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B phén lap Thiét lap Tham tra Phé duyét
Department Prepared by . Checked by Approved by

HMR (/;)/ 5 / //

LE THI BICH LIEN | DOAN THI VAN TRANG TRAN HUU VINH

. MUCPicH |/ PURPOSE:
1.1 Nham théng nhat quy trinh nghi viéc cho CB-CNV ctia toan Cong ty.
To reached consensus in resignation procedure in company.
1.2 Dam bao quyén loi va nghia vu cia Céng ty va CB-CNV nghi viéc.
 To ensure right and obligation of company and resignation employees.
. PHAM VI AP DUNG/ SCOPE: *
2.1 Ap dung cho tit ca cic bd phan, don vi trong cong ty.
Apply for all division in company.

FTAISUN
. DINH NGHIA/ DEFINITION: MASTEH
CB-CNV  : Can b0 cdng nhan vién / Employees. Date: J_L\‘ﬁ/ ?F ﬁg 9
cQ : Ch(i Quan / Manager. e e
NLDb : Nguoi lao dong / Employees.

NS-TV ~ :Nhan sy - tong vu/ HMR.
NV- LDTT : Nghi viéc - Lao ddng truc tiép / Resignation- direct employees.
NV- LDGT : Nghi viéc - Lao dong Gian tiép / Resignation - indirect employees.

. TAILIEU THAM KHAO/ REFERENCES:
4.1 Bo luat lao dong 2012/ Labor law 2012. o
4.2 NOi quy cong ty/ Company regulation.

4.3 Thoa wéc lao dong tap thé/ Collective labor agreement. s

4.4 Tiéu chuén [SO 9001, GMP va 1SO 13485/ ISO 9001, GMP and 1SO 13485 standards

. TRACH NHIEM/ RESPONSIBILITY:
5.1 Toan thé CB-CNV cdc bd phén c6 trach nhiém thwe thi theo tha tuc nay.
All employees to respond as this procedure.

TAISUN

CONTROLLED
Date: A6 / 04 1.9094 |
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6. NOIDUNG/ CONTENT:
6.1 Lwu trinh thwc hién/ Process flow:
Ngwéi thwe hién Lwu dd thwe hién Biéu mau Tham khio
Bon xin théi viée
Viét dom xin théi vige 052-02/TSF/HMR/BM
CB - CNV A (theodidu35&37 BoLuitLD 2012) Bang phin tich nguyén nhin NV Muc 6.2
Ghibing phin tich nguyén nhin nghiviée 053-00/TSF/HMR/BM
T
CQ Bd phin Xét duyét cuatrréng bé phin Nhu teén Muc 6.3
(saukhithdoluin cic bénlién quan)
Khéng duyét W <=2ngdy
i f/jl/—>
=
A, =
\l” Duysét
Phéng NS-TV Xacnhin Phong Nhan Sw - Téng Vu Nhw trén Muc 6.4
Khong duyét i\@say
Téng Giim Déc Duyét chonghiviée Nhe trén Muyc 6.5
Khong duyét
Duygt Bién ban bin giao NV- LDTT
CB - CNV 054-01/TSF/HMR/BM
NV Nhin sw Ban Giao Congviéc Bién ban ban giao NV- LDGT Muc 6.6
NV Tuyén dung 055-01/TSF/HMR/BM
Khéne hoin thank )L\ Ban x4c nhin hodn thinh CV
R e 056-00/TSE/HMR/BM
¥ R
:]/ Hodn thinh
NV C&B Quyét dinh chonghivide Quyét dinh thdi vide Muc 6.7
058-00/TSF/HMR/BM
Theoddi qui trinh nghi viéc cha ngudi Bing theo déi tién trinh NV
laoddng 051-00/TSF/HMR/BM Muc 6.8
NV C&B
I .
NV tuyén dung Bdocdo dinh kj
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Perfomed by Process 4 From Reference
. Resignation letter

Fill in resignation latter 052-02/TSF/HMR/BY
Employee (Article 36 &37 of the 2012 Laborlaw) Resignation interview report 6.2

Make resignation interviesw report 053-00/TSF/HMR/BM

Dep't of head checking
Dept. head (After dissscusion with concerning As above 6.3
division)
=2 day
No _/\L <=2 days
TL Yes
HMR Dept. Dep't HMR confirmation As above 6.4
No /L <=3 days
=
e
Je Yes
President As above 6.5
Hand over record - direct labor

Employee 054-01/TSE/HMR/BM
Staffing Hand overrecord Hand over record - indirect labor 6.6

Recruiter 055-01/TSF/HMR/BM

No J/\ Exit Clearance From

- 056-00/ TSF/HMR/BM
C&B Resignation Decision Reslgnation Decision 6.7

= 058-00/TSF/HMR/BM

Follos up the resignation process of Follow up the resignation process

employee orempoyee 6.8

c&B 051-00/TSF/HMR/BM

Recruiter Report ~
ez z
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6.2 Viét don xin théi viéc / Fill in resignation application:

6.2.1

6.2.2

6.2.3

6.2.4

6.2.5

Nguwdi lao dong viét don xin théi viéc theo biéu miu “don xin thdi viéc”
(052-02/TSE/HMR/BM): The employees fill in “resignation letter” as form
(052-02/TSF/HMR/BM)"

Déi v&i cdn bd cdng nhén vién lam viéc tai tru s& chinh va cac chi nhanh thi

14y “don xin thoi viéc” (052-02/TSF/HMR/BM) tric tiép tai ban tiép tAn dong

thoi ghi bang phan tich nguyén nhan nghi viéc dinh kém theo don xin nghi

viec theo bi€u miu “bdng phdn tich nguyén nhdn nghi viéc"(053-

00/TSF/HMR/BM). :

For Cu Chi factory and branch, resignation form is filled at receptionist as well

as make “resignation interview report” (053-00/TSF/HMR/BM).

Déi véi nhdn vién kinh doanh ngoai thi truwdng thi lién hé véi cac ASM khu vire

hodc nhén vién tuyén dung, nhin vién chdm cdéng dé 14y don xin théi viéc theo

bi€u mau“don xin thoi viéc” (052-02/TSF/HMR/BM) va bang phan tich nguyén

nhan nghi viéc theo biu mau “bdng phdn tich nguyén nhén nghi viéc” (053-

00/TSF/HMR/BM).

For DSM, all staff contact ASM or HR office to recceive form as well as make

“resignation interview report” (053-00/TSE/HMR/BM).
Sau khi dién day du thong tin trén “don xin thoi viéc” (052-02/TSF/HMR/BM):
ngwdi xin thoi viéc chuyén don cho trwdng bo phan qudn ly tric ti€p noi minh
dang lam viéc dé xét duyét./After fullfill in “resignation letter”
(052-02/TSE/HMR/BM) employee tranfer to their head deparrtment to get
approval.
Ly do thdi viéc cia Ngudi Lao dong phai théa mdn mot trong cac truong hdp
chdm dit hop déng lao dong theo digu 36 ctia bd luét lao ddong ndm 2012.
Resignation reason must under reasons of resignation which listed in article 36,
labor law 2012.
Nguwdi xin thoi viéc phai ddm bao ding théi han bao trwde dwoc quy dinh tai
Didu 37 ctia Bd luét lao dong ndm 2012. Néu khong ddm bdo thdi han béo trude,
ngudi xin thoi viéc phai boi thwong tién lwong cho nhitng ngay khdng bio trwéce
dd./ Employees have to notify to employer in advance with perr’o\d of time as
regulation as article 37, Labor law 2012. If not, the employees have to
compensation money corresponds period of time which they did not notrﬁ'. C
Thoi han béo trudc cu thé nhw sau / Timefor notify in advance asfo!!ow:

Bao trwée it nhat 03 ngay lam viéc déi véi hop dong lao dong theo muia vu

hodc theo mot cong viéc nhét dinh cé thoi han dwédi 12 thang./ At least 03

working days in advance: apply for temporary contract (seasonal contract) or

as fix task with time shorter 12 months.
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Béo trudc it nhat 30 ngay déi véi hop dong lao dong c6 xac dinh thoi han.

At least 30 days in advance: apply for labor contract (difine time).

Bé4o trwéec it nhat 45 ngay néu l1a hop déng lao ddng khong xac dinh thoi han,
At least 45 days in advance: apply for indefinite labor contract.

6.3 Xem xét cua trwérng bo phan (sau khi thao ludn cdc bén lién quan)/ Manager
comment (after having conversation with relation parties):

6:3.1

6.3.2

6.3.3

6.3.4

6.3.5

D4i véi cong nhan, nhin vién QI, TS pho, sau khi viét don xin thoi viéc theo biéu
méau “don xin théi viéc” (052-02/TSF/HMR/BM) truéc khi ndp cho ngudi quan
Iy trie tiép phéi chuyén qua t6 trwdng xac nhan./ For worker, QI staff, vice team
leader, after fullfill in application, they have to get team leader’s confirmation
then transfer to direct manager.

Dai vdi td trwdng, nhan vién (vdn phong, kinh doanh), nhan vién cdp cao, chuyén
vién, chuyén vién cdp cao, giam sat, giam sat cip cao sau khi viét don thoi viéc
theo biéu miu “don xin théi viéc” (052-02/TSF/HMR/BM) nop cho quan ly truc
ti€p xét duyét./For team leader, officer, sales rep, senior staff, specialist, senior
specialist, supervisor, senior supervisor has to transfer to direct manager to get
approval after completing their resignation application.

Dai v&i cdp quan'ly va trwdng cac bd phan sau khi viét don thoi viéc theo biéu
mau “don xin thdi viéc” (052-02/TSF/HMR/BM) nop cho phong NS-TV xem xét
va trinh Tong Giam DPoc ky duyét./For manager, department head have to
transfer to HMR office to get General Director approval.

Truwong hop truedng bd phan khong thé gidi quyét cho ngudi lap dong thdi viéc
thi ky xac nhan vao don xin thoi viéc theo biéu mau “don xin thdi viéc”
(052-02/TSF/HMR/BM) va chuyén tra lai don cho ngudi xin théi viéc./ In case of
deparrtment head does not decide to resign for employee, he/she has to confirm
by signature on application and return it to employee.

Trwdng cac bd phén cé trach nhiém xem xét ky duyét va tra 1&i don cho nguwoi
xin théi viéc khéng qua 02 ngay lam viéc./ Department head has to check and
feedback about resignation application within 02 working days.

6.4 Xac nhan phong NS-TV/ HMR office’s confirmation :

6.4.1

6.4.2

Sau khi truwdng bd phan ky duyét don xin thoi viéc theo biéu mau “Don xin thoi
viéc” (052-02/TSF/HMRBM) cé trach nhiém trd lai don xin théi viéc cho ngudi
Ngudi xin thoi viéc dé Nguoi lao dong nop lai don xin théi viéc cho Phiong NS-
TV./ After manager approval resignation application “resignation letter”
(052-02/TSF/HMRBM), they have to return it to employee then employee will
bring to HMR office. :
Phong NS-TV c¢6 trach nhiém khdo sdt va phan tich nguyén nhdn nghi viéc theo
biéu mau “Bang phén tich nguyén nhan nghi viéc"(053-00/TSF/HMR/BM).
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HMR office will survey and statistic resignatien reason as form ‘“resignation
interview report” (053-00/TSF/HMR/BM).

6.4.3 Thoi gian gidi quyét khéng qué 03 ngay ké tir ngdy nhan don xin thoi viéc. Time
for processing must be within 03 working days from receive application date.

6.5 Duyét cho nghi viéc'/ Approve: (theo ban phdn quyén cé hiéu lwc tir ngay
12/11/2018/the Delegation of authorization have effective date 2018/11/12)

6.5.1 Dai véi cdp Vice Manager tré [én sau khi trwedng bd phan va Trudng phong NS-
TV ky duyét don xin thdi viéc ctia Ngwdi lao dong, Phong NS- TV sé trinh don
xin théi viéc 1én Téng Giam Ddc ky duyét./ For Vice manager above after their
manager and HMR manager approve, HMR office will submit resignation
application to General Director to get approval.

6.5.2 Thoi gian chuyén don xin thdi viéc cho Téng Giam Ddc khong qua 03 ngay ké tir
khi nhdn dwoc don./Time to submit to General Director within 03 days from
receiving day.

6.5.3 Dai vdi cac vi tri khdc doTrudng bo phan va Trudng phong NS- TV ky duyét.

For the others positions Head of Department and HR Manager will signed

. approval.

6.6 Ban giao cong viéc/Hand over record: Khi don xin thoi viéc dwgc phé duyét theo
biéu miu “don xin théi viéc” (052-02/TSF/HMR/BM) ngudi xin thdi viéc co trach
nhiém ban giao cong viéc theo ndi dung sau/ Employees have to hand over after
approved “resignation letter” (052-02/TSF/HMR/BM) as below:

6.6.1 Lao ddng trwc ti€p/Direct labor: thic hién ban giao vao ngay lam viéc cudi
cing theo biéu miu “bién ban ban giao” (054-01/TSF/HMR/BM) hand over at
the last day of working before resign as form “hand over record” (054-
00/TSF/HMR/BM): '

- Ban giao tai san cong cy, dung cu/ Working equipment;
Xéc nhan s6 ngay phép ndm (néu cd) / Confirm annual leave (if any);
- Ban giao thé nhan vién/ Hand over Employee’s card.

6.6.2 Lao dong gian ti€p/ Indrect labor: Thyc hién ban giao theo sw sdp x&p & dong
y b&i trwdng bd phin theo biéu miAu “bién ban ban giao” (055-
01/TSF/HMR/BM)/ hand over as manager’s arrangement as form “hand over
record” (055-01/TSE/HMR/BM): h

- Bangiao tién d0 céng viéc hién tai / Hand over current status task;

- Ban giao toan bd dir liéu mém, dit liéu gidy/ Hand over all soft data; paper
data; : o '

- Ban giao tai sdn, mdy tinh, trang thiét bi tai noi lam viéc/Hand over asset,
computer, working equipment;
Ban giao chitng tlr tién mat néu c6/Hand over dbcumentormoney (ifany);
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6.6.3

6.6.4

Ban giao danh sach lién lac, danh sach khach Hang, d6i tdc/ Hand over contact

information, customer’s information, partner's information...;

X4c nhén ro tinh trang cong ng véi cac bd phan co lién quan/ Confirm dept

with relation department;

X4c nhan s ngdy phép nidm tén (néu cd)/ Confirm remained annual leave (if

any);

Ban giao thé nhan vién / Hand over employee’s card.
Cdp quan ly/ Manager: Thuc hién ban giao theo suw sdp xép & dbng y boi
trwdng bd phan theo biéu miu “bién badn ban giao” (055-01/TSF/HMR/BM)
hand over as manager’s arrangement as form “hand over form” (055-
01/TSE/HMR/BM):

Nhw muc 6.6.2/ as section 6.6.2;

Ban giao toan bd bao cdo/ Hand over all report;

Ban giao toan bd dy an dang thwe hién/ Hand over pending project.
Ban xdc nhin hoan thanh céng viéc ban giao (dp dung cho khéi nhdn vién vin
phong tré lén): thwe hién vao ngay cudi cing dé xac nhan véi tit cd cac bén lién
quan, theo bifu miu “badng xic nhadn hodn thanh céng viéc"(056-
00/TSF/HMR/BM)./ Confirmation of hand over completion (Applicable for office
workers upwardj:' at last day to confirm with all related division as form “Exit
Clearance Form” (056-00/TSF/HMR/BM).

6.7 Quyét dinh cho nghi viéc/ Resignation decision:

6.7.1

6.7.2

6.7.3

Sau khi hoan thanh ban giao céng viéc, ho so tai liéu, cong dung cu va xac nhan
cac céng ng con thidu (néu ¢é) cho cdng ty, nhin vién C&B thio quyét dinh nghi
viéc theo biu mau “quyét dinh” (058-00/TSE/HMR.QP) va trinh Téng Gidm Déc
ky duyét déi véi cdp Vice Manager tré 1én. Doi véi céc vi trf khdc do trudng
phong NS-TV ky duyét.

After completing handover, document, equipment and dept (if any), C&B staff
makes resignation decision as form “Resignation Decision”
(058-00/TSF/HMR.QP) and submit to General Director for approval for Vice
Manager above. For the others positions approval by HR Manager.

Quyé&t dinh thoi viéc dwoc 1ap thanh 02 ban, 01 ban phong nhén sy lwu trit (va
kém theo cdc chitng tir thanh ly ban chinh) 01 ban tra cho ngwdi xin nghi viéc.
Resignation decision is made in 02 copies. 01 copy is filled by HR.‘(enclose
liquidation document in orrgma!)

Thi gian nhan quyét dinh va s6 BHXH vao ngay thi 5 hing tuan sau 30 ngay ké
ttr ngay lam viéc cudi cliing cla ngwdi xin thoi viéc tai cong ty.

Time for receiving decision and insurance book on Thurday every month after 30

days from last working day.
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6.8 Theo doi qua trinh nghi viéc ctia ngweri lao dong/ Follow resignation process of

employee:

6.8.1 Nhan vién C&B theo ddi qua trinh nghi viéc cia ngudi lao dong theo bidu mau
“Béan theo doi tién trinh nghi viéc” (051-00/TSF/HMR/BM). Trirdrng hop ngudi lao
dong con thic méc, khiéu nai thi phong NS-TV ¢6 trach nhiém gidi quyét va béo

cdo voi TGD theo bdo cdo thang, quy, ndm.

C&B staff follows resignation process of employee as form “Follow up the
resignation process of employee” (051-00/TSE/HMR/BM). In case of the employees
have any question, HR will solve these matter and report to General Director on

monthly/quaterly/yearly report.

'7. CACHO SO/ RECORDS:

THO'I GIAN LU'U/

TRACH NHIEM LUU

ﬂ'}T HO B0y RECERD SAVING TIME RESPONSIBILITY
L e ecer 3 nam/3 years Nhan su/HMR
“ ﬁi?igf?;tigntif}f;e?%ﬁﬁrr]'er;j:)i? TS 3 ndm/3 years Nhan siw/HMR
3 E,f: dijréfigcii;o;i;é rl;ﬁ};; B — 3 nam/3 years Nhéan sw/HMR
? E{gzﬁdboavr;fi:cgdeRi\;‘sji:gﬁgggn - indirect labor 3 ndm/3 years Nhan sy/HMR
; g}?ﬁ E?Eaigi?eh;oérr:nthénh i 3 nam/3 years Nhan su/HMR
6 | it et 3 nam/3 years Nhan su/HMR
’ gﬂ%ﬁf}; tc}l:::;sﬂgzgggnngzcv;f; of empoyee 3 ndm/3 years Nhan sw/HMR

P e =0



THU TUC NGHI VIEC
RESIGNATION PROCEDURE

S8/No:

Hiéu chinh /Version:
Ngay hiéu lwc /Effective date :

Trang /page:

011-03/TSF/HMR/TT

03

16/01/2021
Page 9 of 9

8. BIEU MAU AP DUNG/ FORMS:

-,

STT MA SO TEN BIEU MAU
No. Code Form
Pon xin théi viéc
1 062027 TF HMB) BN Resignation letter
2 053-00/TSF/HMR/BM Ban.g pha}n tl'Ch nguyén nhan nghi viéc
Resignation interview report
Bién ban ban giao NV - LDTT
3 054-01/TSE HNR/ Bl Hand over record Resignation - direct labor
Bién ban ban giao NV- LDGT .
4 025-01/TSE/HMR/BM Hand over record Resignation - indirect labor
Ban xac nhan hoan thanh céng viéc
. USe-DOFTSH/HME/EM Exit Clearance Form
! Quyét dinh thoi viéc
. 058-00/TSR/HMR/BM Resignation decision
Bang theo ddi tién trinh nghi viéc
7 051-00/TSF/HMR/BM Follow up the resignation process of empoyee

9. CACPHIEN BAN /VERSION:

SO phién | Ngay hiéu Thiét lap Tham tra Phé duyét
ban lwce Thay ddi/ :
; L ; P db R db A db
Version Effective Adjustment s g SRR B RS
no date
g i Lé Thi Bich Lién | Tran Hoang Hai | Tai, Chao Rong
00 01/06/2018 Ban h‘anh méi / First
time issuance
Thay d6i ndi dung | Lé ThiBich Lién | Tran Hoang Hai | Tai, Chao Rong
phu hop véi thuc
01 01/01/2019 | t&/ Change content
to conform with real
situation
Thay d6i ndi dung | Lé ThiBich Lién | PoanT.Vén Tai, Chao Rong
pht hop véi thuc Trang
té/ Change content
e 010742029 to conform with real
situation .
Thay d6i ndi dung | Lé&ThiBichLién |DPoan Thi Van | TranHtu Vinh
03 16/01/2021 pha hop voéi thuc Trang

té/ Change content
to conform with real
situation




051-00/TSF/HMR-BM

BANG THEO DOI TIEN TRINH NGH VIEC/FOLLOW UP THE RESIGNATION PROCESS OF EMPLOYEE

BAO <__2 | TROQCAP
= e X = 5 2 - THU BHYT CHOT SO mu OP.. ;
STT MA NV HQ VA TEN BO PHAN NGAY NGHI GIAM BH ’ THOI VIEC GHI CHU
. ; Collect health Insurance -
No. Code Name Dept. Resigned Date | Decrease . ) Severance Note
. insurance book Stoping
Insurance allowance
1
2
3
4 2
5
6
7
8
9
10
11
12
13 I
14

[
w1




PON XIN THOI VIEC

)

TA!SHN 052-02/TSE/HMR/BM

i ol RESIGNATION LETTER
1o tén MSNV Bo Phdn - Chirc Vu
lame Employee code Department Position
.y do nghi viéc ’ Ngay lam don
leason Date of application

Tuyén dung thay thé 7 c6, (ves) [ Khéng (No)

kién ctia ngwod quén ly trie tiép
lanager's/Director's comment

Recruit for this job vacancy

Ngay nghi viéc
Last working date

Phian danh cho Nhan sy Hodc P. Téng Gidm Ddc/Téng Giam Ddc/ Section for HMR or V.General Director/ General Director

inh bién NS
‘eadcount

SL thuc té& ;
No.of Staff

Ngay vdo lam
On-board day

Loai HPLD/Kind
of labor Contract

kién phdng nhin sy - tdng vu
MR 's comment

ki&n clia Phé Téng Giam Pdc / Téng
iam Ddc
General Director/General Director's
miment

L™ [
Ngwdilam don Truwéng Phong Giam Ddc Phong NS-TV P. Tdng Gidm Pdc/Tdng Gidm B
Applicants Manager Director HMR Office V. General Director/General Direct
(Ky tén/ Signature) (Ky tén/ Signature) (Ky tén/ Signature) (Ky tén/ Signature) (Ky tén/ Signature)




053-00/TSF/HMR/BM

- BANG PHAN TICH NGUYEN NHAN NGHI VIEC
Gt ook RESIGNATION INTERVIEW REPORT

1. Vui long cho biét cam nhén cta ban d6i véi cong vige?

Please give us your comment for your job?

(] R4t tht (] Tét (] Binh thuéng (] kém- * [J Ratkém
Exellent Good Average Poor Very poor
2. Vui long cho biét cam nhén ctia ban vé ché d$ dai ngd?
Please give us your comment for company's policy?
[ Rét tét (] Tét (] Binh thudng [] Kém (] Ratkém
Exellent Good Average Poor Very poor
3. Yui long cho biét Quan Iy trye tiép ciia ban nhuw thé nao?
Please give us your comment for your direct manager?
[ R4t tht (] Tét (] Binh thudmg (] Kém (] Réatkém
Exellent Good Average Poor Very poor
4. Y kién ciia ban v& ddng nghigp? '
Please give us your comment for you collegues?
[ RAt tét L] Tét (] Binh thuong ] Kém [] RAatkém
Exellent Good Average Poor Very poor
" |5. D dinh cita Anl/ Chj sau khi nghi viée?
Please give us your intended after quited?
6. Y kién khéc ciia ban?

Other your comment?

.................................................................................................................................

Ngudi lao dong
Employees
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Gruuctny Yigpother BIEN BAN BAN GIAO/ HAND OVER RECORD
Hém nay, ngay....... thdng ...... ndam 20........, Chiing t6i gdm:
Today, on date morgth year, we are include:
1. Bén béﬁrgiao/Hand over person:
Tén Nhan vién ban giao/ Hand over person’s NAME: ...eiesssmsssssesssssssenens
B0 phan/ Department:......ce. Chltc v/ Position: ... . - 2 ...
Mgay Ban Giao/ Hand over dale:.asamsasssssssevivssavissisisississinmssssasssossisasin
Ly do ban giao/ Hand 0Ver reAson: ...
2. Bén nhén ban giao/Hand over Receiver:
Tén ngwdi nhan ban giao/ Hand over receiver's name: ... R e
B0 phan/ Department:..........cuvnen Chike v/ Posttion:couamsimsssivinssis

3. NOoOidung ban giao/ Hand over Content:

3.1 Ban giao tai sdn cong cy, dung cu/Handover of property tools and
instruments:

Tén vat dung/equipment’s name SO lwong/Qty  Tinh trang vit dung/equipment’s status

1. Ao déng phuc/ uniform:
2. Non dong phuc/hat:

..............................................

..............................................

3.2 Xac nhén s6 ngay phép ndm (néu cd)/ Confirm the number annual leave

(ifany):

----------------------------------------------------------------------------------------------------------------------------------------------------------
--------------------------------------------------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------------------------------------------------
.........................................................................................................................................................

.........................................................................................................................................................

Ngwdi ban giao Ngwdi nhdn ban giao Phong NS-TV
Hand over person Hand over Receiver HMR Office.~ ,
(Ky tén/ Signature) (Ky tén/ Signature) . (Ky tén/ Signature)




TAISUN 055-01/TSF/HMR/BM

v = P
LTI PRI PR A e

CONG TY TNHH TAISUN VIET NAM
Lo A1-6, N5 street, Cu Chi North West Industrial Park, HCMC
Telephone: 028 3790 8681 Fax: 028 3790 8687

HCM city, date,......,month,..... year 20...

BIEN BAN BAN GIAO/ HAND OVER RECORD

Hém nay, ngay......thdng.....ndm 20....., Chiing téi gom:
To day , date ..., month......, year ...., we are:

1. Bén ban giao / Hand over person:
Tén Nhan vién ban giao/ Hand over person’s NAME: ...
Bé phin/ Department: cmmmswsis Chi¥c VU/ POSIEION: ..ccvvvivcsisssssssissssssisisssssssasassses
Ngay Ban Giao/ Hand over date! ..
Ly do ban giao/ Hand over reason: ..essssesess S R R e
2. Bén nhin ban giao/ Hand over Receiver:
‘Tén ngwdi nhin ban giao/ Hand over receiver’s NAME! v
B0 phédn/ Department:*..' ................................ Chirc U/ POSILION! cuvcrsvnsosseresssssisssusssssssssssssssississisns

3. Noi dung ban giao/ Hand over Content:
- Ban giao tién d¢ cdng viéc hién tai/Hand over the current work status:

lllllllllll F T L R R R A AL A R

eessesecssnetatRBINRO Y seronererRese e sedsesdsaNIRIRRIRY L R RN PESERIRAITRIRANRIRORBASE sasesane
seeseene [EXN] . sesnnsenee LX) .o (X sevee

PRsseesPRIB NIRRT sessssenReRiae R RN ) N L T L L Ll

- Ban giao toan b dit lidu mém, dit liéu gidy/Hand over all soft data, hard copy
data:

WeBRRORRIRBRBRRIRIY BENNARRNNERINNNNROERIBBRRNRIIRRNYN ANt RRRIRRRIERY PSR PRARRBRRRRIRTRN Y R R N R A
-~
llllllllllll C'.ll!'l.l.l'llllllIICIIII'IIIl'lll..lllll'llillll.l.l.l'l.lll'll.'.lllllllilllllilfl.llllllll.lI.IIIIl.l"C‘..I'IIIIOIIII!IOIII’
llllllllll l!.l.l.l.l!l.ll"‘.'l'lll.ll.l.l.l.l.l.l..lllllll....lll.l.llllll.l.ll.llllllOllI'l.l.'....ll.llllIIIIIOIOIOIOICIICO'.l‘ll.l.lllll.
.\
(AR R R RN R LR sRRNRNNRIRRINRSY SdsBRBRRNRIRIRRIRERIRTN AR RRRIRIRRIRNNNOS (AR R R R AR RN BERARNN NN NN PRORIINNIINRRRIRRRBRIRNRNS LR RN LXEE )
AR LR R R R ] seneny PR NRERRERRRRRINTIRY IR X R EE RN RN R] dessssRbRRRRIRIY LA R AL R AR R R AR R A AL Y IEEEE R R RN E] sasRRERRNOIRN RN .
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CONG TY TNHH TAISUN VIET NAM
Lo A1-6, N5 street, Cu Chi North West Industrial Park, HCMC
Telephone: 028 3790 8681 Fax: 028 3790 8687

4

- Ban giao tai san, may tinh, trang thiét bi tai noi lam viéc/Hand over property,

computers, equipment at working place:

A F R R R L]

lll.ll.l.l'll.llllll.l.ol.l.!ll'llllltlllllllll.lIlllll'll!llll'lllllllIIl.llll'ltl'ltlllt'IlllllllIlllIll'lllQlI-'lulollllIl'.Illll.lllIlOil

- Ban giao ching tir tién mét néu c6/Hand over of cash voucher if a vailable:

IOIOIOIUCUIQIIOO'IIIIOllllll.lllilll.llIOIIOIIICIllIIII'l'Il.IllIllIl‘IIlllllll!'lll.l.l'l'll|0llIOIOIOIOOIl'lllt.l'lollill'l'i.til"'t!!llll

- Ban giao danh s4ch lién lac, danh s4ch khach hang, déi tic/ Hand over contact

list, customer, partner list:

.lllll"l.l'illll!lll.lllIOIOICIllllIllalllllIlllllu'IIIlllll'Ilol.lllllIOIOIC'!IlllllIIIIl‘ill'.l'lll.ll'IlIIItlI'IIIllll‘ll'l.l!'ll'.!"lli

ouulnnt-.ou-ncn-u.-u-o---u.-onl-n-|.-|o|-ot-.-uuo----uc--l-o--|un|¢|t--.|clonlc-uu-c-cl-pc|on-.-o|-|.-n---.u-uo----|c-|-|nquq||--nn---uollont

uiolnoo-no--lo-u--uolnn-u-onqnnn-u-ollo-u-cu-lonnn.-onolll-.-ool--ooo--olol-o'-c-l-o-.-ou-nnn-uuoucnlu-u-nc-n-tuo-u|ollb-|ooo|-¢o-'uolouclo-o

- Xacnhénré tinh trang cdng no véi cdc bd phan cé lién quan/Verification of debt

status with relevant departments:

0lllt‘.lll||0ll.l'l.l‘lllIll.l.ll!l.l'ltllIl.Ill‘l'ltl.l‘llll.!'lt'lil.lli.llll!llt'lllllll'OIIIl.l".l.lllltllo.lllltIIQDIIIO!‘.II.!IIII.IOI

- Xdc nhén s6 ngay phép nim ton (néu c6)/ Confirm the number od days allowed (if

any):
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CONG TY TNHH TAISUN VIET NAM
Lo A1-6, NS street, Cu Chi North West Industrial Park, HCMC
Telephone: 028 3790 8681 Fax: 028 3790 8687

- Ban giao toan bd bao cao/ Hand over the all repart:

QIR NNNNRRRNNIRNRRRNRRANDSY (AR R R R NN} LA ER R RN IR AR R R AR AR R RS FEFRANNEROINRRITIRRONO RN IR RRT RS L L R R R ] LR AR [EXE R R e
---------------------- T T T T T L L L L L L L LR LR L AL
...... ll.l.l.lllll.IiI'l‘O‘Olll.l.!.!.l.l.l'll'l.l‘lI‘ll.ll.l'l.l.llll'l.l'l.l‘lOll!l'll'.'!IIIOIICI.I.l'"lli'l.l.l.l.l.l'.lllI'Il."ll!'l"

Ban giao thé nhan vién/Hand over employee cards:

L R R L) R R L] CesBEAERBGBIIR NI IERRIRESO N TR TR R Y] sentteevevsanee see

sasesennan SeNsessIsRNIRIIRRNY sacaantBINIRNINS sesentRaIRRRRNNe et EsIIIIRRRIBNRIRIOY SeesReAsEIIERRIRIINY PO S EE IR RRRITIIRRRRRRERNIY

- Céc vat dung khéc (néu cd)/ Other items (if any):

TessseasReRsRINIE sesscssssatrane erssesBeENBIINRR IS sessacsnesannne R L T T R R R LR

4. Cam két khac/ Commitment:

- T6i ddm bao cdng viéc ban giao trén day hoan toan day dd, chinh xac/ I would
commit that all hand over works above are adequate, exactly.

- Bén nhin ban giao chiu trach nhiém giit gin .N&u dé hw hong va xay ra mat mét
bén nhan ban giao hoan toan chiu trach nhiém. Yéu cau khi ban giao phai kiém
tra ky va ky nhan diy do./After receive hand over already, the receiver has
responsibility maintain the hand over property. The hand over receiver must check

carefully and sign in the hand over record.

Ngwoi ban giao Ngwdoi nhan ban giao Trwdng bd phan Phong NS-TV
Hand over person Hand over Receiver Manager/Director Dept. HMR Office.
(Ky tén/ Signature) (Ky tén/ Signature) (Ky tén/ Signature) (Ky tén/ Signature)
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EXIT CLEARANCE FORM

U Gavsissnins i s iop s irvsnins seeis vl s aps e of .......... Department, employee code
NOL oiise v s has obtained approval for my resignation, and will be leaving the
Company by.............ooeeen. To facilitate clearance of my obligations with the Company, |

would like to obtain the confirmation of the following authorized personnel / Departments

to release me from any outstanding obligations with the Company prior to my departure.
TGO LN J8 ..iieivoneessnvminvsiinmdi s ivssisssi Bé phan: ............ s MSNV: ..ocoivivirisnns da
gui don xin thoi wec va duwoc cong lty chap thuan cho chfnh thare nghi vao ngay
................... Pé tao diéu kién thuan loi cho viée quyét todn tién long con lail tro cap théi
viéc, toi xin yéu céu céc phong ban dudi ddy xéc nhdn hoan tat nghia vu voi Céng ty

SIGNATURE/NAME DATE
CHU KY/ TEN NGAY

- 1. Department Managet/ Trudng phong ban (quan Iy truc tiép)

No Description . Date Signature Remark
STT Chi tiét Ngay Ky tén Ghi chu

Responsibilities hand-over

1 Ban giao trach nhiém

Documents hand-over/
Ban giao hé so

Electronic files/disks hand-over/
Ban giao céc tap tin dién tw

4 | Keys / Chia khoa

2. Chief Accountant/ Ké toan trudng

No Description Date Signature ~ Remark
STT Chi tiét Ngay Ky tén Ghi chu

Clearances of Employee’s
accounts receivable/ Cac khoan
nhéan vién phai thanh toan cho céng

ty
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3. IT Team. head / Team IT

056-00/TSF/HMR/BM

No “Description Date . ™ Signature Remark
STT Chi tiét Ngay Ky tén Ghi cht
1 E-mail account: to be closed by/
Hop thw dién tor
o | IT related equipment/ Cac thiét bj
lién quan may tinh
4. HR-GA Office. head/ Phong Nhén sw - Téng vu
No Description Date Signature | Remark
STT Chi tiét Ngay Ky tén Ghi chu
1 Return of office device/ Hoan fra
cac céng cu lao dong
2 Severance calculation (if any) /
Quyét todn, tro cdp thoi viéc (néu co)
3 Unused annual leave/ S6 ngay phép
- | ndm chwa s dung
4 Return of Health insurance card/
' Hoan tra the BHYT '
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CONG TY TNHH TAISUN VIET NAM CONG HOA XA HQI CHU NGHIA VIET NAM

Doc lip - Tudo — Hanh phiic
) SOCIALIST REPUBLIC OF VIETNAM
S6:........... /. TSF/HMR.QD Independent — Freedom - Happiness

Tp. H6 Chi Minh, ngay .... thdng .... ndm 20....

CONG TY TNHH TAISUN VIET NAM
TAISUN VIETNAM CO.,LTD

Can cir gidy chimg nhdn ddu te s6 412043000195 do Ban Qudn Ly Cde Khu Ché Xudt Vi Céng Nghiép
Thanh phé H6 Chi Minh cap ldn ddu ngay 02 thdng 01 nam 2001 (thay déi ldn thir sdu ngay
30/06/20135),

Based on investment certificate no. 412043000195 issued by HEPZA, first issuance on Jan, 02 2001
(re-new the sixth times on June, 30", 2015) ’

Cén cit vén ban quy dinh chite ndng, quyén han cia Tong Gidm Dée Cong ty;

Based on the power of General Director

Xét dom xin nghi viée ciia Ong (b&): ......oovveeireiiiiiinn,

Considering resignation application of Mr/Ms. @ ...........ooooiviini

QUYET PINH / DECIDE
Diéq 1/ Article 1: Chdm durt h'(.);p ddng lao dong v6i/ Terminate labor relation with:
CHIC UL POSHHIONT s cusvssis ssisssis ot s ibssvssiicisasbasisshesessssivaors v
Ly O/ REASOFL: ..o.vvieiviin crmnmsesnns sissionisns sins ainm s siiaceis s 004500 B9 AR ST T 00 0 AT AW 8 P o 00
Ke Qengdy] FOlidiy dOler coscossmenss ssvmos vessysionss smas o i s sssas s s vasesss s sen s
Didu 2 Article 2: Ong (Bad) Mr/Ms......vvvvvvneennne ¢6 trach nhiém thyc hién ddy du céc thu tuc

trude khi nghi viée chinh thirc/ must be responsible for doing some procedure before quite as
below:
- Ban giao toan bd cdng viéc dang dam trach cho ngudi nhin ban giao.
Transfer all jobs which you are handle to the job receiver.
- Hoan tra céc trang thiét bi, dung cu da dugc giao sir dung vé quan ly cho ngudi thay thé.
Transfer all eqzupmems which you use or manage to the job receiver.
- Quyét toan cong ng (néu cd) vai Phong ké toan thong qua bién ban ban giao cu thé.
Clear all debit (if any) to Accounting Office with handover Sform.

Pidu 3: Phong Nhan sy - Téng vy, Ké todn, cdc by phén khéc c6 lién quan va Ong (Ba) ...........

........... ¢6 trach nhiém thi hanh quyét dinh nay /. HMR Office, Accounting and rélated other
department, and My/Mys)... must be responsible for implementing this decision.

.

Noi nhéin / Recepient:

Nhue diéu 3 As artele 3; HR MANAGER
Lieu Nhin sie - Tong vu/ Filling : HMR.

TRAN HOANG HAI



