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Hudéng din cach lap
Bao cao tinh hinh sir dung lao dong va danh sach tham gia BHXH, BHYT,
BHTN (Mau D02-LT)

a) Muc dich: dé don vi, doanh nghiép dang ky; truy thu, diéu chinh déng
BHXH, BHYT, BHTN, BHTNLD, BNN; cap s6 BHXH, th¢ BHYT va khai bao tinh hinh
su dung lao dong do61 véi nguoi lao dong thudc don vi.

Trach nhiém 1ap: don vi sir dung lao dong.

¢) Thoi gian 1ap: khi c6 phat sinh vé lao dong, tién luong va truy thu d6i voi nguoi lao dong
thuoc don vi.

d) Can ctr lap

- TS khai tham gia BHXH, BHYT (Mau TK1-TS);

- HPLD, HPLV, quyét dinh tuyén dung, tiép nhan; quyét dinh nang luong, thuyén chuyén;
- Ho so khéc ¢6 lién quan.

d) Phuong phép lap

* Phan thong tin chung

- Tén don vi: ghi ddy du tén don vi theo dang ky kinh doanh, quyét dinh thanh 1ap.
- M don vi: ghi mé don vi do co quan BHXH cap.

- M s6 thué: ghi ma s thué do co quan thué cép.

- Dia chi: ghi dia chi noi dong tru s¢ cua don vi.

- Dién thoai: ghi s6 dién thoai cua don vi.

- Email: ghi tén email cua don vi.

* Chi tiéu theo cot:

- C6t (1): Ghi s6 thtr tu tir nho dén 16n.

- Cot (2): Ghi 10 ho, tén cua tirng nguoi iao dong.

Dbi véi nhitng don vi ¢ sd luong nguoi tham gia BHYT 16n, ¢6 yéu ciu phan nhém d6i
tuong dé thuén tién trong viéc tiép nhan va trd th¢ BHYT, co quan BHXH c¢6 trach nhiém
huéng dan cac don vi khi 1ap danh sach cap thé BHYT, tai c¢ot (2) tach thanh cac nhom theo
ma don vi truc thudc (nhoém va ma don vi truc thudc do don vi tu xay dung nhung ti da
khong qua 6 ky tu dugc ky hi¢u béng s6 hoac béng chir).

Vi du: Cong ty A c6 02 phan xudng truc thudc, mdi phan xudng ¢ 50 lao dong thi Cong ty
A khi 1ap danh sach phan thanh 02 nhom: Phan xuéng 1, ma s6 01, kém theo danh sach ciia
50 lao dong thudc Phan xudng 1; tiép theo 1a Phan xudng 2, mi s6 02, kém theo danh sach

50 lao dong clia Phan xudng 2 (md s don vi truc thude c6 the 1a 01, 02 hodc AA, AB hoic
nhiéu ky tu hon nhung khong qué 6 ky tu).

- Cot (3): Ghi ma sd ddi v6i ngudi ngudi da co6 ma sé BHXH.
- Cot (4): Ghi day du ngay, thang, ndm sinh nhu trong gidy khai sinh hodc chirg minh nhan
dan/can cude cong dan/hd chiéu.

- Cot (5): Ghi gi6i tinh ctia ngudi tham gia (néu 1a nam thi ghi tir “nam” hodc néu 1a nit thi
ghi tr “n”



- Cot (6): Ghi s6 can cudc cong dan/ching minh nhan dan/ho chiéu ciia ngudi tham gia
dugc co quan c6 tham quyén cap (Riéng ho chiéu chi danh cho ngudi1 nude ngoai).

- Cot (7): Ghi déy ,dﬁ, chi tiét vé cép bac, chirc vu, chirc danh nghé, cong viéc, diéu kién noi
lam viéc theo quyét dinh hodc HDLD, HPLV (Vi du: Phé Chénh thanh tra S& A, cong nhan
van hanh méay may cong nghi¢p Cong ty B ...).

- Cac Cot (8), (9), (10), (11): Phan loai theo: nha quan 1y; chuyén mon k¥ thuat bac cao;
chuyén moén k¥ thuat bac trung; nhan vién trg Iy van phong; nhan vién dich vu va ban hang;
lao dong c6 k¥ nang trong ndng nghiép, 1dm nghiép va thuy san; tho thu cong; thg van hanh
va lap rap may moc thiét bi; lao dong gian don.

- Cot (12): Ghi tién luong dugce huong:

+ Nguoi lao dong thue hién ché d(f),tién lurong do Nha nuéce quy dinh thi ghi bang hé sb (bao
gom cd hé so chénh 1&€ch bao luu néu co).

Vi du: Tién luong ghi trong quyét dinh tuyén dung hoic HPLV 14 2,34 thi ghi 2,34.

+ Nguoi lao dong thuc hién ché do tién lwong do chu su dung lao dong quyét dinh thi ghi
muc luong theo cong viéc hodc chic danh, bang tién dong Viét Nam.

Vi du: murc lwong cua nguoi lao dong 14 52.000.000 dong thi ghi 52.000.000 dong.

- Cac Cot (13), (14), (15): Ghi phu cap chirc vu bang hé sd; phy cAp tham nién vuot khung,
tham nién nghé bang ty 1& phan trim (%) vao cot tuong tng, néu khong hudng phu cap nao
thi bo trong.

- Cot (16): Ghi phu cip luong theo quy dinh cua phap luat lao dong (néu cb).

- Cot (17): Ghi cac khoan b6 sung khéc theo quy dinh ciia phéap luat lao dong tir ngay
01/01/2018 (néu co).

- Cot (18): Ghi ngay, thang, nam bat dau lam viéc trong ngénh/nghé nang nhoc, doc hai.

- Cot (19): Ghi ngay, thang, nam két thic 1am viée trong ngénh/nghé nang nhoc, doc hai.

- Cot (20): Ghi ngay, thang, nim bat dau lam viéc theo HPLPD khong xéc dinh thoi han.

- Cot (21): Ghi ngay, thang, nim bat dau c6 hiéu luc cia HPLD xac dinh thoi han.

- Cot (22): Ghi ngay, thang, nam hét hiéu lyc cia HPLD xac dinh thoi han.

- Cot (23): Ghi ngay, thang, nim bat dau c6 hiéu luc cia HPLD khac (dudi 1 thang, thir
viéc).

- Cot (24): Ghi ngay, thang, nam hét hiéu lyc cia HPLD khac (duéi 1 thang, thir viéc).

- Cot (25): Ghi ngay, thang, nim don vi bat dau déng BHXH cho ngudi lao dong.

- Cot (26): Ghi ngay, thang, nim don vi két thuc (ding) dong BHXH cho ngudi lao dong.
- Cot (27): ghi sb; ngay, thang, nam cua HDLD, HDLV (ghi 0 thoi han HDLD, HDLV tu
ngay, thang, naim dén ngdy, thang, nim) hoic quyet dinh (tuyén dung, tiép nhan); tam hoan

HDLD, nghi viéc khong huong luong ... 7, Ghi dbi tuong dugc huong quyén lgi BHYT cao
hon néu c6 gidy to ching minh nhu: ngudi ¢6 cong, cuu chién binh,..

Luuy:

+ Néu trong thang don vi 1ap nhiéu danh sach lao dong dong BHXH, BHYT, BHTN thi
danh s6 cac danh sach.



+ Pon vi ké khai day du, chinh xéc tién lvong déng BHXH, BHYT, BHTN, BHTNLD-
BNN cua tung nguoi lao dong theo quy dinh cua phap luat va chiu trach nhiém vé viéc lap
ho so; Iuu trir ho so tham gia BHXH, BHYT, BHTN, BHTNLD-BNN.

+ Truong hop nguoi lao dong chi tham gia BHTNLD, BNN thi ghi vao muc ghi chua (cot 27)
tuong tu nhu trén.

+ Truong hop don vi bdo tang lao dong dbi voi nguoi lao dong da c6 ma s6 BHXH, ghi day
du cac tiéu thuce trén biéu mau va ghi noi dang ky KCB ban dau vao cdt 27.

+ Truong hop don vi ¢6 nhiéu ngudi thay doi noi dang ky KCB ban dau thi ghi cot (2), cot
(3) va ghi ndi dung thay ddi noi dang ky KCB ban dau vao cot 27, cac cot khac bo trong.

¢) Sau khi hoan tat viéc ké khai don vi ky, ghi 13 ho tén, dong dAu.



