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3- MAU HQOP PONG THU VIEC
TEMPLATE OF PROBATIONARY AGREEMENT

RIENG TU & BAO MAT

Tai [0, [ngdy] [thang] [ndm]

Kinh giri: [Ong]/[Ba] [[]

Ngay thang nam sinh: [0]
[Gidy CMND]/[Can cudc cong dan]/[Ho chiéu] s6: [0]
bia chi cu tra: [0]

HQP PONG THU VIEC

[Tén Cong ty] (“Cong ty”), c6 tru so dang ky tai [I]] thong bao tuyén dung [Ong]/ [Ba] voi
chtrc danh 1a [0] ké tir [ngay] [thang] [nam] voi diéu kién két qua kham strc khoe tién tuyén
dung cua [Ong]/ [Ba] dat yéu cau. O vi tri nay, [Ong]/ [Ba] s€ bao cao truc tiép v6i [O] cua Cong
ty. Viéc tuyén dung [Ong]/[Ba] s& can ctr vao nhitng diéu kién va diéu khoan ctia Hop dong
Thir viéc (“Hop ddng thir viée”) ndy nhu sau:

1)

2)

3)

Thoi gio' va dia diém lam viéc

Thoi gio lam viée: [0]

Sang: Tur [0] gio dén [0] gio;

Chiéu: Tur [0] gio-dén [0] gio; va

[0] gio nghi trua, khong tinh vao thoi gio lam viéc.

Cong ty c6 thé didu chinh gio lam viéc tai timg thoi diém bang cach thong bao trude
cho [Ong]/[Ba].

Dia diém lam viéc: [0 ].
Thoi gian thir viéc

Thoi gian thu viée 1a [[] ngay duong lich ké tir [ngay] [thang] [ndm]. Trong thoi gian
thir viée, néu cong viée ctia [Ong]/ [Ba] khong dat cac yéu cau nhu hai bén da thoa thuén
va dugc ghi nhan tai [0], thi Hop ddng thtr viéc nay cho vi tri [0] s& cham dut ngay 1ap
tirc bang mot thong bao bang vin ban cia Cong ty. Cac quyén va nghia vu cia
[Ong]/[Ba] trong thoi gian thir viéc s& duge thyuc hién theo quy dinh ctia phap luat lao
dong hién hanh.

Hop dong lao dong
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Tuy thudc vao két qua cia thoi gian thir viéc nhu quy dinh tai Muc 2 ctia Hop dong thir
viéc ndy, Cong ty s& ky voi [Ong]/[Ba] mot [hop dong lao dong khong xac dinh thoi
han] [c6 thoi han x4c dinh 13 [0] thang, khong bao gom thoi gian thir viée [0] ngay néi
trén]. Luong va cac loi ich cta [Ong]/[Ba] s& phu hop véi ndi dung tai Muc 5 ciia Hop
dong thir viéc nay.

Cong viéc va trach nhiém

Cong viéc va trach nhiém cua [Ong]/[Ba] s& duoc quy dinh cu thé tai [0] nhu dinh kém
Hop dong thu viée nay.

Do nhu ciu kinh doanh cua Cong ty,A[CA)ng]/ [Ba] co :[hé dugc yéu cz“u} di cong tac. Tuy
thugc vao su dong y cua Ong [Ba], [Ong]/[Ba] co6 thé dugc chuyén doi sang lam viée &
(cac) khu vuc khac trong pham vi 1anh tho Viét Nam.

Thu nhép

[Ong]/[Ba] duoc hudng thu nhap hang thang nhu sau:

a) Luong co ban : [0] dong/thang;

b) Thudng : [O] dong/thang;

¢) Phu cip [0] : theo chinh sach ctia Cong ty tai timg thoi diém; va
d) Phu cap [0] : theo chinh sach ctia Cong ty tai ting thoi diém.

Luong co ban duge Cong ty khau trir dé dong bao hiém x4 hoi, bao hiém y té, bao hiém
that nghiép va thué thu nhdp c4 nhan theo céc quy dinh c6 lién quan cua phap luit hién
hanh.

Tién thuong duge xac dinh theo cac Tiéu chuan Panh gia Kinh doanh chinh cia
[Ong]/[Ba] trong ting [thang] [quy] va thay ddi theo chinh sach cta Cong ty tai timg
thoi diém. Xin luu ¥ cac khoan tién nay 13 khoan thu nhap thudng xuyén chua bao gom
thué thu nhap ca nhan, khoan tién nay s€ chiu thué theo phap luat hi¢n hanh vé thué thu
nhap ¢4 nhan cua Viét Nam va Cong ty s& khau trir phan thué thu nhap ca nhan trudc
khi thanh toan cho [Ong]/[Ba].

Hinh thirc thanh toan: Thu nhép s& duoc thanh toan bang chuyén khoan. Ngay thanh
toan: Vao ngay cudi ciing ctia mdi thang.

Ché d6 nang luong: theo quy diph cua Bo luat Lao dong hién hanh, céc chinh sach ndi
bd va Thoa ude lao dong tap thé, néu co, cua Cong ty.

Nghi hang nam

[Ong]/[Ba] duogc quyen c6 [0] ngay nghi hang nam dugc huong nguyén luong theo
nam duong lich. [Ong]/[Ba] khong duoc quyén nghi phép hang nam trong thoi gian thur
viéc nhu quy dinh tai Muc 2 ctia Hop dong thir viéc ndy va ciing khong duoc quyén
yéu cau thanh toan lién quan dén viéc nghi phép hang nam khi chdm dirt Hop déng thir
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vi€c nay trong thoi gian thur viée.
Nghia vu bao mat Thong tin méat, bi mat cong nghé va bi méat kinh doanh

Thong tin mat nghia 14 tit ca moi dir liéu hodc thong tin thudc quyén sé hitu cia Cong
ty ma khong phai 1a thong tin da duoc biét dén rong rii, du dugc thé hién dudi hinh
thirc v6 hinh hay hitu hinh, bat ké duoc tiét 16 vao bat ky thoi diém nao, bao gdm nhung
khong gidi han tat ca cac thong tin [Ong]/[Ba] c6 thé nhan biét dugc, bang 16i noi hodc
bang vin ban va/hodc dir lidu va thong tin dién tir, tai liéu hay bi quyét lién quan dén
Cong ty, du ¢ qua khu, hién tai hay tuong lai. Trong pham vi ciia Hop dong thir viéc
nay, Thong tin mat ciing bao gdm toan bo va tit ca cac thong tin ¢ ngudn gdc tir Thong
tin mat.

[Ong]/[Ba] khong duoc tiét 16, pha hiy, sao chép hodc dé 19, truc loi hodc sir dung
Thong tin mat, bi mat cong ngh¢, hoat dong kinh doanh hoac cac van dé khac cua Cong
ty dudi bat ky hinh thirc ndo hodc st dung tién ich cia Cong ty cho muc dich c4 nhan
hodc tu loi bang chi phi clia Cong ty hodc cua cac nha phan phdi, ddi tac kinh doanh
hoic khach hang tiém nang ctia Cong ty.

[Ong]/[Ba] chi st dung Thong tin mat cho cac muc dich lién quan dén cac nhiém vu
cua minh véi Cong ty va khong duge dem ho so hodc tai liéu ra khoi pham vi Cong ty
ncu khong c6 chap thuan trude bang van ban cua [Tong] Giam doc.

Viéc vi pham céac quy dinh vé bao mat co thé dua dén viéc Cong ty khong ky két hop
dong lao dong véi [Ong]/ [Ba] theo quy dinh tai Muc 2 cua Hop dong thir viéc nay va
[Ong]/[Ba] phai boi thudng tat ca cac thiét hai ma Cong ty phai ganh chiu theo quy
dinh cua phap luat.

Nghia vu bao mat ciia [Ong]/[Ba] theo quy dinh tai Muyc 7 cuia Hop dong thir viéc nay
van con hi¢u luc sau khi Hop dong thir viéc nay hét han hoac bi cham dut.

Cac thoa thuin khac

Trang bi bao h¢ lao dong cho [Ong]/[Ba] sé dugc ap dung theo chinh sach ctia Cong ty
tai ting thoi diém.

Tat ca céac phuc loi khac, néu ¢, sé theo quy dinh ctia Bo luat Lao dong, Théa udc lao
dong tap thé, néu co, va cac chinh sach cua Cong ty tai tirng thoi diém.

Hop dong thir viéc nay 1a c6 hiéu luc trong vong [0] ngay dwong lich ké tir ngay [0]
dén [0] (“Thoi han™). Hop dong thir viéc s& coi nhu duge chap nhan néu [Ong]/[Ba]
ky va giri Hop dong thir viéc dén Cong ty trong Thoi han. Khi da dugc chap thuan, Hop
ddng thir viéc s& c6 hidu luc cho dén ngay [Ong]/[Ba] va Cong ty ky hop dong lao dong.

Hop déng thur viéc nay d}IQC 1ap thanh 02 (hai) ban géc, va c6 hiéu luc ké tir ngéy ky,
trong do 01 (mot) ban goc s€ dugce luu tai van phong Cong ty va 01 (mot) ban goc s&
duogc giao cho Ong [Ba].

[Ong]/[Ba] vui long ky tén chap thuan dudi day va gui lai mot ban cho chung t61 trong Thoi
han quy dinh tai Muc 8 cua Hop dong thir viéc nay.
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Tran trong,

Thay mit va dai dién [Tén Cong ty]

[Ho va Tén]
[Chirc vu]

Ngay:

Chép thuan bai:

[Tén nhan vién thir viéc]

Ngay:
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PRIVATE & CONFIDENTIAL
At [0], [date] [month] [year]
To: [Mr.]/[Ms.] [O],
Date of birth: [0]
[Identity Card]/[Citizenship identity]/[Passport] No.: [U]

Permanent address: [0]

PROBATIONARY AGREEMENT

We are pleased to offer you employment with [Name of the Company] (“Company”) having
the registered office located at [[], for the position of a [[], effective from [0 | subject to a
satisfactory result of your pre-employment medical check-up. In this role, you will report to
the [[] of the Company. The following terms and conditions of this Probationary Agreement
(“Probationary Agreement”) will apply to your employment:
1) Working hours and location

Working hours: [0]

In the morning: From [O] to [O];

In the afternoon: From [0] to [0]; and

[0] hour(s) for rest, exclusive of working hours.

The Company may adjust these working hours after giving advance notice to you.

Working location: [0].

2) Probationary period

The probationary period is [[] calendar days from [0]. During the probationary period,
if your working performance does not meet required standards as specified in the [[],
the Probationary Agreement for the position of [[0], as agreed to by both contracting
parties and as stated therein, will be immediately terminated by written notice from the
Company. Your rights and obligations during the probationary period are in accordance
with the current labour law.

3) Labour Contract

Subject to the result of the probationary period as set out in Section 2 herein, the
Company will sign with you an indefinite term labour contract [a labour contract with
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definite term of [0] months, excluding the probationary period of [0] calendar days (as
mentioned above). Your salary and other employment benefits will be in accordance
with the contents set out in Section 5 herein.

Duties and Responsibilities

Your duties and responsibilities will be specifically stated in the [[0] as attached
herewith.

Due to the Company’s business demands, [Mr.]/[Ms.] [[] may be required to travel.
Depending on the consent of Mr. [Ms.], [Mr.] / [Ms.] may be converted to work in
another region (s) within the territory of Vietnam.

Income

Y our monthly remuneration package will be as follows:

a) Basic salary : VND [[] per month;

b) Bonus : VND [[] per month,;

c) [O]allowance : As per the Company’s policy from time to time; and
d) [0] allowance : As per the Company’s policy from time to time.

The basic salary is subject to the withholding by the Company of social insurance,
health insurance and unemployment insurance contributions and personal income tax
in accordance with current laws of Vietnam.

The bonus scheme is calculated and paid with respect to Key Business Indicators
measuring your level of performance on a [monthly] [quarterly] basis and can be
changed as per the Company’s policy from time to time. Please note that as gross
regular income, this payment will also be taxed as against the prevailing law of Vietnam
and subject to the tax withholding by the Company before making any payment to you.

Method of payment: the above income will be paid via bank transfer.
Date of payment: on the last day of each month.

Pay rise policy: as provided by the Labour Code of Vietnam and internal policies and
the Collective Labour Agreement, if any, of the Company.

Annual Leave

You are entitled to [[] days with pay per calendar year. You are not entitled to: (i) take
any annual leave during the probationary period as stated at Section 2 herein; and (ii)
be paid compensation relating to any annual leave upon the termination of the

Probationary Agreement during the probationary period.

Confidentiality duty for the Confidential Information, technological secrets and
trade secrets

Confidential Information means any data or information that is the proprietary of the
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Company and not generally known to the public, whether in tangible or intangible form,
whenever and however disclosed, including, but not limited to all visual, oral, written
and/or electronic information and data, materials or know-how regarding the
Company’s past, present or future. Within the scope of this Probationary Agreement,
the Confidential Information also will include all information sourced from such
Confidential Information.

You must not disclose, destroy, copy, make available, or misuse of the Confidential
Information, technological secrets, business or other matters of the Company in any
form or use the facilities of the Company for personal or private purposes at the
expenses of the Company or those of its distributors, business partners or potential
customers.

You may only use the Confidential Information for the purposes related to your duties
with the Company and must not take out business records or documents from the
Company's premises without prior written approval of the [General] Director.

Breach of any provision of this confidentiality duty may make the Company not sign
the labour contract with you as stipulated at Section 2 of this Probationary Agreement
and you must compensate the Company for any damages incurred by the Company in
accordance with the laws of Vietnam.

Your obligations of confidentiality under Section 7 herein will still survive after the
expiry or the termination of this Probationary Agreement.

Miscellaneous

Labour protection equipment to be provided to you will be applied according to the
Company’s policy from time to time.

All other benefits, if any, will follow the Labour Code of Vietnam, the Collective
Labour Agreement; if any, and the Company’s prevailing Policies.

This Probationary Agreement is valid within [[] calendar days as from [[] to [[]
(“Term”). The Probationary Agreement will be deemed as accepted if you sign on and
deliver it to the Company within the Term. Once it is accepted, the Probationary
Agreement will be effective until the date you and the Company enter into the labour
contract.

This Probationary Agreement is made into 02 (two) original copies and will take effect
from the signing date hereof, in which 01 (one) original copy will be filed at the
Company’s office and 01 (one) original copy will be delivered to you.

Please sign and return the duplicate copy of this letter to confirm your acceptance within the

Term as set out in Section 8 herein.

Yours sincerely,

For and on behalf of [Name of the Company]



[Full name]
[Title]

Date
Accepted by:

[Name of the Probationary Employee]

Date:
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