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CONG TY weuivvieiiieevieeerieeennn, CONG HOA XA HQI CHU NGHIA VIET NAM

..................................... COMPANY Doc lap - Tu do - Hanh phic
SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom - Happiness

Tinh/Thanh phé ............ , ngay ..
[ Czly/Provznce] [date]

NOI QUY LAO PONG
INTERNAL LABOR REGULATIONS

: Can ct B luat Lao dong cua nudc Cong hoa Xa hdi Chu nghia Viét Nam 6 45/2019-
QH14 ban hanh ngay 20/11/2019 c6 hi¢u lyc thi hanh tir 01/01/2021;

In accordance with the Labor Code No. 45/2019/QH 14 of the Socialist Republic of Vietnam,
issued on November 20, 2019 and effective from January 1, 2021,
: Céan ci nhitng quy dinh khac cua phép luat lao dong;

In accordance with other regulations of current labor laws;

Cin cir tinh hinh thyc té hoat dong kinh doanh va té chtic lao dong trong Cong ty

Inview of ................... Company's currently-active business operation and labor

organization,

Nay, Téng Giam déc ciia Cong DR .. .YV (“Cong ty”) ban hanh NOI QUY LAO PONG
(“Noi quy lao ddng”) ndy bao gdm cac quy dinh cu thé sau déy:

The General Director of ... . Company ("the Company") issues the INTERNAL LABOR
REGULATIONS (“the Regulations ”), which include the following provisions:

CHUONG 1. QUY PINH CHUNG
CHAPTER 1. GENERAL REGULATIONS.

Diéu 1. Muc dich

Article 1. Purposes

Noi quy lao dong nay 1a mot tai liéu quy dinh cac nguyén tac gilt gin an toan, trat tw cua Cong ty
dé dam bao hoat dong san xuét kinh doanh c6 hiéu qua, kiém soat va gop phan giit viing an ninh xa
hoi.

This 'Internal Labor Regulations' release is the Company's official document about rules of order
and safety to ensure effective production and business activities, as well as maintaining social
security.
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Noi quy lao dong nay bao gdm céac ndi dung sau ddy: Thoi gio 1am viée, thoi gi0 nghi ngot; Trét tu
tai noi 1am viéc; An toan lao dong, vé sinh lao dong & noi 1am viéc; Phong, chéng quay rdi tinh
duc tai noi lam viéc; Bdo v€ tai san va bi mat kinh doanh, bi mat cong nghé, s¢ hiru tri tu¢ cua
ngudi st dung lao dong; Cac trudng hop duoc tam thoi chuyén ngudi lao dong 1am viée khac so
v6i hop dong lao dong; Cac hanh vi vi pham ky luat lao dong cta ngudi lao dong va cac hinh thirc
xtr Iy vi pham ky luat lao dong; Trach nhiém vat chat; va cac quy dinh khac cua Cong ty phu hop
v6i phap ludt hién hanh.

The Regulations cover the following topics: Working hours, rests, leaves and holidays, Labor
discipline; Labor safety and hygiene; Prevention of sexual harassment at work; Protection of the
Employer's assets, business and technological secrets and intellectual properties; Conditions for
work relocation and/or redistribution for employees; Violations and disciplinary actions; Material
responsibilities; and other regulations of the Company in accordance with the current laws.

Noi quy lao dong nay nham tao ra mot moi truong lam viée dwa trén ¥ thirc tu gidc cao ciia nguoi
lao dong trong Cong ty va khong nham muc tiéu xu phat. Tuy nhién nhitng hanh vi trai véi cac
diéu khoan ctia ndi quy 1am ton hai dén méi truong lam viée va gia tri van hoa chung dugc xem 1a
vi pham ndi quy, quy ché ctia Cong ty va phai duoc xt Iy ky luat theo quy dinh.

The Regulations are to inform and encourage the Employees' awareness of creating an active,
cooperative and conducive working environment in the Company. They are not primarily intended
for sanctions or punishments. However, disruptive behaviors that violate the Regulations and
damage the working environment and common cultural values of the Company must be monitored
and punished according to the Regulations and current laws.

Diéu 2. Péi twong ap dung

Article 2. Subjects of application

Noi quy lao dong nay duoc ap dung cho tit ca nguoi lao dong dang lam viéc cho Cong ty, bat ké 1a
nguoi lao dong dang trong thoi gian thir viée, hoc nghé hodc ngudi lao dong khac dang lam viéc
cho Cong ty dudi bat ky hinh thirc hop dong lao dong nao.

The regulations are applied to all Employees currently working for the Company, regardless of
their labor contract types (i.e. full-time employment, part-time employment, paid/unpaid
internship, temporary training and any other professional status).

Diéu 3. Pham vi ap dung

Article 3. Scope of application

3.1 Nhitng quy dinh ma Noi quy lao dong nay khong dé cap cu thé thi s& dugc hiéu 13 ap
dung theo cac quy dinh cua B Luat lao dong hién hanh va cac van ban phép luat lién quan cé hi¢u
luc tai thoi diém thi hanh.

3.1. The provisions that the Regulations do not specifically mention shall be construed as
applying according to the provisions of the current Labor Code and the relevant legal documents
in effect at the time of implementation.
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3.2 Nbi quy lao dong nay duoc ap dung thong nhat trong toan Cong ty va cac Pon vi truc
thudc (Nha may, Chi nhanh, Van phong dai dién, Van phong lién lac) va noi lam viéc ma nguoi
lao dong dén lam viéc theo nhu cau ciia Cong ty.

3.2. The Regulations are uniformly applied throughout the Company and its affiliates
(Factory, Branch, Representative Olffice, Liaison Office), as well as other places where Employees
come to work as required by the Company.

3.3 T4t ca ngudi lao dong co trach nhiém va nghia vu chap hanh nghiém chinh N6i quy va
dau tranh v6i cac hanh vi vi pham Noi quy lao dong xay ra trong Cong ty.
3.3. All Employees have the responsibility and obligation to strictly abide by the

Regulations and to fight against any violations of the Regulations within the Company.

3.4 Tét ca ngudi lao dong khi ky két hop dong lao dong véi Cong ty s& duge phd bién Noi
quy lao dong va phai ky cam két da duoc phd bién va hiéu day du nhitng ndi dung ctia Noi quy lao
dong.

34. All Employees, when signing labor contracts with the Company, shall be informed of
the Internal Labor Regulations and must sign an official acknowledgment that they have carefully
read and fully understood the contents of the Regulations.

3.5 Céc cap quan 1y co trach nhiém tuyén truyén, phd bién va kiém tra don ddc viéc thuc hién
nghiém chinh Noi quy lao dong nay; phat hién, xu ly nghiém nhiing nguoi lao dong vi pham va
biéu dwong nhitng ngudi lao dong guong mau chap hanh t6t Noi quy lao dong theo thdm quyén.
3.5. The managerial personnel are responsible for publicizing, monitoring and inspecting
the strict implementation of the Regulations in the Company; as well as detecting unique
behaviors, disciplining Employees who violate and commending those who have observed the
Regulations well.

3.6 Mot sb tir viét tit trong Noi quy lao dong

3.6. List of abbreviations (used in the Regulations)
Nguoi st dung lao dong : Tong Giam ddc - TGD

The Employer : General Director - GD
Nguoi lao dong :NLb

The Employee:

Hop dong lao dong : HBLD

Labor contract:

B9 luat Lao dong :BLLD

Labor Code:

Thoa uéc lao dong tap thé  : TULDTT
Collective labor agreement : CLA

Bao hiém xa hoi : BHXH
Social insurance Y
Bao hiém y té :BHYT
Health Insurance S HI
Bao hiém that nghiép : BHTN
Unemployment insurance Ul
Phong chdy chita chay : PCCC
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Fire protection :

An toan v¢ sinh lao dong : ATVSLD

Labor safety and hygiene

3.7 Giai thich tir ngtr trong Noi quy lao dong

3.7. Explanation of specific terms in the Regulations

Trong Noi quy lao dong ndy, cac tir ngir dudi day duoc hiéu nhu sau:

In the Regulations, the terms below are construed as follows:

3.7.1 Ngudi giao két hop dong lao dong la:

3.7.1. Persons authorized to sign a labor contract is:

Téng Giam dbc Cong ty 1a Ngudi dai dién theo phép lut quy dinh tai diéu 18 cua Cong ty.

The Company'’s General Director, as the legal representative specified in the Company's Charter
Nguoi duge Nguoi dai dién theo phap luat ity quyén bang vin ban vé viéc giao két hop dong lao

dong.

Any person authorized in writing by the legal representative to sign a labor contract.
3.7.2 T6 chue dai dién nguoi lao dong cia Cong ty la:

3.7.2. The representative organization of the employees of the Company is:

Cong doan co s¢ Cong ty.

The Grassroots Trade Union of the Company

Ban linh dao ctia Cong doan co s Cong ty 1a Ban chdp hanh Cong doan co sé Cong ty.

The leadership of the Grassroots Trade Union of the Company which is the union’s Executive
Committee (GTUEC),

Nhirng tir nglr khac khong duoc giai thich ¢ day duoc quy dinh trong B luat Lao dong va cac van
ban quy pham phap luat hién hanh.

Other terms that are not explained here are specified in the Labor Code and current legal
documents.

CHU'O'NG I1. THO'I GIO’' LAM VIEC VA THO'I GIO' NGHI NGO'1
CHAPTER II. WORKING HOURS, RESTS, LEAVES AND HOLIDAYS

Diéu 4. Thoi gio 1am viéc

Article 4. Working hours

4.1 NLP lam viéc cho Cong ty 08 gid trong 01 ngay va khong qua 48 gid trong 01 tuén.

4.1. Employees work for the Company eight (08) hours per day, not exceeding forty eight (48)
hours per week.

4.2 Cong ty co thé quy dinh mot thoi gian lam viée khac voi thoi gian 1am viée néu trén, bd
sung hodc diéu chinh thoi gian lam viéc dugc quy dinh theo Bang Quy dinh thoi gio lam viée —
thoi gio nghi ngoi sau khi thong nhat voi to chitc PDNLD dé dap tng cac yéu cau hoat dong cta
Cong ty phu hgp voi cac quy dinh ctua phép ludt lao dong, thuc hién dang ky lai N§i quy lao dong
va thong bao trude 07 ngay cho NLD.

4.2. The Company may specify a different working time than the aforementioned, supplement
or adjust the working time specified in the Work/Rest Schedule after agreeing with ROE in order

7
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to meet the day-to-day operational requirements in accordance with the provisions of the labor
laws, thus re-registering the Regulations and providing 07 days' notice to the Employees.

4.3 NLD phai c6 mit tai noi lam viéc ding voi thoi gian quy dinh dé giao nhan ca va thyc
hién cong viéc, néu cham tré lam anh huong dén hoat dong san xuét, kinh doanh cua Cong ty,
NLD s& bi xir Iy ky luat. NLD c6 thé dén Cong ty trudc gio 1am viée theo quy dinh dé chudn bi.
4.3. Employees must be present at the workplace at the prescribed time(s) to take over shifts
and carry out the work. If a delay occurs and affects the Company's production and business
activities, the Employee shall be disciplined. Employees can arrive at the Company before working
hours to make preparations.

4.4 Tuy theo tinh hinh cy thé ctia bo phan, Giam ddc bd phan dé xuat véi TGP chuyén dbi
thoi gian lam viéc cia NLD khéc v6i thoa thuan nhung khong duoc trai voi Bang Quy dinh thoi
gi0 lam viéc — thoi gio nghi ngoi thi phai thong bao trude 07 ngay cho NLD va Phong nhéan su.
Viéc stra ddi s& thyc hién theo quy dinh cta phap luat lao dong.

4.4. Depending on the specific situation of the department, the Department Director can
propose to the General Director certain change(s) to the working time of the Employee(s). The
proposed working time can be different from what is agreed, but not against the Work/Rest
Schedule without a seven (07) days' notice to the Employee(s) and the Human Resources
Department. The adjustment(s) shall comply with the provisions of the labor laws.

4.5 Thoi gid hoi hop, dao tao, sinh hoat da ngoai, cac hoat dong doan thé theo quy ché va ké
hoach chuong trinh s& dugc ldnh dao Cong ty phé duyét cu thé tiy theo ndi dung va thong bao
trude cho NLD.

4.5. The time of mass organization activities, meetings, training, and outdoor activities in
accordance with the Regulations and the Company's planning shall be specifically approved by the
Company’s management and must be notified in advance to Employees.

Diéu 5. Lam thém gio

Article 5. Overtime

5.1 Cong ty va NLD c¢6 thé thoa thuan lam thém gid ngoai thoi gior 1am viée binh thuong duoc quy
dinh theo hoat dong san xuét va kinh doanh ctia Cong ty nhung viéc lam thém gio phai tun theo
cac quy dinh sau day:

5.1 The Company and the Employee(s) can agree to work overtime outside of the normal
working hours, but such overtime must comply with the following provisions:

5.1.1 Puoc su déng y caa NLD tham gia lam thém gio vé cac nodi dung: Thoi gian, dja diém
va cong vi¢c lam thém.

S5.1.1. The Employee(s) give their consent to do work overtime, agreeing on the specificity of
time, place and content of the work.

5.1.2 Bao dam s6 gio 1am thém ciia NLD khong vuot quéa theo quy dinh Piéu 107 ciia BLLD.

5.1.2. The number of overtime hours must not exceed what is prescribed in Article 107 of the
Labor Code. ‘ ‘ ,
52 Trong nhiing truong hop dac biét, Cong ty cd quyen yéu cau NLD lam thém gid vao bat

ky ngay nao va NLD khong duoc tir chdi theo Piéu 108 ciia BLLD.
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5.2. In special cases, the Company has the right to require Employees to work overtime on any
given day and the Employees are not allowed to refuse, according to Article 108 of the Labor
Code.

5.3 NLP phai dugc su chip thuin va hudng din cua Giam déc bo phan cho phép lam thém gio,
lam viéc vao ngay L& hodc ngay nghi dong thoi phai cé gidy thoa thuan 1am thém gio gitra NLD va
Giam ddc b phan xac nhan. Gidy thoa thuan 1am thém gio nay phai guri cho T bao vé trudce khi
vao lam dé theo ddi va xac nhan sb gio 1am thém.

5.3. Employees must be approved and instructed by the Department Director to work
overtime, on public holidays or on annual leaves, provided that a written agreement to work
overtime between the Employee and the Department Director is made and signed. This agreement
must be sent to the Security Team before beginning the work so that the given overtime hours can
be monitored and confirmed.

5.4 NLD duoc phuc vu dn bira an giira ca néu gio lam thém nam trong khung gid c6 bita in giira ca
do Cong ty thong bao. Trong trudng hop Cong ty khong bd tri phuc vu thi NLD s& dugc thanh toan
tién an theo quy dinh ciia Cong ty.

Employees are served mid-shift meals if the overtime hours fall within the time frame with mid-
shift meals as specified by the Company. In case the Company does not arrange to serve meals, the
Employee shall be paid for meals according to the Company's regulations.

Diéu 6. Thoi gio nghi ngoi

Article 6. Rests and leaves

6.1 Thoi gio nghi trong gio 1am viée, nghi hang tuan ciia NLD duoc quy dinh cu thé trong
Bang Quy dinh thoi gid lam viée — thoi gid nghi ngoi. Giam ddc bo phan ¢ trach nhiém thong bao
lich nghi theo ché d6 cho NLD dugc biét.

6.1. The rest time during daily and weekly working hours of Employees is specified in the
Work/Rest Schedule. The Department Director is responsible for notifying the Employee(s) of their
authorized leave schedule.

6.2 Nghi chuyén ca:

6.2. Rest between shifts:

NLD lam viéc theo ca dugc nghi it nhét 12 gio trude khi chuyén sang ca lam viée khac.

Employees working in shifts are entitled to at least 12 hours off before moving to another shift.

6.3 NLD phai ding ky véi T bao vé néu mudn dén khu vuc duge quy dinh dé hut thudce 14,
mdi 1an chi duoc tdi da 1a 05 phit va khong qua 02 1an mdi ca trong mot ngay.

6.3. Employees must register with the Security Team if they want to go to a designated area to
smoke cigarettes. They can spend no more than 05 minutes each time and no more than twice per
shift in one day.

Diéu 7. Cac ngay nghi va nghi phép
Article 7. Leaves and holidays

7.1 Nghi L&, Tét

7.1 Public holidays
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7.1.1 NLPD duogc nghi 1am viéc, huong nguyén luong 11 ngay vao nhitng ngay L&, Tét sau
day:
7.1.1 Employees are entitled to 11 public holidays per year, specified as follows:

(a) Tét Duong lich: 01 ngay (ngay 1/1 duong lich).

(a) New Year's Day: one day (January 01).

(b) Tét Nguyén dan: 05 ngay.

(b) Lunar New Year: 05 days,

(©) Ngay Gid T6 Hung Vuong: 01 ngay (ngay 10/3 am lich).

(c) Hung King's Commemoration Day: one day (the 10th day of the third lunar month,).

(d) Ngay Chién thing: 01 ngay (ngay 30/4 duong lich).

(d) Reunification Day: one day (April 30).

(e) Ngay Qudc té Lao dong: 01 ngay (ngay 1/5 duong lich).

(e) International Labor Day: one day (May 01).

) Quéc khanh: 02 ngdy (ngdy 2/9 duong lich va 01 ngay lién ké trude hodc sau).
) Independence Day: two days (September 2 and one day right before or after it).

7.1.2 NLD Ia ngudi nudce ngoai thi ngoai ngay nghi theo quy dinh tai Diéu 7.1.1 con duoc
nghi thém 01 ngay Tét ¢ truyén dan toc va 01 ngay Qudc khanh cua nude NLD.

7.1.2  If an Employee is a foreign citizen, in addition to public holidays prescribed in Article
7.1.1, he/she gets one day off on his/her cultural New Year's Day and one day off on the National
Day of his/her country of origin.

7.1.3 Hing nam, cin ¢t vao diéu kién thuc té, Thu tuéng Chinh phu quyét dinh cu thé ngay
nghi quy dinh tai diém b va diém f ctia Diéu 7.1.1.

7.1.3  Every year, the Government will announce the specific holidays in paragraphs (b) and (f)
of Article 7.1.1

7.1.4 Néu nhiing ngay nghi theo quy dinh trén trung vao ngay nghi hang tuan thi NLD duoc
nghi bu ngay nghi hang tuan vao ngay lam viéc ké tiép.

7.1.4  If any of the public holidays mentioned above coincide with the weekly resting day, the
Employee is entitled to take the following day off as compensation.

7.2 Nghi hang nam (nghi phép hang nim).

7.2 Annual leaves

7.2.1 NLD c6 da 12 thang lam viéc cho Cong ty thi dugc nghi hing nim, hudng nguyén
lvong theo HDLD nhu sau:

7.2.1 Employees who have completed 12 months working for the Company are entitled to annual
leave under the labor contract as follows:

(a) 12 ngay lam viéc d6i voi NLD lam cong viée trong diéu kién binh thuong.
(a) 12 working days for Employees working under normal conditions. 7
(b) 14 ngay lam vi¢c doi véi NLD lam cong vi¢e ndng nhoc, doc hai, nguy hi€ém theo danh

muc do B9 Lao dong - Thuong binh - Xa hoi quy dinh.

(b) 14 working days for Employees doing heavy, noxious and dangerous jobs according to the
list set by the Ministry of Labor, War Invalids and Social Affairs.

(c) S6 ngay nghi hang nim ddi véi NLD khong duoc quy dinh tai Didu nay, Cong ty s& dam
bao thuc hién theo Piéu 113 caa BLLD (néu co).

10
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(c) For the number of annual leave days for other Employees not specified in this Article, the
Company decides specifically in compliance with Article 113 of the Labor Code (if any).

7.2.2 NLD méi duge Cong ty tuyén dung, khi 1am viéc tron 01 thang cho Cong ty thi duoc
nghi 01 ngay phép huong nguyén luong theo HDLD. Khi ¢6 du 12 thang 1am viéc s&€ duoc nghi
hang nim tuong tmg vai sb thang lam viéc theo quy dinh Diéu 7.2.1.

7.2.2  Employees who have been recruited by the Company, upon completion of one full month of
work for the Company, are entitled to one day of paid leave according to the labor contract. When
they have completed 12 working months, they are entitled to annual leave corresponding to the
number of working months specified in Article 7.2.1.

123 Sb ngay nghi hang nim cua NLD lam viéc chua du 12 thang dugc xac dinh nhu sau: lay
s6 ngay nghi hang nim cong voi sd ngay duoc nghi tang thém theo thdm nién (néu c6), chia cho 12
thang, nhan véi s6 thang 1am viée thyc té trong nam dé tinh thanh sé ngay dugc nghi hang nam.
7.2.3  The number of annual leaves for employees who have not completed 12 months working for
the Company (in a year) is calculated as follows: the standard number of annual leaves is added
with the number of additional leaves based on seniority (if applied), then divided by 12 months,
then multiplied by the number of months actually working for the Company during the year.

7.2.4 Trudng hop NLD lam viéc chua du thang, néu tong sé ngay 1am viéc va ngay nghi c¢6
huong lwong cua NLD (nghi 18, tét, nghi hang nam, nghi viéc riéng c6 hudng luong theo Pidu 112,
Diéu 113, Diéu 114 va Diéu 115 ctia BLLD) chiém ty 18 tir 50% s6 ngay lam viéc binh thuong
trong thang theo thoa thuan thi thang d6 dugc tinh 14 01 thang 1am viéc dé tinh ngay nghi hang
nam.

7.2.4  For employees who do not complete a full working month (any month), if the total number
of working days and paid leaves (public holidays, annual leaves, other paid leaves as specified in
Article 112, 113, 115 and 115 of the Labor Code) is at least 50% of the number of normal working
days in that month as agreed between the Employee(s) and the Company, the month is considered
as a full working month for the sake of calculating annual leaves.

7.2.5 TGD c¢6 trach nhiém quy dinh lich nghi hang nim sau khi tham khao ¥ kién ctia NLD va
phai thong bao truéc cho NLD. NLD c6 trach nhiém tuan thi lich nghi hang nim do Cong ty da
thong bao.

7.2.5 The GD is obliged to set an annual leave schedule after consulting with the Employee(s)
and must notify the Employee(s) in advance. The Employee(s) is obliged to follow the annual
holidays and leaves as announced by the Company.

7.2.6 NLD c6 thé théa thuan véi TGP dé nghi hing nim thanh nhiéu 1an hodc nghi gop tbi da
03 nam mot lan.

7.2.6 The Employee(s) can agree with the GD to have paid leaves multiple times in a year or to
take a one-off long holiday which combines the annual leaves of a maximum of three years.

7.2.7 Ctr du 05 ndm lam viéc cho Cong ty thi s6 ngay nghi hiang nim ciia NLD theo quy dinh
trén dugc tang thém tuong ung 01 ngay.

7.2.7 For every 05 years working for the Company, the duration of annual leave that the
Employee is entitled to is increased by one day.

7.2.8 Thoi gian duoc coi 14 thoi gian 1am viéc caa NLD dé tinh sé ngay nghi hing nim dugc
quy dinh nhu sau:

11
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7.2.8 An Employee's working time, based on which the number of days of annual leave is
calculated, includes:

(a) Thoi gian hoc nghé, tap nghé theo Diéu 61 ciia BLLD néu sau khi hét thoi gian hoc nghé,
tap nghé ma NLP 1am viéc cho Cong ty.

(@) Apprenticeship in compliance with Article 61 of the Labor Code, which directly results in
employment at the Company after the apprenticeship concludes.

(b) Thoi gian thir viéc néu NLD tiép tuc lam viéc cho Cong ty sau khi hét thoi gian thir viée.
(b) The probationary period before full-time employment in the Company, if the Employee
continues to work for the Company.

(©) Thoi gian nghi viéc riéng c6 hudng luong theo Piéu 7.4.1 ctia Noi quy lao dong.
(c) Casual or bereavement leave according to Article 7.4.1 of the Regulations. i
(d) Thoi gian nghi viéc khong hudng luong néu dugc Cong ty dong y nhung cong don

khong qua 01 thang trong mQt nam.
(d) Unpaid leave approved by the Company, but the total duration must not exceed one month.

(e) Thoi gian nghi do tai nan lao dong, bénh nghé nghiép nhung cong don khong qua 06
thang.

(e) Compulsory leave due to occupational accidents or diseases, but the total duration must
not exceed 06 months.

4y} Thoi gian nghi do ém dau nhung cong don khong qua 02 thang trong mot nam.

1 Sick leave, but the total duration must not exceed two months in a year.

(2) Thoi gian nghi hudng ché d6 thai san theo quy dinh ciia phap luat vé bao hiém xa hoi.
() Maternity leave in accordance with social insurance laws.

(h) Thoi gian thyc hién cac nhi€ém vu cua t6 chirc DPDNLD tai Cong ty ma duogc tinh 1a thoi
gian lam viéc theo quy dinh cta phép luat.

(h) Compulsory leave for ROE activities in accordance with current laws.

(1) Thoi gian phai nging viéc, nghi viéc khong do 16i cia NLD.

(i) Compulsory leave or halt of work not due to Employee's fault.

() Thoi gian nghi vi bi tam dinh chi cong viéc nhung sau d6 duoc két luan 1a khong vi

pham hoac khong bi xur 1y ky luat lao dong.

G) Compulsory leave due to disciplinary suspension, but afterward it is concluded that the
Employee has not violated the regulations or deserved the disciplinary measures.

7.3 Diéu kién nghi phép

7.3 Leave conditions

7.3.1 Can ctr vao tinh hinh san Xuat kinh doanh cua Cong ty va cua tung bo phan, TGD giao
cho cac Giam ddc bd phan chu dong sip xép, bo tri wru tién cho NLD nghi du s6 ngay nghi hing
nam theo quy dinh cta Noi quy lao dong.

7.3.1 Based on the operational state(s) of the Company and each department, the GD authorizes
the Department Directors to arrange paid leaves for their respective Employees in accordance
with the Regulations.

732 NLD phai 1am gidy xin phép trude khi nghi ti thiéu 01 ngay va gtri cho Giam déc bd
phan phu trach phé duygét.

12
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7.3.2  The Employee must apply for permission to leave at least one day before the intended leave
by providing a written notice to the Department Director for approval.

73.3 Trong trudng hop NLD nghi d6t xuat hogc da hét phép trong ky nghi ma khong thé c6
gidy xin phép, NLD phai thong bao cho Giam dbc bo phan (bang dién thoai, thu dién ti, fax) trong
thot gian 03 ngay lam viéc ké tir ngay nghi. Khi di 1am lai NLD phai giai trinh va cung cap bang
chtng vé 1y do nghi dé Giam dbc bo phan xem xét, giai quyét ngay sau khi quay trd lai lam viéc.
7.3.3 In case the Employee takes an unexpected leave or has to leave for longer than stated in
the written notice, the Employee must notify the Department Director (by phone, email, fax) within
three working days since the (first) day off. When going back to work, the Employee must explain
and provide evidence of the reason(s) for the unexpected leave to the Department Director as soon
as possible.

7.3.4 NLB duoc gop tdi da sb ‘ngay phép cua 03 nam mot lan dé nghi nhung phai dang ky voi
Phong Nhén su. NLD khi ¢6 nhu cau nghi phai xin phép trude it nhét 02 thang dé Giam dbc bo
phan bd tri ngudi thay thé va phai nghi néu dugc chip thuan.

7.3.4 Employees are allowed to combine a maximum of three years' leave to take a one-off paid
holiday on the condition that prior notice is timely provided to the Human Resources Department.
Employees in need of taking such long leaves must apply for permission at least two months in
advance for their managers (usually the Department Director) to arrange a replacement. They are
obliged to take the leaves once approved.

7.3.5 Déi véi gidy di duong hodc dé nghi thanh toan tién tau xe, NLD phai gui gidy xin phép
da dugc Giam ddc bo phén phé duyét cho Phong Nhan sy trudce khi nghi it nhit 02 ngay. NLD xin
nghi phép hing nim vé thim qué cua vo hodc chong hodc noi bd me cuia vo hodc chong sinh séng,
thi NLD s& duoc Gng trude mot khodn tién bang tién luong cta nhitng ngay nghi phép.

7.3.5 For travel documents or requests for travel compensation, the Employee must send the
permit approved by the Department Director to the Human Resources Department at least two
days before leaving. For Employees applying for annual leave to visit the spouse's hometown or
where the spouse's parents live, they receive an advance payment equal to the supposed wages of
the entitled leave.

7.3.6 NLD khong chuyén nhuong ngay nghi phép chua sir dung cho nhau.

7.3.6 Employees cannot transfer unused leave days to each other.

7.3.7 Trudng hop NLD c¢6 nhu cau chuyén nhiing ngay phép hang nam chua nghi hét trong
nam hién hanh sang ndm sau thi phai duoc Giam ddc bd phan phé duyét va phai st dung hét nhitng
ngdy nghi dugc chuyén nay tbi da cho dén ky cong cuiia thang 12 nam sau (tirc 1a dén hét ngay
25/12 nam sau).

7.3.7 In case the Employee wishes to carry forward his/her unused leaves from one year to the
next, he/she must get the approval of the relevant Deparment Head and must use the leaves before
the pay roll cut-off day of December in the next year (i.e. before the end of December 25 of the
next year)

7.3.8 Trudng hop NLD théi viéc, bi mat viéc lam ma chua nghi hiang nim hodc chwa nghi hét
s6 ngay nghi hang nam thi dwoc thanh toan tién luong theo HPLD cho nhitng ngay chua nghi.

13
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7.3.8 When the Employee terminates the labor contract with the Company but has not taken all
the annual leave days, the Employee shall be paid in cash for the unused leave days in accordance
with his/her salary specifications in the labor contract.

7.4 Nghi viéc riéng hudng luong va nghi viéc riéng khong huong lvong
7.4 Casual and bereavement leave )
7.4.1 NLD duoc nghi viéc riéng ma van hudng nguyén luong va phai lam giay xin phép Giam

dbc bo phén trong nhimg trudng hop sau dy:
7.4.1 Employees are entitled to leave at 100% of their base salary in the following cases,
provided that they obtain written permission from their respective Department Director:

(a) Ban than NLD két hon: nghi 03 ngay.

(@) The Employee him/herself gets married: three days.

(b) Con dé, con nudi hop phap két hon: nghi 01 ngay.

(b) The Employee's child (biological or legally adopted) gets married: one day.

(©) Cha d¢, me dé, cha nuoi hop phép, me nudi hop phap; cha dé, me dé, cha nuéi hop phap,

me nudi hop phép ciia vo hodc chdng; con dé, con nudi hop phap chét: nghi 03 ngay.

(c) The Employee's parent, parent-in-law, spouse or child (biological or legally adopted) dies:
three (03) days.

7.4.2 Nghi viéc riéng khong hudng luong

7.4.2  Unpaid leave

(a) NLD duogc nghi khong huong lvong 01 ngay va phai [am glay xin phép Giam dbc bd
phan khi dng ndi, ba ndi, ong ngoai, ba ngoai, anh, chi, em rudt chét; cha hoic me két hon; anh,
chi, em rudt két hon.

(@) The Employee must apply for unpaid leave’s permission through written notice to the
Department Director and can take one day off in case his/her sibling, sibling-in-law, grandparent
or grandparent-in-law dies or gets married.

(b) NLB c6 thé thoa thuan dé nghi khong huong lwong khi ¢ yéu cau va dat duoc thoa
thuan vai Cong ty.

(b) The Employee can negotiate to take unpaid leave when required and reach an agreement
with the Company.

(©) NLD phai gui gidy xin phép cho Giam ddc bd phan trudc khi nghi. Giam doc bd phan
dugc quyén chép thudn xin nghi viéc riéng khong huong luong cia NLD abi Vo1 yéu cdu xin nghi
tong cong 05 ngay/lan, khong qua 30 ngay cong don trong 01 nim; néu qua sd ngay trén thi Giam
dbc bo phan ghi nhan ¥ kién va chuyén cho Phong Nhan sy xem xét dé trinh TGD quyét dinh.

(c) The Employee must apply for permission to leave through written notice to the Department
Director before actually leaving. The Department Director is authorized to approve the
Employee's application for unpaid leave when the interval between two applications is at least 05
days and the total number of unpaid leave days does not exceed 30 days in a year. Otherwise, the
Department Director takes note of the situation and forwards it to the Human Resources
Department for further consideration with the General Director.

7.5 Nghi huong bao hiém x4 hoi

7.5 Leave granted by social security programs
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7.5.1 NLD tham gia BHXH theo cac quy dinh cua phép luét lao dong dugc huong cac loai
ngay nghi gdm: nghi 6m dau (NLD 6m dau va con 6m dau), nghi huong cac ché do thai san, tai
nan lao dong, bénh nghé nghiép va duoc thanh toan tién tro cap BHXH tir Quy BHXH thay cho
tién lwong tir Cong ty theo quy dinh ctia Luat BHXH tai timg thoi diém. Moi thu tuc thanh toan
duoc thuc hién theo quy dinh cua BHXH.

7.5.1 Employees registered in social insurance programs in compliance with the Labor Code are
entitled to the following types of leave: sick leave (for the Employee him/herself and the
Employee's children), maternity leave and compulsory leave due to occupational accidents and
diseases. They receive social insurance allowances from the Social Insurance Fund, the amounts
of which are specified by the Law on Social Insurance in effect that the time of leave, instead of
their salary from the Company. All payment procedures are implemented in accordance with
regulations of social insurance services in effect at the time of leave.

7.5.2 Khi nghi dai ngay theo quy dinh ctia Ludt BHXH, NLD céan thong bao cho Cong ty trudc
10 ngay dé Cong ty sap xép NLD khac thay thé, trir truong hop nghi khan cip theo chi dinh cua co
s0 kham, chita bénh dugc thanh 13p va hoat dong theo quy dinh cta phép luat.

7.5.2  When taking a long leave in accordance with the Law on Social Insurance, the Employee
must notify the Company 10 days in advance so that the Company can arrange a replacement,
except for emergency leave as recommended by recognized/certified medical and healthcare
organizations.

7.5.3 Khi duogc cép giéy xac nhan cua co sd kham bénh, chira bénh dugc thanh 1ap va hoat
dong theo quy dinh cta phap luat, NLD phai nop ngay cho Cong ty, néu khong sé bi trir vao ngay
phép nim (néu cod) cuia NLD hodc nghi viée riéng khong huong lwong.

7.5.3  When given proof of sickness by recognized/certified medical and healthcare
organizations, the Employee must submit it to the Company immediately, otherwise the sick leave
is counted as part of annual leave (if any) or unpaid leave.

7.6 Nghi khong c6 1y do chinh dang

7.6 Leave without reasons

NLBD nghi khong theo cac quy dinh tir Diéu 7.2 d¢én Diéu 7.5 néu trén sé& bi xem 13 ty y nghi viéc
va s& bi xu 1y ky luét theo nhirg quy dinh cia Noi quy lao dong nay, trur truong hop nghi do bat
kha khang (c6 1y do chinh dang) bao gdm thién tai, hoa hoan, ban than, than nhén bi 6m c6 xac
nhén cta co s& kham bénh, chita bénh c6 thim quyen.

Taking leaves not in accordance with the provisions from Article 7.2 to Article 7.5 is considered
absenteeism. The Employee is thus disciplined in appropriate manners as specified in the
Regulations, except for cases of force majeure including natural disasters, fires and/or criminal
attacks, hospitalization of the Employee him/herself or the Employee's parent, parent-in-law or
child (with proof from recognized/certified medical and healthcare organizations).

Diéu 8. Cac quy dinh riéng d6i véi NLD nir

Article 8. Specific regulations for female employees

8.1 Cong ty khong b6 tri NLD nit 1am viéc ban dém, 1am thém gio va di cong tic xa trong
truong hop sau day:
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8.1 The Company does not arrange for female employees to work at night, work overtime and
go on business trips in the following cases:

8.1.1 Mang thai tir thang thir 07 hodc tir thang thir 06 néu lam viéc & ving cao, ving siu, viing
xa, bién gidi, hai dao.

8.1.1 Being pregnant from the 7th month onwards, or from the 6th month onwards if the
Employee works in geographically difficult and/or remote areas.

8.1.2 Pang nudi con dudi 12 thang tudi, trir truong hop duoc NLD ddng y.

8.1.2  Currently raising children under 12 months old, unless otherwise agreed by the Employee.
8.1.3 NLD nit lam nghgé, cong viéc nang nhoc, doc hai, nguy hiém hodc dic biét nang nhoc,
ddc hai, nguy hiém hodc 1am nghé, cong viéc c¢6 anh hudng xau t6i chirc ning sinh san va nudi con
khi mang thai va c6 thong bao cho Cong ty biét thi dwoc Cong ty chuyén sang lam cong viéc nhe
hon, an toan hon hodc giam bot 01 gio lam viée hing ngay ma  khong bi cit giam tién luong va
quyén, loi ich cho dén hét thoi gian nudi con dudi 12 thang tudi.

8.1.3 Female Employees who work arduous, hazardous, dangerous jobs or particularly arduous,
hazardous, dangerous jobs that adversely affect reproductive and child-rearing capabilities, when
pregnant and having informed the Company about the pregnancy, will be transferred to a less
demanding, safer job or have the daily working hours reduced by one hour without any reduction
in salaries and benefits until the child is born and raised to 12 months old.

8.2 Khi HDLD hét han trong thoi gian mang thai hodc nudi con dudi 12 thang tudi thi dugc
ru tién giao két HDLD méi.

82 When the labor contract expires during pregnancy or raising a child under 12 months of
age, the Employee shall be given priority to enter into a new labor contract.

8.3 Thoi gian nghi ngoi:

8.3 Rest time:

8.3.1 Nghi trong thoi gian hanh kinh:

8.3.1 Rest during menstruation:

(a) NLP duoc nghi tai noi 1am viéc mdi ngay 30 phit, t6i thiéu 1a 03 ngay lam viéc trong 01
thang. Thoi diém nghi cu thé cua ting thang do NLD thong bao véi Giam ddc bo phan. Thoi gian
nghi duoc tinh vao thoi gio 1am viée va van dugc hudng du tién lwong theo HDLD.

(a) Employees are entitled to rest at work for 30 minutes every day, at least three working days
in one month. The specific time off per month shall be notified by the Employee to the Department
Director. The rest time is counted into the working hours and subject to full pay as specified in the
labor contract.

(b) Truong hop NLD ¢6 yéu cau nghi linh hoat hon so v6i quy dinh tai diém a khoan nay thi
thoa thuan véi Giam dbc bo phan dé duge b tri nghi phii hop véi didu kién thuc té ctia bo phan
lam viéc va nhu cau ctia NLD.

(b) In case the Employee needs a more flexible rest than specified in paragraph (a) of this
Article, she shall discuss with the Department Director a solution that best meets the actual
conditions of the department and the needs of the employee.

(©) Truong hop NLD khong c6 nhu cau nghi va dugc Giam dbc bd phan dong v dé lam viéc
thi ngoai tién lvong dugc huong theo quy dinh tai diém a khoan nay, NLD duoc tra thém tién
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luong theo cong viéc ma NLD da 1am trong thoi gian dugce nghi va thoi gian l[am viée nay khong
tinh vao thoi gio lam thém cua NLD.

8.3.2 Nghi trong thoi gian nudi con dudi 12 thang tudi

8.3.2  Rest while raising a child under 12 months old

(a) NLB duoc nghi mdi ngay 60 phut trong thoi gian 1am viée dé cho con bu, vat, trit sita,
nghi ngoi. Thoi gian nghi van dugc hudng du tién lvong theo HDLD.

(a) Employees are entitled to rest 60 minutes every day during working hours to breastfeed the
babies, store milk, and rest. This rest time is subject to full pay as specified in the labor contract.
(b) Truong hop NLD c6 nhu ciu nghi linh hoat hon so véi quy dinh tai diém a khoan nay thi
thoa thuén véi Giam dbc bo phan dé dugc b tri nghi phit hop véi didu kién thuc té ctia bo phan
1am viéc va nhu cau ctia NLD.

(b) In case the Employee needs a more flexible rest than specified in paragraph (a) of this
Article, she shall discuss with the Department Director a solution that best meets the actual
conditions of the department and the needs of the employee.

(©) Truong hop NLD khong c6 nhu cau nghi va duge Giam dbc bo phan dong v dé lam viée
thi ngoai tién lvong dugc huong theo quy dinh tai diém a khoan nay, NLD duoc tra thém tién
lvong theo cong viéc ma NLD da lam trong thoi gian dugc nghi.

(c) In case the Employee does not wish to take time off and is approved by the Department
Director to continue working, in addition to the full pay as specified in paragraph (a) of this
Article, the Employee shall receive additional pay proportional to the work that has been done
during the supposed rest. This working time is not counted into in the Employee's overtime.

8.4 Khi kham sure khoe dinh ky, NLD dugc khdm chuyén khoa phu séan theo danh muc kham
chuyén khoa phu san do Bo Y té ban hanh.

8.4  During the periodical health check-up, employees are entitled to OBGYN examination, as
specified in the list of obstetrics and gynecology (OBGYN) diagnostics issued by the Ministry of
Health.

CHUONG II1. TRAT TU TRONG CONG TY
CHAPTER III. LABOR DISCIPLINE

Diéu 9. Noi quy ra vao Cong ty doi véri NLD

Article 9.  Rules for entering and exiting the Company's premises

NLD phai tich cyc thuc hién va tuan thu mét cach nghiém tic cac yéu cau nhu sau:

Employees must actively and strictly comply with the following requirements:

9.1 C6 mat tai noi lam viéc dang gio lam viéc quy dinh theo Bang Quy dinh thoi gio lam
viéc — thoi gio nghi ngoi cta Noi quy lao dong trir khi ¢ sy didu dong di cong tac cia Giam ddc
bd phan.

9.1  Be present at the workplace on time as prescribed in the Work/Rest Schedule, unless there
is a special assignment by the Department Director.
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9.2 Lay d4u van tay dé ghi nhan gio vao va ra khoi Cong ty tai cac may chim cong dugc bd
tri trong Cong ty. Nhitng trudong hop dén tré phai ky tén vao so theo ddi cia T bao vé. Hing
thang, T6 bao vé co trach nhiém thong bao dén Giam dbc bd phan c6 ngudi vi pham bing vin ban.
9.2 Register fingerprints to record entry and exit times at the timekeeping machines located
within the Company. Late arrivals must be recorded and signed in the monitoring notebook of the
Security Team. The Security Team must provide written reports of late arrivals to the respective
Department Director on a monthly basis.

9.3 Khong vé tré qua 60 phat sau khi hét gio, hét ca lam viéc. Cac trudong hop 1am thém gid
phai c6 gidy diéu dong lam thém theo quy dinh va phai bao cho T6 bao vé biét.

9.3 Leave the Company's premises no later than 60 minutes after the end of the working shift.
In case of overtime, a written agreement of overtime work is required and the Security Team must
be notified of the overtime schedule in advance.

9.4 Khi ra vao cong phai xudng xe, tit may, dat bo. Dé xe theo hudng dan cua T6 bao vé va
ding noi quy dinh.

9.4 When entering or leaving the gate, get off the bike/motorbike, turn off its engine (if any)
and walk it to the parking space. Follow the Security Team’s guidance to park a personal vehicle
at the prescribed place.

9.5 T bao vé khong dugc cho nhitng nguoi co dau hiéu da uéng hodc c6 mui rugu, bia vao
Cong ty.

9.5 The Security Team must not allow people who have signs of excessive drinking to enter the
Company.

9.6 Trong gio lam viéc NLD khong duoc phép roi khoi Cong ty néu khong co gidy xin phép
do Giam ddc bo phan phé duyét.

9.6  During working hours, Employees are not allowed to leave the Company without a permit
approved by the Department Director.

9.7 Tuan thi cac quy dinh vé bao vé moéi trudng trong Cong ty.

9.7 Comply with regulations on environmental protection within the Company.

9.8 Khong dugc mang vii khi, chat nd vao Cong ty.

9.8 Do not bring weapons or explosives into the Company.

9.9 Khéng quay phim, chup hinh, sao chép va phat tan tai liéu lién quan dén cac van de can

giit bi mat cia Cong ty néu khong duoc sy dong ¥ cia TGD hodc ngudi duoc TGP ty quyén.

9.9 Do not film, take pictures of, make copies of and distribute documents related to
confidential matters of the Company without the consent of the GD or the person(s) whom the GD
authorizes.

9.10  Khong duoc ty ¥ dan tré em hodc ngudi ngoai vao trong Cong ty néu khong duge sy dong
y ctia TGP hodc ngudi duge TGP iy quyén.

9.10 Do not get children or outsiders into the Company without the consent of the GD or the
person(s) whom the GD authorizes.

9.11 Khéng mang vao hodc nudi stc vat trong pham vi Cong ty.

9.12  NLD phai chip hanh viéc kiém tra hanh chinh (néu c6) khi dwoc yéu cau tir TGP hodc
nguoi dugec TGD uy quyén.
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9.13 CAm hut thudc 14 trong Cong ty ngoai trir khu vue Cong ty quy dinh dugc phép hut thude.
9.13  Smoking is prohibited within the Company except in designated areas.

9.1 Nghiém cdm hanh dong chéng ddi gay kho khan trd ngai cho cac nhan vién thudc T6 bao
v¢€ trong khi thi hanh nhi¢m vy. Cac hanh vi nay s€ bi 1ap bién ban va bi xt ly theo quy dinh cua
No6i quy lao dong nay.

9.14  Interference, obstruction and/or objection to the Security Team while they are performing
their duties is prohibited. Such behaviors shall be recorded in official reports and punished
according to the provisions of the Regulations.

Diéu 10. Quy dinh tac phong, thai dé Iam viéc

Article 10.  Rules on work demeanor and attitude

10.1  NLD khoéng di mudn vé som. Trong thoi gian lam viéc, NLD khong dugc lam viée riéng,
khong gay mét trat tu, di lai 1on x0n trong khu vuc lam viéc hoac khu vuc khac; Khong dugc st
dung céc chét kich thich nhu rugu bia, ma tay, dénh bai, ca dg, danh dé. NLb phai st dung di¢n
thoai ca nhan hop 1y vé am luong va thoi gian trao doi dé khong 1am anh hudng dén ngudi xung
quanh va cong vi¢c.

10.1  Employees do not arrive late and leave early. During working hours, Employees are not
allowed to pursue personal matters, provoke social conflicts or trespass professional spaces in the
workplace or other designated areas. Alcoholic drinks, recreational drugs and gambling of any
kind are strictly prohibited. Employees must use their personal phones reasonably in terms of
usage time and volume in order not to affect their work efficiency and other people around them.
10.2  Db6i v6i NLD lam cong viée san xuét, |0 cac bo phan phuc vu cho san xuat: Khong duoc tu
¥ 101 vi tri 1am viée cua NLD trudce gio nghi néu khong duge phép ciua ngudi quan 1y truc tiép ké
ca khi hoan thanh cong viéc dugc giao. Thyuc hién ding ché do giao nhén ca; khong dugc roi may
khi chua c6 ngudi tiép nhdn ca va bao ngay cho ngudi ‘quan ly trie tiép biét. Khong dugc st dung
thiét bi nghe nhin giai tri trong gid 1am viéc va han ché sir dung dién thoai c4 nhén.

10.2  For Employees in production and production support departments: Do not leave their work
positions before break time without permission of their line manager(s), even when their assigned
work has been completed. Observe working shift regulations closely; Do not leave machine(s)
unattended when the person taking over the shift has not arrived; Notify the line manager(s)
immediately in case of problematic shift changes. Do not use audio-visual entertainment devices
during working hours. Restrict the use of personal phones.

103 Dbi véi NLD lam cong viée ¢ cac bd phén nghiép vu: Str dung day di va hop 1y thoi gian
1am viéc theo quy dinh. Giit thai d6 hoa nha voi dong nghiép va khach hang. Giai quyét nhanh gon
va chinh xac cong viéc chuyén moén. Tang cuong trao d6i thong tin, phdi hop v6i cac bo phén lién
quan dé hoan thanh céng viéc dugc giao mot cach tt nhat. Str dung hé théng mang nodi bd hoic két
nbi Internet mot cach hiéu qua dé phyc vu cong viéc.

10.3  For Employees in business departments: Use working hours sufficiently and reasonably as
prescribed in the Regulations. Maintain a gracious attitude toward colleagues and customers.
Execute professional tasks accurately and efficiently. Facilitate information exchange and
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coordination with other departments in order to complete the assigned work in the best way. Use
the internal network or Internet connection effectively for professional purposes.

10.4  Dbi véi NLD lam cong viée bao vé: Tuan thu ding cac nguyén tac chung ciia Cong ty
duoc quy dinh trong Noi quy lao dong nay, tranh tao ra nhiing tién 1& x4u trai véi quy dinh d6. Hoa
nha vai khach hang va déng nghiép. Khi phat hién nhiing hanh vi trai v6i nguyén tic ciia Cong ty
va quy dinh cua Noi quy lao dong phai thong bao ngay cho Giam dbc bo phan dé kip thoi giai
quyeét.

10.4  For Employees in the security team: Comply with the Company's general principles as
prescribed in the Regulations and avoid creating bad precedents against such regulations. Be
gracious to customers and colleagues. When detecting violations of the Company's principles and
the Regulations, notify the Department Director immediately for prompt resolution.

Diéu 11. Nha én tap thé

Article 11.  Cafeterias

11.1  Nhan vién cép dudng co trach nhi¢m vé sinh dung cu ché bién, khay chia thyc phém, san
nha an, san rua, tu lanh, ti dong, ban ghé va dam bdo an toan vé sinh cac dung cu, thiét bi nay.
11.1  The catering staff are responsible for cleaning cooking equipment, utensils, food trays,
dining floors, washing floors, refrigerators, freezers, tables and chairs and ensuring the safety and
hygiene of these tools.

1.2~ Nhén vién cap dudng c6 trach nhiém ché bién, bao quan va cung cip cho NLD bita dn
dung yéu cau, dam bao chit luong va tudn thu an toan vé sinh thyc pham.

11.2  The catering staff are responsible for processing, preserving and providing meals to
Employees, ensuring food quality, hygiene and safety.

11.3 Céc bg phan c6 khach dn com phai bdo cho bd phan phu trach nha an trudce 09 gio sang
mdi ngay.

11.3  In case of guests having meals at the cafeteria, the relevant department must notify the
catering staff no later than 9:00 am on the day of guest reception.

11.4 NLD lam gio hanh chinh s€ an com tai nha an cta khu vyc lam viéc. NLD dung may, TH
bao v¢, NLD nit mang thai tur thang thir bay tr¢ di s€ an com tai noi lam viéc.

11.4  During business hours, Employees have meals at the designated cafeteria in their
workplace. Employees operating machines, the Security Team and female Employees who are
pregnant from the seventh month onward can have meals at their own place.

11.5 NLPD duoc yéu cau 1én nha an dung gid va xép hang tu ldy com mét cach trat ty.

11.5 Employees are required to go to the cafeteria on time and get in line to order their meals.
11.6  Khi ngdi dn, NLD khong dugc gic chan 1én ban ghé, khong néi chuyén 6n ao, khong vit
thirc an xuéng nén nha. Sau khi an xong, phai thu don mat ban sach s& va dua khay chia thyuc phém
vao khu vuc quy dinh. Khong dugc tu dong mang dung cu nha an ra khdéi khu vuc nha an.

11.6  While sitting and eating, Employees are not allowed to rest their feet on tables or chairs,
talk loudly, or throw food on the floor. When finishing meals, Employees must clean their tables
and place food trays in the designated area. Do not bring kitchen utensils out of the dining area
without permission.
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> Day la ban xem trwéc, chi thé hién 30% tai liéu.

> DAT MUA va thanh toan tai www.dichthuatsms.com
dé nhan file word day du ngay lap toc.

» Hoac GUI YEU CAU DICH THUAT cho tai liéu cta ban.

> Lién hé 0934.436.040 (Zalo, Viber) dé hé tro ngay.
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