PROCEDURE TO REGISTER FOR INTERNAL
LABOR REGULATIONS

List of dossier to be prepared for registration of Internal Labor Regulations

o A written request for registration of labor regulations;
« Minutes of comments of the representative organization of employees (Grassroots trade unions);
» Decision of issuing the Internal Labor Regulations;
e Internal Labor Regulations;
« Enterprise Registration Certificate;
« Investment Registration Certificate;
» Decision on the recognition of the executive committee of the Internal trade unions;
« Decision on the establishment of Grassroots trade unions and appoint provisional Grassroots trade union
executive committee;
Note: Some documents may not be required on a case-by-case basis.

Implementation procedure
oy P P

o Step 1: The employer prepares the dossier and submits it to the Labor, War Invalids, and Social Affairs
Office or Department of Labor, War Invalids, and Social Affairs where the company is located within 10
days of the date of promulgation of the Internal Labor Regulations;

o Step 2: If it is founded that the Internal Labor Regulations are illegal within 07 working days from the
date of receiving the application for registration, the competent authority will notify and guide the
employer to amend, supplement the re-registration of labor regulations.

Implementation methods

Perform one of the following methods:

e Submitting the dossier through the online Public Service Portal, specialized labor agency under provincial People's
Committee, or district-level People's Committee (authorized by specialized labor agency under province People's
Committee);

e Submitting the dossier directly to the provincial People's Committee's specialized labor agency or the district-level
People's Committee's specialized labor agency (authorized by the provincial People's Committee's specialized labor
agency);

e Submitting the dossier by post to the provincial People's Committee's specialized labor agency or the district-level
People's Committee's specialized labor agency (authorized by the provincial People's Committee's specialized labor
agency).
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TRINH TU BE DANG KY NOI QUY LAO PONG

Danh muc hé so ddng ky ndi quy lao déng can chuén bi

e Vdn ban dé nghi dang ky ndi quy lao ddng;
« Bién bdn gép y kién ctia t6 chic dai dién tdp thé lao ddng tai cd sé (Cong doan cd sd) ;
o Quyét dinh ban hanh néi quy lao dong;
e NOi quy lao dong;
+ Gidy ching nhdn ddng ky doanh nghiép;
« Gidy ching nhén ddang ky dau tu;
e Quyét dinh vé viéc cong nhén ban chdp hanh céng doan cd sg;
e Quyét dinh thanh Iap cdng doan cd sé va chi dinh Ban chdp hanh cong doan cg sé 1am thdi ;
« Gidy uy quyén cho ngudi di nép hé sc.
Luu y rdng, tuy ting truédng hop cu thé ma mét sé tai liéu sé khéng bat buéc phai cé.

02 Trinh tu thuc hién

o Budc 1: Trong th&i han 10 ngay ké tif ngay ban hanh néi quy lao ddng, ngudi st dung lao déng chudn bi
hé sd va nép Phong Lao ddng Thudng binh va Xé& héi hodc S3 Lao ddng Thudng binh va Xa hoéi nai
ngudi si dung lao déng co tru sa.

o Budc 2: Trong th&i han 07 ngay lam viéc, ké ti ngay nhén dudc hé s ddng ky ndi quy lao déng, néu
phdt hién ndi quy lao déng cé quy dinh trdi phdp luét thi cc quan cé thdm quyén sé théng bdo va hudng
dan ngudi st dung lao déng stra déi, bé sung, dang ky lai ndi quy lao ddng.

Cach thuc thuc hién

Thuc hién theo mét trong cdc hinh thuc sau:

« NOp hd sc qua cdng théng tin Dich vu céng truc tuyén cd quan chuy&n mén vé lao déng thudéc Uy ban nhén
dén cdp tinh hodic cd quan chuyén mén vé lao ddng thudc Uy ban nhdn dan cdp huyén (dugc co quan
chuyé&n mén vé lao déng thuéc Uy ban nhan dén cdp tinh Gy quyén)Nop hé sa truc tiép dén cd quan chuyén
mon vé lao ddng thuéc Uy ban nhdn dan cdp tinh hodic cd quan chuyén mén vé lao déng thudc Uy ban nhan
dén cdp huyén (dudc co quan chuyén mén vé lao déng thudc Uy ban nhan dén cdp tinh Gy quyén);

« NOp hd s qua dudng buu dién dén cd quan chuyén mén vé lao ddng thuéc Uy ban nhan dén cép tinh hodic
cd quan chuy&n mdn vé lao dong thudc Uy ban nhan dén cdp huyén (dudc cd quan chuyén mén vé lao ddng
thudc Uy ban nhan dan cdp tinh ty quyén).
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