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.



