BAO HIEM XA HOI VIET NAM  CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap — Tw do — Hanh phic

S6: 679 /BHXH-BT Ha Noi, ngay 07 thang 3 ndm 2019
V/v huéng dan thu BHXH bit budc doi
v6i lao dong 1a cong dan nude ngoai
lam viéc tai Viét Nam

Kinh gtri: Bao hiém xa hdi céc tinh, thanh phé truc thudc Trung wong

Can cir Nghi dinh s6 143/2018/NB-CP ngay 15/10/2018 cua Chinh phu quy
dinh chi tiét Luat bao hiém xa hoi (BHXH) va Luat an toan, vé sinh lao dong vé
BHXH bét bude dbi voi lao dong la cong dan nudc ngoai lam viée tai Viét Nam
(Nghi dinh s6 143/2018/ND-CP); Quyét dinh s6 595/QD-BHXH ngay 14/4/2017 cta
BHXH Viét Nam ban hanh quy trinh thu BHXH, bao hiém y té (BHYT), bao hiém
that nghiép (BHTN), bao hiém tai nan lao dong, bénh nghé nghi¢p (BHTNLD,
BNN); quan ly s6 BHXH, the BHYT; BHXH Viét Nam hudng dan mot s6 noi dung
vé thu BHXH bét budc ddi vdi lao dong 1a cong dan nudc ngoai lam viéc tai Viét
Nam (goi chung 14 nguo1 lao dong) nhu sau:

1. V& d6i twong, mirc déng, phwong thirc déng, tién lwong 1am ciin cir dong
BHXH bit bujc

1.1. Déi tuong tham gia BHXH bit budc 1a nguoi lao dong theo quy dinh tai
Diéu 2 Nghi dinh s6 143/2018/ND-CP;

1.2. Murc dong, phuong thirc dong cua nguoi lao dong, don vi sir dung lao
dong; tién luong lam can ctr dong, thyc hién theo quy dinh tai cdc Piéu 12, 13 va
Diéu 14 Nghi dinh s 143/2018/ND-CP.

2. Ho s0, bi¢u miu; quy trinh thu, quan 1y so BHXH

2. 1. Ho so, biéu mau quan ly thu BHXH thyc hién theo hudng dan tai Quyét
dinh 86 595/QD-BHXH ngay 14/4/2017 cua BHXH Viét Nam; To khai tham gia,
di€u chinh thong tin BHXH, BHYT (mau TK1-TS) thyc hién theo hudng dan tai
Quy¢t dinh s6 838/QD-BHXH ngay 16/7/2018 cua BHXH Vi¢t Nam; ho so va cac
biéu mau bang Tiéng Viét va Tiéng Anh (kém theo Cong van nay).

- Khi ké khai mau TK1-TS can luu y:

+ Péi vOi nguoi lao dong dang ky tham gia BHXH bét bu@cqlﬁn dau, chua
dugc cap ma s6 BHXH thi ké khai cac ndi dung, thong tin tai cac diém: [01], [02],
[03], [04], [07.1],[07.2],107.3], [07.4], [0.8], [0.9], [13], muc I;

+ Déi voi ngudi lao dong da duoc cap ma s6 BHXH: Ké khai cac ndi dung tir
[01] dén [05], muc II;

+ Khi ¢ thay d6i thong tin (vé tén, ho, ma sé BHXH, gidi tinh, qudc tich,...):
Keé khai cac noi dung [01], [02], [03], [04] va [05] , muc IL.

- Viéc ghi ho, tén, gi¢i tinh, qudc tich vao cac mu biéu theo chit viét phién
am quoc t€. Truong hop co ho so kem theo dé thay doi thong tin, ma ho so do co
quan nudc ngoai cap thi phai dugce dich ra Tiéng Viét va ching thuc theo quy dinh
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2.2. Quy trinh thu; cap va quan 1y s6 BHXH: Thyc hién nhu doi véi don vi va
nguoi lao dong Viét Nam cung tham gia BHXH, BHYT, BHTN theo hudng dan tai
Quye¢t dinh s6 595/Qb-BHXH ngay 14/4/2017 cia BHXH Viét Nam.

3. To chirc thuc hién

3.1. BHXH Viét Nam:

a) Ban Thu, Ban S6 - Thé:

- Huéng dan, kiém tra d6n doc BHXH tinh, thanh pho trién khai thuc hién theo
quy dinh.

- Tiép tuc nghién ctru, hoan thién mau biéu thu va mau s6 BHXH ddi véi lao
dong 1a cong dan nude ngoai.

b) Trung tam Cong nghé théng tin:

q - Piéu chinh phan mém quan Iy Thu - S, the (TST) dé BHXH cac dia phuong
t6 chure thuc hién cong tac thu, quan ly thu BHXH; cap va quan ly s6 BHXH doi vaoi
lao dong la cong dan nude ngoai theo dung quy dinh.

- Hudng dén céc don vi cung cép dich vu ké khai hd so dién tir diéu chinh phan
mém dam bao ké khai tham gia BHXH bat budc d61 vdi lao dong 1a cong dan nudce
ngoai theo quy dinh.

¢) Cac ’d(m vikhac thugf)c BHXH Viét Nam theo chﬁ”c nang, nhiém vu cua minh
thue hién phoi hop, hudng dan quan ly viée thu BHXH doi vdi lao dong 1a cong dan
nudc ngoai tham gia BHXH bat budc.

3.2. BHXH tinh, thanh phd:

- Phéi hop co quan quan 1y nha nudc vé lao dong nﬁm bat, x4c dinh d6i tuong
tham gia BHXH la cong dan nudc ngoai d€ hudng dan, t6 chire thuc hién.

- Huong dan don vi st dung lao dong 1ap ho so dang ky tham gia BHXH bﬁt
budc doi voi lao dong 1a cong dan nude ngoai theo dung quy dinh. Sir dung mau bicu
theo mau quy dinh bang Tiéng Viét va Tiéng Anh.

- Truong hop don vi c6 ca lao dong 1a nguoi Viét Nam va lao dong la cong
dan nude ngoai thugc doi tuong tham gia BHXH bat budc thi 1ap thém ma thir hai
dé theo doi, quan ly thu BHXH d6i véi lao dong la cong dan nudc ngoai.

Trén déy 1a mot s6 ndi dung hudng dan vé ho so, quy trinh thu BHXH ddi véi
lao dong la cong dan nudc ngoai tham gia BHXH bat budc; trong qua trinh t6 chire thuc
hi€n, néu cd vudng mac, kip thoi phan &nh BHXH Viét Nam dé nghién ctru, giai quyét./ i

Noi nhin: KT. TONG GIAM DOC

- Nhu trén; PHO TONG GIAM DOC
- B Lao dong - Thuong binh va Xa hoi;
- Téng Giam ddc (dé bao cao);

- Cac Pho Téng Giam dbc;

- Cac don vi tryc thuéc BHXH Viét Nam;
-Luu: VT, BT.




MAau TK1-TS/Form TK1-TS

(Ban hanh kém theo QD sé: 595/QD-BHXH ngay
14/4/2017 ctia BHXH Viét Nam/ Issued together
with Decision No. 595/QD-BHXH of 14/4/2017, of
Viet Nam Social Security)

TO KHAI/ DECISION
THAM GIA, PIEU CHINH THONG TIN BAO HIEM XA HQI, BAO HIEM Y TE
(Ap dung doi voi nguwoi tham gia chwa dwoc cap ma so BHXH va thay doi thong tin)
DECLARATION ON PROVISION AND CHANGE OF INFORMATION ON THE
SOCIAL INSURANCE AND HEALTH INSURANCE BUYER

(applicable to the participants who have not received SS codes and change their registration
information)

L. Pbi véi nguoi chwa dwoc cp ma s6 BHXH (nguoi tham gia chi ké khai tir chi tiéu
[01] dén chi tiéu [13] dwoi day).

Details of the participants who have not received SS codes (only filling in the field
[01] through [13] given hereunder).

[01]. Ho va tén (viét chix in hoa)/ Full name (written in block capitals): ..........cccccoue......

[02]. Ngay, thang, nam sinh/ Date of birth: ........... [ i, [ ot
[03]. GG NN/ SEX: .eeeieee et sttt e e te e et e naeaeeenee e
[04]. Quédc tich/ Nationality ........................ [05]. Dan toc/ Ethnicity: ...

[06.2]. Huyén (quan, thi x& Tp thuoc tinh)/ Rural district (urban district, town or
provincial City): .......cccooeiiiinnnn [06.3]. Tinh (Tp)/ Province (City): ....ccovvvvriererinnee

[07]. Pia chi nhan két qua/ Address of place of residence:
[07.1]. S6 nha, duong phé, thén x6m/ House number, street, hamlet: ..........c.c.co.ccuveee..
[07.2]. XA (phuong, thi tran)/ Commune (ward or tOWNSHIP): ....covevvveeveveeeeieeeieeereae,

[07.3] Huyén (quan, thi x& Tp thudc tinh)/ Rural district (urban district, town or
Q1071 T T LI o] | ) SR

[07.4].Tinh (TP)/ ProvinCe (CILY): «.ooeeierieeie e
[08]. S6 CMND/H6 chiéu/Thé cin cude/ 1D card/Passport/Citizen's ID card No: ........

[10]. Ho tén cha/me/nguoi giam ho (ddi voi trée em dudi 6 tudi)/ Full name of
parent/guardian (applicable to children under 6 years): .......cccccccvvevieiiierieeiiese e,
[11]. MUC tién dong/ Premium 8VEL: .........ccovvviveieeeieeeeteeese s esnes s
[12]. Phuong thirc dong/ Method of premium payment: .........ccccvveiiininienie s
(Chi tiéu [11], [12] chi &p dung ddi voi nguoi tham gia BHXH tu nguyén/(The field
[11] and [12] shall only apply to voluntary participants)

[13]. Noi dang ky kham bénh, chita bénh ban dau (khong ap dung d6i voi nguoi tham
gia BHXH tu nguyén)/ Primary healthcare service establishment (not applicable to
voluntary participants):



[14]. Truong hop nguoi tham gia BHYT theo ho gia dinh dugc giam trir mac dong thi
ké khai thém Phu luc (Phu luc kém theo) va khong phai nop, xuat trinh sé ho khau,
ching minh thu, thé can cudc/ With respect to household participants who are granted
reduction in the payment amount, they shall be required to complete the declaration
form in the enclosed Appendix without having to submit or present their family
household book, ID card or Citizen’s ID card.

1. Doi véi ngudi da dwec cAp ma s6 BHXH thay déi thong tin ghi trén s6 BHXH,
thé BHYT (nguoi tham gia chi ké khai tur chi tiéu [01] den chi tiéu [05] dwoi day)
Details of the participants who have already received SS codes and apply for

modification of information printed on Sl booklets or HI cards (only filling in the field
[01] through [05] given hereunder)

[01]. Ho va tén (viét chix in hoa)/ Full name (written in block capitals): ..........cccoo........

[02]. Ngay, thang, nam sinh/ Date of birth: ........... [, [ e
[03]. M SO BHXH/ SS COUE: ..ottt
[04]. Noi dung thay ddi, yéu cau/ Modifications or recommendations: ...........c..ccee......

XAC NHAN CUA BON VI/ Tb6i cam doan nhitng noi dung ké khai la
CERTIFICATION BY THE dung va chiu trach nhiém trudc phép luat vé
EMPLOYER nhiing noi dung da ké khai/ | assure that the
(chi &p dung ddi véi nguoi lao déng declared contents are true and take
dang tham gia BHXH bat bugc thay doi  responsibility before law for these contents.
ho, tén dém, tén; ngay, thang, nam ... , hgay ....... thang ....... nam .......

sinh/ The employer is only required to
give certification when the insurance
buyer has his/her first name, middle
name or name or date of birth
changed)

....... (day)/... (month)/...... (vear)
Nguoi ké khai/ Declarant

(Ky, ghi rd ho tén)/ (Signature and full
name)

Truong hop ¢6 sy khac nhau vé céch hiéu giira tiéng Viét va tiéng Anh trong vin ban,
tiéng Viét 1a ngdbn ngir chinh va 1a cin ct phap 1y dé giai quyét tranh chap/ If there are
differences understanding between Vietnamese and English in this paper, Vietnamese
will be considered the primary language and legal basis to resolve the dispute.



GUIDANCE ON

Declaration of applying and modifying information of social security and medical
insurance (Form TK1-TS)

a) Purpose:

- Declare information of participants of social security, health insurance,
unemployment insurance and household members without social security number.

- Declare information modification requests of social security, health insurance,
unemployment insurance, labor accident and occupational disease insurance, such as
personal identity, job title, payment method, place of initial medical examination and
treatment, etc.

b) Responsibility of declaration:

- Participants of social security, health insurance, unemployment insurance, labor
accident and occupational disease insurance.

- Parent/guardian (for children under 6 years old).
c) Time of declaration:

- For laborers participating in social security, health insurance and unemployment
insurance; those who only participate in compulsory social security; participants of
voluntary social security: Before receiving social security numbers, or when
modifying information of social security, health insurance, unemployment insurance,
labor accident and occupational disease insurance.

- For those who only participate in health insurance:
+ Children under 6 who have not been granted health insurance cards;

+ Participants modifying their information and applicants who have not received social
security numbers.

d) Method of declaration:
* For those who have not been granted social security numbers:

- For laborers participating in compulsory social security for the first time and
have not been granted social security numbers: Only fill in points [01], [02], [03], [04],
[07.1], [07.2], [07.3], [07.4], [0.8], [09], [13], section |

- For employees who have been granted social security numbers: fill in points
from[01] to [05], section II.

- When modifying information (name, social security number, gender,
nationality, etc.): fill in points [01], [02], [03], [04], and [05], section 11

[01]. Full name: family name and given name written in capital letters of the
declarants of social security, unemployment insurance, labor accident and
occupational disease insurance

[02]. Date of birth: day, month and year of birth written as in birth certificate,
identification card, or passport.

[03]. Gender: the gender of the participant ("male" or "female™).
[04]. Nationality: written as in the birth certificate, identification card or passport.
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[05]. Ethnic group: written as in the birth certificate, identification card or passport.

[06]. Registered place of birth: The name of the commune (ward), district (town),
province (city) having where the declarant’s birth certificate was issued.

In cases the location which issued the birth certificate is not available, the declarant’s
hometown (in cases of merger or splitting of administrative boundaries, the name of
the place must be written as at the time of declaration), permanent or temporary
residence address should be declared.

[07]. Address for receiving results: the full address of the place of residence for the
social security agency to send the social security book, health insurance card or other
administrative procedure results: building number, street, commune (ward), districts
(town), province (city).

[08]. Identification card / Passport: the declarant’s identification card or passport
number.

[09]. Contact number: the contact telephone number (if any).
[10]. Parent/guardian (for children under 6): The full name of the parent or guardian.

[11]. Amount of payment (applicable to voluntary social security participants): The
monthly income level chosen by the declarant.

[12]. Payment method (applicable to overseas laborers and voluntary social security
participants): Detailed payment method — 03, 06 or 12 months.

[13]. Registered place of initial medical examination and treatment: Registered place
of initial medical examination and treatment with initial health insurance (list of places
of initial medical examination and treatment is sent annually to organizations,
commune people's committees and payment agents).

[14]. Household member appendix: Complete and accurate declaration of information
of all household members in the household registration book or temporary residence
book of the participant under household medical insurance deduction scheme.

* For those, who have social security numbers, modifying information in social
security books and health insurance cards: Only applicable to participants changing
information inscribed on their social security books and health insurance cards

[01]. Full name: family name and given name written in capital letters of the
declarants of social security, unemployment insurance, labor accident and
occupational disease insurance

[02]. Date of birth: day, month and year of birth written as in birth certificate,
identification card, or passport.

[03]. Social security number: The declarant’s social security number.

[04]. Content of modification: The contents of the modification request such as: name,
date of birth, information related to job title, occupation, payment method, registered
place of initial medical examination and treatment, etc.

[05]. Attached documents:
- For declarants modifying their information: documentary evidence.

- For declarants who are entitled to higher health insurance benefits: documentary
evidence.



After the declaration is completed, the declarant signs and writes their full name. In
case of declaration of modification of personal identity (name, date of birth, gender)
inscribed on the social security book or health insurance card, confirmation of the
organization where the laborer is working is mandatory. For those who are reserving
their social security payment time, the confirmation is not required.



HUONG DAN LAP
To khai tham gia, diéu chinh thong tin bao hiém xa hgi, bao hiémy té
(Mau TK1-TS)

a) Muc dich:

- K¢ khai c4c thong tin ngudi tham gia BHXH, BHYT, BHTN va thanh vién H
gia dinh khi khong c6 ma s6 BHXH.

- K& khai khi c6 yéu cau diéu chinh thong tin tham gia BHXH, BHYT, BHTN,
BHTNLD-BNN nhu: nhan than, chirc danh nghé, phuong thic dong, noi dang
ky KCB ban dau...

b) Trach nhiém lap:

- Nguoi tham gia BHXH, BHYT, BHTN, BHTNLD-BNN.
- Cha/me/ngudi giam ho (d6i véi Tré em dudi 6 tudi).

c¢) Thoi gian 1ap:

- P6i v6i ngudi lao dong cung tham gia BHXH, BHYT, BHTNLD-BNN; nguoi
chi tham gia BHXH bat budc; nguoi tham gia BHXH tu nguyén: Khi tham gia
khi chua duoc cdp mad s BHXH hodc diéu chinh thong tin tham gia BHXH,
BHYT, BHTN, BHTNLD, BNN.

- B6i v6i nguoi chi tham gia BHYT:
+ Tré em dudi 6 tudi chua dugc cép thé BHYT;

+ Ngudi tham gia khi ¢6 diéu chinh thong tin; nguoi tham gia chua duoc cip ma
s6 BHXH.

d) Phuong phap lap:

* Poi véi nguwdi chua dwoc cAp mi s6 BHXH: Nguoi tham gia chi ké khai tir
chi tiéu [01] dén chi tiéu [13] dudi day. Truong hop nguoi tham gia BHYT theo
ho gia dinh dé giam trir mirc dong thi ké khai bo sung chi tiéu [14]. Phu luc
thanh vién ho gia dinh.

[01]. Ho va tén: ghi day du ho, chir dém va tén bang chit in hoa c6 dau cua
nguoi tham gia BHXH, BHYT, BHTN, BHTNLD-BNN

[02]. Ngay thang nam sinh: ghi day du ngay thang nam sinh nhu trong gidy khai
sinh hodc chung minh nhan dan, ho chiéu, thé can cudc.

[03]. Giéi tinh: ghi gidi tinh clia nguoi tham gia (néu 1a nam thi ghi tir “nam”
hodc néu 1a nit thi ghi tir “ni”

[04]. Qudc tich: ghi nhu trong gidy khai sinh hodc chimg minh nhan dan, ho
chiéu, thé can cudc.

[05]. Dan tdc: ghi nhu trong gidy khai sinh hodc chimg minh nhén dan, ho chiéu,
thé can cudec.



[06]. Noi ding ky Gidy khai sinh: ghi rd tén x3 (phudng, thi trdn), huyén (quén,
thi xa, thanh pho thudc tinh), tinh, thanh ph6 da dang ky gidy khai sinh.

Truong hop chua xac dinh duoc noi cdp gidy khai sinh 1an dau thi ghi nguyén
quan (truong hop sat nhap, chia tach dia gidi hanh chinh thi ghi theo tén dia
danh tai thoi diém ké khai) hodc ghi theo noi ding ky ho khau thuong tri hoic
tam tru.

[07]. Dia chi nhan két qua: ghi day du dia chi noi dang sinh sdng dé co quan
BHXH gui tra s BHXH, thé BHYT hoic két qua giai quyét thu tuc hanh chinh
khac: sb nha, duong phé, thon xo6m; xa (phuong, thi trén); huyén (quan, thi xa,
thanh phd thudc tinh); tinh, thanh phd.

[08]. S6 chtimg minh nhan dan/Ho chiéu/Thé can cudc: ghi s6 chimg minh nhan
dan hoac ghi s6 ho chiéu hodc ghi s6 Thé can cudc.

[09]. Sb dién thoai lién hé: ghi s dién thoai lién hé (néu co).

[10]. Ho tén cha hodc me, hoic ngudi giam hd (ap dung ddi véi tré em dudi 6
tu6i): Ghi ho tén cha hoidc me hodc ngudi giam ho.

[11]. Mtic tién dong (ap dung dbi v6i ngudi tham gia BHXH tu nguyén): ghi
miurc thu nhap thang do nguoi tham gia BHXH tu nguyén lua chon.

[12]. Phuong thirc dong (4p dung ddi voi nguoi di lao dong & nudc ngoai, nguoi
tham gia BHXH tu nguyén): ghi cu thé phuong thuc dong 1a 03 thang hoac 06
thang hodc 12 thang ...

[13]. Noi ding ky KCB ban dau: ghi noi dang ky khdam bénh, chita bénh BHYT
ban dau (danh sach dang ky noi KCB ban dau dugc co quan BHXH thong bao
hang nam guri cho cho don vi, UBND xa, dai 1y thu).

[14]. Phuy luc thanh vién ho gia dinh: Ké khai day du, chinh xac thong tin toan
b0 thanh vién ho gia dinh trong s6 hd khau hodc s6 tam tru ctia ngudi tham gia
BHYT theo hd gia dinh dugc gidm trir mirc dong.

* Poi voi nguoi da dwoc cAp mi s6 BHXH thay ddi thong tin ghi trén so
BHXH, thé BHYT: Chi 4p dung d61 voi1 nguoi thay doi thong tin ghi trén so
BHXH, th¢ BHYT

[01]. Ho va tén: ghi day du ho, chir dém va tén bang chit in hoa c6 dau cua
nguoi tham gia BHXH, BHYT, BHTN, BHTNLD-BNN

[02]. Ngay thang nam sinh: ghi day du ngay thang nam sinh nhu trong gidy khai
sinh hoac chung minh nhan dan, ho chiéu, thé cin cudc.

[03]. M4 s6 BHXH: Ghi mi sé6 BHXH ctia nguoi tham gia.

[04]. Noi dung thay ddi, yéu cau: ghi ndi dung yéu cau thay d6i nhu: ho tén,
ngay thang ndm sinh, cac thong tin lién quan dén chirc danh, nghé nghiép, cong
viéc, phuong thirc dong, noi dang ky KCB ban dau...

[05]. HO so kém theo:



- Bdi v6i ngudi didu chinh thong tin, ghi cac loai gidy t& chimg minh.

- B6i voi nguoi tham gia duge huong quyén loi BHYT cao hon, ghi cac loai
gidy to chtrng minh.

Sau khi hoan tat viéc ké khai, nguoi tham gia ky ghi o ho tén. Truong hop ké
khai thay d6i vé nhan than (ho, tén dém, tén; ngay, thang, nim sinh, gidi tinh) da
ghi trén s6 BHXH, thé BHYT thi phai c6 xac nhan cua don vi noi ngudi lao
dong dang 1am viéc. Dbi véi ngudi dang bao luu thoi gian dong BHXH thi
khong phai xac nhan.



MAu D02-TS/Form D02-TS

Tén don vi/ Ban hanh kém theo QP s6 595/QD-BHXH ngay 14/4/2017
Employer ........oooiiiiiiii ciia BHXH Viét Nam
M don vi/Employer's Code (Promulgated together with the Vietham Social

o hi/A ) Security's Decision No 595/0P-BHXH of April
Dia chi/Adress: ....ovviieeiie e Y

ia chi/ 14, 2017)

DANH SACH LAO PONG THAM GIA BHXH, BHYT, BHTN, BHTNLD, BNN
So:...... thdng ..... ndm ......
LIST OF EMPLOYEES PARTICIPATING IN WORK INJURY AND OCCUPATIONAL DISEASE INSURANCE, SOCIAL INSURANCE, HEALTH INSURANCE,
AND UNEMPLOYMENT INSURANCE

Tién lwong/Level of insurance premium payment

Allowance
Thamnién | Tham ‘nién Cac |74 thing | Dén
STT Mi sb Cép bic, chite vy, chire danh | Hg 6, mire VK/ Extra- o nghé{ Phu cép kh"fm nam/Fro | Thang .
No Ho va tén/Full Name BHXH/Social | nghé, noilam viée/Rank,  [lwong/Wage | wage ceupation- | oo/ bo m | ndm/To Ghi cht/Note
Security ID | Position Job Title, Workplace | coefficient, | CMe YW | bracket based Wage- sung/ | Month/Y | Month/Y
level Rate | POSItion [ working working based Additio|  ggr ear
seniority seniority allowance nal
allowance | allowance Allowa
(%) (%) nce
A B C 1 2 3 4 5 6 7 8 9 10
I |Tang/Increase
1.1 [Lao dong/ Employees
S6 11/QD-S¢ A/
1 |Nguyen Thi A 123456789 4,74 0,40 19% 06/2015 | 09/2015 Decision Nol1/QP-
Pho chanh thanh tra S& A/Deputy Department A
s S5 12/QP- S& B/
2 [Nguyen van B Thanh tra vién S¢ A/ Inspector | 4 5% 06/2015 | 09/2015 DecmonQ No 12/0D-

of Department A Department B

1.2 |Tién luong/ Wage

1 [Nguyen Van C 2222333333 4,98 0,40 29% 02/2015 | 09/2015 |  ..........

Cong ting/ Total increase

Il [Gidam/ Decrease

1.1 |Lao dong/ Employees

1.2 [Tién lvong/ Wage

111 |Khéac/ Other

Cong giam/ Total Decrease




Téng s6 S6 BHXH dé nghi cip/Total number of Social Insurance Books Required for grant :

Téng sb thé BHYT dé nghi cip/ Total number of Health Insurance Cards Required to grant:

Nguoi 1ap biéu/ List maker Ngay, thang, nam/ Date .....Month ..... Year .......
Ky, ghi ro ho tén/ Signature and full name Pon vi/ Employer
KY, ghi r6 ho tén va déng dau / Signature, full name and seal

“Truong hop c6 su khac nhau vé cach hiéu gitra tiéng Viét va tiéng Anh trong vin ban, tiéng Viét 1a ngon ngir chinh va 1a cin ct phap 1y dé giai quyét tranh chap./ If there are differences
understanding between Vietnamese and English in this paper, VietNamese will be considered the primary language and legal basis to resolve the dispute”.



Guidance for making of

The list of employees participating in social insurance, health insurance,
unemployment insurance and labor accident and occupational disease
insurance (Form No. D02-TS)

a/ Purpose: For units to register, retrospectively collect and adjust payment of
social insurance, health insurance, unemployment insurance and labor accident
and occupational disease insurance premiums, and grant social insurance books
and health insurance cards for, their employees.

b/ List-making responsibility: Employers.

¢/ List-making time: upon changes in employees, and wages and retrospective
collection applicable to employees of units.

d/ Grounds for making the list:

- Declaration form for participation in social insurance and health insurance
(Form No. TK1-TS);

- Labor contract, working contract, recruitment or receiving decision; decision
on wage increase or transfer;

- Other related dossiers.
dd/ List-making methods:

To write the increase or decrease of employees or wages in each corresponding
column, specifically:

* Column criteria:
- Column A: to write the numbers in ascending order according to each section.

- Column B: to write full name of each employee and write the corresponding
increase or decrease of employees or wages.

For units having large numbers of employees covered by health insurance,
which request the classification of subject groups to facilitate the receiving and
issuance of health insurance cards, social insurance agencies shall guide such
units to make the list of grant of health insurance cards, specifically splitting
Column B into several groups according to the codes of attached sub-units (the
groups and codes of attached sub-units shall be self-decided by units but must
not exceed 6 characters symbolized by numbers or letters).

For example: If Company A has 2 attached workshops, each of which has
50 employees, it shall be divided into 2 groups when making the list: Workshop
1, code 1, enclosed with the list of 50 employees of Workshop 1; and then
Workshop 2, code 2, enclosed with the list of 50 employees of Workshop 2 (the
code of attached sub-units may be 01 and 02 or AA and AB or more characters
but must not exceed 6 characters).



- Column C: to write the codes of those who have had social insurance codes.

- Column 1: to fully write in detail the rank, position, job title and workplace
conditions in accordance with the decisions or labor or working contracts (For
example: Deputy Chief Inspector of Department A, industrial sewing machine
operating worker of Company B, among others).

- Column 2: to write the enjoyable salaries:

+ Employees subject to the State-prescribed salary regime shall write the
coefficients (including reserve difference coefficient (if any)).

For example: If the salary stated in the recruitment decision or working contract
Is 2.34, to write 2.34.

+ Employees subject to the employer-decided salary regime shall write the
salary according to job or job title in Vietnamese dong.

For example: If the salary of an employee is VND 52 million, to write VND 52
million.

- Columns 3, 4 and 5: to write job title-based allowance coefficients; extra-wage
bracket working seniority allowance rates (%) or occupation-based working
seniority allowance rates (%) in the corresponding column, if employees are not
entitled to any allowances, to left the columns blank.

- Column 6: to write wage-based allowances in accordance with the laws on
labor (if any).

- Column 7: To write other additional allowances under the laws on labor from
January 1, 2018 (if any).

- Columns 8 and 9: To write the date an employee starts to participate in, or pay
the adjusted premium of, social insurance. In case an employee used to have
retrospective payment of social insurance, health insurance, unemployment
insurance or labor accident and occupational disease insurance premium, to
write each period of such retrospective payment in a row.

- Column 10: To write the serial number and date of a labor or working contract,
or decisions on recruitment, admission, suspension of labor contract, unpaid
leave, etc. To write employees who are subject to higher health insurance
benefits if there are papers proving that they are people with meritorious
services to the revolution, war veterans, etc.

* Row criteria:

- Increase: to write in order new employees; employees subject to increase of
payment of insurance premiums.

- Decrease: to write in order employees who resign their jobs, or leave to enjoy
social insurance benefits; and employees subject to decrease of payment of
insurance premiums.



- To write the number of social insurance books and health insurance cards
requested for grant by social insurance agencies.

Note:

+ If in a month, a unit makes more than one list of employees paying social
insurance, health insurance and unemployment insurance premiums, to number
such lists.

+ A unit must fully and accurately declare the wage which is used as a ground
for paying social insurance, health insurance, unemployment insurance and
labor accident and occupational disease insurance premiums of its employees
under law, and take responsibility for making and detaining dossiers for
participation in social insurance, health insurance, unemployment insurance and
labor accident and occupational disease insurance of their employees.

+ In case employees only participate in labor accident and occupational disease
insurance, to write in Section Il (only participating in labor accident and
occupational disease insurance) like the above-said contents.

+ In case a unit has additional employees who already had social insurance
codes, to fully write criteria provided on the form and their places of initial
registration for medical care in Column 10.

+ In case a unit has more than one employee changing their places of initial
registration for medical care, to write in Columns B and C, and contents on
change of places of initial registration for medical care in Column 10, other
columns will be left blank.

e/ After completing the declaration, a unit’s list maker must sign and state
his/her full name.



HUONG DAN LAP

Danh sach lao dgng tham gia BHXH, BHYT, BHTN, BHTNLD, BNN
(Miu D02-TS)

a) Muc dich: dé don vi dang ky; truy thu, diéu chinh dong BHXH, BHYT,
BHTN, BHTNLD, BNN; cip s6 BHXH, th¢ BHYT ddi véi nguoi lao dong
thuocdon vi.

Trach nhiém lap: don vi st dung lao dong.

c) Thoi gian 1ap: khi c¢é phat sinh vé lao dong, tién lwong va truy thu déi
V6i nguoi lao dong thudc don vi.

d) Can cu lap:
- To khai tham gia BHXH, BHYT (Mau TK1-TS);

- HPLD, HPLV, quyét dinh tuyén dung, tiép nhan; quyét dinh nang
lwong, thuyén chuyén

- Ho so khac ¢6 lién quan.
d) Phuong phap lap:

Ghi tang, giam lao dong hoic ting, giam tién luong vao ting muc tuong
ng, cu thé:

* Chi tiéu theo cot:
- Cot A: ghi s thu tu tir nhé dén 16n theo tirng muc.

- Cot B: ghi r6 ho, tén cua ting nguoi lao dong va ghi twong (g vao tung
muc tang lao dong, ting tién luong hoac giam lao dong, giam tién luong.

Déi vai nhitng don vi ¢6 s6 lugng nguoi tham gia BHYT 16n, ¢ yéu cau
phan nhom déi twong dé thuan tién trong viéc tiép nhan va tra th¢ BHYT, co
quan BHXH c6 trach nhiém huéng din cac don vi khi lap danh sach cip thé
BHYT, tai cot B tach thanh cdc nhom theo ma don vi truc thuéc (nhom va ma
don vi tryc thudce do don vi tu Xay dung nhung t6i da khong qua 6 ky tu dugc ky
hiéu bang sé hodc bang chix).

Vi du: Cong ty A ¢6 02 phan xudng truc thudc, mdi phan xuong co 50 lao
dong thi Cong ty A khi lap danh sach phan thanh 02 nhém: Phan xuong 1, ma sb
01, kém theo danh séch caa 50 lao dong thudc Phan xudng 1; tiép theo 1a Phan
xudng 2, ma s6 02, kém theo danh sach 50 lao dong ctia Phan xuong 2 (ma sd



don vi truc thugc c6 thé 1a 01, 02 hoic AA, AB hoic nhiéu ky ty hon nhung
khong qua 6 ky tu).

- Cot C: ghi ma s6 d6i véi ngudi nguoi da co ma s6 BHXH.

- Cot 1: ghi day du, chi tiét vé cap bac, chac vy, chic danh nghé, cong
viéc, diéu kién noi lam viéc theo quyét dinh hoic HPLD, HDLV (Vi du: Phd
Chanh thanh tra S¢ A, cdng nhan van hanh may may céng nghiép Céng ty B ...).

- Cot 2: ghi tién luong dugc hudng:

+ Nguoi lao dong thuc hién ché do tién lwong do Nha nudce quy dinh thi
ghi bang hé sé (bao gom ca hé s6 chénh léch bao luu néu co).

Vi du: Tién lwong ghi trong quyét dinh tuyén dung hoic HPLV 1a 2,34 thi
ghi 2,34.

+ Nguoi lao dong thuc hién ché d6 tién luong do chu st dung lao dong
quyét dinh thi ghi méc luong theo cong viéc hoic chuc danh, bang tién dong
Viét Nam.

Vi du: mic luong cua ngudi lao dong 1a 52.000.000 dong thi ghi
52.000.000 ddng.

- Cot: 3, 4, 5: ghi phu cp chirc vy bing hé s6; phu cap tham nién vuot
khung, tham nién nghé bang ty 18 phan traim (%) vao cot twong tng, néu khong
huéng phu cap nao thi bo trong.

- Cot 6: ghi phu cip luong theo quy dinh cua phéap luat lao dong (néu co).

- Cot 7: ghi cac khoan bo sung khéac theo quy dinh ciia phap luat lao dong
tur ngay 01/01/2018 (néu co).

- Cot 8, 9: ghi tir thang nam dén thang nam ngudi lao dong bat dau tham
gia hodc diéu chinh mac dong.Truong hop nguoi lao dong c6 thoi gian truy
dong BHXH, BHYT, BHTN, BHTNLD-BNN thi ghi ting dong, theo ting méc
thoi gian truy dong.

- Cot 10: ghi s6; ngay, thang, nim cia HDLD, HPLV hoic quyét dlnh
(tuyen dung, tiép nhan); tam hoan HDLD, nghi viéc khong huong luong ..
Ghi d6i tuong duoc huong quyen loi BHYT cao hon néu cd giay to ching mlnh
nhu: ngudi ¢6 cong, cyu chién binh, .

* Chi tiéu hang ngang:

- Tang: ghi theo thir ty lao dong tang mai; lao dong diéu chinh ting mirc
dong trong don vi.

- Giam: ghi theo thir ty lao dong giam do ngung viéc, nghi huong ché do
BHXH...; lao ddng diéu chinh giam mirc dong trong don vi.
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- Ghi téng s6 s6 BHXH, thé BHYT dé nghi co quan BHXH cp.
Luuy:

+ Néu trong thang don vi 18p nhiéu danh sach lao dong dong BHXH,
BHYT, BHTN thi danh so6 cac danh sach.

+ Pon vi ké khai ddy dua, chinh xéc tién luong dong BHXH, BHYT,
BHTN, BHTNLD-BNN cua ting nguoi lao dong theo quy dinh cua phap luét va
chiu trach nhiém vé viéc 1ap hd so; luu trit hd so tham gia BHXH, BHYT,
BHTN, BHTNLD-BNN.

+ Truong hop nguoi lao dong chi tham gia BHTNLD, BNN thi ghi vao
muc Il (Chi dong BHTNLD, BNN) twong tu nhu trén.

, + Truong hop don vi bao tang lao dong df)i Vo1 nguoi lao dong da c6 ma
so BHXH, ghi day du cac tiéu thuc trén biéu mau va ghi noi dang ky KCB ban
dau vao cot 10.

+ Truong hop don vi ¢6 nhiéu nguoi thay d6i noi dang ky KCB ban dau
thi ghi cot B, cot C va ghi ndi dung thay doi noi déng ky KCB ban dau vao cot
10, cac cot khac bo trong.

e) Sau khi hoan tat viéc ké khai don vi ky, ghi r ho tén.



MAiu TK3-TS/ Form No. TK3-TS
(Ban hanh kém theo OP s6 595/0D-BHXH
ngay 14/4/2017 cia BHXH Viét Naml/(Issued
together with Decision No. 595/QD-BHXH of
April 14, 2017, of Vietnam Social Security)

BAO HIEM XA HOI VIET NAM/ CONG HOA XA HQI CHU NGHIA VIET NAM
VIETNAM SOCIAL SECURITY Pic 1ap - Tw do - Hanh phiic

THE SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness

TO KHAI
PON VI THAM GIA, PIEU CHINH BAO HIEM XA HQI, BAOHIEM Y TE
DECLARATION

ON PROVISION AND CHANGE OF INFORMATION ON THE EMPLOYER
PARTICIPATING IN SOCIAL INSURANCE AND HEALTH INSURANCE

KIND UI/TO: oo
[01]. Tén don vi/ Name of the emplOYEr: ..o
[02]. M $6 don Vi/ EMPIOYET COUR: ........uveeicececeeeeeeee e eeseeses s,
[03]. M4 sb thué/ Tax identification NUMDEN: .........cccceveveeieeeiieeseee e,
[04]. Dia chi dang ky kinh doanh/ Address of the head office: ..o iieiiiiiiiee
[05]. Dia chi giao dich hoac lién hé/ Employer business or contact address: ..........ccoocveveveennnns
[06]. Loai hinh don vi/ Type of the emplOyer: ...

[08]. Quyét dinh thanh lap/Gidy phép dang ky kinh doanh/Serial number of the establishment
decision/business registration lICENSE: ........ccciiieiieie e

[09.1]. S8/ SEHIAl NUMDET: ......ocvivveereeeeeee ettt
[09.2]. NOi AP/ PIACE OF GraANT: ..vocveceeeeeceeeeeeeeeeeetesee s
[10]. Phuong thirc dong khac/ Other methods of premium payment:

[10.1]. 03 thang mot 1an/ Quarterly []  [10.2]. 06 thang mét lan/ Biannually []

[11]. Noi dung thay doi, yéu cau/ Contents of change, reqUirements: ...........ccoccevvvrvrveneeerenenes
[12]. HO so kém theo (néu c6)/ Contents of change, requiremMents: ..........ococeeevevvesvsverererennnns
ey ngay ...... thang ..... nam .......... /...,
..(day)/... (month)/...... (vear)

Thi trweéng don vi/ Head of the employer
(Ky, ghi rd ho tén)/ (Signature and full name)

Trwong hop 6 su khac nhau vé cach hiéu giira tiéng Viét va tiéng Ank trong van bdn, tiéng
Viét 1a ngdn ngiz chinh va la cin cik phdp 1y dé giai quyét tranh chdp./ If there are differences
understanding between Vietnamese and English in this paper, VietNamese will be considered
the primary language and legal basis to resolve the dispute.



Guidance for declaration

of provision and change of information on employers participating in social
insurance and health insurance (Form TK3-TS)

a/ Purpose: To declare information on employers wishing to participate in social
insurance, health insurance and unemployment insurance or change their
information.

b/ Responsibility for making declaration: Employers participating in social
insurance and health insurance.

c/ Time for making declaration: An employer that participates in social
insurance and health insurance for the first time, migrates from other provinces
and cities, or wishes to change information.

d/ Method of making declaration:
[01]. Name of the employer: to fill the full name of the employer.

[02]. Code of the employer: to fill the code granted by the social insurance
agency, leave blank in case the code has not been granted.

[03]. Tax identification number: to fill the tax identification number of the
employer, leave blank in case the employer has not been granted the tax
identification number.

Note:
- Code of the employer is based on tax identification number.

- To fill code of the employer and tax identification number in the corresponding
blank if such code and number have already been granted to the employer that
migrates from other provinces and cities, or wishes to changes its information.

- In case tax identification number has not been granted to the employer, code of
the employer will be granted under regulation,

- In case the employer has already been granted codes of the employer, such
code will be changed based on tax identification number after tax identification
number is added.

[04]. Business registration address: to fill address according to the
establishment decision or business registration license.

[05]. Transaction or contact address: to fill the full number of house, street,
hamlet; commune, ward, township; urban district, rural district, town,
provincial-level cities; provinces and cities of the locality where the employer
locates its headquarter,

[06]. Type of the employer: to fill the type of the employer such as non-state-
owned enterprise; foreign-invested enterprise; cooperative; cooperative group;



business household; individual employer; representative office, international
organization.

[07]. Telephone number: to fill the telephone number of the employer.
[08]. Email address: to fill email address of the employer.
[09]. Establishment decision/business registration license:

[09.1]. Number: to fill the serial number of the establishment decision/business
registration license.

[9.2]. Place of issue: write down the agency issuing establishment decision
/business registration license .

[10]. Other methods of premium payment (only applicable to enterprises
cooperatives, individual business households, cooperative groups operating in
the fields of agriculture, forestry, fishery and enterprises paying according to
products, under contracts).

If choose Quarterly, tick “x” at number [10.1]; if choose Biannually, please tick
“x” at number [10.2].

[11]. Content of changes requirements: write down the change request contents,
such as: name, address, type of the employer..

[12]. Enclosing documents: detailed list, number of documents enclosed

Notes: When changing information of employer participating in social
insurance, health insurance and unemployment insurance, only need to write the
tax identification number of employer and criteria [01], [02], [09], [10].

The employer is responsible before the law for the filing, store records of
participation in social insurance, health insurance and unemployment insurance.

D. After the declaration is completed, the head of the employer signs and clearly
states full nanh and seal.



HUONG DAN LAP
To khai don vi tham gia, diéu chinh BHXH, BHYT (miu TK3-TS)

a) Muc dich: ké khai cac thong tin cua don vi khi dang ky tham gia BHXH,
BHYT, BHTN va khithay doi thong tin cua don vi.

b) Trach nhiém lap: Pon vi tham gia BHXH, BHYT.

c) Thoi gian lap: don vi BHXH, BHYT tham gia lan dau, don vi di chuyén tir
dia ban tinh, thanh phd khac dén; khi c6 thay doi thong tin cua don vi.

d) Phuong phéap 1ap:

[01]. Tén don vi: ghi ddy du tén don vi.

[02]. M4 sb don vi: ghi m& sb don vi do co quan BHXH cap, truong hop chua
duoc cap ma thi dé tréng.

[03]. M4 sb thué: ghi ma sb thué cua don vi, truong hop don vi chua duoc cp
ma s thué thi dé trong.

Luu y:

- M@ don vi ldy theo ma sé thué.

- Déi Véi don vi da dwoc cap ma so don vi va ma sé thué thi ghi cd hai ma so
vao chi tiéu twong itng (ddi véi don vi di chuyén tir dia ban tinh, thanh phé khac dén;
khi ¢6 thay déi thdng tin cia don vi).

- Trieong hop don vi chira dwoc cap ma so thué thi ma don vi dweoc cap theo quy
dinh,

- Trwong hop dé dwoc cap ma sé don vi, sau khi dwroc bé sung ma sé thué thi
md don vi dwoc diéu chinh theo ma sé thué.

[04]. Dia chi ding ky kinh doanh: ghi dia chi theo quyét dinh thanh lap, gidy
phép kinh doanh.

[05]. Pia chi giao dich hoic lién hé: ghi ddy du s6 nha, duong phé, thon xom;
x4, phuong, thi tran; quan, huyén thi x4, thanh phd thugc tinh; tinh, thanh phd noi don
vi déng tru so.

[06]. Loai hinh don vi: ghi cac loai hinh don vi nhu:Co quan hanh chinh, Bang,
doan; Su nghiép cong lap; Su nghiép ngoai cong lap; Doanh nghiép nha nudc; doanh
nghiép ngoai nha nudc; doanh nghiép c6 vén dau tu nuéc ngoai; Hop tac xa; T6 hop
tac; ho kinh doanh cé thé; ca nhan c6 st dung lao dong; Van phong dai dién, t6 chirc
qudc té.

[07]. Sb dién thoai: ghi sé dién thoai caa don vi.

[08]. Dia chi email: ghi dia chi email cta don vi.

[09]. Quyét dinh thanh 1ap/Gidy phép dang ky kinh doanh:

[09.1].S6: ghi sé quyét dinh thanh 1ap/Gidy phép ding ky kinh doanh.
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[09.2]. Noi cip: ghi co quan cip Quyét dinh thanh lap/Gidy phép ding ky kinh
doanh cho don vi.

[10]. Phuong thirc dong khac (chi &p dung ddi véi doanh nghiép, hop tac x3, ho
kinh doanh ca thé, t6 hop tac hoat dong trong linh vuc nong nghiép, 1am nghiép, ngu
nghiép, diém nghiép tra lwong theo san pham, theo khoan): néu chon phuong thirc
dong 03 thang mot lan thi danh ddu x véi 6 [10.1]; néu chon phuong thitrc déng 06
thang mot lan thi danh dau x véi 6 [10.2].

[11]. Noi dung thay doi, y8u cau: ghi ndi dung yéu cau thay d6i nhu: tén don vi,
dia chi don vi, loai hinh don vi...

[12]. H6 so kém theo: ké chi tiét, s luong cac loai gidy to gui kém.

Luuy:

Khi thay doi thong tin don vi tham gia BHXH, BHYT, BHTN thi chi can ghi
ma s thué don vi va chi tiéu [01], [02], [09], [10];

Pon vi chiu trach nhiém trudc phép luat vé viéc 1ap hd so; luu trit ho so tham
gia BHXH, BHYT, BHTN.

d) Sau khi hoan tat viéc ké khai, thu truong don vi Ky, ghi rd ho tén va dong
dau.





