CONG HOA XA HOI cHU NGHIA VIET NAM

Do6c 1ap — Tw Do — Hanh Phic

NOI QUY LAO DONG

I/ MUC DiCH:

- Nham quan ly Ngwdi lao ddng, yéu cAu Ngwdi lao ddng phai tuan thd va thwe hién ndi quy

lao d6ng trong th&i gian lam viéc tai Cong ty.

- Dua ra cac hinh thire xt ly dbi v&i trdng ho'p Ngudi lao ddng vi pham ky luat lao dong, gay

thiét hai dén tai san cla Cong ty.

II/ PHAM VI AP DUNG:

- Ap dung dbi v&i tat cd moi Ngwdi lao dOng 1am viéc trong Cong ty theo cac hinh thirc va cac

loai hop ddng lao dOng, ké ca Ngwdi lao ddng dang trong thdi gian thlr viéc, hoc nghé.

i/ BDINH NGHIA:

- NLD: Ngwoi lao dbng
TGD: Tong giam dbc

- NS: Nhan sy
HC: Hanh chinh



IV/ NOI DUNG:
A/ THO'I GIAN LAM VIEC, NGHI NGOl
Diéu 1: Biéu th&i gian l1am viéc trong ngay:
- 56 gi® 1am viéc trong ngay: 8 tiéng.
- S6 ngay lam viéc trong tuln: 5.5 ngay. T tht Hai dén trwa thir Bay.

Tuy nhién theo yéu cAu cong viéc Cong ty c6 thé huy ddng CBNV lam thém chiéu thr Bay va tinh lwong

gap 1,5 ngay thuwong.
- Thoi diém lam viéc budi sang: 8h -12h.
- Riéng sang tht Bay, bat dau lam viéc tr 8h30.

- Thoi diém lam viéc budi chiéu: 13h30- 17h30.

Diéu 2: Ngay nghi hang tuan: Chiéu th(r 7 va ngay Chl nhat.
Diéu 3: Nghi ¢6 lwong:
3.1 Nghi 1€, Tét hang ndm

-Tét dwong lich: mot ngay (ngay 1 thang 1 dwong lich)

-Tét am lich: bon ngay (mdt ngay cudi ndm va ba ngay dau ndm am lich).
-Ngay Gib Td Hung Vwong: mot ngay (ngay 10 thang 3 am lich).

-Ngay Chién thdng: mot ngay (ngay 30 thang 4 dwong lich)

-Ngay Qudc té lao ddng: mot ngay (ngay 1 thang 5 dwong lich).

-Ngay Qudc Khanh: mot ngay (ngay 2 thang 9 dwong lich).

Néu nhirng ngay nghi ndi trén tring vao ngay nghi hang tudn thi NLD s& dwoc nghi bl vao ngay tiép

theo.



3.2 Nghi phép hang nam
- NLD ¢6 12 thang lam viéc tai Céng ty thi dwoc nghi 12 ngay phép ndm hwdng nguyén luvong.

M&i thang NLD dwoc nghi 1 ngay phép, néu khdng nghi thi ngay phép dé sé cong don vao nhirng thang

sau.

Cu thé nhw sau: Néu thang 1 nhan vién cé mOt ngay nghi phép huwdng nguyén long ma khéng st dung
thi c6 thé cdng don vao thang 2. Pén thang 2 c6 nhu cau st dung thi ¢ thé st dung ca 2 ngay phép.

Nhan vién cling c6 thé st dung mdt 1an phép ndm néu khong anh hwédng dén cong viéc.

- Tredng hop NLD khong nghi hét sb ngay phép clia ndm thi dwoc cOng ddn vao va chuyén sang
6 thang dau ndm sau. Néu trong th&i gian nay ma NLD van chwa dung hét sb ngay phép dé thi sé ngay

phép chuyén sang 6 thang cudi ndm sau sé mat.
3.3 Nghi viéc riéng c6 lwong
Trong nhirng tredng hop sau NLD van dwoc hwdng nguyén luong:

Két hon dwoc nghi 3 ngay

- Con két hon dwoc nghi 1 ngay
- Bb me (ca 2 bén vo chdng) chét, vo, chdng hodc con chét dwoe nghi 3 ngay
- Ong ba ndi ngoai chét, anh chi em rudt, ho hang mat dwoc nghi 1 ngay
- NLD nam cé vg sinh con dwoc nghi 1 ngay.
3.4 Nghi viéc riéng khéng lwong:

NLD c6 thé thda thuan v&i Cong ty nghi khéng lwong tdi da 2 1an trong cac truwdng ho'p sau:

Ngwoi than NLD bi bénh khdng cé ngwdi cham séc.
- NLD sinh con trong th&i gian 6 thang khong c6 ngw&i trong nom.

- NLD xét thdy cAn dwoc dao tao nang cao tay nghé, nghi€p vu chuyén mén ma ho dang dam

trach.
- Céc trwdng hop khdc ma Cong ty xét thay hop Iy.

- Ngay xin nghi khong lwong cdng don qud 30 ngay trong vong 1 ndm.



3.5 Ngay nghi bénh hwéng BHYT, BHXH:
Néu ngwdi lao ddng bi bénh thi ngwdi than clia ngwdi lao ddng phai thdng bao cho Cong ty biét trong

thoi gian s&m nhét.

- Trwedng hop nghi nhiéu ngay lién tiép thi sau khi nghi bénh ngu®i lao ddng phai ndp don xin

nghi bénh cling v&i gidy xac nhan cla Bac sT, néu khdng sé bi khAu trlr vao ngay phép nam.
- Trong thoi gian nghi bénh theo gidy cla Bac sT, ngwdi lao ddng dwoc hwdng ché do theo quy
dinh clia Bao Hiém X3 Hoi.
- Thoi gian tdi da ngwdi lao ddng dwoc hwdng tro cAp dm dau nhw sau: (?)
30 ngay trong moOt ndm néu d3 déng Bao hiém X3 hodi dwdi 15 ndm.
40 ngay trong mot ndm néu d3 déng Bao hiém X3 hoi tlr 15 ndm dén dwdi 30 nam.
50 ngay trong mOt ndm néu d3 déng Bao hiém X3 hoi ttr 30 ndm trd 1én.

3.6 Quy dinh d6i v&i lao ddng nir:
- LD nir dwoc nghi trwdc va sau khi sinh con tdng cOng |2 4 thang.
- Néu sinh dbi trd di thi tinh tr da con thir 2 trd di, c? mbi con, s& dwoc nghi thém 30 ngay.

- NLD c6 thé di 1am tré lai néu trwdc thoi gian nghi thai sdn néu d3 nghi it nhat dwoc 2 thang
sau khi sinh va c6 gidy chtrng nhan cla thay thudc I3 di lam viéc lai khdng cé hai dén strc khde NLD va
phai bdo cho Cong ty biét trwdc dé sdp xép cong viéc. Trong tredng hop nay, ngwdi lao ddng ni van cé

thé tiép tuc dwoc hwdng tro' cAp thai s@n ngoai tién Iong cla nhirng ngay lam viéc.

- Cong ty khong st dung NLD nilb c6 thai tlr 7 thang hodc dang nudi con dwdi 12 thang tudi lam

thém gi®, lam viéc ban dém hodc di cong tac xa.

- Ngwdi lao dong ni¥ trong thdi gian nudi con nhd dwdi 12 thang tudi dwgc nghi mdi ngay 60

phit trong thdi gian 1am viéc ma van hwdng du lwong.



B/ TRAT TU’ TRONG DOANH NGHIEP

Diéu 4: Tac phong lam viéc

Khéng di mudn vé& sdm. Trong gi® lam viéc, ngwdi lao ddng phai c6 mat tai dia diém lam viéc theo

quy dinh, khong dwoc [am bat cr cong viéc riéng nao ngoai cong viéc dwoc giao

- NLD khéng dworc tw y dan ban bé hodc hen ngwdi nha I1én gdp gd va trao ddi tai van phong clia
Cong ty vi viéc ca nhan, khong mang lai lgi ich cho Cong ty.

- Khoéng tw y ra ngoai lam viéc riéng, trwvd'ng ho'p di gap khach hang NLD, treO'ng ho'p cad nhan cé viéc
dot xuat phai ra ngoai phai bao cao cho ngwdi phu trach.

- Khong st dung thdi gian lam viéc cla Cong ty dé lam viéc riéng. Khdng st dung web clia Cong ty va
chwong trinh Yahoo Messenger dé chat v&i ban be trong gi 1am viéc ( Riéng bd phan tw van khach
hang trwe tuyén c6 thé st dung dé tw van khach hang).

- Khong str dung dién thoai clia Cong ty vao viéc riéng.

- Khéng hut thudc trong van phong Cong ty, cé thé hat thudc bén ngoai vdn phong Céng ty nhung
phadi déng kin clra.

- Khdng xa rac tuy ti€n, an qua vat trong Cong ty trlr thdi gian an trwa ; Khdong an trwa trong van

phong lam viéc.

Diéu 5: Quy dinh vé trang phuc lam viéc

NLD phadi méc trang phuc gon gang, lich sw, sach sé - trang phuc thich hop v&i mdi trrd'ng lam viéc.

- Trang phuc pht hop cho NLD nam bao gdm quan tay, 4o so' mi dai hodc ngan tay, giay hodc dép c6
quai hau.

- Trang phuc pht hop cho NLD ni bao gdm do dam, vay, quan tay, do kiéu, v& dai, do dai, gidy c6 got

hay giay cé quai hau.

- Tuyét dbi khéng mac do khong cd, quan cdc, di dép & dén Van phong lam viéc

Diéu 6: Quy dinh vé cach tpng xtp ctia NLD trong cong ty:

NLD phai déi x(r than thién, tén trong, hda nhi, tin twdng v&i cac ddng nghiép trong cong ty.

- C6y thirc va nghia vu hoc hdi, nang cao nang luc, phat trién ki ndng nhdm nang cao hiéu qua cong
viéc.

- Nhiét tinh, s@n long chia sé kinh nghiém, giip d& déng nghiép cling hoan thanh tt cong viéc cla
cong ty.

- Nhan xét, gép y va chl ddng tiép nhan y kién nhan xét clia ddng nghiép trén géc dd tich cwe, nhin

nhan d6 nhw théng tin bd ich d& hoan thién ban than va chat lwong cong viéc.



- Khuyén khich dwa ray kién déi 1ap khi lam viéc nhém. Tuyét dbi khéng ddi co, cdi va khi cé bat dong

trong cong viéc. Hwéng t&i yéu td hoan thanh tdt cong viéc.
Diéu 7: Quy dinh vé viéc tiép khach, giao tiép v&i khach hang:

- NLD phai déi x( than thién, tén trong, nha nhdn va hanh vi lich sy dbi v&i khach hang. Tt ca
phong, ban khi tiép khach hang chi dwoc phép trao ddi cac cdng viéc thudc Iinh viee ma minh phu
trach, cé lién quan dén cong viéc can gidi quyét v&i khach hang.

- Lubn niém nd va nhe nhang v&i trong giao tiép v&i khach hang.

- Tuyét dbi khéng ddi co, cii va hay dd 16i cho khach hang trong moi tinh hudng. Khéng truc tiép phan
bac ma phai khéo 1éo dan dat bang thai do lich sw.

- Tuyét dbi trung thwe v&i moi thong tin vé Cong ty cling nhw chinh sach clia Cong ty, khong lam dung
chinh sach cam két dén clng cla Cong ty dé khoa trwong hay Ilra d6i khach hang nham dat dwoc
muc tiéu cong viéc.

- Cam on khach hang trong moi tinh huéng khi két thic giao tiép va bay td mong mudn hop tac.

C/ QUY DINH VE AN TOAN VE SINH LAO DONG:

Diéu 7: Trach nhiém cla Cong ty:
- Cong ty sé trang bi dAy dl cic phwong tién bdo ho lao ddng, bao d&m an toan lao dong, vé sinh lao

dong va cai thién diéu kién lao ddng cho NLD trong sudt thdi gian 1am viéc cho Cong ty.

Diéu 8: Nghia vu ctia NLD:
- Tham gia ddy d0 cac budi huan luyén, hwdng dan cac tiéu chun, bién phap vé an toan lao dong va vé
sinh lao ddng do Céng ty t6 chirc.

- Thwe hién cac quy dinh, ndi quy vé an toan lao ddng va vé sinh lao ddng cé lién quan dén cong viéc,
nhiém vu dworc giao.

- Phai st dung va bdo quan cic phwong tién bao vé& ca nhan d3 dwoc trang bi, cac thiét bj an toan, vé
sinh noi 1am viéc, néu lam mat hodc hw hdng thi phai bdi thwdng.

- Phai v& sinh noi lam viéc cling nhw trang thiét bi may méc dworc giao trde khi hét gid 1am viéc.
- Gilr gin vé sinh noi lam viéc, khong virt rac, khac nhd lung tung trong pham vi lam viéc tai Cong ty.

- Khéng ndu &n, an udng tai van phong l1am viéc. Tuyét ddi tuan theo cac quy dinh vé phong chay, chira
chéy clla Cong ty.

- Khi xay ra hda hoan, can phai bdo ngay cho nhan vién bao vé va nhirng ngudi xung quanh biét. Bat tin
hiéu bdo dong chay & gan nhat. Tat tat ca cac thiét bj dién va ngudn cung cap khi dbt. Thu don va
chuyén doi cac vat dung trong khu viee 1am viéc clia minh.

- Cong ty s& c6 nhirng hinh thirc khen thwdng thich hop dbi véi NLD c6 nhirng hanh vi tich cwe trong
viéc bdo dam an toan vé sinh lao dong.



- NLD nao vi pham nhitng quy dinh vé& an toan vé sinh lao ddng clia Cong ty thi s& chiu xt Iy ky luat va
c6 thé bi khdi td theo quy dinh cla phép luat néu hanh vi vi pham cla NLD gy ra nhitng hau qua
nghiém trong.

D/ BAO VE TAI SAN VA Bi MAT CONG NGHE, KINH DOANH CUA DOANH NGHIEP
Diéu 9: Bao vé tai san:

- NLD trong Cdng ty phai trung thwc, that tha, chiu trach nhiém bao vé tai sdn Cong ty; néu lam that

thoat, hw hdng thi phai bdi thuwdng.

- NLD khéng dwoc phép mang cac dung cu, may mdc, vin ban va bat ky tai san nao clia Cong ty ra khoi

van phong ma khong cé sw ddng v cla cap trén.

Diéu 10: Gilr bi mat cong nghé, kinh doanh:

- NLD khéng dworc tiét 10 hodc yéu cau tiét 16 cac thong tin bi mat thudc quyén s& hibu clia Cong ty vé
khach hang hodc nha cung cap cho nhitng ngwdi khdng c6 quyén han hodc bt clr ai ngoai triy nhirng

ngw®i dwoc khach hang cho phép hay co quan phap luat.

- Ngan ngtra viéc cb y hay khong cb v tiét 10 cac thong tin v& quyén s& hiru va thong tin bi mat bang
cach gidm ti thiéu rli ro, cac phwong phap phong nglra sé& duoc thwe hién dé bao ddm cac cong viéc
gidy to lién quan t&i cong viéc va cac van ban dwoc tao ra, sao chép, ban fax dwoc Iwu trik va hly bd

theo quy dinh clia Céng ty.

- Viéc ra vao vung lam viéc va truy xuat may tinh sé dwoc diéu khién hop ly. NLD khong dwoc phép
thao luan vé cac van dé nhay cam hodc cac thong tin mat & noi cong cOng nhw ciu thang, hanh lang,

nha hang, nha vé sinh va cac phwong tién di chuyén cong codng.
- BAo mat thang tin khach hang 13 wu tién hang dau cla moi ngwdi trong Cong ty.

- Cong ty cé nhirng nguyén tac riéng cam két v&i khach hang va xt Iy cac dinh nghia, tai liéu, giam sat,
va quan Iy an toan cac tai sdn thong tin nay. Tat cd NLD c6 trach nhiém hiéu rd va tuan thl cac nguyén

tac va cach x& ly nay.



E/ HANH VI VI PHAM KY LUAT LAO DONG, HINH THUPC XU LY KY LUAT LAO DONG
Diéu 11
11. 1 Cac hanh vi vi pham ky luat lao dong:

- Vi pham ndi quy vé thdi gian 1am viéc, thdi gian nghi ngoi clia Cong ty.

- Khéng ch&p hanh ménh 1&nh diéu hanh cong viéc cla ngudi st dung lao ddng, néu ménh 1&nh nay

dung va khdng anh hwdng cho doanh nghiép hay bat ky ca nhan nao vé tai san va tinh mang.
- Vi pham ndi quy v& an toan lao ddng va vé sinh lao dong.

- Vi pham quy dinh v& bao vé tai s&n va bi mat cong nghé clia Cong ty.

- C6 hanh vi trOm, tham 6 va pha hoai cong ty.

11.2 Hinh thirc xtr ly:
a. Hinh thipc khién trach bang miéng:

Dbi v&i cac trdng hop vi pham ky luat 1an dau, nhung khéng gay ra hau qua nghiém trong dnh huéng

dén hoat ddng san xuét kinh doanh clia Cong ty. Cac vi pham ky luat sau s& dwoc khién trach bang

miéng:
- Di tré vé s&m hon gid 1am viéc quy dinh 7 [an trong mot thang.

- Ra khdi cong ty trong gid 1am viéc 5 1an trong mOt thang ma khong ¢ sw dbng v cla 13nh dao, ngoai

trtr trdng ho'p khan cép va ly do chinh dang.

- Nghi viéc khéng ly do 2 ngay cOng don trong mot thang.

- Gay mat trat tw trong gi® lam viéc.

- Phong thai va trang phuc khéng thich ho'p v&i cong viéc cling nhw noi lam viéc.
- C6 thai d6 khiém nh3 dbi v&i khach hang, cAp trén va ddng nghiép.

- Khéng tuén thi cac quy dinh, tiéu chuén vé an toan, vé sinh lao ddng d3 quy dinh.



b. Hinh thirc khién trach bang vin ban:

Néu vi pham céc 16i néu trén lan tht hai trong vong 1 thang hodc vi pham 1an dau (mlrc dd ndng) cac

hinh thirc vi pham sau:

- St dung danh nghia Céng ty cho viéc riéng.

- Khéng hoan thanh nhiém vu, cong viéc dwoc giao ma khong cd ly do chinh dang.
- Khdng chap hanh ménh 1&nh cla nguwdi st dung lao dong.

-Ddng pham, che diu cac hanh vi vi pham quy dinh clia Cong ty.

- Can trd giao dich gilra cdng ty va khach hang, va ngwoc lai.

- Gid mao chirng nhan cla Bac sT hodc nhibng gidy t& khac dé Itra dbi cong ty.

- C3i hoac danh nhau v&i ngwdi khac trong gid lam viéc hodc tai noi lam viéc.

c. Hinh thirc sa thai:
- C6 hanh vi trdm cAp, tham 6, tiét 10 bi mat cong nghé kinh doanh hodc c6 hanh vi khac gay thiét hai

nghiém trong vé tai san, 1gi ich clia Cong ty...

- NLD ty v bd viéc 5 ngay cdng don trong mot thang va 20 ngay cOng ddn trong mdt ndm ma khong
dwoc sy ddng v clia Giam Dbc hodc khdng ¢ ly do chinh dang.

d. Hinh thirc tam dinh chi céng tac cia NLD:

- Bbi v&i nhirng vi pham c6 tinh chat phirc tap, néu xét thay dé NLD tiép tuc lam viéc s& gay khé khin

cho viéc xac minh, TGD cdng ty c6 quyén dinh chi tam thdi cong tac clia ngwdi lao ddng.

- Th&i han tam dinh chi céng viéc khéng dwoc qua 15 ngay, tred'ng hop dac biét cling khdng duwoc qué
3 thang. Trong thi gian d6 NLD dwoc tam (rng 50% tién lwong trwde khi bi dinh chi cong viéc. Hét thoi

han tam dinh chi cong viéc, ngwdi lao ddng phai dwoc tiép tuc lam viéc.
- Néu c6 16i ma bi xt Iy ky luat lao ddng cling khéng phai trd lai s6 tién d3 tam tng.

- Néu NLD khéng c6 16i thi ngwdi st dung lao ddng phai trd du tién lwong va phu cap lvong trong thoi

gian tam dinh chi céng viéc.



11.3 Trinh tw xtr ly ky luat lao ddng:
a. Nguyén tac:

- M&i hanh vi vi pham ndi quy lao ddng chi bi x& ly mot hinh thire ky ludt twong (ng. Khi NLD c¢é nhiéu
hanh vi vi pham ky luat lao ddng ddng thdi chi 4p dung hinh thirc ky luat cao nhat twong tng v&i hanh

vi vi pham ndng nhét.

- Khong x& Iy ky luat lao ddng dbi véi NLD vi pham ndi quy lao ddng trong khi mac bé&nh tam than hodc

bénh méat khd ndng nhan thlrc hay khd nang diéu khién hanh vi clia minh.

- CAm moi hanh vi xtc pham than thé, nhan pham cla ngwdi lao ddng khi xtr Iy ky luat lao ddng.
- CAm dung hinh thirc phat tién thay viéc xt Iy lao ddng.

- C&m xt ly ky luat vi ly do tham gia dinh cong.

b. Trinh tw xtr ly vi pham ky luat lao dong:

Trwde khi ngwdi st dung lao ddng ra quyét dinh ky luat lao ddng bang miéng hodc bang van ban dbi

vOi ngwOi vi pham phai tuan theo céc quy dinh sau:

- Ngwoi st dung lao dong phai chlrng minh dwoc 16i clia ngwdi lao ddng bang cac chlrng c& hodc

ngw®i lam chirng.

- Pwong sw phai cd mat va cd quyén tw bao chita hodic nhd luat sw, hodic ngwdi khac bao chia.
- Trong khi xt Iy 1y ludt phai 14p thanh bién ban, bao gdm cac ndi dung chl yéu sau:

* Ngay, thang, ndm , dia diém x( Iy vi pham ky luat.

* Ho tén, chirc vu clia nhirng ngwr®i cd mat.

* Hanh vi vi pham ky luat lao ddng, mlrc dd vi pham, mlrc d6 thiét hai gay ra cho cong ty (néu cd).



11.4. ThAm quyén x( ly ky luat lao ddng:

- TGD 1a ngwdi cé thAm quyén x Iy ky luat lao ddng. Khi TGD di vang sé& Gy quyén cho Phé Gidm Dbc

(c6 gidy Gy quyén) c6 thAm quyén x( ly ky luat lao dong.

- D6i v&i tredng hop x& ly vi pham ky luat lao ddng phai ra quyét dinh bang vén ban thi ghi rd thdi han

ky luat. (Trtr hinh thire khién trach bang miéng).

- Dbi v6i trwdng hop sa thai, phadi ¢ quyét dinh ky ludt va bién ban ghi rd thdi gian ra quyét dinh sa

thai.
F. TRACH NHIEM VAT CHAT:
-Dbi v&i trvdng hop bat kha khang thi khong phai boi thuwdng.

- Béi v&i nhibng trwdng hop vi pham ndi quy lao ddng Ian dau tién gy ra hau qua khéng dang ké (dwdi
5 triéu ddng), thi tuy theo nguyén nhan dan dén sai pham ma céng ty c6 mlrc phat cu thé, nhwng khong

VPOt qua gid tri phan tai sén bi thiét hai.

- D6i v&i nhirng tredng hop NLD vi pham ndi quy lao ddng, gay ra thiét hai vé tai san cla cong ty cé gid
tri twong doi I&n (hon 5 triéu ddng), dnh hwdng dén hoat ddng san xuat kinh doanh clia cong ty, cong
ty s& lap bién ban; cdn clr vao mlrc dd, gia tri bi thiét hai, ngwdi gay thiét hai s& phai boi thwdng cho

cdng ty mot cdch thda dang.

- Phwong thirc bdi thirong thiét hai: sé trlr dan vao lwong hang thang clia NLD, mdi 14n trlr khéng vwrot
qud 30% lwong thang dé. Néu trong thdi han bdi thwdng ma NLD cé thai dd tich cwe, khdc phuc hau

qud do minh gay ra thi Cong ty s& xem xét lai mirc bdi thwdrng.

- Péi v&i trwdng hop vi pham ndi quy lao ddng gay ra hau qua nghiém trong, vo't qua khung quy dinh
néu trén, thi ngoai viéc ngwdi lao ddng phai bdi thuwdng ngay cho Cng ty, ma con cé thé bi truy td vé

trach nhi€ém hinh suw.



G. DIEU KHOAN THI HANH:

- N&i quy lao ddng lam co s& dé Cong ty quan Iy nhan vién, diéu hanh san xuét kinh doanh va x( ly cac

tredng ho'p vi pham vé ky luat lao ddng clia doanh nghiép.

- Cac don vi thanh phan, tly thudc vao dic diém san xuat — kinh doanh clia don vi, cu thé hda ndi quy
lao ddng cho phi hop v&i thie t&, nhwng khong dwoc trai véi NOi quy lao dong clia doanh nghiép va

phap luat lao dOng cling nhw phép luat khic cé lién quan clia nha nwoc.

- N&i quy dwoc phd bién dén tlrng NLD, moi nhan vién cé trach nhiém thi hanh nghiém chinh ndi quy
nay. DAu tranh ngdn chan moi hanh vi gy thiét hai d&n san xuat kinh doanh, an ninh trat tw cla doanh

nghiép.

Ha NOi, ngay ...... thang .....nam .......

Téng Giam DPoc

(Ki tén, dong dau)

Nguyén Hung Cwdng



