Application Procedures of Social Security Subsidy for Employed Personnel with Preferential Policy Certificate Card of Personnel Experiencing Employment Difficulty 
1. Administrative Organization  
If employers recruit personnel, who hold Preferential Policy Certificate Card of Personnel Experiencing Employment Difficulty and meet criteria of receiving social security subsidy, applications can be submitted to Employment Management Centre under Labor Security Depart in the same league according to tax paying levels, i.e. for those who pay tax to Land Tax Department of city level, subsidy applications should be made to Labor Employment Management Centre of city level; for those who pay tax to Land Tax Department of district level, applications should be submitted to Employment Service Organization of local district.    

2. Required Material

a. Employer’s business license and a photocopy of it with company official seal (only required for first application);

b. Employer’s Taxation Registry and a photocopy of it with company official seal (only required for first application);

c. Employer’s basic bank account (i.e. account opening permit) and a photocopy of it with company official seal (only required for first application);

d. Recruited personnel’s Employment and Unemployment Registry of Xiamen Residents/ Unemployment Certification of Xiamen Residents / Labor Employment Handbook and Preferential Policy Certificate Card of Personnel Experiencing Employment Difficulty;
e. Roster of Personnel Experiencing Employment Difficulty and Receiving Social Security Subsidy, Detail List of Social Security Subsidy Application, and Application Form of Social Security Subsidy confirmed by Social Security Administrative Organization in the same league, which can be downloaded from Xiamen HR Website;

f. Standard finance and taxation invoices or receipts (employers of city level should fill “Xiamen Labor Employment Management Centre (re-employment funds)” in Unit of Payment column, and “ Returning Social Security Subsidy) in Payment Items column. 
3. Working Hours

Employers should submit the above material to employment service organization in the same league within 7 working days after 15th of each month amongst January, April, July and October every year. After confirming the material provided by employers, employment service organization should summarize and report to Labor Security Department of same level and Finance Department. If approved, subsidy funds will be allocated to employment service organization that will then transfer the funds into the basic bank account provided by employers.   
4. Administrative Procedure

1) Employers log in Xiamen HR Website with member ID;

2) Fill “ Employer’s Public Information” based on truth in “Social Security Subsidy” column;

3) Given that employment report and record has been done, add newly recruited personnel to “Roster of Newly Added Personnel”;

4) View Roster of Personnel Experiencing Employment Difficulty and Receiving Social Security Subsidy, print it out and stamp it with official seal;

5) Enter “ Detail of Social Security Subsidy” column and declare items, then print out Detail List of Social Security Subsidy and stamp it with official seal;

6) Visit social security administrative organization of same level with Declare Form of Social Security Subsidy to be confirmed and stamped;

7) Collect all material and submit them to employment service organization of same level for verification and approval.  
