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14-MAU QUY TRINH NGUOI SU DUNG LAO PONG PON PHUONG CHAM
DUT HOP PONG LAO PONG
TEMPLATE OF PROCESS OF UNILATERIAL TERMINATION OF
LABOUR CONTRACT BY EMPLOYER

14.1 - MAU BIEN BAN NHAC NHO LAN PAU VE VIEC KHONG HOAN THANH
CONG VIEC PUQC GIAO

TEMPLATE OF FIRST REMINDER ON NON-COMPLETION OF THE ASSIGNED
WORKS

Tai [+], [ngay] [thang] [nam]

Nguoi nhian: [Ong]/[Ba] []

Chure vu: [*]
B0 phan: [*]
Phong, ban []
M3 s6 nhén vién: []

Vé viéc: Khong hoan thanh cong viéc duge giao — Thwr nhic nhé 1an thir nhat

Thua [Ong]/[Ba] [*],

Thu nay thong bao véi [Ong]/[Ba] rang, vao ngay [], [Ong]/[Ba] da chua hoan thanh cong
viéc dugc giao, cu thé [ghi mirc d6 chira hoan thanh dinh mtc lao dong hodc cong viée cu thé
dugc giao ctia Nguoi lao dong theo Hop dong lao dong va bang mé ta cong viéc] theo Hop
dong lao dong, bang M6 ta cong viéc ma [Ong]/[Ba] di ky véi [Tén Cong ty] va KPI ky ngay
[*].

Dé nghi [Ong]/[Ba] khic phuc tinh trang nay trong vong [+] ngay khi nhan dugc Thu thong
bao nay va hoan thanh cong viéc dugc giao.

Nﬁu c6 gi thic mac, [Ong]/[Ba] [] vui 1ong lién hé véi [Giam dbc]/[Trudng phong] Nhan sy
de duoc giai dap.

Tran trong.

[Giam dbc]/[Truéng Cap trén tryec tiép Nguwoi dai dién theo phap luat
phong| Nhan sw
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[Ho va tén] [Ho va tén] [Ho vatén]
[V1 tri cOng viéc] [Tong] Gidm doc

At [+], on the day of [*], [*], [*]

Attn: [Mr.]/[Ms.] [*]
Position: [*]
Division: [*]
Department: [*]
Staff code: [*]

Re: Failure to complete the assigned jobs — First reminder

Dear [Mr.)/[Ms.] [*],

The Letter is to inform that, as of [¢], you did not yet complete the assigned job [i.e., insert any
degree of failure to complete labour norm or specific jobs assigned to the employee under the
Labour Contract, the job descriptions] under the Labour Contract and the Job Descriptions you
executed with [Name of the Company] and KPI signed on [*].

You are kindly requested to remedy this situation within [¢] days after receipt of this Letter and
complete the assigned jobs.

If you have any questions, please kindly contact the Human Resource [Director]/[Manager] for
clarification.

Yours sincerely,

Human Resource Line Manager Legal representative
[Director|/[Manager]
[Full name] [Full name] [Full name]

[Position] [General] Director



