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12-MAU THONG BAO VE VIEC HQP PONG LAO PONG SAP HET HAN VA
KY KET HQP PONG LAO PONG MOI
TEMPLATE OF NOTICE ON THE LABOUR CONTRACT WHICH SHALL
BE EXPIRED AND ENTERING INTO NEW THE LABOUR CONTRACT

Riéng tw & Bao mat

Tai [® ], [ngay] [thang] [nam]

Guri dén: [Ong]/[Ba] [@ ]

Qudc tich: (@]
[Gidy CMND]/[Can cudc cong dan]/[H6 chiéu sd]: [®]
Ngay thang nam sinh: (@]
Noi sinh: (@]
bia chi thuong tru: (@]
bia chi tam tra: (@]

‘ ‘ THONGBAO ‘
Ve viéc Hgp dong lao dong sap hét han va ky két Hop dong lao dong méi
Kinh giri [Ong]/[Ba] [®],

Trude hét, chung t6i xin gui 101 cam on vé su dong gop cua [Ong]/[Ba] cho [Tén Cong ty]
(“Cong ty”) trong suot thoi gian vira qua.

- Can ctr vao Bo luat Lao dong dugc Quéc hoi thong qua vao ngay 20 thang 11 nim
2019 va c6 hi€u luc ké tir ngay 01 thang 01 nam 2021; va

- Can ctr vao Hop ddng lao dong sO [@] ky gitta Cong ty va [Ong]/[Ba] [@ ] vao ngay
[ngay] [thang] [ndm] (“Hop dong lao dong”).

Bang van ban nay, Cong ty tran trong thong bao rang, Hop dong lao dong giita Cong ty va
[Ong]/[Ba] s€ hét han vao [ngay] [thang] [nam].

Sau khi xem xét va danh gia két qua lam viéc cua [Ong]/[Ba], Cong ty quyét dinh s& tlép tuc
ky hop ddng lao dong méi véi [Ong]/[Ba]. Vi vdy, Cong ty thong bao dé [Ong]/ [Ba] sap xep
lién h¢ Phong Nhén sy ctia Cong ty trude [ngay] [thang] [nam] dé tién hanh ky ket hop dong
lao dong méi. Theo d6, hop dong lao dong mdi s& bao gdm cac nodi dung chinh yéu sau:

(1) Loai hop dong: Hop dong lao dong [khong x4c dinh thdi han]/[co xac dinh thoi han];

(i1) Thoi han hop dong lao dQng: [@] thang, bét dau tir [ngay] [thang] [ndm] dén [ngay]
[thang] [ndm]; [4p dung do1 v6i loai hop dong x4c dinh thoi han];

(ii1)  Vitrilam viéc: [@];
(iv)  Cong viéc phai lam: [@ |;

) Mirc luong gop: [@® ] Pong Viét Nam/thang;
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(vi)  Phu cép luong (néu c6): [® ] Dong Viét Nam/thang;
(vii)  Cac khoan bo sung khac (néu co): [® ] Pong Viét Nam/thang; va

(viii)  Céc loai bao hiém bt budc: Cong ty sé tiép tuc tham gia cac loai bao hiém bat budc
cho [Ong]/[Ba] theo quy dinh cua phap luat lao dong hi¢n hanh.

Céac noi dung khac ma co lién quan dén quyén loi va nghia vu cua [Ong]/[Ba] s& duoc quy
dinh chi tiét trong hop dong lao dong, phu lyc va céc chinh sach co lién quan do Cong ty ban
hanh tai timg thoi diém. Truong hop co van dé can trao ddi lién quan dén viéc ky két hop
ddng lao dong mai va thic mic vé cac chinh sach lién quan cua Cong ty, [Ong]/[Ba] vui long
lién hé Phong Nhan su dé duoc giai dap chi tiét.

Cong ty hy vong [Ong]/[Ba] sé& tiép tuc dong gop cho su phat trién cua Cong ty trong thoi
gian tdi.

Tran trong,

THAY MAT VA PAI DIEN [TEN CONG TY]

[Ho va tén]
[Chirc vu]
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Private & Confidential

At [@ ], [date][month][year]
To:[Mr.]/[Ms.] [@ ]

Nationality: (@]

[Identity Card]/[Citizenship Card]/[Passport]|No. (@]

Date of birth: (@]

Place of birth: (@]

Permanent residential address: (@]

Temporary residential address: (@]
NOTICE

On the Labour Contract which shall be expired and entering into new the Labour

Contract

Dear [Mr.]/[Ms.] [@® ],

First of all, I would like to thank you for your contribution to [Name of Company]
(“Company”) for the past time.

- Pursuant to the Labour Code passed by the National Assembly of the Socialist
Republic of Vietnam dated 20 November 2019 and is effective on 01 January 2021;
and

- Pursuant to the labour contract No. [® ] entered into by and between [Name of the
Company]| (“Company”) and [Mr.]/[Ms.] [®] on [date][month][year]| (“Labour
Contract”).

By this notice, we would like to inform you that the Labour Contract between the Company
and you shall be expired on [date][month][year].

After reviewing and assessing the result of your work, we decided to continue entering into a
new labour contract with you. Therefore, we will provide you a notice so that you shall
arrange to contact the Human < Resource Department of the Company before
[date][month][year] for proceeding the execution of the new labour contract. Accordingly,
the new labour contract shall include the following main contents:

(1) [Indefinite-term]/[ Definite-term] labour contract;

(11) Term of labour contract: [®] months starting from [date][month][year] to
[date][month][year]; [applicable to definite-term];

(i11))  Position: [@ ];
(iv)  Work to be done: [@ |;
(v) Gross salary: [® ] VND/month;

(vi)  Salary allowance (if any): [® ] VND/month;
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(vii)  Other additional amounts (if any): [® ] VND/month;

(viii)  Statutory insurances: the Company shall continue participating in statutory insurances
for you in accordance with the current labour law.

Other provisions relating to your rights and obligations shall be stipulated in detail in the
labour contract, appendix(es) and other relevant policies issued by the Company from time to
time. Should you have further discussion relating to the entering into new labour contract and
queries about relevant policies of the Company, please contact the Human Resources
Department to be explained in detail.

We hope that you shall continue to contribute to the Company’s development in the future.

Sincerely yours,

FOR AND ON BEHALF OF [NAME OF THE COMPANY]|

[Full name]
[Title]



