] BO TAI CHINH. CONG HOA XA HQI CHU NGHIA VIET NAM
BAO HIEM XA HQI VIET NAM Péc lap - Tw do - Hanh phuc

86: 1584 /BHXH-QLT Ha Noi, ngay 15 thang 07 nam 2025
V/v huéng dan phat trién nguoi
tham gia BHXH, BHYT bat budc

Kinh guri: Bao hiém x3 hoi cac tinh, thanh phd truc thudc Trung wong

Can ct Nghi dinh sd 166/2025/ND-CP ngay 30/6/2025 ctia Chinh phu sira
d6i, b6 sung mot s6 diéu ctia Nghi dinh s6 29/2025/ND-CP ngay 24/02/2025 cta
Chinh phu quy dinh chirc nang, nhiém vy, quyén han va co ciu t6 chirc cua BO Tai
chinh, Quyét dinh s6 391/QD-BTC ngay 26/02/2025 cta Bo truéng B Tai chinh
quy dinh chuc nang, nhi¢m vy, quyén han va co ciu to chire cua Bao hiém xa hoi
(BHXH) Viét Nam thuéc B Tai chinh, Quyét dinh s 1733/QD-BTC ngay
12/5/2025 ciia Bo truong Bo Tai chinh sira doi, bd sung mot s6 diéu ciia Quyét
dinh s6 391/QD-BTC, Quyét dinh s6 1892/QD-BTC ngay 30/5/2025 cua B
truong B Tai chinh sira d6i, bo sung cac Quyét dinh quy dinh chitc ning, nhiém
vu, quyén han va co ciu td chirc cua don vi thudc Bo Tai chinh, Quyét dinh sb
1456/QD-BHXH ngay 12/5/2025 cia BHXH Viét Nam quy dinh chic néang,
nhiém vu, quyén han va co cdu to chitc cia BHXH khu vue thuoc BHXH Viét
Nam, Quyét dinh s6 45/QD-BHXH ngay 06/3/2025 cia BHXH Viét Nam quy
dinh chtc nang, nhiém vy, quyén han, trach nhiém va ché do quan 1y cua cac
phong nghiép vu thuoc BHXH khu vuc, Quyét dinh s6 46/QD-BHXH ngay
06/3/2025 cua BHXH Viét Nam quy dinh chirc nang, nhi€ém vu, quyén han cua
BHXH cép huyén, tiép theo Cong vin s 453/BHXH-QLT ngay 14/4/2025 vé viéc
huéng dan phan coéng nhiém vu thu, phat trién ngudi tham gia va giam sb tién
cham déng, BHXH Viét Nam hudng dan phat trién nguoi tham gia BHXH, bao
hiém y té (BHYT) bat budc nhu sau:

I. Pham vi quan ly va phat trién ngwoi tham gia BHXH, BHYT bit
budc

Cac TO/BoO phan néu tai diém 1.1 khoan 1, khoan 2 va tai dé dan cta khoan
3 Muyc II Vin ban nay: chi tri va phéi hop thuc hién quéan 1y (ting/giam), phat trién
ngudi tham gia BHXH, BHYT bt budc d6i véi cac nhom ngudi tham gia BHXH,
BHYT bit budc theo huéng dan tai Muc II va Phuy luc kém theo Vin ban nay (dinh
kém).

II. Thye hién nhiém vu phat trién nguoi tham gia BHXH, BHYT bit
budc ddi véi nhém do ngudi sir dung lao dong déng hoic ngudi lao dong dong
hoac cung dong

1. Tai BHXH Viét Nam

1.1. T6 Quan 1y thu va phat trién ngudi tham gia bat budc thudc Ban Quan
Iy thu va phat trién nguoi tham gia:
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1.1.1. Quan ly, kiém soat, chiu trach nhiém ddi véi nguén dir li¢u trong HE
thong phin mém thu (phan mém TST) vé sb lao dong dang tham gia va sb lao
dong dang bao luu va s lao dong chua tham gia.

Cap nhat dir 1iéu do co quan Thué cung cép, thyc hién kiém tra, ra soat, loai
b6 trung, phan loai dir liéu tir cac miu biéu co trong phan mém TST theo hudng
dan tai van ban ndy vao phan mém dé theo ddi, d6n déc BHXH tinh, thanh phd
truc thudc Trung wong (sau ddy goi chung 1a BHXH tinh, thanh phd), BHXH co s&
thuc hién, bao gobm cac danh sach:

a) Danh sach lao dong chua tham gia BHXH, BHYT bat budc (Miu sé:
02a-KT).

b) Danh sach tham gia BHXH, BHYT bit budc chua day du cho nguoi lao
dong (Mau sd: 02b-KT).

1.1.2. Xay dung (lap) ké hoach phat trién s6 ngudi tham gia BHXH, BHYT
bt budc nam sau va diéu chinh ké hoach phat trién s6 ngudi tham gia BHXH,
BHYT bit budc trong nam (néu cd) giri T6 Ké hoach - Tong hop dé tong hop
chung giao cho BHXH tinh, thanh phd.

a) Thoi gian thuc hién: cing véi thoi diém 1ap du toan va diéu chinh du toén
(néu c6) thu, chi BHXH, BHYT, bao hiém that nghiép (BHTN).

b) Can ctr xay dung:

- Can ¢t muyc tiéu, nhiém vu ké hoach phat trién kinh té - x4 hoi hang nam,
du bao téc do phat trién doanh nghiép, hop tac xa, ho kinh doanh; viéc chuyén dich
co cau lao dong tir khu vuc phi chinh thic (ké ca tir khu vuc nong nghiép, nong
thon) sang khu vuc chinh thirc (1am viéc theo hop dong lao dong).

- Quy dinh ctia phap luat vé mé rong nhom nguoi thude dbi tuong tham gia
BHXH, BHYT bit budc.

- Dt liéu don vi, nguoi chua tham gia BHXH, BHYT bt budc do co quan
Thué cung cap (tai diém 1.1.1 Vin ban nay).

- Tong sd ngudi dang tham gia BHXH, BHYT bat budc, ty 1& bao phi
BHXH, BHYT bit budc theo tirng nhém ngudi thudc doi tugng tham gia BHXH,
BHYT bat budc theo timg BHXH tinh, thanh phé.

¢) Phan bd, giao chi tiéu phat trién nguoi tham gia BHXH, BHYT bat budc
theo timg BHXH tinh, thanh phé.

1.1.3. Vién chirc, lao dong hop ddng (goi chung 1a vién chiic) duge phan
cong ddi v6i tmg BHXH tinh, thanh phd thuc hién cac nhiém vu dudi déy:

a) Thuong xuyén truy cap phan mém TST, hudng dan, theo ddi, don ddc két
qua thuc hién cac bién phap phat trién ngudi tham gia BHXH, BHYT bét budc;
tham gia voi BHXH tinh, thanh phd dugc phan cong chuyén quan trong viéc xay
dung ké hoach, kich ban phat trién nguoi tham gia BHXH, BHYT bét budc (Mau
s0: 03a-KT).

b) Truc tiép tham gia vo1 BHXH tinh, thanh phé thuc hién nhi€ém vu phat
trién nguoi tham gia BHXH, BHYT bat budc dbi véi BHXH tinh, thanh ph.
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¢) Kiém tra viéc thuc hién phat trién nguoi tham gia BHXH, BHYT bat
budc tai BHXH tinh, thanh phd.

d) Pé xuat Truong ban Quan 1y thu va phat trién nguoi tham gia moi Lanh
dao BHXH tinh, thanh phé vé BHXH Viét Nam khi nhiém vu phat trién nguoi
tham gia dat thap, hodc khong hoan thanh chi tiéu theo ké hoach ting thang.

d) Can ctr két qua thyc hién cia BHXH tinh, thanh phé, BHXH co s da
dugc cap nhat, téng hop trén phﬁn mém (Muc I Mau s6: 03b-KT, Muc I Mau sd:
07-KT) dé danh gia, nhan xét viéc thuc hién ké hoach, kich ban nhiém vu phat
trién ngudi tham gia BHXH, BHYT bat budc ting thang (Muc II Mau sé: 03b-KT,
Muc I Mau s6 07-KT).

1.2. T6 Quan 1y thong tin nguoi tham gia thudc Ban Quan 1y thu va phat
trién nguoi tham gia:

- Phéi hop v6i T6 Quan 1y thu va phat trién nguoi tham gia bat budc ra soat
dir li€u va cap nhat vao phﬁn mém céc Danh sach néu tai diém 1.1.1 khoan nay.

- Phéi hop T6 Quan 1y thu va phat trién ngudi tham gia bat budc tong hop,
theo ddi, giam sat BHXH tinh, thanh phé trén phan mém TST.

2. Tai BHXH tinh, thanh phd

2.1. B phan thu, phat trién nguoi tham gia bat budc thudc Phong Quan 1y
thu va phét trién nguoi tham gia:

2.1.1. Can cit cic Danh sach néu tai diém 1.1.1 khoan 1 Muc nay trén phan
mém, chu tri, phdi hop voi B phan thu, quan 1y truc tiép don vi, ngudi tham gia
thudc Phong Quan 1y thu va phat trién nguoi tham gia va Bo phan thu, phat trién
ngudi tham gia bat budc va quan Iy cham déng, trén dong thuoc BHXH co so xay
dung ké hoach, kich ban phat trién nguoi tham gia BHXH, BHYT bit budc theo
timg thang tai BHXH tinh, thanh phé.

2.1.2. Chu tri tham muu gitp Giam doéc BHXH tinh, thanh phd xay dung
(1ap) ké hoach phat trién sé nguoi tham gia BHXH, BHYT bat budc nim sau gui
Ban Quén 1y thu va phat trién ngudi tham gia. Thoi gian thue hién xay dung (lap)
ké hoach, cin cr xay dung ké hoach, cac chi tiéu cta ké hoach nhu huéng dan tai
tiét b diém 1.1.2 khoan 1 Muc nay.

2.1.3. Chu tri tham muu gitp Giam doc BHXH tinh, thanh phd phan bd, giao
chi tiéu phat trién nguoi tham gia BHXH, BHYT bét budc: Cin ¢t chi tiéu phat trién
nguoi tham gia BHXH, BHYT bat budc duoc BHXH Viét Nam giao, thuc hién
phan bd chi tiéu phat trién nguoi tham gia BHXH, BHYT bat budc dbi véi timg
BHXH co sé va BHXH tinh, thanh phd truc tiép quan 1y thu d6i voi don vi, nguoi
tham gia.

2.1.4. Vién chic duoc phan cong phdi hop thuc hién nhiém vu phat trién
nguoi tham gia néu tai diém nay va chuyén quan BHXH co s& dé thuc hién cac
nhiém vu nhu déi véi vién chirc ctia T6 Quan 1y thu va phat trién nguoi tham gia bat
budc tai diém 1.1.3 khoan 1 Muc nay.
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2.1.5. Thuc hién cac bién phap, giai phap phat trién ngudi tham gia BHXH,
BHYT bét budc néu tai Khoan 4 Muc nay.

2.2. Bo phan thu, quan 1y tryc tiép don vi, nguoi tham gia thudc Phong
Quan 1y thu va phat trién ngudi tham gia:

2.2.1. Phéi hop v6i B phan thu, phat trién nguoi tham gia bit budc thuc
hién cac nhiém vy tai diém 2.1.1 Khoan 2 va Khoan 4 Muc nay.

2.2.2. Can cit hd so ding ky ding ky tham gia BHXH, BHYT bét budc cho
nguoi lao dong, cap nhat vao phan mém quén 1y theo dung quy dinh va huéng dan
cua BHXH Viét Nam.

3. Tai BHXH co s&

B6 phan thu, phat trién ngudi tham gia bt budc va quan 1y cham dong,
tron dong thyc hién nhi€ém vu phat trién nguoi tham gia BHXH, BHYT bét budc
nhu sau:

3.1. Chu tri tham muu giup Giam doc BHXH co sé 1ap ké hoach phét trién
nguoi tham gia BHXH, BHYT bt budc nam sau, bao cao BHXH tinh, thanh phd.
Thoi gian thuc hién x4y dung (1ap) ké hoach: cung véi thoi diém lap du toan thu,
chi BHXH, BHYT, BHTN.

3.2. Can ctr chi tiéu phat trién nguoi tham gia BHXH bat budc duoc
BHXH tinh, thanh phd giao, trong thoi han 05 ngay tham muu giup Giam déc
BHXH co so thuc hién giao chi tiéu phat trién nguoi tham gia BHXH, BHYT bt
budc dén ting vién chirc theo nim va phan bo theo timg thang trong nim, theo
dia ban khu vuc cac xa, phuong, dac khu.

3.3. Xay dung ké hoach, kich ban phat trién ngudi tham gia BHXH, BHYT
bat budc: Can ctr dit liéu don vi, ngudi lao dong tiém ning chua tham gia, xay
dung ké hoach, kich ban phat trién nguoi tham gia BHXH, BHYT bat budc theo
tung thang, trong doé tip trung giao chi ti€u tdng truong nguoi tham gia tung
thang, tirng vién chuc phai dat dugc. Cap nhat ké hoach, kich ban, két qua thuc
hién vao phan mém (MAu s6: 03a-KT).

3.4. Phan cong vién chirc chuyén quan thyc hién quan ly don vi str dung
lao dong dang tham gia va khai thac méi trén dia ban nhu vién chirc thudc Bo
phan thu, quan 1y truc tiép don vi, nguoi tham gia thuéc Phong Quan 1y thu va phat
trién nguoi tham gia nhu huéng dan tai diém 2.2 khoan 2 Muyc nay.

4. Quy trinh trién khai phat trién ngudi tham gia BHXH, BHYT bat
budc

4.1. Bbi véi don vi chua tham gia BHXH, BHYT bét budc:

a) Buéc 1. Giri don vi Théng bdo vé viéc tham gia, déng BHXH, BHYT,
BHTN cho nguoi lao déng (Mdu sé: 04a-KT) bang chuyén phdt ho so dam bdo:

al) Thoi gian thyc hién: 05 ngay ké tir ngdy xuat hién Mau s6: 02a-KT trén
phan mém TST.

a2) Khi guri Mau sd: 04a-KT (kem theo tai li¢u duoc tao tai duong dan tai
dudi dang ma QR code), bao gdom:
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- Danh sach lao dong chua tham gia BHXH, BHYT bit budc (Mau sb: 02a-
KT).

- Tai liéu dan chiéu quy dinh cua phap luat vé d6i twong, mic dong,
phuong thitc dong, cin ctr dong, cac hanh vi vi pham phap luat vé dong, xir 1y vi
pham phap luat vé dong BHXH, BHYT (trich luwoc tir tai liéu d3 dwgc BHXH
Viét Nam téng hop girt BHXH tinh, thanh phé truc thugc Trung wong tai Van
ban s6 1999/BHXH-TST ngay 26/6/2024 cia BHXH Viét Nam)!.

- Mau biéu hd so ké khai tham gia BHXH, BHYT bat budc (Mau s6 TK1-
TS, Mau s6: TK3-TS, Mau s6: D02-LT), huéng dan 1ap.

- Huéng dan quy trinh ndop hd so ding ky tham gia BHXH, BHYT bt
budc; hudng dan st dung phuong thire giao dich hd so dién tu.

- Thong tin vién chirc cia co quan BHXH (ho va tén, s6 dién thoai,
emalil,...), dia chi co quan BHXH dé don vi ¢6 can ¢t lién hé dé nghi huéng dan,
giai dap khi dang ky tham gia, dong BHXH, BHYT bt budc.

- Pé nghi don vi lap Béo céo tinh hinh déng BHXH, BHYT bat budc (Mau
s6: 05b-KT) gtri co quan BHXH.

a3) Sau khi giri Thong bao vé viéc dong BHXH, BHYT, BHTN cho ngudi
lao déng (Mau sé: 04a-KT), vién chirc duoc phan cong chuyén quan tiép tuc theo
ddi, dén ddc, huéng dan don vi ding ky tham gia, dong BHXH, BHYT bat budc
cho nguoi lao dong.

Truong hop don vi khong nhan duoc Thong bao thi lién hé ngay voi don vi
chuyén phdt lam ré nguyén nhdn, 1y do va cé bién phdp dé dam bdo Théng bdo dwgc
gui dén don vi kip thoi.

a4) Cap nhat vao phan mém:

Vién chirc chuyén quan cip nhat vao Mau sé: 02a-KT, Mau sé: 02b-KT,
Mau s6: 03b-KT:

- Ngay thang nam gui Thong bao vé viéc dong BHXH, BHYT, BHTN cho
nguoi lao dong (Mau s6: 04a-KT).

- Can cr vao hd so dang ky tham gia BHXH, BHYT, BHTN bit budc cho
nguoi lao dong (Mau D02-LT, TK1-TS) tai phan mém TST hodc tir bao cdo tinh
hinh dong BHXH, BHYT bit budc (MAau sd: 05b-KT) do don vi giri dén.

b) Buodc 2. Lam viéc truc tié'p voi don vi:

bl) Céc don vi lam viéc truc tiép:

Sau 10 ngay, ké tir sau ngay guri Thong bao vé viéc tham gia, dong BHXH,
BHYT, BHTN cho nguoi lao dong ma don vi van chua tham gia BHXH, BHYT
bét budc, dong thdi khong c6 ¥ kién phan hdi.

I BHXH tinh, thanh phd/BHXH co so: can cir quy dinh ctia Luat BHXH s6 41/2024/QH15 va
Luat BHYT s 51/2024/QH15 thyc hién cap nhat bod sung quy dinh ctua phép luat vé mo rong
d6i twong tham gia BHXH, BHYT bét budc (tir ngay 01/7/2025); diéu chinh cac hanh vi vi
pham phap luat vé dong, xur Iy vi pham phép luat vé dong BHXH, BHYT va cac ndi dung méi
vé thu, dong BHXH, BHYT bét budc c6 lién quan khéc vao tai liéu gtri don vi.
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b2) Hinh thtrc 1am viéc truc tiép: Bang mét trong hai hinh thirc:

- Téap trung tai co quan BHXH hoac tai dia chi cd dinh khi lam viéc truc
tiép cing mot budi, hoic mot ngay d6i voi nhicu don vi.

- Vién chtc duge phan cong chuyén quan truc tiép dén 1am viée tai don vi.
Tuy theo tinh chit, quy md tirng don vi, c6 thé thanh lap Tb hodc Poan lam viéc
tryc tiép voi don vi.

b3) Cong tac chuan bi va to chie thuc hién trude, trong va sau khi 1am viéc
tryc tiép:

- Trudce khi 1am viée truc tiép: Vién chirc chuyén quan don vi lap Thong
bao lich lam viéc (Mau sé: 05a-KT) kém theo MAu s6: 05b-KT trinh Lanh dao
ky, giri don vi. Sau khi giri Thong béo lich lam viéc can lién hé thuong xuyén dé
nam bat, huéng dan don vi 1ap Béo cdo tinh hinh dong BHXH, BHYT bat budc
(Mau $6: 05b-KT), chuan bi ho so lién quan phuc vu cho cudc lam viéc.

- Trong thoi gian lam viéc truc tiép: Thuc hién kiém tra, dbi soat cac tai
liéu lién quan dén thuc hién chinh sach BHXH, BHYT cho nguoi lao dong nhu:
hop dong lao dong, bang lwong, bang cham cong, ké khai thué....; 1ap Bién ban
lam viéc vé viéc dong BHXH, BHYT, BHTN cho ngudi lao dong (Mau sd: 06a-
KT); trudng hop nguoi lao dong thude dbi tugng phai tham gia BHXH, BHYT
bit budc thi hudng dan don vi ké khai, thoi han nop hd so dang ky tham gia,
dong BHXH, BHYT bit budc cho nguoi lao dong.

- Sau khi 1am viéc truc tiép: Vién chirc chuyén quan don vi tiép tuc don
dbc, hudng dan don vi 1ap ho so diang ky tham gia, dong BHXH, BHYT bit budc
cho nguoi lao dong.

b4) Cap nhat vao phan mém:

Vién chirc chuyén quan cép nhat vao Mau s6: 02a-KT, Mau sb: 02b-KT,
Mau s6: 03b-KT: Céac ndi dung, thong tin co trong Bién ban lam viéc (Mau sd:
06-KT) hoac céan ctr vao hd so dang ky tham gia BHXH, BHYT, BHTN bét budc
cho ngudi lao dong (Mau D02-LT, TK1-TS) tai phan mém TST.

¢) Bude 3. To chive Hi nghi tw van, doi thoai, don déc, hudng dan dang ky
tham gia, déng BHXH, BHYT bdt budc:

Gui thong bao cho tat ca cac don vi da thuc hién Budce 1 va Budc 2 ma don vi
chwa ding ky tham gia BHXH, BHYT bt budc cho ngudi lao dong hodc chua ¢ ¥
kién phan hdi thi can ctr sd luong don vi t6 chirc Hoi nghi tu vén, ddi thoai, don déc,
huéng dan ding ky tham gia, dong BHXH, BHYT bat budc va can chil trong mét
s0 noi dung sau:

c1) Lap, giri gidy moi don vi tham gia Hoi nghi bang thu bao dam, kém theo
c4c tai liéu nhu tai tiét a2 diém nay.

Sau khi giri Gidy moi, vién chirc dugc phan cong chuyén quan tiép tuc theo
doi, don dbc, huéng dan don vi tham dy hoi nghi va ding ky tham gia, déng
BHXH, BHYT bat budc cho ngudi lao dong.



¢2) Thanh phan tham gia Hoi nghi:

- Bbi véi co quan BHXH va co quan, don vi ngoai nganh lién quan: Lanh dao
co quan BHXH va cac phong/bd phan, don vi ngoai nganh lién quan dé trién khai cac
nd1 dung tai Ho1 nghi dam bao hi¢u luc, hi€u qua.

- Péi voi don vi st dung lao dong: Nguoi dai dién, hodc nguoi duge uy quyén
dai dién theo phap luat cua don vi va ngudi lam cong tac ké toan, hodc nguoi lam
cong tac t6 chirc - nhan sy cua don vi. BHXH tinh, thanh phé / co s can ctr thuce tién
pham vi ve sb luong ngudi tham dy HGi nghi dé t6 chirc cac cude hoi nghi cho phu
hop, hi¢u qua.

c3) No1 dung Hoi nghi:

- Pho bién cac quy dinh cua phép luat vé trich nhiém tham gia, déng BHXH,
BHYT bt budc cua don vi (nguoi st dung lao dong), nguoi lao déng; quy dinh cta
phap lut vé cac hanh vi vi pham phép luat va bi nghiém cAm; xir 1y vi pham khi don
vi cham dong, trén dong BHXH, BHYT cho nguoi lao dong; cac loi ich, quyén loi
cuia don vi va cua nguoi lao dong khi tham gia, dong BHXH, BHYT bét budc.

- Thong bao dén timg don vi s6 luong lao dong dang sir dung nhung chwa dang
ky tham gia, dong BHXH, BHYT bit budc dé yéu cau, huéng dan don vi ding ky
tham gia, ddng BHXH, BHYT bat budc theo dung quy dinh.

- Quan triét, thong tin dén don vi, truong hop cac don vi sau 10 ngay ké tir
ngdy tham du Hoi nghi ma cb tinh khong tham gia, déng BHXH, BHYT bit budc thi
s& tién hanh thuc hién cac bién phap tiép theo theo quy dinh cta phap luat, hodc kién
nghi co quan tham quyén thanh tra, kiém tra viéc chap hanh chinh sach phap luat vé
BHXH, BHYT, xtt Iy vi pham, yéu cau khéc phuc hau qua vi pham.

c4) Truong hop trén dia ban BHXH tinh, thanh phd tryc tiép quan 1y thu hodc
trén mét dia ban do BHXH co s6 ¢ sd don vij it, khong du dé t6 chirc Hoi nghi thi
Giam déc BHXH tinh, thanh phd chu tri, diéu phéi md Hoi nghi toan tinh, hodc
BHXH tinh, thanh phé, BHXH co sé lam viéc truc tiép vo1 don vi nhu tai budc 3
diém nay dam bao hiéu qua, tiét kiém.

c5) Thoi gian, tién d6 hoan thanh t6 chic Hoi nghi: BHXH tinh, thanh phé /
co s& xay dung lich t6 chirc Hoi nghi voi cac don vi dam béo linh hoat, tiét kiém va
hiéu qua. Viéc to chirc Hoi nghi thuc hién thuong xuyén, hang thang, hang quy, hoan
thanh trude ngay 20/12 hang nam.

c6) Cap nhat vao phén mém:

Vién chirc chuyén quan cép nhat vao Mau s6: 02a-KT, Mau sb: 02b-KT,
Mau s6: 03b-KT:

- Ngay, thang to chirc hoi nghi theo timg don vi tham gia hoi nghi.

- Can ctr vao hd so ding ky tham gia BHXH, BHYT, BHTN bt budc cho
nguoi lao dong (Mau DO02-LT, TK1-TS) tai phan mém TST hodc tir bao cdo tinh
hinh déng BHXH, BHYT bat budc (MAau sd: 05b-KT) do don vi giri dén.
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d) Buéc 4. Kiém tra chuyén nganh déng BHXH, BHYT dét xudt xir Iy theo
tham quyén:

d1) Bo phan thu, phat trién nguoi tham gia bat budc thuéc Phong Quan 1y
thu va phat trién ngudi tham gia/Bo phan thu, phat trién ngudi tham gia bat budc
va quan 1y cham dong, trén dong thuéc BHXH co sé: Sau 10 ngdy, ké tir sau
ngay t6 chirc hoi nghi & Budc 3 ma don vi van chua tham gia BHXH, BHYT bt
budc thi két xuat danh sach cac don vi dé nghi kiém tra chuyén nganh déng
BHXH, BHYT dot xuét.

d2) Phong Kiém tra:

- Trong thdi han 10 ngay, ké tir ngay nhan duoc danh sach cac don vi dé
nghi kiém tra chuyén nganh dong BHXH, BHYT d6t xuat phai ban hanh Quyét
dinh Kiém tra va to chtic thuc hién kiém tra chuyén nganh déng BHXH, BHYT
dot xut theo quy dinh cta phép luat va huéng din cia BHXH Viét Nam.

- Sau khi két thac kiém tra, chuyén Két luan kiém tra dén Phong Quan Iy
thu va phat trién ngudi tham gia hodc Bo phan thu, phat trién ngudi tham gia bat
budc va quan 1y cham dong, tron dong thuoc BHXH co sd dé cap nhat vao phan
mém (Mau s6: 02a-KT, Mau s6 02b-KT, Mau sd: 03b-KT, Mau s6: 10-KT2) két
qua kiém tra chuyén nganh dong BHXH, BHYT d6t xuat va két qua xur 1y3.

d) Bude 5. Chuyén ho so dé nghi diéu tra, xir Iy hinh sw hanh vi tron dong
BHXH, BHYT bat bugc:

Pbi voi cac don vi c6 hanh vi vi pham dén muc phai xt 1y hinh sy (hanh vi
trbn dong vé sd ngudi lao dong, sb tién, thoi gian vi pham) va dap tng day du hd
so theo quy dinh tai Piéu 216 Bo luat Hinh sy nam 2015 (sau khi kiém tra xur ly
vi pham hanh chinh, nhung khong, hodc cham khic phuc hau qua vi pham) thi
Phong Kiém tra trinh Giam d6¢ BHXH tinh, thanh phd chuyén ho so dé nghi co
quan Céng an diéu tra theo quy dinh cta phap luat. Cap nhat thoi gian guri hd so
vao phan mém dé theo ddi, don déc (MAu sd: 03b-KT).

4.2. Boi voi don vi tham gia BHXH, BHYT chua day da cho ngudi lao
dong:

a) Buéc 1. Giri don vi Théng bdo vé viéc tham gia, déng BHXH, BHYT,
BHTN cho nguoi lao dong:

al) Gui Thong bao vé viéc tham gia, dong BHXH, BHYT, BHTN cho
ngudi lao dong (MAu sd: 04a-KT) kém theo Danh sach tham gia BHXH, BHYT
bt budc chua ddy da cho nguoi lao dong (Miu sb: 02b-KT) dén cac don vi va
mau Béo cdo tinh hinh dong BHXH, BHYT bat bujc (Mau sb: 05b-KT) dé don vi
1ap ho so dang ky tham gia va béo co giri lai co quan BHXH.

a2) Sau khi giri Mau sd: 04a-KT, vién chitc dugc phan cong chuyén quan
tiép tuc theo ddi, dén dbc don vi 1ap hd so dang ky tham gia BHXH, BHYT,

2 Mu s6 10-KT dugc 1ap khi hoan thanh Buéc 3 hofic Buéc 4
3 N6i dung cép nhat turong tu cac ndi dung tai Mau s6 06b-KT
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BHTN bit bl}éc cho nguoi lao dong va bio cdo tinh hinh déng BHXH, BHYT bat
budc (Mau so: 05b-KT) guri lai co quan BHXH.

a3) Cap nhat vao phan mém:

Vién chtrc chuyén quéan cip nhat vao Mau 03b-KT:

- Ngay thang nam guri thong bao.

- Can ctr vao ho so ding ky tham gia B‘HXH‘, BHYT, BHTN bat budc cho
nguoi lao dong (Mau DO2-LT, TKI-T§) tqi phan mém TST hoac tu jbéo cao tinh
hinh déng BHXH, BHYT bat budc (Mau so6: 05b-KT) do don vi gui dén.

~ b) Bude 2. Lam viéc tryc tiép vdi don vi: Thyc hign nhu hudng dan tai tict
¢ diém 4.1 khoan nay.

¢) Buéc 3. Kiém tra chuyén nganh déng BHXH, BHYT djt xudt xir 1y theo
tham quyén: Thyc hién nhu hudng dan tai tiét d diém 4.1 khoan nay.

d) Budc 4. Chuyén hé so dé nghi diéu tra, xir Iy hinh si hanh vi tron dong
BHXH, BHYT bat bugc: Thyc hién nhu huéng dan tai tiét d diem 4.1 khoan nay.

* Mjt 56 luu y:

- Tuy theo tinh hinh thyc té ciia dia phwong, Gidm doc BHXH tinh, thanh
pho/Giam doc BHXH co s6 ¢ thé t6 chire lam viée truc tiép dong thoi véi cd don
vi chua tham gia hoac don vi tham gia BHXH, BHYT bat buéc chira ddy du cho
nguwoi lao dong trong mét buéi hodc mot ngay dam bdo hiéu qud, tiét kiém.

- Truong hop trong cing mét don vi vira tham gia BHXH, BHYT bat budc
chua ddy dii cho nguoi lao déng vira c6 sé tién chdm dong, tron dong doi véi sé
lao dong dang tham gia BHXH, BHYT bat budc thi thue hién cac bién phap néu tai
diém 4.2 khodn nay long ghép véi cdc bién phdp xir Iy thu sé tién chdm dong, tron
dong theo diing quy dinh va hwéng dan ciia BHXH Viét Nam.

5. Thuc hién b4o cdo va danh gia, nghiém thu két qua thue hién

5.1. Hang thang, co quan BHXH guri thong tin dén cac co quan quan 1y céc
cap (Uy ban nhan dan, Ban chi dao thuc hién chinh sich BHXH, BHYT, co quan
quan 1y nha nuéc vé BHXH, BHYT) (Mau sé 03b-KT, Mau s6 07-KT); Hang
quy, 1ap danh sach don vi, lao dong ké khai tinh, ndp, quyét toan thué thu nhép cé
nhan, nhung thyc té nguoi lao dong khong 1am viée, khong hudng tién luong hoic
thu nhap (néu co) gti, d& nghi co quan Thué cing cip tién hanh kiém tra, xt 1y
theo diing quy dinh cta phap luat, Quy ché chia sé dir liéu va phdi hop cong tac
gitta BHXH Viét Nam va Tong cuc Thué s6 1999/QCPH-BHXH-TCT ngay
09/7/2021 cia BHXH Viét Nam va Tong cuc Thué (Mau sb: 10-KT).

5.2. Can ctr két qua thuc hién nhiém vy, vién chirc Béo cao thong ké chi tiét
cong viéc hang thang (MAu s6: 08a-KT, Mau sd: 08b-KT):

5.2.1. Giam déc BHXH co so, Truéng phong Quan 1y thu va phat trién
ngudi tham gia: ddnh gia, xép loai mirc do hoan thanh nhiém vy ddi véi timg vién
chtre thude Bo phén thu, phat trién nguoi tham gia bat budc va quan Iy cham dong,



10

tron dong thuoc BHXH co sd; vién chirc thuée Bo phan thu va phat trién nguoi
tham gia bét budc thuéc Phong Quan 1y thu va phét trién ngudi tham gia.

5.2.2. Vién chie chuyén quan dugc phan cong theo ddi, don dbc, huéng dan
BHXH co s6: can ctr két qua thuc hién trén phan mém dé danh gia, nghiém thu két
qud thyc hién nhiém vu khai thac, phat trién nguoi tham gia cuia BHXH co s6.

5.2.3. Giam d6c BHXH tinh, thanh phd: danh gia, xép loai doi vi Bo phan
thu, phat trién nguoi tham gia bat budc thudéc Phong Quan 1y thu va phat trién
nguoi tham gia va BHXH co s6.

5.2.4. Vién chuc cia BHXH Viét Nam chuyén quan d6i véi BHXH tinh,
thanh phé: danh gia, nghiém thu két qua thuc hién nhiém vu khai théac, phat trién
ngudi tham gia cia BHXH tinh, thanh phé.

5.2.5. Vién chirc tong hop cta T6 quan 1y thu va phat trién nguoi tham gia
bat budc thudc Ban Quan 1y thu va phat trién nguoi tham gia: chdm nhat ngay 05
thang sau, can ctr két qua thyc hién nhiém vu phat trién nguoi tham gia BHXH,
BHYT bit budc toan qubc trén phin mém thang trudc dé bao cio Trudng ban
Quan ly thu va phat trién ngudi tham gia dé danh gia, xép loai theo timg thang,
quy, ndm ddi véi timg vién chirc, lao dong hop dong va danh gia xép loai dbi véi
T6 quan 1y thu va phét trién nguoi tham gia bat budc; dong thoi giri T6 Ké hoach -
Téng hop dé tong hop chung, bao cdo Giam déc BHXH Viét Nam.

II1. T6 chirc thwe hién

1. Cac don vi thudc, truc thuoc BHXH Viét Nam

1.1. Ban Quan Iy thu va phat trién ngudi tham gia:

- Phan cong, phan cép thuc hién cac ndi dung, nhiém vy theo huéng dan tai
Vin ban nay. Truong hop phan mém chua kip thoi nang cap, cap nhat day du
mAu biéu tai Vin ban nay 1én phin mém quan 1y, Ban Quan 1y thu va phat trién
ngudi tham gia 14p danh sach theo Mau sé: 02a-KT, Mau sd: 02b-KT dé gui
BHXH tinh, thanh phd thuc hién cac bién phap phat trién nguoi tham gia BHXH,
BHYT bit budc.

- Thyc hién huéng dan, theo ddi, don dbc, kiém tra viéc thyc hién ndi dung
va tong hop, bao cao Giam doc BHXH Viét Nam hang thang.

1.2. Ban Kiém tra: Huéng dan, don dbc BHXH tinh, thanh phd thuc hién
kiém tra chuyén nganh déng BHXH, BHYT d6t xuat theo dung quy dinh cua
phéap luat va huéng dan cia BHXH Viét Nam.

1.3. Ban Tai chinh - K& toan: Pam bao kinh phi trong pham vi du toan
duoc giao dé BHXH tinh, thanh phé, BHXH co sé thuc hién.

1.4. Trung tim Céng nghé thong tin va Chuyén ddi sé:

a) Pam bao co so ha ting, duong truyén két ndi, phan quyén, hudng din
Ban Quan 1y thu va phat trién nguoi tham gia truy cép, tiép nhan dit liéu tir co
quan Thué, nang cap bd sung cic mau biéu 1én phdn mém quan 1y ¢ BHXH tinh,
thanh phé, BHXH co s¢ cap nhat két qua thuc hién cac nhiém vu phat trién nguol
tham gia BHXH, BHYT bat budc theo quy dinh va huéng dan tai Van ban nay;
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ddng thoi co chirc ning thong ké, hién thi lich sir truy cép cua timg vién chirc
thuoc Ban Quan 1y thu va phat trién ngudi tham gia, BHXH tinh, thanh phd,
BHXH co sd theo tirng mau biéu trong vin ban nay (Mau s 09-KT).

b) Hang thang két xuat Danh sach nguoi lao dong dang bao luu qua trinh
dong BHXH (Mau sb: 02¢-KT).

2. BHXH tinh, thanh ph6 va BHXH co sé

- Phan cong, phan cép td chirc thuc hién cac nhiém vu theo hudng dan tai
Van ban nay.

- Ngoai cac nhiém vu tai Vin ban ndy, thuong xuyén dé nghi cic co quan
lién quan (dang ky kinh doanh, Thué, ...) chia sé, cung cép thong tin don vi méi
thanh 1ap va hoat dong dé don dbc, huéng dan 1ap hd so ding ky tham gia
BHXH, BHYT bat budc day du, kip thoi cho nguoi lao dong.

- Kip thoi dé xuat BHXH Viét Nam sira doi, b sung hudng dan thuc hién
phat trién nguoi tham gia BHXH, BHYT bat budc (néu co) dé dam bao dong bo,
hiéu luc, hi€u qua.

Cong vin nay thay thé Cong vin sb 2236/BHXH-TST ngay 16/8/2022 vé
viéc hudng dan khai thac, phat trién nguoi tham gia BHXH, BHYT bt budc va
Cong van sd 3165/BHXH-TST ngay 02/10/2023 vé viéc sira doi va hudng dan
mdt sd nodi dung to chtrc hoi nghi lam viéc vdi don vi, doanh nghi€p theo Cong
vin s6 2236/BHXH-TST dé phat trién ngudi tham gia BHXH, BHYT bét budc
ciia BHXH Viét Nam. Trong qua trinh t6 chtic thuc hién néu c6 vudng mic kip
thoi phan anh BHXH Viét Nam dé nghién ctru, giai quyét./.

Noi nhan:

- Nhu trén;

- Giam dbc (dé bao cho);

- Cac don vi: TCKT, PC, KT, CNTT, VP;
- Luu: VT, QLT.

KT. GIAM POC
PHO GIAM POC
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