. . . M sd/Ref. No: HR-QT...
QUY PINH QUAN LY NHAN SU' 4 s0/Ref. No: HR-Q

HR MANAGEMENT REGULATIONS Ngay ban hanh/Release day:

01/08/2017

[E]

LAn ban hanh/Release times: 01

QUI TRINH NGHI VIEC VA BAN GIAO

CONG VIEC

. . Trang/Page:1/4
Resignation & Handover Procedure

TINH TRANG SUA POI TAI LIEU

Lan ban hanh ) Ngay ban hanh N
. Noi dung mdi sira doi ) Nguoi stra doi
(stra doi) (stra doi)
Contents Reformist
Release times Release day
Nguoi soan thio Nguoi kiém tra Nguoi phé duyét
Prepared by Verified by Approved by
Ky tén/ Signature Ky tén/ Signature Ky tén/ Signature

Page 1 of 4



U Ma sd/Ref. No: HR-QT....
QUY PINH QUAN LY NHAN SU 4 50/Ref. Not HR-Q
HR MANAGEMENT REGULATIONS Ngay ban hanh/Release day:
01/08/2017

QUI TRiNH NGHi VIEC VvV A B AN GIAO Lan ban hanh/Release times: 01

CONG VIEC

. . Trang/Page:2/4
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I. Muc dich
Quy trinh nay quy dinh trinh ty cac bude thuc hién thu tuc ban giao khi nguoi lao dong tai Cong ty
Leading Star thoi viéc, nghi thoi gian dai (thai san, viéc riéng, om dau ....), dap (mg yéu cau vé cong
viéc ban giao day du.

II. Pham vi
- Ap dung ddi véi tat ca cac truong hop nghi viée, nghi thoi gian dai cia ngudi lao dong tai Cong ty
Leading Star.
- Quy trinh nay duoc 4p dung khi c6 quyét dinh cia Ban Gidm Dbc Cong ty Leading Star dong ¥ cho
nguoi lao dong thoi viée, nghi phép thoi gian dai.
- Ngudi lao dong thoi viée phai hoan thanh ban giao céng viée it nhat 1 tudn trude ngdy lam viée cudi
cung

III. Quy trinh

(1) Nhan don = (2) Chuyen xir Iy (3) Ban giao (4) Giai quyét
guyét dinh thoi ., chobophanlién cong viéc ——» congng/tai chinh
viéc/nghi thoi gian quan (néu co)
dai
b
(7) Cip nhath® (6) Thong (5) Nhan/kiem
- /Ké ¢ thi'lc <«———  bao/gidi quytt — tra ban giao —
che do
Khong
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IV.Noi dung

Buéc

Thuwe hién

Bi¢u mau st

Nguoi thwe hién dung

0y

Nhén don da dugc duyét ban hanh quyét
dinh cham dit hop dong/ky cho phép nghi
thoi gian dai

Nhan su Don xin nghi viéc

2

Chuyén quyét dinh dén cac truong
phong/bd phén lién quan da dugc ghi
trong quyét dinh dé thyc hién cac budc
ban giao, giai quyét ché d9, thanh toan,. ..
Hinh thirc: qua email hay goi ban cling

Phong Nhan su

(&)

- Trudng phong b phén lién quan phan
cong nhan sy tiép nhan ban giao

- Ngudi lao dong tién hanh ban giao toan
bo cong viéc, hd so, s6 sach, dung
cu....lién quan

- Lap bién ban ban giao theo mau chuyén
vé Truong phong Nhan sy

Biéu mau
Bién ban ban giao
cong viéc

Trudéng phong cta bg phan co6
lién quan

(C))

- Thanh toan cac khoan ng (néu co)

- Ban giao cac ho so tai chinh ¢6 lién
quan

- Lap bién ban ban giao theo mau chuyén
vé phong Nhan syr

K¢é toan/Phong Nhan sy

(©))

- Tiép nhan céc bién ban ban giao va thuc
hién viéc kiém tra day du cac thong tin
theo mau céc bién ban (ndi dung ban giao,
chir ky)

- Truong hop bién ban ban giao khong
dat, chuyén lai cac bd phan lién quan dé
xu 1y lai

- Truong hop dat thi théng bao yéu cau
giai quyét ché do

Nhan su

()

- Thong bao dén nguoi lao dong

- Giai quyét ché d6 BHXH, y té

- Thanh toan luong trong vong 7 ngay ké
tor ngay nghi viéc

- Lam thu tuc trg cip thoi viée theo quy
dinh (néu co)

Phong Nhan su
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Tap hop va luu vao ho so nhan su: Bon
thoi viée, gidy phep xin nghi, quyét dinh
@) thoi viée, bién ban ban giao, ho so bao Phong Nhan sy
hiém,...

V. Biéu mau
1. Pon xin nghi vi¢c / don xin nghi dai han
2. Biéu mau ban giao cong viéc

VI. Thi Hanh

Chinh séach dao tao cia cong ty Cong ty TNHH May Mac Leading Star Viét Nam dugc soan thao theo quy
dinh ctia phép luat va tiéu chuan khach hang co hiéu lyc thi hanh ké tir ngay 01 thang 08 nam 2017.
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