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BAO HIEM XA HOI VIET CONG HOA XA HOI CHU NGHIA VIET NAM
NAM Déc lap - Ty do - Hanh phuc

S6: 2352/1999/Qb-BHXH Ha N6i, ngay 28 thang 9 ném 1999

QUYET DINH CUA TONG GIAM POC BAO HIEM XA HOI VIET NAM
Vé viéc ban hanh quy djnh cép,
quan ly va str dung sé bao hiém xa héi
TONG GIAM POC BAO HIEM XA HOI VIET NAM
Cén ctr Nghi dinh sé 19/CP ngay 16 thang 02 ndm 1995 cua Chinh phi vé viéc thanh
I14p Bdo hiém xa hoi Viét Nam;
Cén ctr Quy ché té chirc va hoat dong clia Bdo hiém x& hoi Viét Nam ban hanh kém
theo Quyét dinh s6 606/TTg ngay 26 thang 09 ndm 1995 cta Thi twéng Chinh phi;
Cén ctr Quyét dinh sb 1443/LD-TBXH ngay 09 théng 10 ndm 1995 cua Bé truéng B
Lao déng - Thuong binh va Xa héi ban hanh méu s6 Bdo hiém xa héi; Théng tw sb
09/LD-TBXH ngay 26 thang 04 nam 1996 cua B6 Lao dong - Thuong binh va Xa héi
huwéng dén cap va ghi sé Bo hiém x& hoi:
Theo dé nghj cua Truéng Ban Quén ly thu Bo hiém x& hoi;
QUYET DINH:
Diéu 1. Ban hanh kém theo Quyét dinh nay "Quy dinh cép, quan ly va st dung sb
Bao hiém x3a hoi".
Piéu 2. Quyét dinh nay cé hiéu lwc thi hanh ké tir ngay 01 thang 10 ndm 1999; thay
thé Quyét dinh s6 113/BHXH-QD ngay 22 thang 06 nam 1996 va nhirng quy dinh,
hwéng dan vé viéc cép, quan ly s Bao hiém xa hoi tai cac van ban do Bao hiém xa
héi Viet Nam da ban hanh trwdc ngay Quyét dinh nay cé hiéu luc.
Diéu 3. Trwuédng Ban Quan ly Thu BHXH c¢6 trach nhiém hwéng dan, dén déc, kiém
tra viéc td chirc thue hién Quyét dinh nay.
Tha trwdng cac don vi truc thudc Bao hiém xa hoi Viét Nam; Giam dbc Bao hiém xa

héi cac tinh, thanh phé trwc thuéc Trung wong chiju trach nhiém thi hanh Quyét dinh
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nay./.
QUY DINH
CAP, QUAN LY VA S’ DUNG SO BAO HIEM XA HOI
(Ban hanh kem theo Quyét dinh s6 2352/1999/QDb-BHXH
ngay 28 thang 09 ndm 1999 cua Tdng giéam déc béo hiém x& héi Viét Nam)
. QUY DINH CHUNG
1. S6 B&o hiém xa hoi (sau day viét tat la S6 BHXH) dung dé ghi nhan qua trinh 1am
viéc va dong BHXH, Ia can cir dé gidi quyét cac ché dé BHXH cua nguoi tham gia
BHXH theo quy dinh cta phap luat.
2. S6 BHXH duwoc quan ly va lwu hanh thdng nhat trong pham vi cd nwéc theo cac
quy dinh chung vé quan ly hé so, tai liéu. S6 BHXH bj tdy xo6a, rach nat; ghi chép,
xac nhan khong rd rang, khédng day da thi khédng cé gia tri phap ly.
3. S6 BHXH do Bao hiém xa hdi Viét Nam phat hanh, thu da chi phi in 4n, van
chuyén va té chirc cp dén nguoi lao ddng théng qua ngudi st dung lao dong.
IIl. DOI TUONG, PIEU KIEN CAP SO BAO HIEM XA HOI
1. Bbi twong dwoc cAp S6 BHXH bao gbm:
1.1. Can bd, céng chirc, nguwdi lao déng dwoc quy dinh tai Diéu 3, Diéu 1&é Bao hiém
x& hoi ban hanh kém theo Nghi dinh sb 12/CP ngay 26/01/1995 ctia Chinh phu.
1.2. Quan nhan, céng an nhan dan duwoc quy dinh tai diém 1, Diéu 3, Diéu 1é Bao
hiém x& hoi ban hanh kém theo Nghij dinh sb 45/CP ngay 15/07/1995 clGa Chinh phu.
1.3. Can bd xa, phwdng, thi tran hwdng sinh hoat phi dwoc quy dinh tai diém 1, 2, 3,
4, 5, Pidu 3, Nghi dinh sé 09/1998/ND-CP ngay 23/01/1998 clia Chinh phii stra ddi,
bd sung Nghi dinh s6 50/CP ngay 26/07/1995 ctia Chinh phti vé ché do sinh hoat phi
dbi voi can bd xa, thwong, thi tran.
1.4. Ngu¢i lao déng Viét Nam di lam viéc cé th&i han & nwdc ngoai theo quy dinh tai
diém 1, Diéu 3, Nghi dinh sb 07/CP ngay 20/01/1995 cla Chinh pht quy dinh chi tiét
mot s6 diéu cta Bo Luat lao dong vé dwa nguoi lao ddng Viét Nam di lam viéc &
nwo'c ngoai.

Tat ca dbi twong trén day goi chung 1a ngudi lao déng.



2. Diéu kién cap s6 BHXH:
2.1. Nguoi lao dong thudc dbi twong tham gia BHXH quy dinh tai diém 1 trén dang
lam viéc va dong BHXH.
2.2. Nguwdi st dung lao ddng c6 da diéu kién vé quan ly sir dung lao ddng va tham
gia BHXH theo dung quy dinh cta phap luat.

ll. QUY BINH VE CAP SO BHXH
1. Trinh tw cAp S6 BHXH:
1.1. Nguoi st dung lao dong lap 02 ban "Danh sach lao ddng dé nghi cap s BHXH"
(mau 02/SBH kém theo) gt co quan BHXH noi truc tiép quan ly thu bdo hiém xa
hoi.
1.2. Co’ quan BHXH tiép nhan "Danh sach lao dong dé nghj cap sé BHXH", dbi chiéu
v&i "Danh sach lao ddng va quy tién lwong trich nép BHXH" va "Danh séach lao dong
diéu chinh tang gidm mlc nép BHXH" clia ngudi st dung lao ddng dé xac dinh danh
sach lao dong dwoc cap S6 BHXH; ddng thdi hwdng dan ngwdi st dung lao déng
phwong phap tién hanh 1ap va xét duyét "To khai s6 BHXH" (mau sb 01/SBH kém
theo).
1.3. Nguoi lao déng ké khai 03 ban "T& khai cap s6 BHXH"
1.4. Nguwoi sir dung lao dong can c ho so, ly lich va qua trinh tham gia BHXH cua
ngudi lao déng (néu co) dé dbi chiéu, xac nhan, ky, ghi rd ho tén déng dau 1&n ché
quy dinh trén "T& khai cap s6 BHXH".
1.5. Co’ quan BHXH tién hanh thdm dinh, ky duyét "T& khai cap s6 BHXH" clia nguoi
lao dong.
Ghi s6 s6 BHXH vao cac "Td khai cap s6 BHXH" da duyét va "Danh séach lao dong
dé nghi cAp s6 BHXH".
Can ct s6 sd BHXH da duyét ghi trén t& khai, danh sach, cp cho nguoi st dung lao
dong sé BHXH da dwoc ghi (d6ng dau) sé s6 BHXH.
S6 s6 BHXH Ia sb dwoc ghi trén s& BHXH bao gdm 10 chir sb, trong d6 02 sb dau la
ma sb cla BHXH tinh, thanh phd trwc thudc Trung wong (Danh muc ma sb don vi

BHXH tinh, thanh phé truc thudc Trung wong va co quan BHXH Quéc phong va



Coéng an - dinh kém), 02 sb tiép theo la 02 sb cudi ctia nam duyét cip s, 06 sb tiép
theo la sb th tw clia ngwdi lao ddng dwoc duyét cap sd BHXH trong nam.

1.6. Nguwdi st dung lao dong cdn c& danh sach, "T khai cap s6 BHXH" clia nguoi
lao dong da dwoc co quan BHXH xét duyét, tién hanh ghi s& BHXH cho nguoi lao
dong.

1.7. Nguoi lao ddng sau khi kiém tra cac néi dung ghi trén s& BHXH ky, ghi rd ho tén
vao noi quy dinh.

1.8. Nguoi st dung lao déng ky xac nhan va déng dau vao noi quy dinh trén sb
BHXH.

1.9. Co quan BHXH sau khi déi chiéu véi to khai clia ngudi lao dong, ky, dong dau
vao ché quy dinh trén s BHXH. Béng thei déng dau gidp lai vao sd BHXH va tra lai
cho nguwoi st dung lao dong quan ly.

2. Quy dinh vé thdm dinh, xac nhan "T& khai cap sd BHXH"

2.1. "T& khai cip s6 BHXH"

"T& khai cap s BHXH" kich thuwéc 210 x 297 c6 04 trang in lién nhau trong mot to
gidy (bang khd A3 gap déi) gébm 02 phan:

Phan A. Do ngudi lao déng tw ké khai nhirng van dé lién quan dén nhan than, qua
trinh lam viéc c6 doéng dau BHXH.

Phan B. Do ngudi st dung lao ddng va co quan BHXH ghi, xac nhan. Dbi v&i nhivng
nguwdi da cé qua trinh 1am viéc va déng BHXH truéc khi cdp s& BHXH thi xét duyét
thdi gian tham gia BHXH trwdc khi cap sb.

Trwdng hop nguwoi lao ddng cé thoi gian lam viéc va tham gia BHXH dai, st dung 1
to khai khdng da thi phan ké khai qua trinh 1am viéc cé dong BHXH dwoc dung to
dém. Trén t& dém cé ghi ho, tén; ngay thang nam sinh; sb chirng minh thw, don vi
lam viéc, va phan ké khai qua trinh lam viéc c6 dong BHXH; danh sb thr tw cla to
dém (dé trong ngodc don) vao sau dong chir "Td khai cAp sé6 BHXH" va déng d4u
cla nguoi str dung lao dong trén goc trai cua trang thém nay.

2.2. Ké khai trén "T¢o khai cp s BHXH".



Nguwdi lao déng ké khai cac ndi dung lién quan dén nhan than va qua trinh lam viéc
c6 déng BHXH (néu cd) vao "Td khai cap sd BHXH"; ghi ddy du cac yéu td, ndi dung
trong to& khai.

Khi ké khai qua trinh lam viéc c6 dong BHXH phai tach cac giai doan theo dung thoi
gian ghi trong hé so gbc; ghi day du cip bac, chirc vy, chirc danh nghé, céng viéc
(dac biét la céng viéc nang nhoc déc hai), don vi lam viéc (déi v@i doanh nghiép da
dwoc xép hang ciing ghi r hang doanh nghiép), dia diém don vi déng (néu cé phu
cap khu vuc ghi rd xa, huyén). Cac giai doan bj gian doan ciing phai ké khai day da,
trén cot ghi thoi gian tham gia BHXH bi gian doan dwoc gach chéo (x).

Trwong hop nguwdi lao dong khéng dam bao ké khai dung dwgc qua trinh lam viéc cé
déng BHXH thi ngwdi siv dung lao ddng cdn clr hd so dang quan ly, cd thé ké khai
hé nhwng sau dé phai dwa nguoi lao dong kiém tra ky lai. TO khai dwoc lap lam 03
ban (cé thé Iap mot ban ban dau sau d6 sao chup lam 03 ban) va ngu i lao dong ky,
ghi rd ho tén I&n chd quy dinh trén ca 03 t& khai d6 va ndp cho ngudi st dung lao
déng.

2.3. ThAm dinh, xac nhan "T& khai cap s6 BHXH":

2.3.1. Can cr dé thAm dinh, xac nhan "T® khai cAp sé BHXH".

- Hb so xac dinh nhan than cla nguwdi lao ddng nhw hd khau, gidy khai sinh, chirng
minh thw.

- H6 so gbc lién quan xac dinh qua trinh lam viéc va dong BHXH nhu: ly lich cong
nhan vién chirc, ly lich Dang vién, Iy lich quan nhan, cac quyét dinh, hop dong lao
dong, théng bao, bién ban, trich luc... day d can cir phap ly lién quan dén viéc tiép
nhan, phan céng ra trwong, gian doan théi gian cong tac; tdng gidm lwong, phu cap
v.v... Néu khéng co6 cac quyét dinh xép lwong hodc nang lwong kém theo thi ngudi
st dung lao déng phai dwa ra dwoc nhitng can clr phap ly ddm bao thay thé cac
quyét dinh trén va chiu trach nhiém truwéc phap luat.

2.3.2. Nguoi str dung lao ddong dbi chiéu cac ndi dung clia ngudi lao dong ké khai

trén t& khai véi hd so ly lich gbc, d@m bao nguyén tac trung khdp gitra to khai véi hd



