THONG TU

CUA BQ LAO PONG - THUONG BINH VA XA HOI
SO 20/2003/TT-BLPTBXH NGAY 22 THANG 9 NAM 2003 HUONG DAN
THI HANH MOT SO PIEU CUA NGHI PINH SO 39/2003/ND-CP
NGAY 18/4/2003 CUA CHINH PHU VE TUYEN LAO PONG

Thi hanh Nghi dinh sb 39/2003/ND-CP ngay 18 thang 4 nim 2003 ctia Chinh phu quy dinh chi
tiét va hudéng din thi hanh mot sb diéu cua B Luat Lao dong vé viéc 1am (sau day goi tat 1a
Nghi dinh s6 39/2003/ND-CP), sau khi ¢6 ¥ kién tham gia cia Tong Lién doan Lao dong Viét
Nam va cac co quan c6 lién quan, Bo Lao dong - Thuong binh va Xa hoi hudng dan thi hanh mot
s6 diéu ctia Nghi dinh sé 39/2003/ND-CP vé tuyén lao dong nhu sau:

I. POI TUQNG AP DUNG
1. Nguoi st dung lao dong:

Nguoi st dung lao dong theo quy dinh tai khoan 1 Diéu 7 cua Nghi dinh s6 39/2003/ND-CP bao
gom:

- Doanh nghiép thanh 1ap, hoat dong theo Luat Doanh nghi¢p Nha nudc, Ludt Doanh nghiép,
Luat Dau tu nude ngoai tai Viét Nam; Chi nhanh cong ty nudc ngoai tai Viét Nam;

- Doanh nghi¢p ctia cac t6 chure chinh tri, t6 chtrc chinh tri - xa hoi;

- Cac co quan nha nudc, cac don vi su nghiép ctia Nha nudce c6 sir dung lao dong khong phai la
can bo, cong chirc;

- Céc td chire kinh té thudc luc luong quan doi nhan dan, cong an nhan dan st dung lao dong
khong phai 14 si quan, ha si quan, chién si;

- Cac co sO gido duc, y té, van hoa, thé thao ngoai cong lap thanh 13p theo Nghi dinh )
73/1999/ND-CP ngay 19/8/1999 cua Chinh phu vé chinh sach khuyén khich xa hoi hoa di véi
cac hoat dong trong linh vuc gido duc, y té, vin hoa, thé thao;

- Hop tac xa hoat dong theo Ludt Hop tac xa cé st dung lao dong khong phai 1a xa vién.
2. Nguoi lao dong Viét Nam:

Ngudi lao dong Viét Nam theo quy dinh tai khoan 2 Piéu 7 ciia Nghi dinh sé 39/2003/ND-CP,
bao gdm nhitng ngudi tir di 15 tudi tré 1én dang tim viéc lam theo quy dinh ctia Bd Luat Lao
dong, trir d6i twong 1a ngudi lao dong Viét Nam lam viée cho cac co quan, td chirc va ca nhan
nudc ngoai tai Viét Nam (theo quy dinh tai Nghi dinh s 85/1998/NB-CP ngay 20/10/1998 cua



Chinh phui vé tuyén chon, sir dung va quan ly ngudi lao dong Viét Nam lam viéc cho t6 chirc, ca
nhan nudc ngoai tai Viét Nam va cac van ban sira ddi, bd sung Nghi dinh nay) va ngudi lao dong
Viét Nam di 1am viéc & nude ngoai (quy dinh tai Nghi dinh s6 81/2003/ND-CP ngay 17/7/2003
cua Chinh phu quy dinh chi tiét va hudng dan thi hanh Bo Luét Lao dong vé nguoi lao dong Viét
Nam lam viéc & nude ngoai).

II. THU TUC TUYEN LAO PONG
1. Thong bao nhu cau tuyén lao dong:

Thong bao nhu cau tuyén lao dong cua ngudi st dung lao dong theo quy dinh tai khoan 1 Diéu 8
cua Nghi dinh 6 39/2003/ND-CP duoc quy dinh nhu sau:

a) Thoi gian va hinh thirc thong bao tuyén dyung;

Nguoi st dung lao dong phai théng bao it nhat 07 (bay) ngay trudc khi nhan hd so ding ky du
tuyén cua ngudi lao dong va phai thong bao trén mot trong cc phuong tién thong tin dai chung
Sau.

- Bao ¢ Trung uong hodc dia phuong;
- bai phat thanh & Trung wong hoac dia phuong;
- Pai truyén hinh ¢ Trung wong hodc dia phuong;

Pong thoi ngudi str dung lao dong phai niém yét tai tru sé ¢ noi thuan tién cho nguoi lao dong
biét vé nhu cau tuyén lao dong.

b) Noi dung théng bao tuyén dung: Phai day du, chinh xac cho ting vi tri cong viéc bao gom:
- S lugng lao dong can tuyén cho timg vi tri cong viée can tuyén;

- Nghé, cong viée can tuyén cho ting vi tri cong viéc can tuyén;

- Trinh d6 chuyén moén; nganh nghé va cap dao tao;

- Thoi han hop ddng lao dong sé& giao két sau khi dugc tuyén;

- Mitc luong va cac khoan thu nhap khéc cho timg vi tri can tuyén;

- Diéu kién lam viéc cua nguoi lao dong (dia diém lam viéc, thoi diém bat dau lam viéc, thoi gio
lam viéc, thoi gio nghi ngoi, an toan lao dong, vé sinh lao dong);

- Céc yéu cau can thiét cua nguoi st dung lao dong;



- Cac gidy to trong ho so dang ky du tuyén;
- Thoi han nhan hé so dang ky du tuyén lao dong, thoi gian tuyén.
2. H6 so dang ky du tuyén lao dong:

H) so dang ky du tuyén lao dong theo quy dinh tai khoan 2 Piéu 8 cua Nghi dinh sb
39/2003/NB-CP dugc quy dinh nhu sau:

- Phiéu ding ky du tuyén lao dong theo Mau sé 1 ban hanh kém theo Thong tu nay;

- Ban sao s6 lao dong (khong can cong chimg); truong hop chua duoc cap sb lao dong thi phai
¢6 so yéu 1y lich theo MAu s6 2 ban hanh kém theo Thong tu nay;

- Ban sao vin bang, chimg chi theo yéu cau cua vi tri dy tuyén (khong can cong ching);

- Gidy kham strc khoe do co quan y té c6 tham quyén theo quy dinh ctia Bo Y té;

- Cac gidy to khac do ngudi sir dung lao dong quy dinh do tinh chat nghiém ngit cua cong viéc.
3. Viéc nhan va tra lai hd so dang ky du tuyén lao dong:

- Nguoi lao dong phai ndp hd so ding ky du tuyén lao dong cho nguoi st dung lao dong;

- Nguoi st dung lao dong nhan ho so dang ky du tuyén lao dong phai vao s6 theo ddi va co gidy
bién nhén trao cho nguoi lao dong. Trong gidy bién nhan phai ghi 16 ngay, thang, nim nhan hd
50, hd so bao gdm nhitng gi va thoi gian tuyén.

- Sau mdi dot tuyén, ngudi sit dung lao dong co trach nhiém thong bao két qua tuyén cho timg
ngudi lao dong tham gia du tuyén.

- Trong thdi han 30 ngay, ké tir ngay thong bao két qua tuyén, nguoi lao dong khong tring tuyén
hodc khong dén du tuyén co yéu cau ldy lai hd so ding ky du tuyén lao dong, thi nguoi st dung
lao dong phai tra lai hd so ding ky du tuyén lao dong cho ngudi lao dong va thu lai gidy bién
nhan.

Dbi véi t6 chirc gidi thiéu viéc 1am, sau khi ¢ hop dong tuyén lao dong voi ngudi sir dung lao
dong thi ndi dung thong bao tuyén lao dong, viéc nhan va tra lai ho so dang ky du tuyén ddi véi
ngudi lao dong phai bao dam theo quy dinh tai tiét b diém 1 va diém 3 Muc nay.

4. Thong bao danh sach lao dong da tuyén:

Trong thoi gian 07 (bay) ngay sau khi két thuc mdi dot tuyén lao dong, doanh nghiép c6 von dau
tu nudc ngoai phai thong bao danh sach lao dong da tuyén dugc v6i S& Lao dong - Thuong binh



va X4 hoi dia phuong so tai hodc Ban Quan 1y cac khu cong nghiép, khu ché xuét, khu cong
nghé cao (d6i voi cac doanh nghiép thudc khu cong nghiép, khu ché xuit, khu céng nghé cao)
theo Mau s6 3 ban hanh kém theo Thong tu nay.

III. CHE PQ BAO CAO

Trach nhiém béo céo dinh ky theo quy dinh tai Diéu 10 ctuia Nghi dinh sb 39/2003/ND-CP duoc
quy dinh nhu sau:

1. Trude ngay 05 thang 7 va ngay 05 thang 01 hang nam, nguoi st dung lao dong c6 trach nhiém
b4o cao dinh ky 6 thang diu nim va ca nim vé S& Lao dong - Thuong binh va X3 hoi dia
phuong so tai va cac B, nganh quan 1y hodc Ban Quan 1y cac khu cong nghiép, khu ché xuit,
khu coéng nghé cao (d6i véi cac doanh nghiép thudc khu cong nghiép, khu ché xuat, khu cong
nghé cao) vé tinh hinh str dung lao dong va nhu cau tuyén lao dong theo Mau s 4 ban hanh kém
theo Thong tu nay.

Ban Quan 1y cac khu cong nghiép, khu ché xut, khu cong nghé cao c6 trach nhiém tong hop,
bao céo dinh ky 6 thang dau nim va ca nim vé SO Lao dong - Thuong binh va Xa hoi dia
phuong s¢ tai va B Lao dong - Thuong binh va Xa hdi v& tinh hinh sir dung lao dong va nhu
cau tuyén lao dong.

2. Trudc ngay 31 thang 7 va ngay 31 thang 01 hiang niam, S& Lao dong - Thuong binh va Xa hoi
¢6 trach nhiém tong hop va bao cdo dinh ky 6 thang ddu nim va ca nim vé Bo Lao dong -
Thuong binh va Xa hoi vé tinh hinh sir dung lao dong va nhu ciu tuyén lao dong cua tit ca cac
doanh nghiép, t6 chtic trén dia ban theo Mau s6 5 ban hanh kém theo Théng tu nay.



IV. PIEU KHOAN THI HANH:

Thong tr nay co hiéu luc sau 15 ngdy, ké tir ngdy ding Cong bao. Bii bo Thong tu sd
16/LDTBXH-TT ngay 05 thang 9 nam 1996 cua Bo Lao dong - Thuong binh va Xa hoi hudng
dan thuc hién Nghi dinh s6 72/CP ngay 31 thang 10 nim 1995 ctia Chinh phu vé viéc tuyén lao
dong va Thong tu s6 15/1998/TT-BLDTBXH ngay 31 thang 10 nam 1998 ctua Bo Lao dong -
Thwong binh va Xa hoi huéng dan b sung Thong tu sb 16/LDTBXH-TT ngay 05 thang 9 nim
1996 cua Bo Lao dong - Thuong binh va X& hoi vé viée tuyén lao dong.

Trong qué trinh thue hién, ¢6 gi vudng méc, dé nghi phan anh kip thoi vé Bo Lao dong - Thuong
binh va X& hoi dé nghién ctru, giai quyét.

MAU SO 1: Ban hanh kém theo Thong tu s6 20/2003/TT-BLDTBXH ngay 22/9/2003 ctua Bo
Lao dong - Thuong binh va X3 hoi hudng din thi hanh Nghi dinh s 39/2003/ND-CP ngay
18/4/2003 cia Chinh phui vé tuyén lao dong.

CONG HOA XA HOQI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phuc

PHIEU PANG KY DU TUYEN LAO PONG
Kinh guri:
Tén t6i 1a (Viét chit in hoa): Bi danh:
Ngay sinh: Nam, Nii:
S6 chtrng minh thu nhan dan: Ngay cap:
Noi cdp chtng minh thu nhan dan:
S6 s6 lao dong: Ngay cap:
Noi cip Sb lao dong:
Ho khau thudng tr (*):
Dia chi dang ¢ (*):
bia chi bao tin (*):

Trinh d6 dao tao theo nghé hoic chuyén mén ki thuat:



Trinh d ngoai ngtr:

Sau khi nghién ctru ndi dung théng bao tuyén lao dong, Toi thay ban than c6 du diéu kién va tiéu
chuén dé ding ky du tuyén vao vi tri:

T6i xin gui cac gidy to kém theo Phiéu ding ky du tuyén nay, nhu sau:

1. Ban sao SO lao dong (khong c6 cong chimg); hodc so yéu 1y lich (d6i v6i ngudi chua duoc cip
S6 lao dong)

2. Ban sao vin bang, chimg chi (khong c6 cong ching);
3. Gidy kham strc khoe;
4. Cac gidy to khéc (theo yéu cau ctia ngudi st dung lao dong);

5. Cac gidy xac nhan thudc ddi twong wu tién khi dy tuyén lao dong va cac gidy to ¢6 lién quan
khéac.

T6i xin cam doan thuc hién ding cac quy dinh vé tuyén lao dong.
Nguoi dang ky du tuyén lao dong
(Ky va ghi 10 ho tén)

Ghi chl: (*) can ghi rd s6 nha; thon/to dan phd; xd/phudng/thi tran; huyén/quan/thi xa/thanh phd
thudc tinh; tinh/thanh phd truc thudc Trung wong.

MAU SO 2: Ban hanh kém theo Thong tu s6 20/2003/TT-BLDTBXH ngay 22/9/2003 ctua Bo
Lao dong - Thuong binh va Xa hoi hudng din thi hanh Nghi dinh sé 39/2003/ND-CP ngay
18/4/2003 ctia Chinh phu vé tuyén lao dong.

CONG HOA XA HQI CHU NGHIA VIET NAM
Poc 1ap - Tu do - Hanh phic

SO YEU LY LICH



Chtng minh thu NhAN AN S8: ...t
CAD I et e e e e eee e sen e enanes
NQAY.... t(RANG..... NAML.....oiiiiiiicce ettt

Khi can DA0 tin Cho @17 & QAU .....eeeeeeeeeeeeeeeeee e eeeeeeeeeeeeeeeeenenenennees



HO VA TEN ANH CHI EM RUOT



(Ghi 13 ho tén, tudi, chd & va nghé nghiép, noi cong tac, thai do chinh tri cta tirng ngudi)

HO VA TEN CAC CON
(Ghi 13 ho tén, tudi, chd ¢ va nghé nghiép, noi cong tac, thai do chinh trj cta timg nguoi)



QUA TRINH CONG TAC CUA BAN THAN

Tir thang nam dén thang nim Lam cong tac gi O dau Gitr chtrc vu gi

KHEN THUONG VA KY LUAT

LOI CAM POAN

T6i xin cam doan nhitng 10i khai trén 1a dung su that, néu c6 diéu gi khai man t6i xin chiu trach
nhiém hoan toan.
Xac nhan cua Thu truong don vi, Cha tich Uyban ... , ngay.... thang... ndm....
nhan dan xa, phuong, thi tran ) )
Nguoi khai ky tén

..... ,ngay..... thdng.... ndm...

(ky va ghi 15 tén, dong dau)
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MAU SO 3. Ban hanh kém theo Théng tu sb 20/2003/TT-BLDTBXH ngay 22/9/2003 cua B
Lao dong - Thuong binh va Xa hoi huéng dan thi hanh Nghi dinh s6 39/2003/ND-CP ngay
18/4/2003 ciia Chinh phu vé tuyén lao dong.

TEN PON VI CONG HOA XA HOI CHU NGHIA VIET NAM

S:.../TB Doc lap - Tu do - Hanh phic

THONG BAO DANH SACH LAO BPONG PA TUYEN
Kinh gtri: S¢ Lao dong - Thuong binh va Xa hQi.......cccceceevueeiennnne.

(hoic Ban Quan 1y khu cong nghiép, khu ché xuét, khu cong nghé cao)

Thuong binh va Xa hoi huéng dan thi hanh Nghi dinh s6 39/2003/ND-CP ngay 18/4/2003 ctia
Chinh phii vé tuyén lao dong, don vi chung t6i xin thong bao danh sich lao dong di tuyén dugc
tir ngdy... thang... nam... &én ngay... thang... ndm...., nhu sau:

STT Ho va tén Trinh d6 dao tao theo nghé | Vi tri cong| Tuyén thong qua T6 chirc
hodc chuyén mon, ky thuat viéc gidi thiéu viée lam

LANH BPAO PON VI
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(Ky va ghi 1o ho tén)
Noi nhan:

- Nhu trén;

- Luu....

MAU SO 4. Ban hanh kém theo Thong tu sd...../2003/TT-BLDTBXH ngay..../..../2003 ctua Bo
Lao dong - Thuong binh va Xa hoi huéng dan thi hanh Nghi dinh s6 39/2003/ND-CP ngay
18/4/2003 ciia Chinh phu vé tuyén lao dong.

TEN PON VI CONG HOA XA HOI CHU NGHIA VIET NAM

Sé:..../TB Doc 1ap - Tu do - Hanh phuc

BAO CAO TINH HINH SU DUNG LAO 6 THANG PAU NAM (HOAC NAM) VA DU KIEN
TUYEN LAO BPONG 6 THANG CUOI NAM (HOAC NAM)

Kinh gtri:

- S¢ Lao dong - Thuong binh va Xa hi......cccceevveeverennennen.

(hoic Ban Quan 1y khu cong nghiép, khu ché xuét, khu cong nghé cao)
=BO, NgANh ..o

Don vi: Nguoi

STT Noi dung S6 lugng | Trong d6: S6 lao dong da| Ghi chu
qua dao tao

| [Tong sb lao dong c6 mat dau ky:

Tr. do: nir

Il [S6 lao dong ting, giam trong ky:

1 |S6 lao dong tang trong ky:

Trong do: nit:

2 IS4 lao dong giam trong ky:
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a [Nghi huong ché d6 huu tri:
Trong do: nir:
b [Théi viée, mat viéc lam:
Trong do: nii:
C [Sa thai do ky luét lao dong:
Trong do: nii:
d |Ly do khéc:
Trong do: ni:
11l [S6 lao dong c6 mit cudi ky
Trong do: ni:
1 |Phan theo hop dong lao dong:
a [S6 nguoi ky hop dong lao dong khong
xac dinh thoi han:
Trong do: nit:
b [S6 nguoi ky hop dong lao dong xac dinh
thot han tir 1 - 3 nam:
Trong do: nir:
¢ [S6 nguoi ky hop dong lao dong dudi 1
nam:
Trong do: nir:
2 |Phén theo tinh trang viéc lam:
a [S6 nguoi co viée lam:

Trong do: nit:
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b IS nguoi khong c6 viée lam:

Trong do: nir:

IV [Dy kién tuyén lao dong cia ky sau:

1 Téng s

Trong do: ni:

2 [Phén theo hop dong lao dong:

a [S6 nguoi ky hop dong lao dong khong
xac dinh thoi han:

Trong do: nit:

b |S6 nguoi ky hop dong lao dong xac dinh
thoi han tir 1 - 3 nam:

Trong do: ni:

¢ [S6 nguoi ky hop dong lao dong dudi 1
nam:

Trong do: nir:

3 [Hinh thirc tuyén:

a [Ty tuyén:

b [Thong qua to chirc gidi thidu viéc 1am:

LANH BAO BON VI
(Ky va ghi rd ho tén, dong dau)

Ghi chi: Pon vi thanh vién cta cac tong cong ty, cong ty, lién hiép & trén dia ban cua tinh, thanh
phd nao thi bao cao vé S¢ Lao dong - Thuong binh va X4 hoi dia phuong do.
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MAU SO 5: Ban hanh kém theo Thong tu s6 20/2003/TT-BLDTBXH ngay 22 thang 9 nam 2003 cua By Lao dong - Thuong binh va
X@ hot hudng dan thi hanh Nghi dinh s6 39/2003/ND-CP ngay 18/3/2003 cua Chinh phu vé tuyén lao dong.
SO LAO PONG - THUONG BINH VACONG HOA XA HOI CHU NGHIA VIET NAM

XA HOI Doc 1ap - Tu do - Hanh phuc
TINH, THANH PHO:......ooooorirrienn.
SO, /BC
BAO CAO TINH HINH SU DUNG LAO DBONG 6 THANG DAU NAM.......... (HOAC NAM.............. )
VA DU KIEN 6 THANG CUOI NAM................... (HOAC NAM................ )
ST |[Tén don|Tinh hinh str dung lao dong 6 thang daunim......... (hoacnam....... ) Du kién tuyén lao dong cudi nam ... (hoac
T |vi nam..... )
Tong s6[SO lao dong ting giam trong ky S6 lao dong c6 mat cudi ky T6 [Tr. [Trong do
{lao ng (do
dong co sO i
mat dau
ky
To6 [Tr. [SO 120/S6 lao dong giam T6 [Tr. [Hop dong lao dong Chia theo loailLao dong|Hinh
ng |d6 [dong tang ng |do hop dong laojdd  qualthirc
SO nit SO nit dong dao tao  [tuyén
S6 [Tr. [S6 [Trong d6 [Khong [Tu  1-Mua vu, [Khong [T 1 -[T6 [Tr [Tu [Thén
flao |do |[lao Xac 3nam [theo cOng Xac Bnam |ng [d6 [tuy |g
dong Intt  |dOng dinh viéc dudi dinh sd it [én Jqua
tang giam thot han 1 ndm thot han TTG
Nghi [Thoi  [Sa thai|Ly T6 [Tr. [T6 [Tr. [To [Tr. To6 [Tr. [To [Tr. TVL
huu [viée, [do kyldo ng |d6 |ng |do Ing |do ng |do |ng |do
mat [luat |khé s6 Intr |s6 |t |6 |nd s6 Intr |s6 |nir
viéc [lao C
flam  |dong
1 2 3 4 b 6 7 8 ¢ 10 11 |12 |13 |14 |15 |16 |17 |18 |19 |20 [21 |22 |23 24 |25 |26 |27 |28 |29
[DNNN:
Trung
rong
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quan ly
1
DP quan
ly
1
IDN khac
| [Von BT
nudc
ngoai
1
Il |Tu nhan
1
Il {C6 phan
1
IV |Cac  to
chuc
khéc
1
Tong X X [k [x
cong
...... , ngay....... thang..... nam...........
Giam doc

(Ky tén, dong dau)



(Ghi chl: - Pon vi thanh vién cia cac tong cong ty, cong ty, lién hiép & trén dija phuong nao thi béo co theo dia phuwong d6)
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