen cap (néu co);
3 Uy nhiém chi/Gidy ndp ti€n tuong ung véi thoi gian dong, mirc dong, ban sao

phuong thirc dong

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC
a) Lap ho so

Nguoi tham gia: ké khai thong tin va bo sung ho so theo huéng dan 1ap Mau
TK1-TS, cung cap ban sao the CCCD; scan code the CCCD/Giay to lién quan ¢6 so
CMND (truwong hop hoan thién ma so) va nop ho so cho co quan BHXH.

b) Hinh thitc np ho se': qua Cong dich vu cdng quoc gia /Cong giao dich dién
tir cuia BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:
- H6 so hop 1¢: luu gitt s6 BHXH (néu cd).

- Ho so khong hop I_ég thuc hién diéu Chinh, b sung hé so theo ndi dung hudéng
dan cua Phiéu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phiéu Tur choi tiép
nhan giai quyét ho so (Mau so6 03)

PACDES
- lar>
O

5. Thoi han giai quyét ho so: 05 ngay, trong dé:

- Bude 1: Van Phong/B0 phan TN&TKQ: 0,5 ngay
- Bude 2: Phong/B0 phan QLT: 04 ngay

- Bude 3:Van Phong/B6 phan TN&TKQ: 0,5 ngay.
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6. Quy trinh tiép nhan va giai quyét hd so:
6.1. Viin Phong/Bd phan TN&TKQ:

a) Doi V6i ho so gidy: kiém dem s6 luong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chiéeu thong tin theo Phu luc D dinh kém.

- Hé so day du, khdp diing: So hoa hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuc tham quyen giai quyet ctia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh §o 2939/Qb-BHXH ngay,11/10/20~22 cua BHXH Viét
Nam); Lap 02 ban Phiéu Tiép nhan ho so va hen tra két qua (Mau s6 01) dé gui cho
ngudi tham gia va 01 ban chuyén cho Phong/Bé phan QLT.

- Ho so chira dung, chira dii: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so6 02), ghi rd n6i dung bo sung, so di¢n thoai, ky tén, tra ho so cho ngudi nop
ho so.

- Ho so'khéng thuge pham vi gidi quyét: Lap Phiéu Tur choi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choi, so dién thoai, ky tén, tra h6 so cho nguoi
nop ho so.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh dé doi chicu, dong thoi xac nhan “déa doi chieu véi ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do6 tra lai ban chinh cho ngudi nop ho so.

b) Poi Véi hé so dién tir:

Truy cap phan mém TNHS: tiép nhan ho so dién tir ciia nguoi tham gia, chuyén
cho Phong/B6 phan QLT.

6.2. Phong/B§ phan QLT

Kiém tra dit liéu Gy nhiém chi véi s6 tién do nguoi tham gia tu dong.

a) Néu so tién ngp khéng dii hodc chwa nop tién:

th théng bao va h‘u:éng‘ dan cu thé vao P}liéu Yé}l cau bod sung, hoan t}}ién hd
so (Mau s6 02) trén phan mém TNHS. Chuyén tra ho so khong hgp 1€ dén Van
Phong/Bd phan TN&TKQ.

b) Néu so tién nop dii, khép diing:

- Truong hop chua c6 hodc chwa hoan thién mé’sé' BHXH: Tim kiém ma §6
hoac ra soat, hoan thién méa so, huy GT hoac cap méd s6 BHXH, ... theo hudng dan
tai Phu luc D dinh kem.

- Tao mai ‘hoag cap nhat ho so Pang ky tham gia BHXH tu nguyén vai nguoi
mai tham gia lan dau hodc truong hop da tham gia nhung c6 thay d6i mac dong,
NSNN hé tro dong.

- Cap nhat phét sinh thu BHXH ty nguyén vao dit liéu thu (Mau DO5-TS), Xuat
Mau D05a-TS.

- Cap to roi s6; Xuat Danh sach cap to roi s6; in to roi s6 (néu co).
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- Truong hop chira dirgc cap so: Cap mai di ligu to bia so BHXH; Xuat Danh
sach cap to bia so (khdng in).

- Trén phan mém TNHS: Ghi thong bao va huéng dan vao Phiéu Yéu cau bo
sung, hoan thién ho so (Mau so 02) cac truong hop: Khong tim thay, khdng cap ma
so; Khong cap nhat vao dir liéu thu; Khong cap so do thicu thong tin.... Dinh kém
Mau D05a-TS, Danh sach cap to roi s6, Danh sach cap to bia s6 (néu co).

- Chuyén h6 SO, ké,t qua cho Bg phan TN&TKQ theo dung quy dinh tai khoan
1 bicu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir hd so theo quy dinh.

6.3. Vin Phong/Bé phan TN&TKQ

Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyén tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da déng ky theo dung quy dinh tai
khoan 2, 3, 4 biéu 17 Quyet dinh s0 475/Qb-BHXH ngay 27/3/2023 cua BHXH
Viét Nam (Doi véi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
meém tu dong tra theo quy dinh)./.
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VII. Quy trinh Hoan tra tién da déng d6i v6i ngudi tham gia BHXH tu
nguyén (Ma DVC 602c¢)
1. Muc dich:
Tiép nhan va giai quyét ho so ciia ca nhan: Hoan tra tién da dong d6i v6i nguoi
tham gia BHXH tu nguyén
2. Thanh phan hé so:

TT Tén giay to Mau biéu
1 | So BHXH Ban chinh
2 | To khai dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK1-TS

Vin ban ching thuc hodc ban kém theo ban chinh Gidy ching tir dbi véi

\ X An
truong hop chét ban sao

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC
a) Lap ho so

Nguoi tham gia: ké khai thdng tin va b6 sung ho so theo huéng dan 1ap Mau
TK1-TS, cung cap ban sao the CCCD; scan code th¢ CCCD/Giay to lién quan cd soO
CMND (truwong hop hoan thién ma so) va nop ho so cho co quan BHXH.

b) Hinh thitc np ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cuia BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:
- H6 so hop 1é: Tuu gitr s6 BHXH (néu cd).

- Ho so khong hop I¢: thuc hién diéu chinh, bo sung héz so theo ndi dung hudéng
dan cua Phicu Yéu cau bo sung, hoan thién ho so (Mau so 02)/Phicu Tur choi tiep

nhan giai quyét ho so (Mau sé 03)

4. So do:

5. Thoi han giai quyét ho so: 05 ngay, trong dé:
- Buwéde 1: Van Phong/B0o phan TN&TKQ: 0,5 ngay
- Buwde 2: Phong/Bo phan QLT: 03 ngay
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- Buéc 3: Phong/Bo phan KHTC: 01 ngay

- Buéc 4: Van Phong/B6 phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan va giai quyét hd so:

6.1. Vin Phong/Bd phan TN&TKQ:

a) Doi V6i ho so gidy: kiém dem s6 luong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kém.

- Hé so day du, khdp diing: S6 hda hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuoc tham quyen giai quyet ciia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh sb 2939/Qb-BHXH ngay 11 thang 10 nam 2022 cua
BHXH Viét Nam); Lap 02 ban Phiéu Ti€p nhan ho so va hen tra két qua (Mau so6
01) dé gui cho nguoi tham gia va 01 ban chuyén cho Phong/B6 phan QLT.

- Ho so chua ding, chua dii: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau s6 02), ghi rd n6i dung bo sung, s6 dién thoai, Ky tén, tra ho so cho ngudi nop
ho so.

- Ho so khong thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choi, so dién thoai, ky tén, tra ho so cho nguoi
nop ho so.

Luu y: ngudi tham gia nop ban sao khong hop 1€ thi dé nghi nguoi nop ho so
cung cap ban chinh dé doi chiéu, dong thoi xac nhan “da doi chiéu vaéi ban chinh”
Ky, ghi rd ho tén va ngay thang ndm xéac nhén sau do tra lai ban chinh cho ngudi nop
ho so.

b) Péi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan ho so dién tir ciia nguoi tham gia, chuyén
cho Phong/B6 phan QLT.

6.2. Phong/B§ phan QLT

Kiém tra dit liéu dang quan 1y véi hd so:

a) Néu ho so, dir liu khong khép diing:

Ghi thong bao va huong dan cu thé vao P}liéu Yéu cau bo sung, hoan thién ho
so (Mau s6 02) trén phan mém TNHS. Chuyén tra ho so khong hgp 1€ dén Van
Phong/Bd phan TN&TKQ.

b) Néu ho so, dir ligu khdp diing:

- Lap dé nghi hoan tra trén phan mem TST va Phiéu trinh giai quyét cong viéc
trinh Ban Giam doc dé ra Quyét dinh vé viéc hoan tra tién thu BHXH, BHYT,
BHTN, BHTNLD, BNN (Mau C16-TS).

+ Can cir Mau C16-TS da duoc phé duyét: Cap nhat vao, dir Ijéu thu phét sinh
giam qua trinh BHXH ty nguyén trén ma don vi khoi GT. Xuat Mau DO5a-TS.
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Luru y: Truwong hop phirc tap hoac khdc cac truong hop trén thi can bo QLT
dang xir 1y hé so phdi ldp Phiéu trinh gidi quyét cong viéc xin y kién Ban Gidam doc
dé thuc hién.

- Cap to roi s6; Xuét Danh sach cap to roi s6; in to roi s6 (néu co).
- Chuyén Mau C16-TS, Mau D05a-TS dén Phong/Bo phan KHTC.
- Trén phan mém TNHS: Dinh kéem Méu C16-TS, Mau D05a-TS, Danh sach

cap to roi s6 (néu co).

- Chuyén hd so, két qua cho Phong/Bo phan KHTC

- Luu trir ho so theo quy dinh.

6.3. Phong/Bd phan KHTC:

- Tiép nhan Mau C16-TS, Mau D05a-TS tir Phong/B) phan QLT. Kiém tra, ra
soat dir li€u va ho so:

a) Trwong hop dir liéu va hé so khdp ding: Can cit Mau C16-TS, thuc hién
hoan tra tién dong BHXH tu nguyén theo quy dinh.

b) Truong hop dit liéu va ho so khong khdp diing: Lap Mau C02-TS chuyén
cho Phong/B6 phan QLT ra soat, diéu chinh.

- Chuyén h6 SO, ké',t qua cho Bg phan TN&TKQ theo dung quy dinh tai khoan
1 biéu 17 Quyét dinh s6 475/QDB-BHXH ngay 27/3/2023 ciia BHXH Viét Nam.

- Luu trit ho so theo quy dinh.

6.4. Van Phong/B¢ phan TN&TKQ

Tiép nhan két qua giai quyét TTHC tr Phong/B6 phan KHTC dé chuyen tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4’Biéu 1Z Quyeét dinh SQ 475/QD-BH?(H ngay 27/3/2023 cﬁg BH){H
Viét Nam (boi voi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.



23

VIII. Quy trinh Piing ky déng, cap thé BHYT di v6i nguoi chi tham gia
BHYT (Ma DVC 603)

1. Muc dich:

Tiép nhan va giai quyét ho so ciia td chire: B4o ting méi; cip thé BHYT ddi
vo1 ngudi chi tham gia BHYT.

2. Thanh phan ho so:

TT Tén gidy to Mau biéu

1 | To khai dang ky, diéu chinh thong tin tham gia BHYT Mau s6 2
Danh sach dbi tugng tham gia BHYT X

2 I B N . Mau so 3
(doi voi Co quan quan Iy nguoi chi tham gia BHYT)
Danh séch thanh vién ho gia dinh tham gia BHYT 2

3 PO , X . L2 L. Mau so 4
(doi véi To chure ho tro phat trién doi twong)
Uy nhiém chi/Gidy nop tién tuong tmg véi thoi gian dong, mirc dong, \

4 e béan sao
phuong thirc dong

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC

a) Lap ho so

- Ngwoi tham gia: ké khai thong tin theo hudng dan lap Mau sé 2, cung cap ban
sao thé CCCD; scan code the CCCD/Giay to lién quan c6 s6 CMND (#ruong hop
hoan thién ma sé) va nop ho so cho don vi noi dang lam viéc hoic co quan/to chuc
dang ky, tham gia BHYT.

- Co quan qudn Iy nguoi chi tham gia BHYT/ T6 chirc hé tror phét trién doi
twong: 1ap hd so gom cac thanh phan theo quy dinh tai Muc 2 Quy trinh nay, nop
cho co quan BHXH dang quan ly.

b) Hinh thitc ndp hd so: qua Cong dich vu cong quéc gia /Cong giao dich dién
tir cia BHXH Viét Nam /Dich vu I-Van, truc tiép hoic qua dich vu buu chinh

c) Két qua giai quyét TTHC:

- Hé so hop 16z nhan thé BHYT (néu c6) giao cho ngudi tham gia luu gii; thong
bao két qua cho ngudi tham gia duoc biét dé kiém tra gia tri sir dung thé BHYT trén
tring dung BHXH s6 - VSSID.

- Hé so khéng hop 1é: thuc hién diéu chinh, bd sung hd so theo ndi dung huéng
dan cua Phiéu Yéu cau b sung, hoan thién hd so (Mau sé 02)/Phiéu Tur chéi tiép
nhan giai quyét hd so (Mau s6 03).

4. So db:

To A
%QX chure @ %7
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5. Thoi han giai quyét ho so: 05 ngay, trong dé:

- Buwéde 1: Van Phong/Bo phan TN&TKQ: 0,5 ngay

- Budc 2: Phong/Bo phan QLT: 04 ngay (trong do Phong/Bo phan KHTC: 01
ngay néu la hé so ciia Té chire hé tro phdt trién doi twong hodc Co s6 gido duc)

- Buwde 3: Van Phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan, giai quyét hd so va tra két qua:

6.1. Van Phong/B6 phan TN&TKQ:

a) Doi V6i ho so gidy: kiém dém so hrong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kem.

- Hé so day du, khdp diing: So hoa hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thugc tham quyen giai quyet cua BHXH Viét Nam can thyc hién sé hoa (Ban
hanh kém theo Quyét dinh s6 2939/Qb-BHXH ngay 11 thang 10 nam 2022 cua
BHXH Viét Nam); Lap 02 ban Phieu Tiep nhan ho so va hen tra ket qua (Mau so
01) dé gui cho don vi va 01 ban chuyén cho Phong/B6 phan QLT.

- H5 so chua ding, chua du: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so 02), ghi rd ndi dung bo sung, so dién thoai, ky tén, tra ho so cho don vi.
_ -Ho so khéng thugc pham vi gidi quyét: Lap Phiéu Tur choi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choi, so6 dién thoai, Ky tén, tra ho so cho don vi.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh @€ doi chiéu, dong thoi xac nhan “da doi chiéu vai ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho Pon vi.

b) Poi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/Bo phan QLT.

6.2. Phong/Bo phan QLT

6.2.1. Doi véi hé so bdo ting ciia Té chirc hé tro phdt trién ddi twong hodc
Co so gido duc:

Budc 1: Cin bg QLT:

Lap Bang tong hop danh sach dé nghi cap thé BHYT (Mau dinh kém theo Cong
van so 1675/BHXH-QLT ngay 14/7/2020) theo ting dot phat sinh, kém hé so chuyen
Phong/bd phan KHTC dé x4c nhan sd tién thu trude khi cap nhat phat sinh thu — cap
thé¢ BHYT.

Buwdc 2: Phong/bé phin KHTC: (thoi han 01 ngay)

~ Khi tié:p nhéan Bang téng hop danh sach dé nghi cip thé BHYT, phai kiém tra
doi chi€u so tién thu:

+‘Né'u khop ding s6 tién: ky xac nhan s tién da thu vao Bang tong hop danh
sach dé nghi cap th¢ BHYT;

+ Néu chua nhdn dwoc sé tién hodc sé tién nép khong trimg khép: ghi & ndi
dung va khong ky xac nhan.

Chuyén Phong/B6 phan QLT két qua xac nhan sb tién.
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Buéc 3: Can by QLT nhan két qua xac nhan s tién, kiém tra dit liéu va thyc
hién tiép Muc 6.2.2.

6.2.2. Gidgi quyét hé se ting/giam/diéu chinh:

Kiém tra ho so, d6i chiéu dit liéu trén phﬁn mém:

a) Hé so, dir ligu khong khép diing:

Ghi thong bao va hudng dan cy thé vao Phiéu Yéu cau bd sung, hoan thién hd
so (MAau s 02) trén phan mém TNHS. Chuyén tra hd so khong hop 1& dén Vin
Phong/Bo phan TN&TKQ.

b) Hé so, dit ligu khép diing:

- Truong hop chua c¢é hodc chira hodn thién ma s6 BHXH: Tim kiém mi sb
hodc ra soat, hoan thién ma sd, huy GT hodc cép ma s BHXH, ... theo huéng dan
tai Phu luc D dinh kém; Ghi mi s6 vao Mau sb 3/Mau s6 4.

- Truong hop don vi ndp ho so bao ting lao dong tai ma don vi 6m dau dai
ngdy (mi khdi AD): kiém tra hd so va dir liéu, dam bao ngudi lao dong nghi
huwéng ché @9 6m dau dai ngay cé tong s6 ngay nghi tir 14 ngay lam viéc tré 1én
trong 01 thang thi cap nhat phat sinh. Pong thoi, theo ddi, hang thang nhic nhd don
vi ndp ho so bao cdo phat sinh ting/giam/diéu chinh kip thoi.

- Cap nhat Mau s6 3/MAu s6 4 vao dir liéu thu, Xuat Mau D03a-TS.

- Cap nhat, b sung ma bénh vién, quyén loi BHYT cao hon; ngudi “da hién
bo phan co thé” (néu co).

Trieong hop don vi ddng ky sai ma bénh vién: cap thé BHYT theo ma bénh vién
truede d6 hoac ma bénh vién cung dia ban véi ma bénh vién don vi dang ky, ghi vao
Mau sb 02 cho don vi biét dé 1am hé so diéu chinh noi KCB ban dau tir ngay 01 dén
ngay 15 cua thang dau quy.

- Cap thé BHYT; Xuat Mau D10a-TS. Truong hop khong in thé “Khoéa in”.

- Trén phan mém TNHS: Ghi thong bao va huéng dan cu thé vao Phiéu Yéu
cau bo sung, hoan thién hd so (Mau sé 02). Pinh kém Mau D03a-TS, Mau D10a-
TS, Bang tong hop danh sach dé nghi cap the BHYT cd xac nhan cua Phong/Bo
phan KHTC (néu co).

- Chuyén hd so, két qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 Diéu 17 Quyét dinh s 475/QD-BHXH ngay 27/3/2023 cia BHXH Viét Nam.

- Luu trit hd so theo quy dinh.

6.3. Vin Phong/B$ phan TN&TKQ

- Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyén tra két
qua cho c& nhan hoic t6 chtc theo hinh thie da diang ky theo ding quy dinh tai
khoan 2, 3, 4 Piéu 17 Quyét dinh sb 475/QD-BHXH ngay 27/3/2023 cua BHXH
Viét Nam (Béi véi két qua giai quyét TTHC 1a két qua dién tir thi hé théng phan
mém tu dong tra theo quy dinh)./.
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IX. Quy trinh Ping ky cp thé BHYT doi véi tré em duéi 6 tudi (Ma DVC 603a)
1. Muc dich:

’ Tiép nhén va giai quyét hd so cua t6 chirc: Ding ky, ting, giam, diéu chinh,
cap thé BHYT d6i voi tré em dudi 6 tudi la cong dan Viét Nam, dang ky khai sinh
tai Thanh ph6 H6 Chi Minh.

2. Thanh phan hé so:

TT Tén gidy tor Mau biéu
1 | Danh sach d6i twong tham gia BHYT Mau sé 3
o | To khai dang ky, diéu chinh thong tin tham gia BHYT Mau s 2

Ho chicu/Giay Thong béo so dinh danh c4 nhan va thong tin trong Co ¢ dit
3 | liéu quoc gia ve dan cu (truong hop hoan thién ma so BHXH) ban sao

3. Phuong thiic 1ap, ndp hé so va két qua giai quyét TTHC

a) Lap ho so

- Cha, me tré hoac Nguoi duot iy qyyéq lam khai sinh cho tré: ké khai thong
tin theo hudng dan Iap Mau so6 2, cung cap ho so cho UBND phuong, x&, dac khu
noi cu tru cua nguoi cha hoac nguoi me.

- Don vi.

_ + Truong hop 6 dit ligu dang ky khai sinh trén Truc NGSP: H¢ théng cac phan
mem xu ly cap ma so BHXH cho tré em duai 6 tuoi va 1ap ho so ma DVC 603a gui
tu dong den phan mém TNHS.

+ Truong hop chwa co dir liéu dang ky khai sinh trén Truc NGSP:

Lap ho so gom cac thanh phan theo quy dinh tai Muc 2 Quy trinh nay va dinh
kém cac giay to lién quan nop cho co quan BHXH dang quan ly.

b) Hinh thikc np ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tor cia BHXH Viét Nam /Dich vu I-Van, truc tiep hoac qua dich vu buu chinh

c) Két qua giai quyét TTHC:

- Ho so hop I¢: thong béo két qua va giao th¢ BHYT (néu c6) cho Cha, me tré
hodc Ngudi duoc ty quyen lam khai sinh cho tre duoc biet dé kiém tra gia tri su
dung thé¢ BHYT trén tng dung BHXH s6 - VSSID.

- Ho 50 khdng hop 1¢: thyc hién diéu chinh, bo sung ho so theo ni dung huéng
dan cua Phicu Yéu cau bo sung, hoan thién ho so (Mau so 02)/Phicu Tur choi tiep
nhan giai quyét ho so (Mau so 03).

4. So db:
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5. Thoi han giai quyét hé se: 05 ngay, trong dé:

- Buéc 1: Van Phong/B0 phan TN&TKQ: 0,5 ngay

- Bude 2: Phong/Bo phan QLT: 04 ngay

- Buéc 3: Van Phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan, giai quyét hé so va tra két qua:

6.1. Van Phong/Bo phan TN&TKQ:

a) Doi Véi ho so gidy: kiém dém so hrong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kém.

- Hé so day du, khdp diing: S6 hda hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuoc tham quyen giai quyet ctia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh sb 2939/Qb-BHXH ngay 11 thang 10 nam 2022 cua
BHXH Viét Nam); Lap 02 ban Phieu Tiep nhan ho so va hen tra ket qua (Mau so
01) d¢€ guri cho don vi va 01 ban chuyén cho Phong/Bo phan QLT.

- Hé so chua dung, chua du: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau s6 02), ghi rd noi dung bo sung, so dién thoai, ky tén, tra hd so cho don vi.

-Hé so khong thugc pham vi gidi quyet Lap Phiéu Tir choi tlep nhan giai quyét
ho so (Mau s6 03), ghi rd ly do tir chéi, s6 dién thoai, ky tén, tra ho so cho don vi.

Luru y: Bon vi nop ban sao khdng hop 1€ thi dé nghi ngudi nop hd so cung cap
ban chinh dé déi chiéu, dong thoi xac nhan “da dbi chiéu vai ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho don vi.

b) Péi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/Bo phan QLT.

6.2. Phong/B§ phan QLT

- Truong hop chuwra c6 hodc chwa hoan thién ma s6 BHXH, chura c¢6 di ligu
dang ky khai sinh trén Truc NGSP: Tim kiém ma so hogc ra soat, hoan thi¢n ma
s0, huy GT hogc cap ma s6 BHXH, ... theo huéng dan tai Phy luc D dinh kém. Ghi
mé so vao Mau so 3.

- Cap nhat Mau sb 3, Xuat Mau D03a-TS.

- Cap thé BHYT; Xuat Mau D10a-TS. Trudng hop khong in thé “Khoéa in”.
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- Trén phan mém TNHS: Ghi thong bao va huéng dan cu the vao Phicu Yéu
cau bo sung, hoan thién ho so (Mau s6 02). Pinh kéem Mau D03a-TS, Mau D10a-TS
(néu ca).

- Chuyén [16 SO, ké’t qua cho Bg phan TN&TKQ theo dung quy dinh tai khoan
1 Bieu 17 Quyet dinh so6 475/Qb-BHXH ngay 27/3/2023 ctia BHXH Viét Nam.

- Luu trit hd so theo quy dinh.

6.3. Van Phong/B§ phan TN&TKQ

Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4’Diéu 17 Quyeét dinh sQ 475/QD-BH?(H ngay 27/3/2023 cua BH)§H
Viét Nam (boi voi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.
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X. Quy trinh Piing ky déng, cap thé BHYT ddi véi ngudi chi tham gia
BHYT (Ma DVC 603Db)

1. Muc dich:

Tiép nhédn va giai quyét h?) so cua ca nhan: Dang ky, tang, giam, diéu chinh
thoi gian, mirc dong BHYT; cap thé BHYT do6i vo1 nguoi chi tham gia BHYT ho
gia dinh.

2. Thanh phan h so:

TT Tén giay to Mau biéu
1 | To khai dang ky, di€u chinh thong tin tham gia BHYT Mau s6 2

» | Uy nhiém chi/Giay nop tién tuong Ung véi thoi gian dong, mirc dong,

phuong thirc dong ban sao

3. Phwong thirc 1ap, ndp hd so va két qua giai quyét TTHC
a) Lap ho so

Nguoi tham gia: ké khai thong tin theo huong dan 1ap Mau s6 2, cung cap ban
sao the CCCD; scan code the CCCD/Giay to lién quan ¢6 s6 CMND (#rwong hop
hoan thi¢n ma so) va nop ho so cho co quan BHXH.

b) Hinh thitc ndp ho se': qua Cong dich vu cdng quoc gia /Cong giao dich dién
tir cia BHXH Viét Nam /Dich vu I-Van, truc tiep hoac qua dich vu buu chinh

c) Két qua giai quyét TTHC:

- Ho so hop 1¢: nhan the BHYT (néu co); kiém tra gi tri sir dung the BHYT
trén (rng dung BHXH s6 - VSSID

- Ho so khéng hop 1é: thuc hién diéu chinh, bo sung hd so theo ndi dung huéng
dan cua Phiéu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phiéu Tur choi tiép
nhan giai quyet ho so (Mau so 03).

4. So d6:
| 4
dh
5. Thoi han giai quyét ho so: 05 ngay, trong dé:

- Buwéde 1: Van Phong/Bo phan TN&TKQ: 0,5 ngay
- Buwde 2: Phong/Bo phan QLT: 04 ngay
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- Bwéde 3: Van Phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan va giai quyét hé so:

6.1. Viin Phong/Bd phan TN&TKQ:

a) Doi Véi ho so gidy: kiém dem s6 luong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chiéeu thong tin theo Phu luc D dinh kém.

- Hé so day du, khdp diing: So hoa hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuc tham quyen giai quyet ctia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh sb 2939/Qb-BHXH ngay 11 thang 10 nam 2022 cua
BHXH Viét Nam); Lap 02 ban Phiéu Ti€p nhan ho so va hen tra két qua (Mau so6
01) dé gui cho nguoi tham gia va 01 ban chuyén cho Phong/B6 phan QLT.

- Ho so chura dung, chira dii: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so6 02), ghi rd n6i dung bo sung, so di¢n thoai, ky tén, tra h6 so cho ngudi nop
ho so.

- Ho so khong thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choi, so dién thoai, ky tén, tra h6 so cho nguoi
nop ho so.

Luru y: Nguoi tham gia nop ban sao khong hop 1€ thi dé nghi ngudi nop ho so
cung cap ban chinh dé doi chiéu, dong thoi xac nhan “da doi chiéu vai ban chinh”
Ky, ghi rd ho tén va ngay thang ndm xac nhén sau do tra lai ban chinh cho ngudi nop
ho so.

b) Poi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir ciia nguoi tham gia, chuyén
cho Phong/B6 phan QLT.

6.2. Phong/B§ phan QLT

Kiém tra sb tién do ngudi tham gia ty dong theo Gy nhiém chi.

a) Néu so tién ngp khéng dii hodc chwa nop tién:

Ghi thong bao va hy’(’yng‘da:m cu thé vao Pl}iéu Yéu cau bo sung, hoan thién ho
so (Mau s0 02) trén phan mém TNHS. Chuyén tra hd so khong hop 1¢ dén Van
Phong/Bd phan TN&TKQ.

b) Néu sé tién nép di:

- Truong hop chua c6 hodc chwa hoan thién mérsé' BHXH: Tim kiém ma §6
hoac ra soat, hoan thién méa so, huy GT hoac cap méd so BHXH, ... theo hudng dan
tai Phu luc D dinh kem.

- Cap nhat, b6 sung hd so ca nhan: s6 CCCD/PDCN, ma 1 bénh vién, quyén loi
BHYT cao hon hoic d6i twong huong “da hién bd phan co thé” (néu cd).

- Cap nhat phéat sinh thu BHYT vao dix liéu. Xuat Mau D03a-TS.

Trieong hop ngueoi tham gia dang ky sai ma bénh vién: cap thé BHYT theo ma
bénh vién trudc d6 hodac ma bénh vién cung dia ban véi ma bénh vién don vi dang
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ky, ghi vao Mau s6 02 cho nguoi tham gia biét dé lam ho so diéu chinh noi KCB
ban dau tir ngay 01 dén ngay 15 caa thang dau quy.
- Cép thé BHYT; Xuat Mau D10a-TS. Trudng hop khong in thé “Khoa in”

- Trén phan mém TNHS: Ghi thong béo va huéng dan cu the vao Phicu Yéu
cau bo sung, hoan thién ho so (Mau s6 02). Pinh kéem Mau D03a-TS, Mau D10a-TS
(néu ca).

- Chuyén hé SO, ké,t qua cho Bg phan TN&TKQ theo dung quy dinh tai khoan
1 bicu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir hd so theo quy dinh.

6.3. Viin Phong/Bé phan TN&TKQ

Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyén tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da déng ky theo dung quy dinh tai
khoan 2, 3, 4 biéu 17 Quyet dinh s0 475/Qb-BHXH ngay 27/3/2023 cua BHXH
Viét Nam (Doi véi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
meém tu dong tra theo quy dinh)./.
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X1. Quy trinh Ping ky, thay ddi thong tin dong BHXH, BHYT, BHTN,
BHTNLD, BNN (Ma DVC 604)
1. Muc dich:
Tiép nhan va giai quyét hd so ciia té chirc:
- Bang ky, thay ddi thong tin cta don vi.

- Hoan tra tién thira ddi véi don Vj pha san, giai thé, chdm dut hoat dong thgo
quy dinh cua phap luat hoac di chuyén noi dang ky tham gia da dong thura tién
BHXH, BHYT, BHTN, BHTNLD, BNN.

2. Thanh phan ho so:

TT Tén giay to Mau biéu
1 | To khai don vi dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK3-TS
Gidy ding ky kinh doanh/Quyét dinh thanh 1ap/pha san/giai thé/cham dut
2 | hoat dong theo quy dinh cua phap luat hodc di chuyén noi dang ky tham gia ban sao
da dong thura tien BHXH, BHYT, BHTN, BHTNLD, BNN
1 | To khai don vi dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK3-TS

a) Lap ho so

Pon vi 1ap ho so gom céc thanh phan theo quy dinh tai Muc 2 Quy trinh nay,
nop cho co quan BHXH dang quan ly.

b) Hinh thitc ndp ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cuia BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:
- Hé so hop 1¢é: luu gitt ho so

- Ho sarkhéng hgp lé.q' thuc hién diéu chinh, bo sung hé so theo r}cf)i dung l}uér}g
dan cua Phiu Yéu cau b6 sung, hoan thién ho so (Mau s6 02)/Phiéu Tur choi tiep
nhan gidi quyét ho so (Mau s6 03).

Luu y: Don vi chura duoc cap md dinh danh BHXH thi ngp ho so gidy qua dich
Vu buu chinh dén co quan BHXH theo phdn cap quan ly.

o (D~
D > ) <>
YD

5. Thai han giai quyét ho so: 05 ngay, trong do:
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- Buée 1: Vin Phong/Bo phan TN&TKQ: 0,5 ngay

- Budc 2: Phong/Bo phan QLT: 04 ngay (trong do Phong/Bé phan KHTC: 01
ngay néu co hoan tra)

- Buéc 3: Van Phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan, giai quyét hd so va tra két qua:

6.1. Vin Phong/Bé phan TN&TKQ:

a) Doi V6i ho so gidy: Kiém dem s6 luong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kem.

- Hé so day du, khop diing: S6 hda hd so, giay to theo Danh muc hd S0, gidy to
TTHC thuoc tham quyén giai quyet ciia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh sb 2939/Qb-BHXH ngay 11 thang 10 nam 2022 cua
BHXH Viét Nam); Lap 02 ban Phiéu Tiep nhan ho so va hen tra két qua (Mau so6
01) dé gui cho don vi va 01 ban chuyén cho Phong/B6 phan QLT.

- H5 so chua ding, chua du: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so6 02), ghi rd ndi dung bo sung, so dién thoai, ky tén, tra ho so cho don vi.
- Ho so khong thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choli, so dién thoai, ky tén, tra ho so cho don vi.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh @€ doi chiéu, dong thoi xac nhan “da doi chiéu vai ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho don vi.

b) Péi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/Bo phan QLT.

6.2. Phong/B§ phan QLT

Kiém tra h6 so véi dir lidu:

a) Néu khong khop dung thong tin: Lap phiéu yéu cau (Mau s 02) dé nghi
nguoi tham gia ngp ding, du so tién. Sau khi nop dung s6 tién, ndp lai ho so 603b
kip thoi. Chuyén “hd so khong hop 16 trén phan mém TNHS.

b) Néu khép diing thong tin:

- Cap nhat, b sung théng tin trén Mau TK3-TS vao dit liéu danh muc don vi.

- Cap nhat thdng tin, tinh trang don vi phé san/giai thé/cham dat hoat dong theo
quy dinh cua phap lugt hoac di chuyén noi déng ky tham gia da dong thua tien
BHXH, BHYT, BHTN, BHTNLD, BNN vao phan mém TST, dinh kém ho so trinh
phé duyét theo quy dinh.

- Hoan tra tién thira doi véi don vi phé san/gidgi thé/cham diit hoat dgng theo
quy dinh cua phap lugt hogc di chuyén noi dang ky tham gia da dong thira tién
BHXH, BHYT, BHTN, BHTNLD, BNN:
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* Truong hop chwa Xac nhdn du qua trinh BHXH, BHTN cho tat cd nguoi lao
dong: Tra lai ho so va yéu cau don vi 18p thu tuc xac nhan qua trinh BHXH, BHTN
bo sung day dua trudc Khi nop ho so hoan tra tien thira.

* Truong hop di xac nhan dii qué trinh BHXH, BHTN cho tat ca nguoi lao
dong ma con thzra tien:

+ Lap dé nghi hoan tra cho don vi trén phan mém TST trinh Lanh dao phong
phé duyét;

+ Lap Phiéu trinh giai quyét cdng viéc trinh Ban Giam ddc dé ra Quyét dinh ve
Viéc hoén ~tré tien thu BHXH, BHYT, BHTN, BHTNLD, BNN (Mau C16-TS).
Chuyén Mau C16-TS da ban hanh dén Phong/Bo phan KHTC.

- Chuyén “ho so hop 1¢” trén phan mém TNHS: Ghi thong béo va huéng dan
vao Phicu Yéu cau bo sung, hoan thién ho so (Mau s6 02) cac truong hop con thicu
thong tin (néu co) dé don vi duoc biét, bo sung, nop lai kip thoi.

- Chuyén h6 SO, ké',t qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 Bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 ctia BHXH Viét Nam.

- Luu trit h6 so theo quy dinh.

6.3. Phong/B§ phan KHTC:

- Tiép nhan Mau C16-TS tir Phong/Bo phan QLT.

- Kiém tra, ra soat ho so:

a) Truong hop dir ligu va hé so khop diing:

Cén cir Mau C16-TS da duoc Ban Giam doc phé duyét, thuc hién hoan tra tien
thitra cho don vi giai thé/pha san/cham duat hoat dong theo quy dinh cua phap luat
hodc di chuyén noi dang ky tham gia di dong thua tién BHXH, BHYT, BHTN,
BHTNLD, BNN theo quy dinh.

b) Trwong hop dir ligu va hé so khdng khép ding:

Chuyén tra Mau C16-TS, ghi ly do cu thé ¢é Phong/Bo phan QLT ra soat, diéu
chinh, nop lai.

6.4. Van Phong/B phan TN&TKQ

Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra két
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4 bieu 17 Quyét dinh so 475/QD-BHXH ngay 27/3/2023 cua BHXH
Viét Nam (Doi véi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.
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XI11. Quy trinh DPang ky, truy déng BHXH bit bugc doi véi ngudi lao dong
lam viéc c6 thoi han ¢ nwdc ngoai sau khi vé nwée (Ma DVC 605)
1. Muc dich:

Tiép nhan va giai quyét ho so ciia té chire: Dang ky, truy dong BHXH bét budc
d6i voi nguoi lao dong 1am viée co thoi han & nude ngoai sau khi vé nudc.

2. Thanh phan hé so:

TT Tén giay to Mau biéu
1 | Danh sach tham gia, dieu chinh dong BHXH, BHYT, BHTN Mau D02-LT
2 | To khai dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK1-TS

Hop dong lao dong co thoi han & nudc ngoai (hoac Hop dong lao dong dugc
3 | gia han) kém theo vén ban gia han Hop dong lao dong (hodc Hop dong lao ban sao
dong dugc ky méi tai nudce ti€p nhan lao dong theo hgp dong)

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC
a) Lap ho so

- Ngwoi tham gia: ké khai thdng tin va bo sung hd so va bo sung ho so theo
huéng dan lap Mau TK1-TS, cung cap ban sao thé CCCD; scan code thé
CCCD/Giay to lién quan c6 s6 CMND (#ruong hop hoan thién ma so) va nop ho so
cho don vi noi dang lam viéc.

- Pon vi: 1ap hd so gdm cé4c thanh phan theo quy dinh tai Muc 2 Quy trinh nay,
nop cho co quan BHXH dang quan ly.

b) Hinh thirc ndp ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cua BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:
- Ho so hop 1¢: giao s6 BHXH (néu c6) cho nguoi tham gia luu giit

- Ho so khong hgp [¢: thuc hién diéu chinh, b sung hé so theo ndi dung hudng
dan cua Phi€u Yéu cau bd sung, hoan thién ho so (Mau s6 02)/Phiéu Tur choi tiép

nhan giai quyét hd so (Mau s6 03).
4.So do:
O =N
N

5. Thoi han giai quyét ho so: 05 ngay, trong dé:
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- Buére 1: Vin Phong/Bo phan TN&TKQ: 0,5 ngay

- Bude 2: Phong/Bo phan QLT: 04 ngay

- Buéc 3: Van Phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan, giai quyét hd so va tra két qua:

6.1. Viin Phong/By phan TN&TKQ:

a) Doi V6i ho so gidy: kiém dem s6 luong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kém.

- Ho so day dui, khop diing: S6 hda ho so, gidy to theo Danh myc ho so, gidy to
TTHC thugc tham quyén gidi quyet cua BHXH Vigt Nam can thyc hién s6 hoa (Ban
hanh kém theo Quyet dinh s6 2939/Qb-BHXH ngay 11 thang 10 ndm 2022 cua
BHXH Viét Nam); Lap 02 ban Phiéu Tiep nhan ho so va hen tra két qua (Mau so
01) dé gui cho don vi va 01 ban chuyén cho Phong/B6 phan QLT.

- Ho so' chira dung, chua dii: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau s6 02), ghi rd noi dung bo sung, so dién thoai, ky tén, tra hd so cho don vi.

- Ho so khong thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choli, so6 dién thoai, ky tén, tra ho so cho don vi.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguai nop ho so cung cap
ban chinh dé doi chiéu, dong thoi xac nhan “da doi chiéu vai ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho don vi.

b) Poi Véi hé so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/Bo phan QLT.

6.2. Phong/B§ phan QLT

6.2.1. Truy thu céng nai tong theéi gian:

Péi chiéu dir liéu huong TCTN va BHXH 1 1an trén phan mém TST, TCS trudc
khi thuc hién phat sinh truy thu BHXH, BHTN:

a) Truong hop truy thu vi pham diéu kign hweng TCTN, BHXH 1 lan hogc
trung qua trinh BHXH, BHTN dd tham gia: khong giai quyet, chuyeén tra ho so cho
don vi kém Phiéu Yéu cau b6 sung, hoan thi¢n ho so (MAau s6 02) trong d6 ghi 13 ly
do tir chéi truy thu va hudng dan cu thé noi dung thuc hién, ho so bo sung dé don
vi, nguoi lao dong diéu chinh, hoan thién va nop lai ho so kip thoi.

b) Truong hop truy thu khdng vi pham diéu kién hwéng TCTN, BHXH 1 lan
va khong trung véi qua trinh BHXH, BHTN da tham gia:

- Truong hop chua c6 hodc chwa hoan thién mé.’SOA, BHXH: Tim kiém ma §6
hoac ra soat, hoan thién ma so, hﬁy GT hoglc cap ma s6 BHXH, ... theo hudng dan
tai Phu luc D dinh kém. Ghi ma s6 vao Mau DO2-LT.

- Cap nhat Mau D02-LT c6 tinh I&i, Xuat Mau D02a-TS, D02b-TS.
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- D6i Vi lao dgng chuea duoc cap so: Cap méi di ligu to bia so BHXH; Xuat
Danh séch cap to bia s6 (khéng in).

- Poi Vi lao ddng da nghi viéc:

+ Trudng hop s6 da duoc ra soat theo Cong véan 4027: Cap to roi Scf) BHXH cac
truong hop nghi viée (GH), chi chot s6 dén thoi dieém dong du tien; Xuat Danh sach
cap to roi so; in to roi so.

+ Truong hop s6 chua ra soat theo Cong van 4027: khong cap to roi, huong
dan don vi nop ho so ra soat va chot so theo phicu giao nhan 626.

- B6i véi don vi chdm déng: thong béo de nghi don vi sau khi chuyen np du
sO tien cham dong thi nop ho so 620 dé chot bo sung (khdng can nop s6 BHXH).

6.2.2. Truy thu do diéu chinh tién lwong da déng:
- Cap nhat Mau D02-LT c6 tinh 14i. Xuat Mau D02a-TS, D02b-TS.

Khong cap nhat diéu chinh mac dong ddi voi qua trinh BHXH da dugc xéac
nhan BL, BA, HT, ..., && nghi don vi nop hé so 609 qua dich vu buu chinh.

Khong cap nhat diéu chinh gidm mite dong doi véi qua trinh BHXH da tinh
huong c&c ché dp om dau va thai san, ... (phan mem TST ¢6 canh béo va yéu cau
phé duyet phat sinh), lap Mau C02-TS chuyen Phong/B6 phan Ché d¢6 BHXH cung
cap sb tién chénh léch phai thu hoi dé thong béo (Mau s6 02) cho don vi yéu cau
nguoi lao dong chuyén nop tién trude khi nop lai ho so (kém UNC).

6.2.3. Lwu hé so va trd két qud:

- Trén phan mém TNHS: Dinh kém Mau D02a-TS, D02b-TS, Danh sach cap to
bia, to roi (n€u c6). Ghi thong bao va hudng dan cy the cac truong hop khong giai
quyet vao Phicu Yéu cau bo sung, hoan thién ho so (Mau so 02).

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir hd so theo quy dinh.

6.3. Vin Phong/Bé phan TN&TKQ

- Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra ket
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4’Diéu 1Z Quyeét dinh sQ 475/QD-BH?(H ngay 27/3/2023 cﬁg BH){H
Viét Nam (Doi véi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.
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XI111. Quy trinh Ping ky, truy dong BHXH bat budc doi voi nguoi lao dong
lam viéc c6 thoi han ¢ nwdéc ngoai sau khi vé nwée (Ma DVC 605a)

1. Muc dich:

Tiép nhan va giai quyét hd so ciia ca nhan: Pang ky, truy dong BHXH bit
budc; bao giam, di€u chinh murc dong doé1 véi ngudi lao dong 1am viéc ¢6 thoi han
& nudc ngoai sau khi vé nudc.

2. Thanh phén hd so:

TT Tén gidy to MAu biéu
1 | T khai dang ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK1-TS

Hop dong lao dong co thoi han & nudc ngoai (hoac Hop dong lao dong dugc
2 | gia han) kem theo van ban gia han Hop dong lao dong (hodc Hop dong lao béan sao
dong dugc ky méi tai nudce ti€p nhan lao dong theo hgp dong)

3. Phwong thirc 1ap, ndp hd so va két qua giai quyét TTHC
a) Lap ho so

Nguoi tham gia: ké khai thong tin va bo sung ho so theo huéng dan 1ap Mau
TK1-TS, cung cap ban sao the CCCD; scan code the CCCD/Giay to lién quan ¢6 so
CMND (truwong hop hoan thién ma so) va nop ho so cho co quan BHXH.

b) Hinh thitc ndp ho se': qua Cong dich vu cdng quoc gia /Cong giao dich dién
tir cia BHXH Viét Nam /Dich vu I-Van, truc tiep hoac qua dich vu buu chinh

c) Két qua giai quyét TTHC:
- H6 so hop 1¢: luu gitt s6 BHXH (néu cd)

- Ho so khong hop I_ég thuc hién diéu Chinh, b sung hé so theo ndi dung hudéng
dan cua Phiéu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phiéu Tur choi tiép
nhan giai quyet ho so (Mau so 03).

P ACDES
— o>
A G

5. Thoi han giai quyét ho se: 05 ngay, trong dé:
- Bude 1: Van Phong/Bo phan TN&TKQ: 0,5 ngay
- Buwde 2: Phong/Bo phan QLT: 04 ngay
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- Bwéde 3: Van Phong/Bo phan TN&TKQ: 0,5 ngay.
6. Quy trinh tiép nhan, giai quyét hd so va tra két qua:
6.1. Viin Phong/By phan TN&TKQ:

a) Doi V6i ho so gidy: Kiém dem s6 luong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kém.

- Hé so day du, khdp diing: So hoa hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuc tham quyen giai quyet ctia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh s6 2939/QD-BHXH ngay 11/10/2022 cua BHXH Viét
Nam): Lap 02 ban Phiéu Tiép nhan hé so va hen tra két qua (Mau sb 01) dé gui cho
nguoi tham gia va 01 ban chuyén cho Phong/Bo phan QLT.

- Ho so chura dung, chira dii: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau so 02), ghi rd noi dung bo sung, so di¢n thoai lién h¢, ky tén, tra ho so cho
nguoi nop ho so.

- Ho so khong thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiép nhan giai quyét
ho so (Mau s6 03), ghi r6 ly do tir choi, so dién thoai lién h¢, ky tén, tra ho so cho
ngudi Nop ho so.

Liru y: Bon vi ndp ban sao khong hop 1€ thi dé nghi nguoi nop ho so cung cap
ban chinh dé doi chicu, dong thoi xac nhan “déa doi chieu véi ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho ngudi nop ho so.

b) Poi Véi hé so dién tir:

Truy cap phan mém TNHS: tiép nhan hd so dién tir cua don vi, chuyén cho
Phong/Bo phan QLT.

6.2. Phong/B§ phan QLT
6.2.1. Truy thu céng nai tong theéi gian:

Péi chiéu dir liéu huong TCTN va BHXH 1 1an trén phan mém TST, TCS trudc
khi thuc hién phat sinh truy thu BHXH, BHTN:

a) Truwong hop truy thu vi pham diéu kién hwéng TCTN, BHXH 1 lan hogc
trung qua trinh BHXH, BHTN dd tham gia: khong giai quyet chuyén tra ho so cho
don vi kém Phiéu Yéu cau b6 sung, hoan thi¢n ho so (MAau s6 02) trong do6 ghi 13 ly
do tir chéi truy thu va huéng dan cu thé noi dung thuc hién, ho so bo sung dé don
vi, nguoi lao dong dicu chinh, hoan thién va nop lai ho so kip thoi.

b) Truong hop truy thu khdng vi pham diéu kién hwéng TCTN, BHXH 1 lan
va khong trung véi qua trinh BHXH, BHTN da tham gia:

- Truong hop chua c6 hodc chwa hoan thién mé.’SOA, BHXH: Tim kiém ma §6
hoac ra soat, hoan thién ma so, hiy GT hoac cap ma s6 BHXH, ... theo hudng dan
tai Phu luc D dinh kém.

- Cap nhét phat sinh truy dong vao dir ligu thu (Mau D02-LT) va tinh lai theo
quy dinh, Xuat Mau D02a-TS, D02b-TS.
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- D6i Vi lao dgng chuea duoc cap so: Cap méi di ligu to bia so BHXH; Xuat
Danh séch cap to bia s6 (khéng in).

- POi Vi lao ddng da nghi viéc:

+ Trudng hop s6 da duoc ra soat theo Cong véan 4027: Cap to roi Scf) BHXH cac
truong hop nghi viée (GH), chi chot s6 dén thoi dieém dong du tien; Xuat Danh sach
cap to roi so; in to roi so.

+ Truong hop sb chua ra soat theo Cong van 4027: khong cap to roi, huéng
dan don vi nop ho so ra soat va chot so theo phicu giao nhan 626.

6.2.2. Truy thu do diéu chinh tién lwong da déng:

- Cap nhat Mau D02-LT c6 tinh 14i. Xuat Mau D02a-TS, D02b-TS.

Khong cap nhat diéu chinh mac dong ddi voi qua trinh BHXH di dugc xéac
nhan BL, BA, HT, ..., d& nghi don vi nop hd so 609 qua dich vu buu chinh.

Khong cap nhat diéu chinh gidm mite dong doi Véi qud trinh BHXH da tinh
huong c&c ché dp om dau va thai san, ... (phan mem TST ¢6 canh béo va yéu cau
phé duyet phat sinh), lap Mau C02-TS chuyen Phong/B6 phan Ché d¢6 BHXH cung
cap sb tién chénh léch phai thu hoi dé thong béo (Mau s6 02) cho don vi yéu cau
nguoi lao dong chuyén nop tién trude khi nop lai ho so (kém UNC).

6.2.3. Lwu hé so va trd két qua:

- Trén phan mém TNHS: DBinh kém Mau D02a-TS, D02b-TS, Danh sach cap to
bia, to roi (n€u co). Ghi thong bao va hudng dan cy thé cac truong hop khong giai
quyet vao Phicu Yéu cau bo sung, hoan thién ho so (Mau s6 02).

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir hd so theo quy dinh.

6.3. Van Phong/Bo phan TN&TKQ

- Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT de chuyen tra ket
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khodn 2, 3, 4 bieu 17 Quyet dinh so 475/QD-BHXH ngay 27/3/2023 cua BHXH
Viét Nam (Doi véi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
meém tu dong tra theo quy dinh)./.
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XIV. Quy trinh Hoan tri tién da déng d6i véi nguwoi tham gia BHYT theo
h¢ gia dinh, nguoi tham gia BHYT dwgc ngan sach nha nwéc ho trg' mgt phén
murc dong do dong trung hoic do bi chet (Ma DVC 606a / 606b)

1. Muc dich:

Tiép nhan va giai quyét hd so ctia té chire: Hoan tra tién da dong ddi voi nguoi
tham gia BHYT theo h¢ gia dinh, nguoi tham gia BHYT dugc ngan sach nha nudc
ho trog mot phan mirc dong do dong trung (606a) hoac do bi chét (606b).

2. Thanh phan ho so:

TT Tén giay to Mau biéu
1 | Danh sach thanh vién hd gia dinh tham gia BHYT Mau s6 4
2 | To khai tham gia, di€u chinh thong tin BHYT Mau s6 2

3 Vin ban chimg thuc hodc ban kém theo ban chinh Gidy ching tu (truong hop

R S béan sao
hoan tra do bi chet)

4 Gidy dé nghi nhan tién hoan tra BHYT khi nguoi huong tir tran (truong hop

hoan tra do bi chét) Mau s6 3a-CBH

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC

a) Lap ho so

- Nguoi tham gia/Than nhan cua nguoi tham gia BHYT: ké khai thong tin theo
huéng dan lap Mau 6 2 (c6 so tai khoan ca nhan, tén ngan hang), cung cap ban sao
the CCCD; scan code the CCCD/Giay to lién quan c6 so CMND (#rwong hop hoan
thién mé so) va nop ho so cho Pon vi/T6 chitc noi nguoi tham gia da dong BHYT.

- T6 chirc: 1ap MAu s6 4 (tai cot ghi chd: nhap so tai khoan c4 nhan, tén ngan
hang cua nguoi tham gia) va cac ho so theo thanh phan quy dinh tai Muc 2 Quy trinh
nay, nop cho co quan BHXH dang quan ly.

b) Hinh thitc ndp ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cua BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:

- chi so hop lé: thong bao cho nguoi tham gia/than nhan cua ngudi tham gia
BHYT vé so tién hoan tra.

- Ho 50 khdng hop 1¢: thyc hién diéu chinh, bo sung ho so theo ni dung huéng
dan cua Phieu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phieu Tu choi tiep
nhan giai quyet ho so (Mau so 03).

4. So db:
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5. Thoi han giai quyét hé so: 10 ngay, trong do:
- Van Phong/Bg phan TN&TKQ: 0,5 ngay

- Phong/Bo phan QLT: 08 ngay

- Phong/Bo phan KHTC: 01 ngay

- Van Phong/Bg phan TN&TKQ: 0,5 ngay

6. Quy trinh tiép nhan va giai quyét ho so:
6.1. Vian Phong/B6 phan TN&TKQ:

a) Poi Véi ho so giay: kiém dém so lwong, thanh phan hé so theo Muc 2 Quy
trinh nay va doi chiéu thong tin theo Phu luc D dinh kém.

- Hé so day du, khdp diing: S6 hda hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuoc tham quyen giai quyet ctia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh §0 2939/Qb-BHXH ngay,11/10/20~22 cia BHXH Viét
Nam); Lap 02 ban Phiéu Ti€p nhan ho so va hen tra két qua (Mau so6 01) dé gui cho
don vi va 01 ban chuyén dén Phong/Bo phan QLT.

- Hé so chua dung, chua du: Lap Phiéu Yéu cau bo sung, hoan thién ho so
(Mau s6 02), ghi rd noi dung bo sung, so dién thoai, ky tén, tra hd so cho don vi.

- Ho so khéng thugc pham vi gidi quyét: Lap Phiéu Tir chdi tiep nhan giai quyét
ho so (Mau so 03), ghi ro ly do tir choi, so dién thoali, ky tén, tra ho so cho don vi.

Lueu y: Trueong hop ban sao khong hop 1¢ thi deé nghi nguoingp ho so cung cap
ban chinh dé doi chieu, dong thoi xac nhan “da doi chiéu vai ban chinh” ky, ghi ré
ho tén va ngay thang nam xdc nhdn sau do tra lai ban chinh cho don vi.

b) Poi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan ho so dién tir cua don vi, chuyén dén
Phong/Bo phan QLT.

6.2. Phong/B§ phan QLT

Kiém tra dit liéu dang quéan 1y véi hd so:

a) Néu ho so, dir ligu khong khép diing:
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G~hi tl}éng bao va huéng dan cu thé vao Ifhiéu Y@u cau ,b(x) sung, hoan thi¢n hd
so (Mau s6 02) trén phan mém TNHS. Chuyén trd hd so dén Van Phong/Bo phéan
TN&TKQ.

b) Néu ho so, dir ligu khdp diing:

~ - Lap dé nghi hoan tra va Phiéu trinh giai quyét cong viéc trinh Ban Gidm doc
dé ra Quyet dinh ve vigc hoan tra tien thu BHYT (Mau C16-TS) kem Danh sach
ngudi tham gia duoc hoan tra tien BHYT (Mau D03a-TS).

- Can cu Mau C16-TS da duoc phé duyét: Cap nhat vao dr liéu thu phét sinh
giam qua trinh BHYT do dong trung hoac do bi chét.

- Chuyén Mau C16-TS (ban chinh c6 dau d6), Mau sé 4, Mau D03a-TS, Mau
3a-CBH (néu c6) dén Phong/ Bo phan KHTC déng thoi chuyén dix liéu hoan tra tién
thu tir phan mém TST sang phan mém KTTT dé hoan tra tién BHYT do dong tring
cho ngudi tham gia hodc do bj chét cho than nhan nguoi tham gia.

- Trén phan mém TNHS: DBinh kém Mau C16-TS, Mau D03a-TS (neu c6). Ghi
thong bao va hudng dan cy thé cac truong hop khong giai quyet vao Phieu Yéu cau
bo sung, hoan thién ho so (Mau so6 02).

- Chuyén h6 SO, ké',t qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 biéu 17 Quyét dinh s6 475/QDB-BHXH ngay 27/3/2023 ciia BHXH Viét Nam.

- Luu trit ho so theo quy dinh.

Luu y: Hang thang, thuc hién doi chiéu, ra soat, lap bang chi tiét so tién thi
lao phai thu hoi cua nguoi tham gia (Mau D11a-HT) gui cho To chire HTPTDT va
Phong/Bg phan KHTC deé kip thoi thu hoi khi To chire HTPTDT thanh toan thu lao
cua lan thanh toan ké tiep.

6.3. Phong/B¢ phan KHTC:

Tiép nhan Mau C16-TS (ban chinh ¢6 dau do), Mau s6 4, Mau D03a-TS, Mau
3a-CBH (neu c6) va dit liéu tir phan mém TST do Phong/B6 phan QLT chuyén den.
Kiém tra, doi chieu thong tin chuyén khoan cua ngudi huong, so tien phai hoan tra
trén Mau C16-TS ve6i Mau s6 4, Mau D03a-TS, Mau 3a-CBH (néu co) va di liéu
hoan tra tién thu trén phan mém KTTT:

a) Truong hop dit ligu va ho so khép diing: Can cir mau C16-TS hoan tra tien
BHYT do dong trung cho ngudi tham gia hoac do bi chét cho than nhan nguai tham
gia theo quy dinh.

_ b) Truong hop diz lieu va h(5 so khong khdp diing: tu chéi dix liéu hoan tra trén

phan mém KTTT, chuyén tra ho so vé Phong/ B phan QLT ra soat, diéu chinh.

6.4. Van Phong/B¢ phan TN&TKQ

- Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT deé chuyén tra ket
qua cho ca nhan hoac t6 chic theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4’Biéu 1Z Quyet dinh s@ 475/QB—BH}(H ngay 27/3/2023 cﬁg BH){H
Viét Nam (boi voi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
meém tu dong tra theo quy dinh)./.
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XV. Quy trinh Hoan tra tién da déng ddi voi nguwoi tham gia BHYT theo
h¢ gia dinh, nguoi tham gia BHYT dwgc ngan sach nha nwéc ho trg' mgt phén
miurc dong do dong trung hoac do bi chet (Ma DVC 606c¢ / 606d)

1. Muc dich:

Tiép nhan va giai quyét hd so clia ¢4 nhan: Hoan tra tién da dong d6i v6i nguoi
tham gia BHYT theo h¢ gia dinh, nguoi tham gia BHYT dugc ngan sach nha nudc
ho trg mot phan mirc dong do dong trung (606c) hoic do bi chét (606d).

2. Thanh phan ho so:
TT Tén giay to Mau biéu
1 | To khai tham gia, di€u chinh thong tin BHYT Mau s6 2

Vin ban chirng thyc hodc ban kém theo ban chinh Gidy ching t (truong hop

s, ey ban sao
hoan tra do bi chet)

Gidy dé nghi nhan tién hoan tra BHYT khi nguoi huong tir tran (truong hop

hoan tra do bi chét) Mau s6 3a-CBH

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC

a) Lap ho so

Nguoi tham gia/Than nhan cia nguwoi tham gia BHYT: ke khai thong tin theo
huéng dan 1ap Mau so 2 (c6 so tai khoan ca nhan, tén ngan hang), 14p ho so theo
thanh phan quy dinh tai Muc 2 Quy trinh nay, nop cho co quan BHXH noi giam
BHYT do dong trung hoac do bi chét.

b) Hinh thitc ndp ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cuia BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:

- Ho so hop 162 nhan s6 tién hoan tra qua tai khoan (néu co).

- Ho so khong hop 1¢: thyuc hién dieu chinh, bd sung ho so theo noi dung huéng
dan cua Phieu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phieu Tu choi tiep
nhan giai quyet ho so (Mau so 03).

4. So do:
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5. Thoi han giai quyét ho so: 10 ngay, trong dé:
- Van Phong/B6 phan TN&TKQ: 0,5 ngay

- Phong/B6 phan QLT: 08 ngay

- Phong/Bo phan KHTC: 01 ngay

- Van Phong/Bg phan TN&TKQ: 0,5 ngay

6. Quy trinh tiép nhan va giai quyét hd so:
6.1. Vian Phong/Bo phan TN&TKQ:

a) Doi V6i ho so gidy: kiém dém so hrong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kem.

- Hé so day du, khdp diing: S6 hda hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuoc tham quyen giai quyet ctia BHXH Viét Nam can thuc hién s hoa (Ban
hanh kém theo Quyét dinh s6 2939/QD-BHXH ngay 11/10/2022 cua BHXH Viét
Nam): Lap 02 ban Phiéu Tiép nhan hé so va hen tra két qua (Mau sb 01) dé gui cho
nguoi tham gia va 01 ban chuyén dén Phong/Bo phan QLT.

- H6 so chuwa ding, chia di: Lap Phiéu Yéu cau bd sung, hoan thién hd so
(Mau s6 02), ghi rd noi dung bd sung, sé dién thoai, Ky tén, tra hd so cho ngudi nop
ho so.

- Hé so khéng thuge pham vi gidgi quyét: Lap Phiéu Tur chdi tiép nhan giai quyét
hd so (Mau sé 03), ghi rd Iy do tir chéi, sé dién thoai, ky tén, tra hd so cho nguoi
nop ho so.

Luru y: Truong hop ban sao khong hop 1€ thi dé nghi ngudi nop hd so cung cap
ban chinh dé d6i chiéu, dong thoi xac nhan “da dbi chiéu véi ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho nguoi nop.

b) Poi Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan ho so dién tir cua than nhan nguoi tham
gia BHYT, chuyéen dén Phong/B6 phan QLT.

6.2. Phong/Bo phan QLT

Kiém tra dit liéu dang quan 1y v6i ho so:

a) Néu ho so, dir liu khong khép diing:

th tl}()ng bao va I}u:('mg dan cu thé vao Ifhiéu Y@u cau ,bé sung, hoan thi¢n hd
so (Mau s6 02) trén phan mém TNHS. Chuyén trd ho so dén Van Phong/Bo phan
TN&TKQ.

b) Néu ho so, dir ligu khdp diing:

- Lap dé nghi hoan tra va Phiéu trinh giai quyét cong viéc trinh Ban Gidm doc
dé ra Quyet dinh ve viéc hoan tra tien thu BHYT (Mau C16-TS) kem Danh sach
nguoi tham gia dugc hoan tra tien BHYT (Mau D03a-TS).
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- Can cu Mau C16-TS da duoc phé duyét: Ca,p nhat vao dur liéu thu phét sinh
giam qua trinh BHYT do dong trung hoac do bi chét.

- Chuyén Mau C16-TS (ban chinh c6 dau d6), Mau D03a-TS, Mau 3a-CBH
(néu co) dén Phong/ Bo phan KHTC dong thoi chuyén dir liéu hoan tra tién thu tir
phan mém TST sang phan mém KTTT dé hoan tra tién BHYT do déng trung cho
ngudi tham gia hoic do bi chét cho than nhan ngudi tham gia.

- Trén phan mém TNHS: Dinh kém Mau C16-TS, Mau D03a-TS (néu ¢d). Ghi
thong bao va hudng dan cu thé truong hop khong giai quyet vao Phieu Yéu cau bo
sung, hoan thién ho so (Mau s6 02).

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo ding quy dinh tai khoan
1 bicu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir hd so theo quy dinh.

Luu y: Hang thang, thuec hién dai chiéu, ra sodt, ldp ban chi tiét sé tién thu lao
phdi thu héi ciia nguoi tham gia (Mdu D11a-HT) gii cho Té chiee HTPTPT va
Phong/Bé phdn KHTC dé kip thoi thu héi khi Té chize HTPTPT thanh toan thi lao
cua lan thanh toan ké tiép.

6.3. Phong/B¢ phan KHTC:

Tiép nhan Mau 16-TS (ban chinh c6 dau d6), Mau D03a-TS, Mau 3a-CBH (néu
c6) va dit liéu tir phan mém TST do Phong/Bo phan QLT chuyén dén. Kiém tra, doi
chiéu thong tin chuyén khoan ciia nguoi huong, sé tién phai hoan tra trén Mau 16-
TS v6i Mau D03a-TS, Mau 3a-CBH (néu c6) va dix liéu hoan tra tién thu trén phan
mém KTTT:

a) Trwong hop dit liéu va ho so khdp ding: Cin cir mau C16-TS hoan tra tién
BHYT do dong trung cho nguoi tham gia hoac do bi chét cho than nhan nguoi tham
gia theo quy dinh.

~ b) Truong hop dit liéu va ho so khong khdp diing: Tir chdi di liéu hoan tra trén
phan mém KTTT, chuyén tra ho so vé Phong/ Bo phan QLT dé ra soat, diéu chinh.
6.4. Van Phong/B¢ phan TN&TKQ
- Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT dé chuyen tra ket
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4’Diéu 1Z Quyeét dinh sQ 475/QD-BH?(H ngay 27/3/2023 cﬁg BH){H
Viét Nam (Doi véi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.
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XVI. Quy trinh Xac nhéan thoi gian dong BHXH ciia nguwoi lao dong trong
trwong hop nguoi sit dung lao dong khong con kha nang dong dé 1am cin cw
giai quyét, diéu chinh ché d§ hwu tri, tir tudt (Ma DVC 620 HTTT)

1. Muc dich:

Tiép nhan va giai quyét hd so ctia ngudi tham gia hoic thin nhin ngwoi tham
gia: Xac nhan thoi gian dong BHXH cuia nguoi lao dong trong trudong hop nguoi st
dung lao dong khong con kha nang dong BHXH cho nguoi lao dong trude ngay 01

thang 7 nam 2024 d¢ 1am ciin cir giai quyét, diéu chinh ché d6 huu tri, tir tuat
(Quy dinh tai Piéu 26, 27, 28, 29, 30, 31 Nghi dinh 56 158/2025/ND- -CP)

2. Thanh phan ho so:
TT Tén gidy to Mau biéu
1 | To khai dang k¥, didu chinh thong tin tham gia BHXH, BHYT Mau TK1-TS

5 Vin ban ching thuc hodc ban kém theo ban chinh Gidy ching tir (truong hop

ngueoi lao dong di chét) ban sao

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC
a) Lap ho so

Nguoi tham gia hodc than nhdan nguoi tham gia (truwong hop nguoi lao dong
da chét): ké khai thong tin, bo sung hd so theo huéng dan 1ap Mau TK1-TS, cung
cap ban sao thé CCCD; scan code thé CCCD/Giay to lién quan ¢6 s6 CMND (truwong
hop hoan thién ma sé) va nop hd so cho co quan BHXH noi cu tri.

b) Hinh thitc np ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tir cuia BHXH Viét Nam /Dich vu I-Van, truc tiép hoac qua dich vu buu chinh

¢) Két qua giai quyét TTHC:
- H6 so hop 1¢: luu gitt s6 BHXH (néu cd).

- Ho so khong hop I_és thuc hién diéu Chinh, b sung hc‘é so theo ndi dung hudng
dan cua Phieu Yéu cau bo sung, hoan thién ho so (Mau s6 02)/Phieu Tu choi tiep
nhan giai quyet ho so (Mau so 03).

PACDES
- @ <>
D
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5. Thoi han giai quyét ho so va tra két qua: 15 ngay, trong do:

- Van phong/Bo phan TN&TKQ: 0,5 ngay

- Phong/B6 phan QLT: 14 ngay

- Van phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh chi tiét:

6.1. Vin phong/Bo phan TN&TKQ:

a) D6i Véi ho so gidy: Tiép nhan hd so cia ngudi tham gia hogc than nhan cia
ngudi tham gia ndp theo ding thanh phan ho so va phuong thic tai quy trinh nay,
Kiém dém so luong, Kiém tra, doi chiéu ho so véi dir ligu TST, TCS theo Phu luc D
dinh kem.

Kiém tra ngay-thang-ndm sinh va qud trinh BHXH da dong trén s BHXH
va dir ligu, dam bdo ngwoi tham gia da hwong hogc du diéu Kign hwéng che dp
hwu tri, tir tuat.

- Ho so day dui, khop diing: S6 hda ho so, gidy to theo Danh muc ho so, giay to
TTHC thugc tham quyen giai quyet cua BHXH Viét Nam can thuc hién so héa (ban
hanh kém theo Quyét dinh s6 2939/Qb-BHXH ngay 11/10/2022 cua BHXH Viét
Nam) va cap nhat vao co so dit lieu cua He thong thong tin mot cura dién tur; Lap 02
ban Phicu Tiep nhan ho so va hen tra ket qua (Mau so 01) dé gui cho ngudi nop ho
so va 01 ban chuyén cho Phong/Bo phan QLT.

- H6 so chua diing, chua du: Lap thiéu Yéu cau bo sung, hoan thién ho so
(Mau s6 02), ghi rd ndi dung bo sung, so di¢n thoai lién he, ky tén, tra ho so cho
nguoi Nop ho so.

~ -Ho so khéng thugc pham vi giai quyét: Lap Phiéu Tur choi tiép nhan giai quyét
ho so (Mau so6 03), ghi 16 ly do tir choi, so dién thoai lién h¢, ky tén, tra ho so cho
nguoi nop ho so.

Luru y: Truong hop ban sao khdng hop 18 thi dé nghi ngudi ndp ho so cung cap
ban chinh @€ doi chiéu, dong thoi xac nhan “da doi chiéu vai ban chinh” ky, ghi rd
ho tén va ngay-thang-nam xac nhan sau do tra lai ban chinh cho nguoi nop.

b) Poi Véi ho so dién tir:

~ Truy cap phan mém TNHS: tiép nhan ho so dién tir cia ngudi ndp ho so, chuyen
den Phong/Bo6 phan QLT.

6.2. Phong/B phan QLT:

6.2.1. Gidi quyét ho so:

Tiép nhan ho so tir Van phong/Bo phan TN&TKQ, dbi chiéu vai dit liéu dang
quan ly va ho so dang luu tai co quan BHXH theo quy dinh:

Kiém tra ngay-thang-ndm sinh va qud trinh BHXH da dong trén s BHXH
va dir ligu, dam bdo ngwoi tham gia da hwong hogc du diéu Kign hwong che dp
hwu tri, tir tuat.
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a) Truwong hep cac thong tin trung khop:

Can ctr vao dir liéu dang quan ly, trang thai cua don vi str dung lao dong va qua
trinh déng BHXH ctia ngudi lao dong trén phan mém nghiép vy, thuc hién xac nhan
thoi gian tham gia BHXH dén thoi diém ngudoi lao dong nghi viéc (khéa BHTN:
chot s6 phuong an HT hogc TU); trinh Gidm ddc ky, phé duyét va in to roi, chuyen
Vian phong/Bo phan TN&TKQ dé tra két qua cho ngudi Nop hd so; didu chinh giam
sb tién cham dong, trén dong vao quy huu tri, tir tuat cia don vi, dong thoi gui thong
bao két qua da xir Iy cho Phong/bd phan KHTC dé hach toan (Mau 03).

- Trudng hop can phai xac minh lai qua trinh dong BHXH: giri van ban (hé
théng van ban dién ta nganh BHXH) dén co quan BHXH noi quan 1y don vi dé ra
soat, cung cap thong tin. Bong thoi, lién hé dién thoai thong bao cho ngudi ndp hd
so duoc biét, thoi han xir Iy ho so khong qué 45 ngay.

- Truong hop khong du diéu kién xac nhan: tra 16i bang van ban va néu rd ly
do tir choi hoac huéng dan nguoi tham gia thyc hién.

b) Truwong hep cac thong tin khdng tring khdp: chuyén lai ho so cho Vian
phong/Bo phan TN&TKQ dé hudng dan ngudi tham gia hodce than nhan nguoi tham
gia bo sung (Mau s6 02, ban hanh kem theo Quyét dinh so6 475/Qb-BHXH ngay
27/3/2023 ciia BHXH Viét Nam).

. © Truong hgp ngwoi lao dgng khong co trong di ligu quan 1y va khong co
ho sor lwu tgi co' quan BHXH: cén ctr ho so do ngudi tham gia hodc than nhén nguoi
tham gia cung cap; lap danh sach (Mau 01) kém theo ho so gui BHXH Thanh pho
(Phong QLT) dé tong hop bao cao Uy ban nhan dan Thanh pho chi dao va thong bao
ket qua xu 1y dé nguoi nop ho so biét.

6.2.2. Luu hé so va trd két qud:

- Trén phan mém TNHS: Dinh kém Mau D02a-TS, D02b-TS, Danh sach cap to
bia, to roi (n€u c6). Ghi thong bao va hudng dan cy the cac truong hop khong giai
quyet vao Phieu Yéu cau bo sung, hoan thién ho so (Mau so 02).

- Chuyén hé SO, ké',t qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 Bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 ctia BHXH Viét Nam.

- Luu trit hd so theo quy dinh.
6.3. Van Phong/B§ phan TN&TKQ

- Tiép nhan két qua giai quyét TTHC tir Phong/B¢ phan QLT dé tra ho so, két
qua giai quyet TTHC theo dung quy dinh tai khoan 2 biéu 17 Quyet dinh s6 475/Qb-
BHXH ngay 27/3/2023 cua BHXH Viét Nam, cu thé:

+ Két qua giai quyét TTHC la két qua dién tir thi hé thong phan mém tu dong
tra theo quy dinh;
~ +Keétqua giai quyét TTHC la ban gidy thi tra qua dich vy buu chinh hofc truc
tiep tai co quan BHXH theo hinh thuc da dang ky./.
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XVII. Quy trinh Cap Chirng nhan d6i twrong BHXH dbi v6i ngudi lao dong
Viét Nam; Tiép nhan Chirng nhin d6i twong BHXH dbi voi nguoi Han Qubc;
Diurng dong BHXH, xac nhan thoi gian tham gia BHXH bt budc déi voi nguoi
lao dong Viét Nam di 1am viéc tai Han Qudc theo hop dong (M& DVC 622_HQ)

1. Muc dich:

Tiép nhan va giai quyét ho so cia té chire/ca nhan:

- Cap Chung nhan ddi twong BHXH d6i v6i ngudi lao dong Viét Nam;
- Tiép nhan Chung nhan ddi tuong BHXH d6i v6i ngudi Han Qudc.

- Dung déng BHXH, xac nhén thoi gian tham gia BHXH bat budc ddi véi ngudi
lao dong Viét Nam di lam viéc tai Han Quoc theo hop dong.

2. Thanh phan ho so:

TT Tén giay to Mau biéu
1 | To khai dang kY, didu chinh théng tin tham gia BHXH, BHYT Mau TK1-TS
2 | To khai don vi ding ky, diéu chinh thong tin tham gia BHXH, BHYT Mau TK3-TS
3 | Danh s&ch tham gia, diéu chinh déng BHXH, BHYT, BHTN Mau D02-LT
4 | Ho so theo tirng truwong hop:

a | Cap Chirng nhin ddi twong BHXH doi véi ngudi lao dong Viét Nam

Quyét dinh phai cir Ban chinh

Truong hop don vi phai clr nguoi lao dong di lam viée tai chi nhanh hoac cong
ty con cua ngudi sir dung lao dong d6 tai Han Qudc: Kém theo hd so chimg
minh don vi dugc hoat dong tai Han Qudc (hop ddng tring thau, nhin thau
cong trinh, du an & Han Qudc; Ching nhan dang ky dau tur tai Han Quéc)

Ban sao

b | Tiép nhian Chig nhan ddi twong BHXH doi véi ngwdi Han Qudc

Chung nhén d6i tugng BHXH do co quan Huu tri quéc gia Han Quéc cép; Ban chinh

Dirng dong BHXH, xic nhan thoi gian tham gia BHXH bat bugc doi voi
ngudi lao dong Viét Nam di lam viéc tai Han Quoc theo hop dong

Hop dong lao dong (HDLD) c6 thoi han ¢ Han Quéc hodc HPLD dugc gia
han kém theo van ban gia han HDLD hoac HPLD duoc ky méi tai Han Quoc

Ban sao

3. Phwong thirc 1ap, ndp hd so va két qua giai quyét TTHC

a) Lap ho so

- Nguoi tham gia: ké khai thdng tin va bo sung ho so theo huéng dan 1ap Mau
TK1-TS, cung cap ban sao the CCCD; scan code the CCCD/Giay to lién quan ¢6 so
CMND (truwong hop hoan thién ma so) va nop ho so cho don vi noi dang lam viéc.

Truong hop déng truc tiép cho co quan BHXH noi thuong tri cua nguoi lao
dong trudce khi di lam viéc & nudc ngoai thi ngp ho so theo thanh phan quy dinh tai
Muc 2 Quy trinh nay cho co quan BHXH.

- Pon vi: 1ap hd so gom céc thanh phan theo quy dinh tai Muc 2 Quy trinh nay,
nop cho co quan BHXH dang quan ly.
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b) Hinh thirc ndp hd se': qua Cong dich vu cong quoc gia /Cong giao dich dién
tir cia BHXH Viét Nam /Dich vu I-Van, tryc tiép hoac qua dich vu buu chinh
¢) Két qua giai quyét TTHC:
- Ho so hop 1¢: giao s6 BHXH (néu c6) cho ngudi tham gia luu giit.

- Ho 50 khéng hop 1¢: thyc hién diéu chinh, b sung ho so theo ndi dung huéng
dan cua Phiéu Yéu cau bo sung, hoan thién ho so (Mau so 02)/Phieu Tur choi tiep

nhan giai quyét hd so (Mau sé 03).
4. So do:
O =
N

5. Thoi han giai quyét ho so va tra két qua: 05 ngay, trong do:

- Van phong/Bo phan TN&TKQ: 0,5 ngay

- Phong/B6 phan QLT: 04 ngay

- Van phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh chi tiét:

6.1. Vin phong/B) phan TN&TKQ:

o a Péi Vi hé so giay: Tiép nhan hd so cua don vi ndp theo dung thanh phﬁn
ho so va phuong thuc tai quy trinh nay, kiém dém so6 luong, kKiém tra, doi chiéu ho
so voi di lieu TST, TCS theo Phu luc D dinh kem.

- Hé so day du, khdp diing: S6 hda hd so, gidy to theo Danh muc hd S0, gidy to
TTHC thuoc tham quyen giai quyet ctia BHXH Viét Nam can thuc hién s héa (ban
hanh kém theo Quyét dinh s6 2939/Qb- BHXH ngay 11/10/2022 cua BHXH Viét
Nam) vé} cap phat vao co so dur liéu cua Hé théng~th6r)g tin mot cura dién tur; Lap 02
ban Phicu Tiep nhan ho so va hen tra ket qua (Mau so 01) dé gui cho don vi/nguoi
tham gia va 01 ban chuyén cho Phong/B6 phan QLT.

- H5 so chua ding, chua du: Lap Phiéu Yéu cau bo sung, hoan thi¢n ho so
(Mau s6 02), ghi rd noi dung bo sung, so dién thoai lién h¢, ky tén, tra ho so cho don
vi/ngudi tham gia.

- Ho so khéng thugc pham vi giai quyét: Lap Phiéu Tir choi tiép nhan giai quyét
ho so (Mau so6 03), ghi r6 ly do tir choi, so dién thoai lién hé, ky tén, tra ho so cho
don vi/nguoi tham gia.
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Luu y: Truong hop ban sao khdng hop 18 thi dé nghi don vi/nguoi nop hd so
cung cap ban chinh dé d6i chiéu, dong thoi xac nhan “da ddi chiéu vai ban chinh”
ky, ghi rd ho tén va ngay-thang-nam xac nhan sau d6 tra lai ban chinh cho don
vi/ngudi nop.

b) Poi Véi ho so dién tir:
Truy cap phan mém TNHS: tiép nhan hd so dién tir ciia don vi/nguoi tham gia,
chuyén dén Phong/Bo phan QLT.

6.2. Phong/B phan QLT:

6.2.1. Gidi quyét ho so:

a) Cap Chieng nhdn doi twong BHXH doi véi ngwoi lao dong Vit Nam:
Kiém tra, d6i chiéu dir liéu véi ho so trudc khi xir ly:

- Truong hop hé so dung, du: Cap nhat du liéu vao phan mém quan 1y; ky mau

Chtng nhéan d6i twong BHXH (mau VN/KR1), chuyén Giam dbc phé duyét, ky,
chuyén Phong/bo phan TN&TKQ dé tra don vi.

- Truong hop ho so chwa dung, du: Lap phiéu yéu cau bo sung, hoan thién hd
so (MAau sb 02 kém theo Quyét dinh s6 475/QD-BHXH ngay 27/3/2023 cta Tong
Giam d6c BHXH Viét Nam ban hanh Quy ché t6 chirc va hoat dong ciia Bo phan
Tiép nhan va Tra két qua giai quyét thu tuc hanh chinh theo co ché mot cira, mot cira
lién thong trong nganh BHXH Viét Nam) huéng dan hoan thién ho so theo quy dinh
chuyén Phong/bd phan TN& TKQ dé gui lai don vi.

Luu y: Truong hop nguoi lao dong dwoc phdi cu qua 60 thang thi don vi nop
hé so dé nghi cap Chitng nhdn déi twong BHXH doi véi thoi gian tiép theo (ho so
chirng minh nguwoi lao dong dwoc kéo dai thoi gian phdi cir (thoi han téi da la 36
thang) hodc hé so chirng minh ngueoi lao dong dwoc gia han hop déng tqi nuoc tze:p
nhan cho co quan BHXH; Quy trinh va ho so cdp Chiing nhdn déi twong BHXH lan
sau thiee hién nhw doi véi truong hop cap Chimg nhdn doi twong BHXH lan dau.

- Dinh ky, hang quy/nam: Lap Biéu trao doi dir liéu vé chimg nhan d6i tuong
BHXH dé theo ddi, tong hop, quan 1y (mdu VN/KR2).

b) Tiép nhgn Cheng nhédn déi twong BHXH déi Véi ngwoi Han Quéc:

- Thyc hién kiém tra, xac dinh dbi tuong:

+ Truong hop ho so day du, chinh xéc: Cap nhat dir ligu vao phan meém quan
1y dé thuc hién mién dong BHXH bat budc doi voi nguoi lao dong;

+ Trudng hop ho so chua day di, chinh xac: Lap phiéu yéu cau bo sung, hoan
thién ho so (Mau so 02 kem theo Quyet dinh so 475/Qb-BHXH ngay 27/3/2023 cua
BHXH \(iét Nam ban hanh Quy ché to churc va hoat dong cua B phan Tieép nhan
va Tra ket qua giai quyet thu tuc hanh chinh theo co che mét cira, mét cura lién thong
trong nganh BHXH Vi¢t Nam) hudng dan hoan thién ho so theo quy dinh chuyén
Bo phan tiep nhan ho so @€ gui lai don vi;

- Chuyén (hd so) Chitng nhan déi tegng BHXH cho Phong/bd phan TN&TKQ;
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- Dinh ky hang quy, nam: Téng hqp danh sach lao dong I—]én Quéc nop chang
nhan doi tuong theo mau Danh sach tiép nhan chuang nhan doi twgng BHXH cua
ngudi Han Quoc; dung tham gia BHXH cua nguoi Viét Nam (Mau TNDT/HD) dé
theo ddi, quan ly

¢) Dirng dong BHXH, xdc nhgn thoi gian tham gia BHXH bat bugc doi voi
ngwoi lao dong Viét Nam di lam viéc tai Han Quac theo hop dong:

- Truong hop nguoi lao dong tai diém 1 Muc nay da dong BHXH tir 01/01/2024
thi co quan BHXH thyuc hién hoan tra so tien BHXH da dong tir ngay 01/01/2024
theo quy dinh.

- Co quan BHXH thyc hién dung thu BHXH bfi,t bugc, xac nhan thoi gian tham
gia BHXH, tra to roi so BHXH, hoan tra (n€u c6) doi véi ngudi di lam viéc tai Han
Quoc tai diém 1, diém 3 Muc nay theo huédng dan tai Quyét dinh so 366/Qb-BHXH
ngay 29/4/2026 cuia BHXH Viét Nam.

- binh ky, hang quy/nam: Téngthp danh sach nguoi lao dong di lam vigc tai
Han Quoc dung dong BHXH theo mau Danh sach tiep nhan chiing nhéan doi tuong
BHXH cua nguoi Han Quoc; dung tham gia BHXH cua nguoi Viét Nam (Mau
TNDT/HD) d¢ theo doi, quan ly.

6.2.2. Luu hé so va trd két qud:

- Trén phan mém TNHS: Dinh kém Mau D02a-TS, Danh sach cap to roi (neu
c6). Ghi thong bao va hudéng dan cu the cac truong hop khong giai quyet vao Phicu
Yéu cau bo sung, hoan thién ho so (Mau so6 02).

- Chuyén ho so, két qua cho Bo phan TN&TKQ theo dung quy dinh tai khoan
1 bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam.

- Luu trir hd so theo quy dinh.

6.3. Van Phong/B§ phan TN&TKQ

- Tiép nhan két qua giai quyét TTHC tir Phong/Bo phan QLT deé chuyen tra ket
qua cho ca nhan hoac t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khodn 2, 3, 4 bieu 17 Quyet dinh so 475/QD-BHXH ngay 27/3/2023 cua BHXH
Viét Nam (Doi véi ket qua giai quyet TTHC la ket qua dién tu thi hé thong phan
meém tu dong tra theo quy dinh)./.
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XVIII. QUY TRINH Cip kinh phi chiim séc sirc khoé ban dau (M ho so 666)

1. Muc dich:

Tiép nhan va giai quyét ho so ciia té chirc:

- Cap kinh phi cham soc stic khoé ban dau (CSSKBD)
2. Thanh phan h so:

T Tén gidy to Mau biéu

| | Co sé gido duc/Co quan/Té chiecc/Doanh nghiép

1 | Ban d¢ nghi trich chuyén kinh phi CSSKBD Mau 01a/BHYT

2 | Danh sach HSSV tham gia BHYT theo nhém ddi twong khéac (néu co) Mau 02/BHYT

3 | Chung chi/Gidy phép hanh nghé KCB cua nhan vién y té ban sao
Van ban thanh 1ap phong y té hodc phong lam viéc riéng dé thuc hién viéc so \

4 ban sao
cap cau, Xt tri ban dau

i | Co quan, to chire dwgc Chii tich UBND tinh giao mua ti thudc, thudc, vat tuy té cap cho céac
chi tau danh bat xa bo

1 | Ban d& nghij trich chuyén kinh phi CSSKBD Mau 01b/BHYT

2 | Danh sach nguoi tham gia BHYT lam viéc trén tau danh bét xa bo Mau 02/BHYT
Vin ban cua Chu tich UBND cép tinh giao nhiém vy mua ta thude, thude, vat \

3 ban sao

tu y té cAp cho cac chu tau dénh bat xa b

3. Phuong thirc 1ap, ndp hé so va két qua giai quyét TTHC
a) Lap ho so

Céc don vi/to chuc 1ap ho so gom cac thanh phan theo quy dinh tai Muc 2 Quy
trinh nay, nép cho co quan BHXH dang quan ly ding thoi gian quy dinh, cu thé:

- Co so giao duc: nop trude ngay 31/10 hang nam hoac khi du diéu kién trich
kinh phi CSSKBD. Truong h(_)’p‘chua tap hop day du Mau s6 02/BHYT trudc ngay
31/10 thi nop bo sung khi nop ho so cap thé BHYT.

- Co quan, té6 chirc, doanh nghi¢p, Co quan, 16 chike diroc Chai tich UBND tinh
giao mua tu thuéc, thuac, vt e y té cap cho cac chii tau danh bat xa bo: nop trudc
ngay 15/12 hang nam.

Luru y: Viec trich, chuyén, quyét todn kinh phi CSSKBD theo néim tdi chinh, tinh
ter thoi diem du dieu kién nhan kinh phi CSSKBD.
b) Hinh thitc np ho se': qua Cong dich vy cdng qudc gia /Cong giao dich dién
tor cia BHXH Viét Nam /Dich vu I-Van, truc tiep hoac qua dich vu buu chinh

c) Két qua giai quyét TTHC:

- Ho so hop 16: nhan kinh phi CSSKBPD (néu co), st dung theo dung quy dinh




55

- Ho so khong hop l¢: thuc hién diéu chinh, bo sung hé so theo ndi dung huéng
dan cua Phiéu Yéu cau bo sung, hoan thién ho so (Mau so 02)/Phicu Tur choi tiep

nhan giai quyét hd so (Mau sé 03).

D #<> <>
N s

5. Thoi han giai quyét ho so: 10 ngay, trong dé:

- Buwde 1: Van Phong/Bo phan TN&TKQ: 0,5 ngay

- Buwde 2: Phong/Bo phan QLT: 04 ngay

- Buwde 3: Phong/Bo phan KHTC: 05 ngay

- Buwdc 4: Van Phong/Bo phan TN&TKQ: 0,5 ngay.

6. Quy trinh tiép nhan, giai quyét hd so va tra két qua:
6.1. Van Phong/Bj phan TN&TKQ:

a) Doi V6i ho so gidy: kiém dém so hrong, thanh phan ho so theo Muc 2 Quy
trinh nay va doi chieu thong tin theo Phu luc D dinh kém.

- Hé so d‘ay du, khdp diing: S6 hda ho so, giay to theo Danh muc ho S0, gidy to
TTHC thuoc tham quyen giai quyet ciia BHXH Viét Nam can thyc hién s hoa (Ban
hanh kém theo Quyét dinh ’30 2939/Qb-BHXH ngay 11/10/2022 cua BHXH Viét
Nam); Lap 02 ban Phicu Tiép nhan ho so va hen tra ket qua (Mau so 01) dé gui cho
don vi va 01 ban chuyén cho Phong/B6 phan QLT.

- Ho so chua ding, chua dii: Lap Phiéu Yéu cau b6 sung, hoan thién ho so
(Mau so 02), ghi rd ndi dung bo sung, so dién thoai, ky tén, tra ho so cho don vi.
~ -Ho so khéng thugc pham vi giai quyét: Lap Phiéu Tur choi tiép nhan giai quyét
ho so (Mau so 03), ghi rd ly do tir choi, so dién thoali, ky tén, tra ho so cho don vi.

Luru y: Don vi nop ban sao khong hop 1€ thi dé nghi nguoi ndp ho so cung cap
ban chinh dé doi chicu, dong thoi xac nhan “da doi chiéu véi ban chinh” ky, ghi rd
ho tén va ngay thang nam xac nhan sau do tra lai ban chinh cho don vi.

b) D6i Véi ho so dién tir:

Truy cap phan mém TNHS: tiép nhan ho so dién tir cua don vi, chuyén cho
Phong/B¢ phan QLT.

6.2. Phong/B§ phan QLT

6.2.1. Xi¢ ly hé so trich kinh phi CSSKBD:
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Kiém tra, d6i chiéu ho so véi dir lidu trén phan mém TST, kiém tra diéu kién
trich chuyén kinh phi CSSKBD; kiém tra s6 tién dong BHYT cua don vi:

a) Truong hop hé so kKhong di diéu kién trich chuyén kinh phi CSSKBP hodic
don vi cham dong tién BHYT:

Lap phiéu Yéu cau (Mau sb 02) ghi 1& ndi dung can bd sung chuyén “hd so
khong hop 1¢” vé Phong/Bo phan TN&TKQ dé tra cho don vi.

b) Truwong hop ho so, dir liéu day di, ding quy dinh:

_ + Cap nhat dit liéu Mu s6 01a/BHYT hodc 01b/BHYT; Mau s6 02/BHYT vao
phan mém TST.

+ Lap Danh sach chi cham soc strc khoe ban dau - Mau sé C77-HD.

~ Sau khi kiém tra trang khop s6 liéu: Chuyén dif ligu trich kinh phi CSSKBD tir
phan mém TST sang phan mém KTTT dong thoi gui toan bo hd so cho Phong/Bo
phan KHTC.

+ Lap Mau s 02 (trén phan mém TNHS) thong bao ndi dung: “Pon vi .... du
diéu kién trich kinh phi CSSKBP ké tir thdng ... .. BHXH Thanh phé sé chuyen
kinh phi CSSKBD cham nhdt ngay .... Pon vi c¢6 trach nhi¢ém sur dung kinh phi dwoc
cdp cho cong tac CSSKBD theo dung Piéu 63 Nghi dinh 56 188/2025/ND-CP quy
dinh vé diéu kién, ndi dung chi, thanh quyét toan kinh phi khdm bénh, chira bénh
BHYT trong cong tac CSSK, khong duoc sir dung vdo cac muc dich khac, 6 kinh
phi dwoc cdp dén cudi nam chua sir dung hét, dwoc chuyén nguén sang nam sau tlep
tuc sir dung, khong phdi quyét toan véi co quan BHXH”. Trudng hop don vi ndp hd
so gidy thi in, trinh 1anh dao phu trach ky.

+ Dinh kém vao phan mém TNHS: Mau s6 01a/BHYT; Mau s6 01b/BHYT;
Mu s6 02/BHYT; Méu s6 C77-HD (néu co).

+ Chuyén hé so, két qua cho Phong/Bé phan KHTC
+ Luu trit h so theo quy dinh.
6.2.2. Poi chiéu so ligu hang quy, cham nhit ngay 10 thang dau quy sau:

Chuyén dit liéu trich kinh phi CSSKBD tuong tmg v&i Danh sach chi chdm soc
sttc khoe ban dau - Mau s6 C77-HD (ban gidy) cua quy trwée cho Phong/Bo phan
KHTC dé ddi chiéu s liéu trich CSSKBD phat sinh trong quy trwéc voi Phong/Bo
phén KHTC theo tung don vi (Bao gom ca doi tuong ndi tinh va doi tuong ngoai
tinh dén); ddi chiéu sé trich CSSKBD ddi tugng ngoai tinh dén véi Phong/ Bo phan
Ché do BHYT phat sinh trong quy theo timg mi thé phat sinh.

Riéng quy 4 hang nam, cham nhat ngay 25 thang dau nim sau chuyén toan bo dir
liéu dong thoi giri Mau s C77-HD (ban gidy) Danh sach chi cham séc stic khoe ban
dau trong nim cho Phong/Bo phan KHTC dé dbi chiéu s liéu trich CSSKBD phat
sinh trong nam v&i Phong/Bo phén KHTC theo timg don vi (Bao gom ca ddi tuong
noi tinh va ddi twong ngoai tinh dén); ddi chiéu sd trich CSSKBD dbi tuong ngoai tinh
dén v6i Phong/ Bo phan Ché do BHYT phat sinh trong ndm theo timg ma thé phat sinh.
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a) Trwong hop phat hién sai sot: phdi hop vo6i Phong/Bo phan KHTC; Phong/
Bo phan Che @6 BHYT ra soat, di€u chinh so liéu theo quy dinh.

b) Truong hop sé liéu khép ding: Tuu trix di liéu, hd so da trich chuyén kinh
phi CSSKBD cua don vi theo quy dinh.

6.3. Phong/B§ phan KHTC: (thoi han 05 ngay)

Tiép nhan dir liéu trich CSSKBD déqg thoi Mau s6 C77-HD (ban gidy) va hd
so lién quan do Phong/Bo phan QLT chuyén dén.

Kié m tra, ra soot, d 6 i chi€ u sé 1ié u tréch chuyé n kinh phd CSSKBD':

a) Truong hop phdt hién sai sot:

Tir chéi dit lidu trich CSSKBD trén phan mém KTTT. Chuyén tra ho so cho
Phong/Bo phan QLT.

b) Truong hop ho so, dir liéu day du, khép ding:

Nhan dix liéu hoan tra, hach toér] nghiép vu hoan tra trén PM KTTT theo quy
dinh cia Nganh. Thyc hién trich chuyén kinh phi CSSKBD cho don vi theo quy dinh

- Boi véi co so gigo duc:

~ +Dangky 3 thang: thoi diém trich chuyen 1a sau khi Phong/Bo phan QLT hoan
tat quyet toan thu hang quy.

+ Piang ky 6 thang: Sau khi Phong/Bo phan QLT hoan tat quyét toan thu quy 2
hoac quy 4.

+ Pang ky 12 thang: Sau khi Phong/Bo phan QLT hoan tat quyét toan thu nam.

- D6i véi Co quan, t chire dugc Chu tich UBND tinh giao mua tu thudc, thuoc,
Vat tu y t€ cap cho cac chu tau danh bét xa bo va Co quan, to chuc, doanh nghiép:
thoi diém co quan BHXH trich, chuyén kinh phi CSSKBD 1a sau khi Phong/B¢ phan
QLT hoan tat quyet toan thu hang quy.

Luu y:

- Phong / B¢ phan KHTC phdi chuyén kinh phi CSSKBP day dii cho don vi.
Chdm nhat ngay 31/01 nam sau chuyeén het kinh phi CSSKBD doi véi cac ho so da
nhan tee Phong/ B phan QLT da chuyén Phong/Bg phan KHTC truoc ngay 25/01.

- Chdm nhat ngay 10 ciia thang dau quy sau, doi chiéu sé trich CSSKBD phat
sinh trong quy voi Phong/ Bo phdan QLT theo tung don vi (Bao gom ca doi tuong
ngi tinh va doi tuwong ngoai tinh dén). Riéng quy 4 hang nam cham nhat ngay trudc
31/01 dau nam sau.

- Cham nhd'z‘,ngdy 31/01 thang dau ndm sau, can cir s6 trich CSSKBD phdt sinh
trong nam da doi chieu gitta cdac phong/ B phan QLT, Phong/Bo phdn KHTC,
Phong/Bé phan Ché do BHYT lap Bang tong hop tinh hinh trich chuyén kinh phi
CSSKBD de thuc hién quyét toan nam.

- Chuyén hé SO, két qua cho Bg phan TN&TKQ theo dung quy dinh tai khoan
1 bieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cua BHXH Viét Nam
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- Luu trir ho so theo quy dinh.
6.4. Vin Phong/Bé phan TN&TKQ
- Tiép nhan két qua giai quyét TTHC tir Phong/Bd phan KHTC dé chuyén tra
ket qua cho ca nhan hodc t6 chuc theo hinh thirc da dang ky theo dung quy dinh tai
khoan 2, 3, 4 Dieu 17 Quyet dinh s6 475/Qb-BHXH ngay 27/3/2023 cia BHXH
Viét Nam (Doi véi ket qua gidi quyet TTHC la ket qua dién tu thi hé thong phan
mém tu dong tra theo quy dinh)./.
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