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Checklist nhan su cho cong ty

moOi thanh lap

Nhitng viéc phdi lam va nén lam vé nhdn su, tir trudc khi tuyén nguoi dau tién

dén khi cong ty Ion dan, kem cdn cit phdp ludt cho ttrng muc.

Danh cho
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Danh cho ai va cach dung

Checklist nay liét ké nhirng viéc nhan sy mot cong ty méi phai lam va nén lam, theo tirng giai doan, twr truvéc khi

tuyén nguoi dau tién dén khi cong ty Ién dan.
Pham vi phién ban 1:
e Congty TNHH, cd phan hoac doanh nghiép tw nhan, dwéi 50 lao dong.

e Nganh nghé théng thwdng: van phong, thwong mai, dich vu, cong nghé. Khdéng &p dung day dd cho nganh
nang nhoc, doc hai hodc c6 yéu cau an toan lao dong nghiém ngat.

e Khong c6 lao dong nwéc ngoai. Thué nguoi nudc ngoai c6 thém thd tuc gidy phép lao dong riéng.

Cach doc méi muc:
. - luat yéu cau, bd qua cé thé bi phat.
e Nenlam :|uat khdng bat budc nhwng gidp lam dang va gilr chan nguoi.

o : da biét viec nay phai lam va luat nao quy dinh, nhung chi tiét (s6 gio, digu kién, s8 digu)

chwa déi chiéu duwgc toan van. Hay mé van ban dugc trich dé xac nhan triwde khi &p dung.

e MO&i muc bat budc ghi can c (diéu, luat) dé ai cling kiém tra lai dwoc.

Lwu y: Day la tai lieu tham khdo chuyén mon nhan sw, khong thay thé tw van phéap ly. Moi muc déu ghi diéu,
khoan va s6 hiéu van ban lam can ct, da doi chi€u hiéu lwc ngay 16/10/2026 (xem danh muc van ban & cubi).

Néu ban thay diém nao chwa chinh xac hoac luat da thay doi, hdy do theo can cr da ghi va bao lai dé cap nhat.

Giai doan 1 — Trudc khi tuyén ngwoi dau tién

Trong 30 ngay dau hoat dong, cong ty phai lap s6 quan Iy lao dong va bao dam da khai trinh viéc st dung lao
déng. Trwde khi trd lvong, can cé thang bang lvong va ndm mikc lvong t6i thi€u vang.

) Khai trinh viéc stir dung lao dong. Cong ty dang ky thanh lap qua Cong théng tin quéc gia vé
dang ky doanh nghiép va da khai s6 lao dong trong ho so thi khong phai khai trinh riéng: thong tin duoc
chuyén lién thdng sang co quan lao déng. Chi can kiém tra so lao dong da khai la ding. Té chirc khong di
qua kénh nay thi phai khai trinh trong 30 ngay ké tr ngay bét dau hoat dong. Khéng khai trinh bi phat 1-3

triéu déng (t6 chirc gap doi). Can ci: Pigu 12 B6 luat Lao dong 2019; khoan 1 Biéu 4 Nghj dinh 145/2020/ND-CP; Nghi

dinh 122/2020/NB-CP vé lién théng thu tuc (ngudn); khodn 1 Biéu 11 Nghj dinh 283/2026/ND-CP.

0O Lap s6 quan ly lao déng (gidy hoac dién tir) trong 30 ngay ké tir ngay bét dau hoat dong, dé tai

tru s& hodc chi nhanh. Ghi thdng tin tirng nguoi tir ngay dau di lam: hop dong, lwvong, BHXH, nghi phép, lam

thém gir, ky luat. Khéng Iap s hoic Iap tré bi phat 5-10 triéu dong. Can ci: Piéu 12 Bé luat Lao dong 2019; Biéu

3 Nghi dinh 145/2020/NB-CP; khoan 2 biéu 11 Nghi dinh 283/2026/ND-CP.
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0O Xac dinh mirc lwong t6i thiéu viing noi ngudi lao dong lam viéc (bang dwéi). Lwong tra theo
tuan, ngay, san pham hay khoan, khi quy déi ra thang hoac gio, cling khong dwoc thdp hon mirc nay. Tra
duwéi mire t6i thi€u bi phat 20-30 triéu dong (1-10 lao dong) hoac 30-50 triéu dong (11-50 lao déng), t6 chirc
gap dbéi. Can cw: Pigu 3, 4 Nghi dinh 293/2025/NB-CP, hiéu luc ttr 01/01/2026; khodn 3 Piéu 23 Nghi dinh 283/2026/NP-
CP.

O Xay dwng thang lwong, bang lwong va dinh mire lao ddng, tham khao y kién t6 chirc dai dién
nguwoi lao dong néu co, va cong bo cdng khai tai noi lam viéc trwée khi ap dung. Tlr 2021 khéng phai
dang ky hay gtri thang bang lwong cho co quan nha nwéce. Khdng xay dwng hoac khéng céng bo bi phat 5—
10 triéu dong. Can ct: Pieu 93 B6 luat Lao dong 2019 (ngudn); khodn 1 Bigu 23 Nghj dinh 283/2026/ND-CP.

() Nenlam  Chon loai hop déng sé dung. Luét chi c6 hai loai: khdng xac dinh thoi han, va xac dinh thoi han
t6i da 36 thang. Hop dong xac dinh thdi han chi ky thém dwoc moét lan; 1an sau phai la khéng xac dinh thoi
han. Khéng con "hgp dong thoi vu" hay "hgp ddng cdng tac vién" dé tranh dong bao hiém. Can cd: bigu 20 Bo
Juat Lao déng 2019.

(J nNeénlam  Can nhdc dung hop dong lao dong dién tie. Hop dong dién tir giao két dung quy dinh c6 gia tri
phap ly nhw hop dong gidy. Can cu: Nghi dinh 337/2025/NB-CP, hiéu luc tir 01/01/2026.

(J nenlam Pang ky giao dich dién tlr véi co quan BHXH va chon phan mém ké khai, dé san sang dang ky
bao hiém cho nhan vién dau tién trong han 30 ngay (xem Giai doan 3).

Mtrc Iwong t6i thiéu viing tir 01/01/2026

Vung Theo thang (dong) Theo gi¢ (dong) Vi du dia ban

| 5.310.000 25.500 Céac phuong ndi thanh Ha N6i, TR.HCM
1l 4.730.000 22.700 Cac phuong, xa con lai ctia Ha Noi

1l 4.140.000 20.000 Mot sb x& ngoai thanh TP.HCM

\YJ 3.700.000 17.800 Cac dia ban con lai

Danh séach dia ban theo 34 tinh, thanh sau sap nhap ndm trong phu luc Nghi dinh 293/2025/NB-CP (tra ctru). Hay
tra dang phudng, xa noi ngudi lao dong lam viéc.

Giai doan 2 — Khi tuyén dung
Khi tuyén, cong ty phai néi that vé cong viéc va quyén lgi, khéng phan biét doi xtr, va tlr 01/01/2026 phai bao vé
dir liéu ca nhan cda &ng vién.

(] nNenlam  Viét md ta cong viéc cho tirng vi tri: nhiém vu, két qué can dat, yéu cau bat budc va wu tién,
khoang lrong. Day la nén dé viét tin tuyén dung, phdng van va danh gia thir viéc.

0O Tin tuyén dung khéng phan biét déi xtr. Khong dua ra didu kién vé gi6i tinh, dan toc, ton giao,
tinh trang hon nhan, mang thai... khi khdng lién quan dén yéu cau céng viéc. Can c: Piéu 8 B6 luat Lao déng
2019 (hanh vi bi cdm).
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Chi thu thap thong tin tng vién phuc vu trwe ti€p cho tuyén dung, khong hoi qua mirc hodc
khong lién quan. Dung cho muc dich khac phai dwoc (rng vién dong y. Can cu: bigu 25 Luét Bo vé di liéu ca
nhéan 2025, hiéu luc tir 01/01/2026.

X6a hoic hily hd so cua trng vién khong triing tuyén, trir khi hai bén cé thoa thuan khac (vi du
(rng vién dong y dé cong ty lwu hd so cho dot sau). Can cu: Pieu 25 Luat Bao vé di liéu ca nhan 2025.
Néenlam Phdng van theo b cau hai c6 dinh cho tirng vi tri, chdm di€ém theo tiéu chi trong mé ta céng

viéc, ghi lai két qua. Cach nay gitp so sanh céng bang va c6 bang chieng khi can giai thich.

Cung cép thdng tin trung thwe cho tng vién trwde khi ky hop déng: cong viéc, dia diém, digu
kién lam viéc, thoi gior lam viéc va nghi ngoi, an toan lao dong, tién lwong va cach tra, bao hiém, quy dinh
bdo mat. Can cu: biéu 16 B6 luat Lao déng 2019.

Nenlam G thw m&i nhan viéc bang email ghi rd: vi tri, ngay bat dau, thdi gian va lwong thir viéc, lvong
chinh thirc, gidy t& can mang theo, han xac nhan. Thw nay tranh hi€u Iam vé nhirng gi da hira.

Khéng thu tién dét coc, khdng gitr ban chinh gidy to tiy than, vin béing, ching chi clia
nguoi lao dong. Chi nhan ban sao. Can cw: Biéu 17 B6 luat Lao déng 2019.

Giai doan 3 — Khi nhan vién vao lam

Trwéc ngay dau tién phai cé hgp dong bang van ban; trong 30 ngay ké tir khi nhan vién thudc dién déng bao
hiém, phai ndp h6 so BHXH cho ho.

Thtr viéc
0O Thtr viéc ding thi han toi da, chi mot lan cho mét cong viéc: 180 ngay véi ngudi quan ly doanh

nghiép; 60 ngay véi cong viéc can trinh dd cao dang trd 1én; 30 ngay véi trinh dd trung cdp, cong nhan kj
thuat, nhan vién nghiép vu; 6 ngay lam viéc véi cong viéc khac. Hop déng dwéi 1 thang thi khéng dworc thir
viéc. Thir viéc qua han hoac qua mét lan bi phat 2-5 triéu dong. Can cu: Bigu 24, 25 Bo luat Lao dong 2019; Piéu
16 Nghj dinh 283/2026/ND-CP.

O Lwong thir viéc it nhat 85% mirc long clia cong viéc dé. Vi 85% tinh trén lwong cong viéc (von

khong dwoc thap hon lwong t6i thi€u vung), lwong thir viéc cé thé thap hon lwong téi thi€u vung. Vi du ving
I: khdng du6i 4.513.500 dong. Can cu: Bigu 26, 90 B luat Lao dong 2019 (ngudn).

O Thong bao két qua thir viéc khi két thic. Pat thi tiép tuc hop déng hodc ky hop dong lao dong;

khong dat thi cham dit. Khdng thong bao bi phat 0,51 triéu ddng. Can ci: Piéu 27 B6 luat Lao dong 2019; Pigu
16 Nghi dinh 283/2026/NB-CP.

Nénlam  Quyét dinh cach ghi thir viéc vi né anh hwéng dén BHXH. Ky hop dong thir viéc riéng thi
thoi gian thir viéc khéng dong BHXH bat budc. Ghi thir viéc ngay trong hop dong lao dong thi phai dong tir
ngay dau. Can cu: khoén 5 Diéu 3 Nghi dinh 158/2025/ND-CP (ngudn,).

Hop dong va ho so
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0O Ky hop dong lao dong bing vin ban (gidy hoac dién tt) treéc khi nhan ngudi vao lam. Chi hop
dong dudi 1 thang mai dugce thoa thuan bang 1&i noi, trir mot s6 tridng hop luat loai trir. Khéng ky hop dong
ba&ng van ban bi phat 2-5 triéu dong (1-10 lao déng) hodc 5-10 triéu dong (11-50 lao dong). Can cu: Piéu 14
B0 luat Lao dong 2019; khodn 1 biéu 15 Nghi dinh 283/2026/ND-CP.

0O Hop déng c6 di ndi dung chi yéu: thong tin hai bén, cong viéc va dia diém, thoi han, lwong va
phu cép, hinh thirc va ky han trd lwong, ché dé nang lwong, thoi gio lam viéc va nghi ngoi, trang bi bao ho,
BHXH/BHYT/BHTN, dao tao. Can c: Piéu 21 Bo luat Lao dong 2019.

(J neniam  Thu hd so nhan vién bang ban sao: cin cuéc, bing cép, gidy kham strc khoe, thong tin ngudi
phu thudc (néu dang ky gidm trir gia canh), sé tai khoan nhan luong. Chi thu thong tin can cho cong viéc, git
dung thoi han luat dinh hodc thoa thuan, va cap nhat vao s6 quan ly lao déng. Cén cu: bigu 25 Luat Bao vé div

liéu ca nhan 2025.
Bao hiém va thué

O NOp hd so tham gia BHXH, BHYT, BHTN trong 30 ngay ké tir ngay ngudi lao dong thudc doi
twong bat budc. B6i twgng gdom ngudi co hgp dong khdng xac dinh thoi han hodc tir da 1 thang tré 1én, ké
ca lam ban thoi gian néu lwong thang tir mrc thap nhat lam can c doéng tré 1én. Khdng dang ky hoac dang
ky sai bi phat 5-10 triéu ddng (1-50 lao dong); qua 60 ngay ma van chuwa dang ky thi bi xt Iy nhw cham dong
hodc trén dong. Cén cu: khoén 1 Diéu 2, khoan 1 Piéu 28, Piéu 38 Luat Bao hiém xa hdi 2024 (hiéu luc 01/7/2025);
khoén 2 Piéu 12, Biéu 43, 44 Nghij dinh 283/2026/ND-CP.

O Khau trir thué thu nhap ca nhan khi tra lwong. Nhan vién cé hop déng tlr 3 thang: tinh theo
biéu 0y ti€én sau giam trlr gia canh. Nguwoi khong cé hop déng hodc hop dong dwéi 3 thang: khau trlr 10%
khi tra tlr 5 triéu déng/lan (tlr 01/7/2026, trwdc do la 2 triéu). Xem mdrc giam trir va bi€u thué & Giai doan 4.
Can ct: Luat Thué TNCN s6 109/2025/QH15; biéu 50 Nghij dinh 253/2026/ND-CP; Théng tw 87/2026/TT-BTC (ngudn).

An toan va dén ngwoi méi

RIS RTIE Nl Hudn luyén an toan, vé sinh lao déng cho ngwei méi trwée khi giao viéc, lwu
lai danh sach da huén luyén. Thoi lvong, ndi dung va viéc cong ty tw huan luyén cho nhan vién van phong
(nhém 4): tra trong Nghi dinh 44/2016/ND-CP. Can ct: Biéu 14 Luét An toan, vé sinh lao dong 84/2015/QH13; Nghj
dinh 44/2016/ND-CP (stra déi béi 140/2018/NP-CP).

(J nNenlam  Chwong trinh don ngwdi méi 30-60-90 ngay: chuén bj chd ngdi va tai khoan tre¢c ngay dau,
giao ngudi hwédng dan, hen trao déi cudi tuan dau, thang dau va trude khi hét thir viéc. Ngudi méi dwoc don
chu dao thudng & lai lau hon.

Giai doan 4 — Van hanh hang thang va hang nam

M®bi thang cong ty tra Iwong kém bang ké va dong bao hiém cham nhat ngay cudi ciing ctia thang sau. Mdi nam
¢6 hai lan bao céo lao dong (trwéc 05/6 va 05/12) va mot lan quyét toan thué.

Hang thang

O Tra lwong diang ky han trong hop dong, kém bang ké tra lwong ghi r6 lwvong, lam thém gio,
cac khoan khau trir. Can cw: biéu 95 B6 luat Lao déng 2019.
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0O Gitr gior lam viéc va lam thém trong gi®i han: binh thwdong khéng qua 8 gio/ngay va 48
gi¢’/tuan; lam thém phai duoc nguoi lao dong dong y, khdng qua 40 gid/thang va 200 gio¢/nam (mot sé nganh
dwoc 300 gi0). Can cut: bigu 105, 107 Bo luat Lao dong 2019.

O Tra lwong lam thém gid it nhat 150% ngay thudng, 200% ngay nghi hing tuan, 300% ngay |8,
TEt. Can cu: biéu 98 BO luat Lao dong 2019.

0O Déng BHXH, BHYT, BHTN cham nhét ngay cudi ciing clia thang tiép theo. Cham déng bi tinh
thém 0,03%/ngay trén s tién cham, va cé thé bi phat 12—15% s0 tién cham déng. Mcrc lwong dong toi da
béng 20 lan mdrc tham chi€u. Can cw: Bigu 31, 34, 40 Luat Béo hiém x& hoi 2024; Piéu 43 Nghi dinh 283/2026/NP-CP

(ngudn).

O DPoéng kinh phi céng doan 2% quy tién lvong lam cin ctr dong BHXH, hang thang cuing lic
déng BHXH, cham nhét ngay cudi cuing clia thang sau. Céng ty chua cé cong doan co s& van phai dong,
ndp cho céng doan cap trén (Lién doan Lao dong tinh, thanh) theo hwéng dan dia phuong. Day la tién cong
ty déng, khéng trtr vao lwong nhan vién. Can ct: biéu 29 Luat Cong doan 2024 (stra d6i 2025); Biéu 4 Nghi dinh
105/2026/NB-CP (ngudn).

Ty Ié dong bao hiém bat budc (ngwdi lao ddéng Viét Nam)

Cobng ty dong Nhén vién dong
BHXH — huwu tri, ttr tuat 14% 8%
BHXH — ém dau, thai san 3% 0%
BHXH — tai nan lao dong, bénh nghé nghiép 0,5% 0%
Bao hiém y t& 3% 1,5%
Bao hiém that nghiép 1% 1%
Téng 21,5% 10,5%

Nguén: LuatVietnam — Ty Ié déng BHXH nam 2026. Cong thém 2% kinh phi cdng doan, tdng chi phi bt budc clia cong
ty la khoang 23,5% trén lwong dong bao hiém.

Thué thu nhap ca nhan tir tién lwong (ap dung tir ky tinh thué 2026)

Giam trir gia canh: 15,5 triéu déng/thang cho ban than va 6,2 triéu déngl/thang cho méi ngudi phu thudc.

Thu nhép tinh thué/thang Thué suét
1 Dén 10 triéu 5%
2 Trén 10 dén 30 triéu 10%
3 Trén 30 dén 60 triéu 20%
4 Trén 60 dén 100 triéu 30%
5 Trén 100 triéu 35%
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Can cu: Nghi quyét 110/2025/UBTVQH15 (giam trtr gia canh, hiéu luc 01/01/2026, ap dung tir ky tinh thué 2026 — ngudn); Luat
Thué TNCN sb 109/2025/QH15, hiéu luc 01/7/2026, ap dung cho thu nh@p tir ti€én long tir ky tinh thué 2026; Nghi dinh
253/2026/NP-CP (ngudn). Tién an gitra ca dwoc mién thué dén 1,2 trieu dong/ngudi/ithang tir 01/7/2026. Ngudi phu
thudc phai c6 thu nhap binh quan khéng qua 3 triéu dong/thang (Théng tw 87/2026/TT-BTC).

Mrc giam trir méi dugc ap dung ngay khi khau trir thué hiing thang tir thang 01/2026 hay chi

khi quyét toan cudi nam: tra Nghi quyét 110/2025/UBTVQH15 va hwéng dan clia co quan thué.
Hang nam

0O Bao cao tinh hinh thay déi lao déng trwdc 05/6 (6 thang dau nam) va trudc 05/12 (ca nam), giri
S& Noi vu qua Céng Dich vu céng Quéc gia theo Mau 01/PLI. Khong béao céo bi phat 510 triéu déng. can cu:
Diéu 12 B6 luat Lao déng 2019; khoan 2 Biéu 4 Nghi dinh 145/2020/NB-CP, stra doi béi Nghi dinh 35/2022/ND-CP (ngudn);
khoan 2 biéu 11 Nghj dinh 283/2026/ND-CP.

0O Quyét toan thué TNCN thay cho nhan vién da y quyén va cap ching tir khau trir thué: mdi ndm
mot chirng tlr cho nguoi c6 hop dong tlr 3 thang (trlr ngudi da ay quyén quyét toan). Can cu: Biéu 24 Nghj dinh
254/2026/ND-CP.

O T6 chirc d6i thoai dinh ky tai noi 1am viéc it nhat méi ndm mat [an gitra cong ty va dai dién
nguoi lao ddong. Khéng t6 chirc bi phat 5-10 triéu dong. Cén ci: Bigu 63 Bo luét Lao dong 2019; Piéu 21 Nghi dinh
283/2026/ND-CP.

O Kham strc khée dinh ky cho nguoi lao dong it nhat mdi ndm mot 1an, ké ca ngudi dang thir viéc.

T 01/7/2026 dung mau gidy kham méi; lao déng nir cé thém kham phu khoa. Can ci: Piéu 21 Luat An toan, vé
sinh lao déng 2015; Théng tw 32/2023/TT-BYT stra d6i b&i Thong tw 25/2026/TT-BYT (ngudn).

0O Huan luyén lai an toan, vé sinh lao dong it nhat méi nam mat [an. Can cu:

Nghi dinh 44/2016/ND-CP.

O Bao dam 12 ngay nghi phép niam hwéng nguyén lwong cho ngudi lam da 12 thang trong diéu
kién binh thwong, va 11 ngay nghi I&, Tét hwdng nguyén lwong: Tét Dwrong lich 1, Tét Am lich 5, Gié T
Hung Vuong 1, 30/4 1, 1/5 1, Qubc khanh 2. Can c: Pigu 112, 113 B6 luét Lao dong 2019.

Giai doan 5 — Khi cong ty 16n dan

M6c quan trong nhét véi cong ty dwdi 50 nguwdi la 10 lao ddng: tir day ndi quy lao dong phai bang van ban va
phai dang ky. Mot s6 viéc khac ap dung ngay tir nguoi lao dong dau tién.

T ngwoi lao dong dau tién

CEGNCLENEU RN B tri nguwdi lam cong tac an toan, vé sinh lao déng (ban chuyén trach, kiém
nhiém). S6 ngwoi, tiéu chuan trinh d6 va tredng hop chi doanh nghiép nho tw dam nhiém: tra trong van ban
gbc. Can cw: Pieu 72 Luét An toan, vé sinh lao déng 84/2015/QH13; Piéu 36 Nghj dinh 39/2016/NB-CP.

O C6 ndi quy lao dong va théng bao cho ngwdi lao ddng. DuGi 10 ngudi thi khong bét budc
bdng van ban va khéng phai dang ky; cé thé thdéa thuan ndi dung ky luat lao ddng va trach nhiém vat chét
trong hgp dong. Khong thong bao hodc khdng niém yét ndi dung chinh ctia ndi quy bi phat 1-3 triéu dong.
Can cw: biéu 118 B¢ luat Lao déng 2019; khoan 1 biéu 25 Nghj dinh 283/2026/NB-CP.
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https://luatvietnam.vn/tin-van-ban-moi/chinh-thuc-nang-muc-giam-tru-gia-canh-len-155-trieu-thang-ap-dung-tu-ky-tinh-thue-2026-186-104778-article.html
https://thuvienphapluat.vn/ma-so-thue/phap-luat-thue/9-diem-moi-quan-trong-ve-thue-tncn-tu-ngay-0172026-theo-luat-thue-tncn-2025-nghi-dinh-2532026ndcp-v-227962.html
https://ebh.vn/tin-tuc/bao-cao-tinh-hinh-su-dung-lao-dong
https://thuvienphapluat.vn/lao-dong-tien-luong/quy-dinh-ve-noi-dung-kham-suc-khoe-dinh-ky-tu-ngay-0172026-62455.html

(]  Buoc mién khi dui 10 nguoi - Can tw kiém ching s6 dieu  HOi nghi ngwei lao dong va quy ché dan chi & co sé.
Cong ty dwéi 10 lao dong khdng phai to chirc hoi nghi nguoi lao déng va khong phai ban hanh quy ché dan
chd. Van phai déi thoai dinh ky (Giai doan 4). Can ct: Nghi dinh 145/2020/NB-CP, khoan 4 Piéu 114 theo Thu vién

Phép luat; c6 ngubn dan Diéu 45, can mé toan van dé ghi ding sé diéu.
Ttr 10 lao dong tr& Ién

) Ban hanh ndi quy lao ddng bang vin ban, c6 ndi dung vé phong, chéng qudy rdi tinh duc tai noi
lam viéc va tham khao y kién td chirc dai dién ngudi lao dong néu cd. Can ci: Bigu 118 Bo luat Lao dong 2019.

0O Nop hd so ding ky ndi quy trong 10 ngay ké tir ngay ban hanh, cho S& Ndi vu noi dang ky kinh
doanh. Noi quy c6 hiéu luc sau 15 ngay ké tir ngay co quan nay nhan dd hd so. Khdéng c6 ndi quy bang van
ban hoac khong dang ky bi phat 5-10 triéu déng. Can ct: Piéu 119, 121 B6 luét Lao déng 2019 (ngudn); khoén 2
Diéu 25 Nghj dinh 283/2026/ND-CP.

d Ban hanh quy ché dan chi & co’ s tai noi lam viéc, ph6 bién cong khai cho nguoi lao dong,
va té chire hdi nghi nguwdi lao déng hang ndm. Can ci: Bigu 64 B6 luat Lao dong 2019; Piéu 47, 48 Nghj dinh
145/2020/ND-CP.

Khi c¢é to chirc dai dién ngwei lao dong (cong doan co’ s&)

0O Tham khao y ki€n t6 chirc nay khi xay dwng thang bang lvong, ndi quy lao dong va khi xt 1y ky
luét. Can cw: biéu 93, 118 Bo ludt Lao dong 2019.

Khi chuan bi vwot 50 lao déng

Phién ban nay chwa bao gom cac nghia vu tir 50 nguoi tré 1én, nhw bé phan an toan va y té I&n hon. Hay ra soat
lai toan bo trwée khi dat moc nay.

Béang quy dinh hay thay doéi

Khi luat d6i, chi can slra diing dong trong bang nay roi cap nhat cac muc lién quan.

Quy dinh Gia tri hién hanh ié an ba Hiéu luc tir

Lwong téi thiéu thang  5,31/4,73 /4,14 /3,70 Diéu 3 Nghi dinh 293/2025/Nb-CP 01/01/2026 Giai
vung I/ 1L/ IV triéu dong doan 1
Lwong t6i thi€u gio 25.500/22.700 / 20.000 / Diéu 3 Nghi dinh 293/2025/NDb-CP 01/01/2026 Giai
vang L/ 1L/ IV 17.800 dbng doan 1
bang ky thang bang Khong phai dang ky, chi biéu 93 B0 luat Lao dong 2019 01/01/2021 Giai
lwong cong bd cong khai doan 1
Lwong thir viéc toi 85% lwong cong viéc Diéu 26 B0 luat Lao dong 2019 01/01/2021 Giai
thiéu doan 3
D6i twong BHXH bét Hop dong tlr d0 1 thang, k€  Khoan 1 Diéu 2 Luat BHXH 41/2024/QH15  01/7/2025 Giai
budc ca ban thoi gian da mirc doan 3

lwong
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https://thuvienphapluat.vn/lao-dong-tien-luong/khi-nao-khong-phai-to-chuc-hoi-nghi-nguoi-lao-dong-2388.html
https://thuvienphapluat.vn/lao-dong-tien-luong/khi-nao-khong-phai-to-chuc-hoi-nghi-nguoi-lao-dong-2388.html
https://luatvietnam.vn/lao-dong-tien-luong/cong-ty-co-bat-buoc-phai-dang-ky-noi-quy-lao-dong-khong-562-97061-article.html

Quy dinh Gia tri hién hanh Hiéu lwc tir
Han ndép ho so BHXH 30 ngay Khoan 1 biéu 28 Luat BHXH 01/7/2025 Giai
41/2024/QH15 doan 3
Ty |é déng bao hiém 21,5% / 10,5% Diéu 33, 34 Luat BHXH 41/2024/QH15; 01/7/2025 Giai
(cdng ty / nhan vién) Luat BHYT,; Luat Viéc lam 74/2025/QH15 doan 4
Han dong BHXH va Ngay cudi cung cua thang Khoan 4 biéu 34 Luat BHXH 2025-2026 Giai
kinh phi cong doan sau 41/2024/QH15; Biéu 4 Nghi dinh doan 4
105/2026/NB-CP
Kinh phi cong doan 2% quy lwong dong BHXH Diéu 29 Luat Cong doan 50/2024/QH15 2025-2026 Giai
(stra d6i 2025) doan 4
Giam trlr gia canh 15,5/ 6,2 triéu dong/thang Nghi quyét 110/2025/UBTVQH15; biéu 10 Ky tinh thué Giai
(ban than / nguoi phu Luat Thué TNCN 109/2025/QH15 2026 doan 4
thudc)
Bi€u thué Iy tién tur 5 bac: 5% — 35% Luat Thué TNCN 109/2025/QH15 Ky tinh thué Giai
tien lvong 2026 doan 4
Ngu&ng khau trie T 5 triéu dong/lan Khoan 2 biéu 50 Nghi dinh 253/2026/Nb- 01/7/2026 Giai
10% thu nhap vang CP doan 3
lai
Han bao céo lao Trwéce 05/6 va trwde 05/12 Khoan 2 biéu 4 Nghj dinh 145/2020/ND- bang ap Giai
dong CP (stra d6i bdi 35/2022/ND-CP) dung doan 4
Ngay nghi I8, Tét 11 ngay/nam Diéu 112 BO luat Lao dong 2019 01/01/2021 Giai
huwédng lvong doan 4
Méc ndi quy bang Twr 10 lao dong Diéu 118, 119 B6 luat Lao dong 2019 01/01/2021 Giai
van ban, phai dang doan 5
ky
Mién hdi nghi ngu i Du@i 10 lao dong Khoan 4 biéu 114 Nghi dinh 145/2020/NDb-  01/02/2021 Giai
lao dong, quy ché CP doan 5
dan chu
Mcrc phat vi pham lao  Theo tirng hanh vi; t6 chirc Nghi dinh 283/2026/ND-CP (thay Nghi 10/9/2026 Toan
dong, BHXH gap doi ca nhan dinh 12/2022/ND-CP) bd

Céac muc dua trén B0 luat Lao dong 2019 (45/2019/QH14, hiéu lwc 01/01/2021) khéng ghi riéng trong bang vi it
thay doi.

Nguon da tra ctru

e Luwong toi thi€u viing cla 34 tinh, thanh tr 01/01/2026 — LuatVietnam
e Ty lé déng BHXH nam 2026 — LuatVietnam

e Diém m&i Luat BHXH 2024 doanh nghiép can chi y — LuatVietnam

e Ai phai tham gia BHXH bat buéc — Thu vién Phéap luat
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https://luatvietnam.vn/lao-dong-tien-luong/muc-luong-toi-thieu-vung-cua-34-tinh-thanh-tu-01-01-2026-562-103349-article.html
https://luatvietnam.vn/bao-hiem/ty-le-dong-bhxh-cua-doanh-nghiep-va-nguoi-lao-dong-563-100379-article.html
https://luatvietnam.vn/bao-hiem/diem-moi-cua-luat-bao-hiem-xa-hoi-2024-doanh-nghiep-can-chu-y-563-98541-article.html
https://thuvienphapluat.vn/lao-dong-tien-luong/ai-phai-tham-gia-bao-hiem-xa-hoi-bat-buoc-57748.html

e Han ndp ho so BHXH — Thu vién Phap luat

e Thir viéc c6 déng BHXH nam 2026 — Thu vién Phap luat

e Quy dinh thtr viéc — Thu vién Phap luat

e Hop dong lao dong dwéi 1 thang — Thw vién Phap luat

e Giao két hgp dong lao dong — Thu vién Phap luat

e S6 quan ly lao dong — Thu vién Phép luat

e BA&o cao tinh hinh st dung lao déng 2026 — eBH

e Kinh phi cong doan 2026 — Thw vién Phap luat

e 9 di€m m¢ithué TNCN tr 01/7/2026 — Thu vién Phap luat

e Luat Thué TNCN 2025 s6 109/2025/QH15 — Thu vién Phap luat
e NO&i quy lao déng — LuatVietnam

e Thang bang lvong, ndi quy — Luat Minh Khué

e Luat Bao vé dir liéu ca nhan 2025 trong tuyén dung — Bao Luat suv Viét Nam
e Hudn luyén an toan lao dong — LuatVietnam

e Diéu 36 Nghi dinh 39/2016/NB-CP — Hé théng Phéap luat

e Nghi dinh 283/2026/ND-CP — Thu vién Phap luat

Cac muc can ty kiém chirng

4 muc dwdi day da biét la phai lam va da ghi van ban quy dinh, nhwng chi tiét chwa déi chiéu dwoc toan van. Hay
m@ van ban duwoc trich dé xac nhan truwde khi ap dung.

() Ngweoi phu trach an toan, vé sinh lao dong ban chuyén trach: tiéu chuan trinh do, va trvong hop chi
doanh nghiép nhd tw ddm nhiém. Tra: Biéu 72 Luat An toan, vé sinh lao déng 84/2015/QH13; Piéu 36 Nghj dinh
39/2016/ND-CP.

(J Huan luyén an toan cho nhan vién van phong (nhém 4): thdi lwong t6i thi€u va viéc cong ty tw huan
luyén. Tra: Nghj dinh 44/2016/ND-CP (stra déi boi 140/2018/ND-CP).

() S6 diéu cua quy dinh mién hdi nghi ngwi lao déng va quy ché dan chu cho céng ty dwéi 10 ngwoi.
Tra: Nghi dinh 145/2020/NP-CP.

(] Thei diém ap dung mirc giam triv gia cdnh mi khi khdu triv thué hang thang. Tra: Nghj quyét
110/2025/UBTVQH15 va huéng dan cta co quan thué.
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https://thuvienphapluat.vn/lao-dong-tien-luong/mau-cong-van-giai-trinh-cham-nop-ho-so-bhxh-moi-nhat-2026-59852.html
https://thuvienphapluat.vn/lao-dong-tien-luong/nam-2026-thu-viec-co-dong-bhxh-khong-61515.html
https://thuvienphapluat.vn/lao-dong-tien-luong/duoc-thu-viec-toi-da-may-lan-doi-voi-mot-cong-viec-58816.html
https://thuvienphapluat.vn/lao-dong-tien-luong/hop-dong-lao-dong-duoi-1-thang-co-bat-buoc-phai-lap-thanh-van-ban-10236.html
https://thuvienphapluat.vn/phap-luat-doanh-nghiep/cong-viec-phap-ly/giao-ket-hop-dong-lao-dong-155.html
https://thuvienphapluat.vn/lao-dong-tien-luong/nguoi-su-dung-lao-dong-phai-lap-so-quan-ly-lao-dong-khi-nao-48145.html
https://ebh.vn/tin-tuc/bao-cao-tinh-hinh-su-dung-lao-dong
https://thuvienphapluat.vn/hoi-dap-phap-luat/bang-muc-dong-kinh-phi-cong-doan-2026-2-va-16-theo-nghi-dinh-105-ra-sao-138091116.html
https://thuvienphapluat.vn/ma-so-thue/phap-luat-thue/9-diem-moi-quan-trong-ve-thue-tncn-tu-ngay-0172026-theo-luat-thue-tncn-2025-nghi-dinh-2532026ndcp-v-227962.html
https://thuvienphapluat.vn/van-ban/Thue-Phi-Le-Phi/Luat-Thue-thu-nhap-ca-nhan-2025-so-109-2025-QH15-665870.aspx
https://luatvietnam.vn/lao-dong-tien-luong/cong-ty-co-bat-buoc-phai-dang-ky-noi-quy-lao-dong-khong-562-97061-article.html
https://luatminhkhue.vn/thu-tuc-dang-ky-noi-quy-thang-bang-luong-lao-dong.aspx
https://lsvn.vn/nha-tuyen-dung-chi-thu-thap-du-lieu-ung-vien-phuc-vu-cho-muc-dich-tuyen-dung-a160496.html
https://luatvietnam.vn/lao-dong-tien-luong/lao-cong-bao-ve-co-phai-huan-luyen-an-toan-lao-dong-562-20127-article.html
https://hethongphapluat.com/nghi-dinh-39-2016-nd-cp-huong-dan-luat-an-toan-ve-sinh-lao-dong/dieu-36
https://thuvienphapluat.vn/phap-luat/ho-tro-phap-luat/diem-moi-nghi-dinh-2832026ndcp-ve-xphc-trong-linh-vuc-lao-dong-bao-hiem-xa-hoi-tu-10092026-doanh-ng-282388.html

Danh muc van ban phép luat da doi chiéu

M®&i muc trong checklist d&u ghi diéu, khoan va tén van ban lam can ctr. Danh muc duéi day la toan bd van ban
da dai chiéu, kiém tra hiéu lwc ngay 16/10/2026. Néu phat hién sai, hdy do theo s6 hiéu va diéu khoan da ghi dé

stra.

Van ban ) hié Hiéu luc ttr Dung cho

B0 luat Lao dong 2019 (ban hop 45/2019/QH14 01/01/2021 Hop dong, thir viéc,
nhat 18/VBHN-VPQH nam 2026) lwong, gio lam, nghi, ndi

quy, déi thoai

Nghi dinh hwéng dan B6 luat Lao 145/2020/ND-CP (stra d6i bai 01/02/2021 S6 quan ly lao dong,
dong vé diéu kién lao dong va 35/2022/ND-CP) khai trinh, béao céo, dan
guan hé lao dong chd co s&

Nghi dinh lién théng dang ky 122/2020/ND-CP 15/10/2020 Khai trinh

doanh nghiép, khai trinh lao ddng,
ma don vi BHXH

Nghi dinh vé lvong t6i thi€u 293/2025/ND-CP 01/01/2026 Lwong t6i thi€u vung
Nghi dinh vé hop dong lao dong 337/2025/ND-CP 01/01/2026 Hop dong dién tor

dién tt

Luat Bao hiém xa hoi 2024 41/2024/QH15 01/7/2025 Ba6i twong, han dang ky,

ty 1&, han déng

Nghi dinh huéng dan BHXH béat 158/2025/ND-CP 01/7/2025 BHXH khi thtr viéc
budc

Luat Viéc lam 2025 74/2025/QH15 01/01/2026 Bao hiém that nghiép
Luat Cong doan 2024 (stra déi 50/2024/QH15 01/7/2025 Kinh phi cong doan
2025)

Nghi dinh vé kinh phi cong doan 105/2026/ND-CP 2026 Mtrc, han, noi ndp kinh

phi céng doan

Nghi quyét vé mirc gidm trir gia 110/2025/UBTVQH15 01/01/2026 Giam trtr gia canh
canh
Luat Thué thu nhap c& nhan 2025 109/2025/QH15 01/7/2026 (tien Bi€u thu€, giam tri
lwong: ky tinh thué
2026)
Nghi dinh, Théng tw huéng dan 253/2026/NB-CP; 254/2026/Nb-CP;  01/7/2026 Khau trir 10%, chirng
thué& TNCN 87/2026/TT-BTC tir, ngudi phu thudc
Luat Bao vé dir liéu ca nhan 2025 Piéu 25 01/01/2026 HO so (rng vién, nhan
vién
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Dung cho

Hiéu luc tr
Luat An toan, vé sinh lao déng 84/2015/QH13 01/7/2016
2015
Nghi dinh hwéng dan Luat An 39/2016/ND-CP; 44/2016/ND-CP 01/7/2016
toan, vé sinh lao dong (stra d6i b&i 140/2018/ND-CP)
Thong tw vé kham strc khoe 32/2023/TT-BYT (stra d6i boi 01/7/2026 (phan stra
25/2026/TT-BYT) dsi)
Nghi dinh x&r phat vi pham hanh 283/2026/NDB-CP 10/9/2026

chinh Iinh vuyc lao dong, BHXH

Pang dw thao - can theo dbi dé cap nhat phién ban sau

Huan luyén, kham strc
khée, nguoi phu trach
an toan

Nguwoi phu trach an
toan, huén luyén

MAau gidy kham strc
khée

Mtrc phat tirng muc

e Luat stra d6i, bd sung mét sé diéu cta Bo luat Lao dong: Uy ban Thuwong vu Quéc hdi cho y kién ngay
04/9/2026, du kién trinh Quéc hdi ky hop thir 2. Dy thao ¢ dé xuét thém ngay nghi |1é 24/11 (Ngay Van hoa

Viét Nam), nang tong lén 12 ngay (ngudn, nguon).

e Nghi dinh stra doi Nghi dinh 145/2020/ND-CP: dé xuat khai trinh theo Nghj dinh 168/2025/ND-CP vé déng
ky doanh nghiép va ndp bao céo lao dong qua nén tdng hgp dong lao dong dién t&r (nguon).

e Nghi quyét 66.18/2026/NQ-CP (ap dung 01/7/2026 — 28/02/2027): bd mdt so thil tuc vé to chirc huan luyén
an toan theo Nghi dinh 44/2016; khoéng thay d6i nghta vu hudn luyén ctia céng ty (ngudn).
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https://baochinhphu.vn/sua-doi-bo-sung-mot-so-dieu-cua-bo-luat-lao-dong-va-cac-luat-lien-quan-102260904153038285.htm
https://cafef.vn/de-xuat-bo-sung-ngay-nghi-le-huong-nguyen-luong-ngay-van-hoa-viet-nam-tu-nam-nay-188260805112220653.chn
https://luatvietnam.vn/tin-van-ban-moi/sap-sua-quy-dinh-ve-bao-cao-tinh-hinh-su-dung-lao-dong-tai-nghi-dinh-145-2020-186-110411-article.html
https://khoamoitruonghue.edu.vn/tin-tuc/nhung-thay-doi-quan-trong-ve-quy-dinh-phap-luat-trong-linh-vuc-an-toan-ve-sinh-lao-dong-tu-ngay-01-7-2026/

