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PHAN I. HUONG DAN CHUNG:

1. Pham vi 4p dung: Tai liéu ndy 4p dung doi v6i cac to chir tra thu nhép
thuc hién dang ky thué cho nguoi lao dong trong nam 2009.

2. T6 chuc tra thu nhap thue hién dang ky thue cho tat ca nguoi lao dong lam
viéc trong don vi chua c6 mé s6 thué va co yéu cau dang ky thué thong qua t6 churc
tra thu nhap. Trudng hop ngudi lao dong dang thuc hién viée dang ky thué tai mot
t chtrc tra thu nhap khac thi khong phai thuc hién dang ky nira.

3. Trinh ty thyc hién dang ky thué duoc huéng dan trong Phan II gom co 10
budc. Cac to chtc tra thu nhap st dung Ung dung thuc hién tudn tu tit ca cac
budc; cac to chuc tra thu nhap khong sir dung Ung dung khong phai thuc hién cac
bude 4, 5 va 6, cac bude con lai thuc hién tuan tu.

4. Tir viét tat

- M4 s6 thué: MST

- Co quan thué: CQT

- Pang ky thué: PKT

- Thu nhap c4 nhan: TNCN



- T6 chire tra thu nhap: TCCT
5. Gidi thich tur ngfr:
- T6 chirc tra thu nhép la cac t6 chure, ca nhan thugce d6i tuong phai dang ky
thué theo hudng dan khoan 1, muc I, phan D cua Thong tu s6 84/2008/TT-BTC
ngay 30/9/2008 ctia B6 Tai chinh.

- Ung dung nhép to khai DKT (sau day goi Eét 1a Ung dung): 1a mot phan
mém may tinh do Tong cuc Thué xay dung nham ho trg cac TCCT nhép thong tin
DKT cua nguoi lao dong nhanh va chinh xac nhat.

- B6 phan tuyén truyen hd trg: gdm Phong Tuyén truyén — HJ tro cua Cuc
Thué, Doi Tuyén truyén — Hd tro cta Chi cuc Thué.

- Bang ké ho so ding ky thqe: 1a ban in danh sach thong tin DKT cua nguoi
lao ddng trong TCCT dugc két xuat tir Ung dung do CQT cung cap.

- File dir li€u luu thong tin ho so PKT duéi dang dié¢n ttr.
- Tép ho so PKT bao gom nhiéu hd so PKT bang gidy.



PHAN II: TRINH TU THUC HIEN PANG KY THUE

Buéc 1: Hwong dian nguoi lao dong 1ap ho so PKT:

_ Dé dam bao viéc 18p ho so PKT duogc thuan loi, chinh xac, TCCT huéng
dan nguoi lao dong lap ho so DKT va khai cac thong tin trén mau 01/DK-TNCN
day du, ro rang va phu hgp yéu cau thu thap thong tin BKT cua t6 chirc.

N Nguoi lao dong cod thé nhan Mau 01/DK-TNCN tir TCCT hodc tyu in theo
mau kém theo Thong tu 84/2008/TT-BTC ngay 30/9/2008 cua B§ Tai chinh tai
trang di¢n tu http://www.gdt.gov.vn.

Luuy:
- Trong qua trinh khai mau 01/DK-TNCN nguoi khai can luu :

+ Ngudi mang qudc tich Viét Nam can khai day du, chinh xac s6
Chiing minh thu nhan dan vao muc “[05]. S6 chung minh thu nhan
dan”;

+ Nguoi khong mang qudc tich Viét Nam can khai day du, chinh xac
s0 ho chiéu “[06]. SO ho chiéu”;

Buwéc 2: Tiép nhan hd so PKT:
1. Tiép nhan ho so
Hb so DPKT gém:
- T& khai theo mau s6 01/DK-TNCN;
- Ban sao chirng minh thu nhan dan (461 v6i ngudi Viet Nam) hodc ho chiéu
(d61 vo1 ngudi nudc ngoai).
2. Kiém tra hd so

Sau khi nhén dugc hd so, TCCT ti‘én hanh kiém tra dam bao }16 so DKT da
khai day du, rd rang. Cac truong hop ho6 so khong dam bao yéu cau trén can dé
nghi nguoi lao dong bo sung, hoan chinh lai ho so ngay.

Buéc 3: Pong tép ho so PKT:

Sau khi hga‘m tat viéc tiép nhan hd so PKT cua nguoi lao dong, TCCT tién
hanh dong tép ho so PKT nhu sau:

1. Bong tép ho so PKT

- Truong hgp TCCT co s6 luong ngudi lao dong tir 100 ngudi trd xudng thi
chi dong 01 tép ho so.



- Trudng hop TCCT ¢6 s6 luong ngudi lao dong 16n trén 100 ngudi, hodc cd
don vi thu(f)q va truc thudc TCCT d@ng tru s& khac vai tru so chinh ctia TCCT thi
TCCT c6 thé tach thanh nhi€u tép ho so.

Vi duy 1: Cong ty A thyuc hién ké khai PKT cho 40 lao dong thi cong ty tién
hanh dong 01 tép ho so.

Vidu 2: Céng ty Y thuc hién ké khai BKT cho 159 lao gTC)ng. Cong ty dat tru
s& chinh tai quan Bong Pa va mot chi ‘nhémh tai quan ‘Céu Giay thanh pho Ha Noi.
Cong ty thuc hién dong thanh 2 t&p ho so, mot tép ho so cua ngudi lao dong lam
viéc tai tru s& chinh, mdt tép ho so cua ngudi lao dong lam vi€e tai chi nhanh.

Vi du 3: Cong ty Z c6 450 lao dong dang ky ‘ghué. Cong ty thuc hién dong
thanh 5 tép ho so: 4 t&p c6 100 ho so va 1 t¢p c6 50 ho so.

2. Khai thong tin trén Bia tép ho so va danh s thir ty cac ho so trong tép:

a. Thong tin trén Bia tép ho so khai nhu sau:

[1] M4 sb thué ctia TCCT: TCCT dién ma sb thué ctia minh.

[2] Tén TCCT: Pién chinh xac tén cua TCCT theo dung tén di dang ky véi
CQT.

[3] Dia chi TCCT: Dién chinh xac dia chi tru s¢ cua t6 chtrc theo diing dja

chi da dang ky voi CQT. Luu y: Sau khi hoan tat viéc cap MST, CQT sé& chuyén
tra ma sd thué cho TCCT theo diing dija chi nay;

[4] S6 lwong ho so trong tép: tong sd hd so DKT trong tép.

‘ [5] M3 s tép hd so ctia TCCT: Ma s6 tép ho so 1a duy nht, gé)m 3kytu ‘pét
dau tur 001. (Vi du: theo vi du 3 néu trén thi cong ty Z s€ c6 5 tép h6 so c6 ma so
tép ho so tr 001 dén 005)

[6] St dung Ung dung nhap to khai DKT: Néu TCCT c6 st dung Ung dung
thi danh dau X; néu khong thi bo tréng.

- Hinh thire gt file dit liéu: Chon mét trong ba hinh thtrc giri Tryc tiép; Buu
dién; Internet.

- Tén file dit liéu: Ghi tén file dir liéu trong Ung dung
[7] Dia chi email: dién dia chi email thudng xuyén dugc s dung cua to
chtec.

[8] Nguoi lién h¢ khi can thlet Dién tén, dia chi, sd dién thoai cua ngudi
lién hé néu can phat sinh thic méc lién quan dén thong tin trong tép hd so.

b. Pénh sb tht ty cac ho so trong tép

S6 thi ty hd so trong t€p duoc danh theo thu tu tur 1 dén bo hd so cudi cung
trong tép.



Buéc 4: Tiép nhan va cai dit Ung dung:
(T6 chirc khéng sir dung Ung dung khéng phdi thiee hién buée nay)

- TCCT lién hé truc tiép voi CQT hodc truy cép trang dién tu:
http://www.gdt.gov.vn dé dugc cung cap Ung dung va tai liéu hudng dan cai dat,
str dung Ung dung.

- Truong hop c6 vudng mic trong viéc cai dit, sir dung Ung dung, TCCT
lién hé v6i b phan tuyén truyén hd tro cia CQT quén 1y truc tiép dé dugce hudng
dan cu thé.

Buéc 5: Nhép thong tin hd so PKT vao Ung dung.

(T6 chirc khéng sir dung Ung dung khéng phdi thie hién buée nay)

Vi¢c nhap thong tin hd so PKT duoc thuc hién theo nguyén tc sau:

- Nhap toan bo thong tin trong 01 t&p hd so vao 01 file dit liéu cua Ung
dung.

- S6 thtr tu cia tép hé\ so nhap vao Ung dung phai tring véi Ma s tép ho so
do TCCT ghi trén Bia t&p ho so.

- Thir ty dong dit liéu hd so KT nhap vao Ung dung phai trung voi s6 thur
tur ctia hd so trong tép hd so. Cach thirc nhap thong tin hé so PKT vao Ung dung
duoc hudng dan cu thé trong tai liéu huéng dan str dung kém theo Ung dung.

Sau khi hoan thanh viéc nhép thong tin cua moi tép hé), so DKT vao Ung
dung, TCCT thuc hién in Bang ké ho so PKT, ky tén va dong dau dé gui cho CQT.

Buéc 6: Kiém tra va diéu chinh néi dung thong tin trong qua trinh nhap
(T6 chirc khéng sir dung Ung dung khéng phdi thiee hién budc nay)

- Trong qua trinh nhép liéu, truong hop s6 chimg minh thu (hodc s6 ho
chiéu) cia mdt s6 nguoi lao dong trung nhau va bi Ung dung tir chéi cho nhap, thi
TCCT can lién hé v6i ngudi lao dong dé kiém tra va diéu chinh ngay. Truong hop
chtrng minh thu chi c6 ndm sinh nhung khong c6 ngdy, thang thi TCCT lay ngay
01 thang 01 nhap vao chi tiéu ngdy, thang cia Ung dung.

- Sau khi hoan tat viéc nhap liéu, TCCT tién hanh in va thong bao cong khai
Bang ké ho so DKT cua tit ca nhimg ngudi lao dong dd ndp hod so dé nguoi lao
dong tu kiém tra va dinh chinh céac thong tin chwa chinh xac (néu co).

- Trudng hop c6 thong tin ké khai chua chinh xac, ngudi lao dong yéu cau
TCCT chinh stra thong tin.



Luu y: TCCT c6 thé linh hoat trong viéc thwe hién thi tw ciac budéc
hwéng dan néu trén phu hgp dieu kién caa tirng TCCT.

Buéc 7: Giri hd so PKT dén CQT:
1. Déi véi cac TCCT khong sir dung Ung dung

Sau khi hoan @ét viéc dong tép hod so DKT cua nguoi lao dong, TCCT tién
hanh gui tép ho so dén CQT quan 1y tryc ti€p chdm nhat 1a ngay 30/7/2009.

TCCT c6 thé giri hd so PKT truc tiép tai CQT hodc giri qua dudng buu dién.
2. Béi voi cac TCCT sir dung Ung dung

Tép hd so tam thdi lwu tai TCCT trong thoi gian cho thong bao tiép nhan cua
CQT.

Cham nhat dén ngay 31/8/2009, TCCT hoan thanh viéc giri Bang ké ho so
DKT va File dir 1iéu ho so DKT dén CQT quan 1y truc ti€p bang cac hinh thuc sau:

- Gui tryc tiép toi CQT ca Bang ké hd so PKT va File dit liéu (file dir liéu
duoc ghi vao dia CD hoac USB).

- Giri qua duong buu dién ca Bang ké ho so DKT va File dir liéu (file dit liéu
duoc ghi vao dia CD) .

- Gui qua duong internet File dit liéu, con Bang ké ho so DKT gui truc tiép
té61 CQT hoac guri qua duong buu dién.

Cach thuc gui file dir liéu qua duong internet thyc hi¢n nhu sau:

+ Truy cap vao trang di¢n tu: http://tncnonline.com.vn

+ Nhap cac thong tin yéu cau nhu: MST ctia TCCT, s6 Gidy phép
dang ky kinh doanh, ....
+ Gui file dir li¢u 1€n trang dién tr.
Bang ké ho so PKT va File dir liéu dugc chuyén dén CQT cham nhét 1a
ngay 31/8/2009.
Luu y: Dé tranh sai sot trong qua trinh cl}uyén dir licu t61 CQT, dia CD hodc
USB chi chira cac file dir liéu duoc ket xuat tir Ung dung.

Buéc 8: Piéu chinh thong tin ké khai sai

Trong qua trinh CQT xur ly thong tin Eié cdp MST phat sinh cac truong hop
nguoi lao dong khong du di€u kién dugc cap MST thi CQT s€ thong bao cu thé
tung truong hop dé TCCT b sung, hoan chinh lai hoé so PKT va chuyén lai cho
CQT.



Truong hop ho so KT ciia TCCT do CQT nhép thi TCCT thong bdo t6i
nguoi lao dong de€ bo sung, hoan chinh lai ho so DKT, sau d6 tong hop va chuyén
cho CQT dé nhap vao hé thong quan 1y cap MST.

Truong hop h(‘A)qso DKT do TCCT tu nhép vao Ung dyung, TCCT thong bao
té1 nguoi lao dong dé bo sung, hoan chinh lai hé so DKT, sau do6 thuc hién cac
budc nhu DKT moi.

Buéc 9: Nhian mi s thué:

- CQT s& giri tra két qua cip MST cho TCCT dudi dang Bang ké hd so BPKT
da c6 MST va thong bao truong hop khong du di€u kién cap MST theo tho1 han
nhu sau:

+ Sau 30 ngay ké tir ngay CQT nhén dugc tép ho so DKT day di va hop 1&
cta TCCT khong sir dung Ung dung;

+ Sau 15 ngay ké tir ngay CQT nh4n dugc tép ho so va file dit ligu DKT day
dt va hop 1€ ciia TCCT st dung Ung dung;

Sau khi TCCT nhan dugc Bang ké hd so PKT dd c6 MST va thong bao
truong hop khong du diéu kién cdp MST, TCCT thong bao cu thé t6i timg nguoi
lao dong biét MST duogc cap. Néu TCCT c6 nhu cau st dung File dit liéu Bang ké
hd so DKT dd c6 MST c6 thé dén CQT quan 1y truc tiép dé 1dy hodc CQT sé& gui
file dit li¢u nay qua dia chi email cua TCCT.

Dbi véi cac trudng hop chua duge cap MST, TCCT can c6 thong bao cu thé
1y do CQT chwa cip MST cho ting ngudi lao dong. Sau khi hoan thién lai hd so
DKT, nguoi lao dong ndp hd so DKT cho TCCT hoic nop truc tiép cho CQT.

- CQT quan 1y truc tiép s& hoan thanh viéc tra thé MST cho TCCT vao cudi
nam 2009. TCCT c6 trach nhiém tra ddy da thé MST cho cac ca nhan da thuc hién
DKT qua TCCT.

Luu y: Truong hop nguoi lao dong c6 nhu cau xac nhan MST co thé yéu
cau véi CQT quan 1y truc tiép cung cap Thong bao MST.

Buwéc 10: Piéu chinh thong tin sai sot trén bang ké va thé ma sé thué.

Truong hop, nguoi lao dong phat hién c6 sai sot thong tin in trong Bang ké
hd so DKT dd c¢6 MST hoic in trong thé MST thi nguoi lao dong can c6 yéu cau
diéu chinh thong tin (bang van ban) giri TCCT .

TCCT t(f)ng hop yéu cau dé nghi diéu chinh ctia nguoi lao dong va gii CQT
quan ly truc tiép.

Sau khi diél} chinh xong thong tin cua timg nguoi lao dong, CQT s€ in the
MST méi va chuyén tra cho TCCT @dé tra cho nguoi lao dong./.



