Hîp ®ång lao ®éng

Labour contract

Sè / Number: ………….
	Chóng t«i, mét bªn lµ: …………………… 

(We are, from one side)
	Quèc tÞch   : …………………
Nationality: …………………..

	Chøc vô    : …………………………………
Position   : ……………………………………..
	§¹i diÖn cho (1)  : ……………………..
On behalf of (1)  :  ………………………..


	§Þa chØ:   …………………………………….
Address: ………………………………………

	§iÖn tho¹i /Tel: ………………………
Fax                 : …………………………..

	
	

	Vµ mét bªn lµ: …………………………………

(And from other side) 
	Quèc tÞch   : …………………..
Nationality: ……………………….

	Ngµy th¸ng n¨m sinh:  ……………………………

 

	Date of birth: ………………….

	NghÒ nghiÖp (2): …………………………….
	Profession (2): ………………………..

	§Þa chØ th­êng tró: ……………………………
Home address: ………………………………….
	Sè ®iÖn tho¹i liªn l¹c: ………………
Contact number        : ……………….


	Sè CMTND      : ……………………….
ID card number: …………………….
	cÊp ngµy …………..
            t¹i ………….. 

issued on day:
……..
          at ………… 

	Sæ lao ®éng (nÕu cã) :  
            

Labour book (if any) :


	cÊp ngµy 


 t¹i 
             issued on day 


 at 


Tháa thuËn ký kÕt hîp ®ång lao ®éng vµ cam kÕt lµm ®óng nh÷ng ®iÒu kho¶n sau ®©y:

Agree to sign this Labour contract and engage to satisfy the following provisions:

	B¶n Hîp ®ång nµy dùa trªn b¶n ChÝnh s¸ch Nh©n sù cña ……………….. và th­ mêi lµm viÖc vµ hai tài liÖu này lµ mét phÇn kh«ng thÓ thiÕu ®­îc cña Hîp ®ång nµy.

This contract is based on …………………….. Personnel Policy Manual and offering letter and they form a part of this contract.


§iÒu 1
:  Thêi h¹n vµ c«ng viÖc hîp ®ång

article 1
:  term and objective of contract

	Lo¹i hîp ®ång lao ®éng (3): 

Type of labour contract (3): 
	

	Thö viÖc tõ ngµy:  

Probation from: 

	®Õn ngµy 

until  

	§Þa ®iÓm lµm viÖc (4):  

Cã thÓ thay ®æi dùa trªn nhu 
	……………………………………………………………
cÇu cña Tæ chøc vµ sù ®ång ý cña c¸ nh©n.

	Place of work (4): 

This may changed due to the 
	…………………………………………………………………..
organizational need and staff’s agreement.

	Chøc danh chuyªn m«n:  

Job function: 
	

	Chøc vô (nÕu cã): 


Title (if any): 

	

	C«ng viÖc ph¶i lµm (5): 


Job description (5): 
	Xem b¶n m« t¶ c«ng viÖc ®Ýnh kÌm vµ cã hiÖu lùc cïng víi b¶n hîp ®ång nµy.

See the attached Job description and it forms a part of this contract


§iÒu 2
:  ChÕ ®é lµm viÖc

Article 2
:  working regulations

	Thêi giê lµm viÖc (6)
: 
	8 giê/ ngµy lµm viÖc tõ thø hai ®Õn thø s¸u;  

	Working hour (6)
: 
	8 hours/ working days from Monday to Friday

	§­îc cÊp ph¸t nh÷ng dông cô lµm viÖc gåm:  
	C¸c trang thiÕt bÞ, c¸c dông cô vµ v¨n phßng phÈm cÇn thiÕt ®Ó lµm viÖc.

	Equipments to be provided: 
	Equipments tools, stationary for working


§iÒu 3
:  NghÜa vô vµ quyÒn lîi  cña ng­êi lao ®éng

Article 3
:  obligations and benefits of the employee:

1.  QuyÒn lîi (Rights):  

	Ph­¬ng tiÖn ®i l¹i lµm viÖc (7): 
	®­îc thanh to¸n chi phÝ ®i l¹i/ cung cÊp ph­¬ng tiÖn khi ®­îc ph©n c«ng ®i c«ng t¸c.

	Means of working transportation (7): 
	all travel expenses will be covered/vehicle provided when and if required by the organization to the business trip.

	Møc l­¬ng thực nhận ®· trõ thuÕ & bảo hiểm (Møc l­¬ng cã thÓ thay ®æi)(8): 

Net salary or wage (This salary may be changed)(8):
	

	H×nh thøc tr¶ l­¬ng: 

Mode of payment: 
	

	Phô cÊp gåm (9): 

Allowance consisting of (9):
	theo quy ®Þnh cña chÝnh s¸ch Nh©n sù cña ………………
based on the …………………. Personnel Policy Manual.

	§­îc tr¶ l­¬ng vµo c¸c ngµy  

To be paid monthly on 
	

	TiÒn th­ëng: 

Bonus: 
	

	ChÕ ®é n©ng l­¬ng:  

Salary regulation: 
	theo quy ®Þnh cña chÝnh s¸ch Nh©n sù cña ………………

based on the …………………. Personnel Policy Manual.

	§­îc trang bÞ b¶o hé lao ®éng gåm:  

Labour protection equipments to be provided: 
	§­îc cung cÊp nÕu c«ng viÖc ®ßi hái

Will be provided as required by work. 



	ChÕ ®é nghØ ng¬i (nghØ hµng tuÇn, nghØ phÐp n¨m, lÔ, tÕt . . .): 

Leave regulation (weekly leave, annual leave, public holidays . . .): 
	Theo qui ®Þnh cña Bé luËt Lao ®éng n­íc CHXHCN ViÖt nam vµ theo quy ®Þnh cña chÝnh s¸ch Nh©n sù 

Based on Labour Code of the Socialist Republic of ViÖt nam and based on thePersonnel Policy Manual.

	B¶o hiÓm x· héi vµ b¶o hiÓm y tÕ (10): 

Social Insurance & Medical Insurance (10): 
	Theo qui ®Þnh cña Bé luËt Lao ®éng n­íc CHXHCN ViÖt nam vµ theo quy ®Þnh cña chÝnh s¸ch Nh©n sù 

Based on Labour Code of the Socialist Republic of ViÖt nam and based on thePersonnel Policy Manual.

	ChÕ ®é ®µo t¹o (11):  

Training regulation (11): 
	Theo qui ®Þnh cña Bé luËt Lao ®éng n­íc CHXHCN ViÖt nam vµ theo quy ®Þnh cña chÝnh s¸ch Nh©n sù 

Based on Labour Code of the Socialist Republic of ViÖt nam and based on thePersonnel Policy Manual.

	Nh÷ng tháa thuËn kh¸c (12): 

Other agreement (12): 
	Kh«ng

No


2.  NghÜa vô (Obligations):

· Hoµn thµnh nh÷ng c«ng viÖc ®· cam kÕt trong hîp ®ång lao ®éng.

To fulfill the job undertaken in this Labour contract. 

· ChÊp hµnh c¸c quy ®Þnh ®¹o ®øc, gi¸ trÞ vµ c¸c quy chÕ chÝnh s¸ch cña ……………….. 

To comply with……………….  values, policies and procedures.

· Båi th­êng vi ph¹m vµ vËt chÊt (13): nh­ quy ®Þnh trong c¸c chÝnh s¸ch Nh©n sù vµ Tµi chÝnh
To compensate for property damages: as stated in the Personnel Policy and Financial Procedure Policy Manual

§iÒu 4
:  NghÜa vô vµ quyÒn h¹n cña ng­êi sö  dông lao ®éng

Article 4
:  obligations and rights of the employer

1.  NghÜa vô (Obligations):

· B¶o ®¶m viÖc lµm vµ thùc hiÖn ®Çy ®ñ nh÷ng ®iÒu ®· cam kÕt trong hîp ®ång lao ®éng.

 To assure job for the employee in conformity with the signed Labour contract.

· Thanh to¸n ®Çy ®ñ, ®óng thêi h¹n c¸c chÕ ®é vµ quyÒn lîi cho ng­êi lao ®éng theo hîp    ®ång lao ®éng, tháa ­íc lao ®éng tËp thÓ (nÕu cã).

 To fully and dully pay to the employee all remuneration and other benefits as committed in the labour contract, labour community agreement (if any)

2.  QuyÒn h¹n (Rights):

· §iÒu hµnh ng­êi lao ®éng hoµn thµnh c«ng viÖc theo hîp ®ång (bè trÝ, ®iÒu chuyÓn, t¹m ngõng viÖc . . . )

To manage Organisation’s human resources to fulfill the job stated in the contract (re-assignment, temporary suspension. . . )

· T¹m ho·n, chÊm døt hîp ®ång lao ®éng, kû luËt ng­êi lao ®éng theo quy ®Þnh cña ph¸p luËt, tháa ­íc lao ®éng tËp thÓ (nÕu cã) vµ néi quy lao ®éng cña Tæ chøc.

To suspend, terminate the labour contract to apply discipline measures according to labour laws, labour community agreement (if any) and Organsiation’s regulation.

§iÒu 5
:  §iÒu kho¶n thi hµnh

Article 5
:  executive provisions

· Nh÷ng vÊn ®Ò lao ®éng, kh«ng ghi trong hîp ®ång lao ®éng nµy th× ¸p dông quy ®Þnh cña tháa ­íc tËp thÓ, tr­êng hîp ch­a cã tháa ­íc tËp thÓ th× ¸p dông quy ®Þnh cña ph¸p luËt lao ®éng.

Any issues concerning to the Labour that do not mention in this labour contract will be adjusted as labour community agreement. If the labour community agreement is not available, they will be adjusted by Labour laws.

· Hîp ®ång ®­îc lµm thµnh hai b¶n cã gi¸ trÞ ngang nhau, mçi bªn gi÷ mét b¶n vµ cã hiÖu lùc tõ ngµy ….. th¸ng … n¨m …... Khi hai bªn ký kÕt phô lôc hîp ®ång lao ®éng th× néi dung cña phô lôc hîp ®ång lao ®éng còng cã gi¸ trÞ nh­ c¸c néi dung cña b¶n hîp ®ång lao ®éng nµy.

This contract come into effect from …………, and is made in 2 originals with equal value, 01 original retained by each party. Any annex of this contract, which is signed by both parties, will have equal value with this contract. 

Hîp ®ång nµy lµm t¹i Hµ Néi  ngµy ……… th¸ng ………. n¨m …………….

The contract is made in Hanoi on …………………………………………..

Ng­êi lao ®éng



Ng­êi sö dông lao ®éng

    Employee






     Employer 

(Ký tªn) sign





(Ký tªn, ®ãng dÊu), sign, stamp
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