MAU GIAY XAC NHAN CONG TAC CHUAN NHAT 2020

1. Mau giay xac nhan cong tac la gi?

Gidy xac nhan cong tac (hay con goi la gidy xac nhan qué trinh lam viéc, Pon xin
xac nhan céng tac) la van ban xac nhan, chirng minh thdi gian céng tac, lam viéc
cua moét ngwdi lao dong tai don vi.

Van ban nay dwoc dung véi nhiéu muc dich khac nhau nhw 1am visa, vay vén ngan
hang, chtrng minh tai chinh, du hoc,... giup cho ngu¢i lao dong dwgc hwdng
cac quyen lgi twong xrng voi thoi gian da cong hién cho co quan, don vi va doanh
nghiép.

Dac biét, khong it lao dong khi tim kiém cong viéc méi, nha tuyén dung yéu cau phal
c6 gidy xac nhan cong tac dé lam bang chirng chirng minh cho kinh nghiém cua
tng vién. Luc nay, gidy xac nhan cong tac 1a mét phan khdng thé thiéu trong hd so
Xin viéc.

2. Gidy xac nhan céng tac dung dé lam gi?

Tuy vao tirng dbi twong va muc dich s& dung cu thé ma gidy xac nhan cong tac sé
dam nhiém cac vai tro riéng. Diém chung Ién nhét gitra cac loai gidy xac nhan cong
tac nay chinh 1a d&m bao day du cac quyén loi ma ngudi lao ddng xirng dang dwoc
hwdng sau mét khoang théi gian cdng tac tai cac co quan, don vi. Tuy nhién, voi
nhirng muc dich st dung khac nhau thi cac mau gidy xac nhan cong tac ciing c6
nhirng ndi dung va yéu cau cu thé.

3. Piac diém, ndi dung cta don xin xac nhan cong tac

Trwéce hét 14 vé ndi dung, hau hét cac mau gidy xac nhan cong tac hién nay déu co
chung yéu cau vé ddm bao cac théng tin quan trong nhat vé nguoi lao déong nhw
thédng tin ca nhan, don vi cdng tac, ly do can xac nhan cdng tac va khdng can xac
nhan tién lwong hodc mic thu nhap khi lam viéc do yéu cau tinh bdo mat khéng qua
khat khe nhw xac nhan thu nhap.

Vé d&c diém trinh bay, mét mau xac nhan cdng tac chuan sé bao gdbm cac muc sau

day:

Qubc hiéu, tiéu nglr nwéc Viet Nam.

Tén van ban duoc ghi rd Gidy xac nhan céng tac (viét dam, in hoa, cin giira)

Tén bd phan nhan va xét duyét don.

Thdng tin c& nhan cta ngwdi lam don, bao gébm ho tén, ngay sinh, sé chirng

minh thw hodc thé can cwdc cong dan, sé dién thoai, don vi cong tac, chirc vu

cbng tac va thdi gian cong tac.

e NA&u rd ly do can xac nhan cong tac.

e Ky tén, dong dau, xac nhan cta bd phan phé duyét va chir ky ciia ngudi lam
don.

Béc biét, doi véi nhitng mau gidy xac nhan cong tac tai co quan Nha nwoc thi khi
viét hoac soan thao don, ban can chi y vé hinh thirc trinh bay va két cau dung theo



quy dinh. Con doi voi nhixng mau gidy xac nhan cong tac tai cong ty nwéc ngoai thi
ban nén viét bang tiéng Anh dé thé hién sy chuyén nghiép cta minh cling nhw rat
ngan thoi gian phé duyét don tir phia don vi cong tac.

4. Hwéng dan viét gidy xac nhan cong tac 2020

Khi dwoc yéu cau glay xac nhan cong tac thi ban co thé download cac mau gidy xac
nhan cdng tac c6 san hoac tham khdo mau glay xac nhan céng tac tai don vi do.
Tuy nhién viéc dién cac théng tin dwoc yéu ciu nhu thé nao cho dung chuén thuc
sw khdng phai la diéu dé& dang. Chinh vi vay chiing tdi sé trinh bay hwdng dan viét
théng tin trong gidy xac nhan cong tac tai cong ty chudn chinh nhat ma ban co thé
tham khao.

e Dia chi ctia nguwdi viét don: Ban c6 thé dién noi dang ky hé khiu thuwong tra
ho&c noi dang ky tam tri (néu c6) dbi véi cac mau gidy xac nhan céng tac tai
trwong, ciing cé thé dién dia chi noi lam viéc trwde khi cong tac theo dung
trong gidy dang ky kinh doanh dbi véi cac mau glay xac nhan cong tac tai co
quan hay dia chi noi cw tru tai Viét Nam déi v&i mau gidy xac nhan cong tac
tiéng Anh.

e Tiép theo |a don vij, bé phan nhan va phé duyét don: Ban giam déc hodc Thu
trwdng don vi va cac bd phan co thAm quyén.

e Ve trinh d6 chuyén mon, trong phan nay ban hay dién trinh d6 cao nhat da
hoan thanh dao tao va da dwoc cap chirng chi cong nhan twong trng nhw tién
si, thac si, ctr nhan, cao dang trung cap, so cap

e V& loai hop déng thi ban can ghi rd 1a hop déng Iao ddéng khdng th&i han hay
hop ddng c6 théi han tir 01 dén 03 nam va ciing c6 thé 1a hop ddng thei vu
dwéi 3 thang nhw hop déng hoc viéc, hop déng thir viéc. ..

e Ghi rd chirc vy, bé phan cbéng tac va vi tri cbng viéc dwgc dam nhan trong
tirng khodng thoi gian cu thé dbi véi cac trudng hop cé sw thay di vi tri cdng
tac ho&c thay dbi don vi cong tac.

e Ghird ly do xa4c nhan cong tac theo nhu cau cta ban than, c6 thé 1a xin visa,
lam thé mastercard, ciling c6 thé 1a 1am hé so du hoc hodc chirng minh kinh
nghiém lam viéc...

e Phan xac nhan phai cé day du chir ky, ky tén va déng dau ctia boé phan phé
duyét cling nhw chir ky cua ngwdi lam don.

Lwu y: Mot s6 thong tin khdng can thiét cé thé xéa di dé tranh phién ha cho ca nhan
va co quan xac nhan. Phan xac nhan cda Co quan nén c6 dau chirc danh. Hoac
danh chirc danh ngudi xac nhan vao de tranh bi yéu cau bo sung.

5. Nhirng lwu y khi viét mau giay xac nhan

Péi v&i nhirtng mau gidy xac nhan thoi gian 1am viéc thi ban can lwu y trinh bay ré
khodng thoi gian ngay thang nam mudn xac nhan va cong viéc, vi tri da dam nhan
trong khoang thoi gian dé. bung quén néu rd ly do muon xac nhan thoi gian lam
viéc nhw lam tha tuc xin visa, vay von ngan hang hay lam ho so du hoc... Bén canh
do, dé gidy xac nhan thdi gian lam viéc dwoc cdng nhan vé mat phap ly th| bat budc
phai c6 tén, chir ky xac nhan cua ngwoi dai dién hop phap cho don vj céng tac va
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dong dau clha bd phan chju trach nhiém trong thdi gian c& nhan céng tac tai co
quan, don vi dé.

6. Cac mau don xac nhan cong tac 2020 tham khao
6.1 Mau giay xin xac nhan céng tac (mau 1)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Ty do — Hanh phuc

............... , hgay........thang......nam 20...
DON XIN XAC NHAN CONG TAC
HO t&n (ghi ChTP IN NO@): ...ueiiiiiiiiiii e
Bia Chi thPONG tr: oo e e e e s n b e e e e e snnraeaee e
1T E Wt A TR =1 4 1R (O SRR

([T oo b= TaTo I F= T g IV LYol = SRR
(O a 16 o0 F=1 a1 71 41U oY
1= W ol eI oTo e [VE= o LA R
1D 11T A IR (o Y=Y I [T o 0 = (S
N[0 P YA 2= Lo TN F= T Y =T oSSR
LY dO XAC NNAN CONQG AC: ...iie i e e e e e e e e e e e e e e e eeaaees

Téi xin cam doan nhirng |&i khai trén 1a dang sw that, néu cé gi sai trai tdi xin chiju
moi trach nhiém truwéc phap luat.

Kinh trinh tha trwdng co quan xem xét va xac nhan.
XAC NHAN CUA CO QUAN NGUOI KHAI

(Ky va ghi & ho tén)
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6.2 Mau gidy xin xac nhan céng tac (mau 2)

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap — Ty do — Hanh phuc

XAC NHAN CUA BDON VI CONG TAC
Kinh gwri: Co quan hiru quan
Theo dé nghi cua:

Ong/Ba JNSUUUUUIUUUUUIIIUUR. W), R, S

Ngay sinh § eerrrrrrrrrrrrrerrrrrrerrrrrrrrrrrrrrrrrerrrrrrrrress Qe rer Qe erre WPrerrrrrrereens

S6 CMND L reteeereeserreseeteseetesesessesessesnstesssteseesesesessesss SRR et e eenrsenersenens
Chung t6i xac nhan cac théng tin sau:
1. Ponvj cdng tac . T VT YO
2. Dia chi . S
3. Dién thoai, Fax S evrerrereerennerrone st eererrenrers S reererretentertanternetenerrenternerennerte
4. Vi tri cong tac D D
5. Phong/Ban SRRy A AU AU
6. Thoi gian lam viéc T v <
7. L0ai NOP AONG 120 GONG ....ovieeeeeee ettt et :

Tran trong!
..., hgay ..... thang ..... nam ...
DAI DIEN CO QUAN
(Ky tén va déng dau)
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6.3 Mau gidy xin xac nhan céng tac (mau 3)

CONG HOA XA HOI CHU NGHIA VIET NAM
Doc lap — Ty do — Hanh phuc

_________ CEB) e
DON XIN XAC NHAN CONG TAC
Kinh glri: Ban Giam déc Cong ty............coevvvuveeennnnn,

Toi tén la T AT
Bia chi I W, . &
SOCMND oo, Ngay cap: ...[.../ ... NOT CAP: c.ceveveviieeee,

T&i I[dam don nay xin xa4c nhan cac théng tin vé nghé viéc va don vi cdng tac nhw

sau:
cong ty  rreeerrrreessseerseeeeenrrreensssseeseeeeerrrrennssss Qe e SN ceeteeeeerrrrenne e e e eeeans
DA O o oo e — et ————
Pién thoai . W Fax: e
RV o] T I - Vo PR
PRONG/BaN & e
Loai Hop dong lao ddng: [_] Théi han 1 nam; [] Thei han 2 ndm; ] Thoi han 3
nam;
[[] Khéng xac dinh thoi han; [] khac (ghi 18):........c.cu.......

Thoi gian cong tac tly .../.../...... dén nay
LY dO XiN XAC NNAN CONQG TAC: ... .uuuuuiiiriiiiiiiiiiiiiiiiiiiie e

Kinh trinh Ban Giam dbc xac nhan nhirng théng tin trén la chinh xac.
T6i xin chan thanh cam on!
..., hgay ... thang ... nam ...
Xac nhan cua Cong ty Ngw&i lam don
(Ky, ghi rd ho tén, déng dau) (Ky va ghi ré ho tén)
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6.4 Mau giay xin xac dang céng tac tai cong ty

CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap — Ty do — Hanh phuc

------ 000------
GIAY XAC NHAN BDANG CONG TAC TAI CONG TY
Kinh gwi: Ban gian doc Cong ty .......c.cccc.......

IO LIR (= 1 - P URRRPPPPPPPP
SINN NQAY: e e e e e e e e e e e e e
SO FIBN N0 ettt ettt ettt e et et et e e e
TRWONG U e
SO CMND: ..o, Ngay cép:............. Noi cép:......
Hién dang cONG tAcC tai: ....vvuuiiii i e
Thoi gian NhAN VIEC NQAY: ....ccoeeeeee it
CRPC VU ettt
Nay t6i lam don nay kinh mong ban Giam dbc Cong Y Xac nhan

cho t6i hién dang codng tac tai cong ty dé t6i bd sung gidy t& theo dung quy dinh

T6i xin chan thanh cam on!
Xac nhancuaacéngty , hgay...thang...nam...

Ngweoi lam don
(Ky va ghird ho tén
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6.5 Mau giay xin xac nhan céng tac tai treéng
CONG HOA XA HOI CHU NGHIA VIET NAM

Doc lap - Tw do - Hanh phuc

DON XIN XAC NHAN CONG TAC
Kinh g&i: BAN GIAM HIEU TRUONG TH/THCS/THPT........

LI 0L (= O PP PP PPPPR PP PPPPP

Hién dang |a gido VIEN day MON: ........iiiiiiiiiiieiies e eeeeeei it e e e e e e e e e e e e e eeeannen
Nay t6i lam don nay g&i dén Ban Giam Hiéu Trwéng THCS Phwéc Hoa xin xac
nhan t6i hién la giao vién cong tac tai tredng.

[0 [0 1= Lo o1 = o O PSPPPRRUPRTRN

Ngw&i lam don

(ky tén, ghi r6 ho tén)
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6.6 Mau gidy xac nhan th&i gian cdng tac
CONG HOA XA HOI CHU NGHIA VIET NAM
Déc lap — Ty do — Hanh phuc

000
...... , hgay....thang....ném 20....
GIAY XIN XAC NHAN THO'I GIAN CONG TAC
Kinhgti: ...
Hovatén: ..., SINN NQAY: ..o
Chirng minh nhan dan/Can cwdc cONG dAN SO: .......cveveveveeeeeeeee e
NQay Cap: ....c.ovvevennnnnn, Noi cAp: CONG an tinh .....ocoeveeieeeceee e
Trinh dO ChUYEN MON: ..ot
HO KNAU tNONG U .ottt et ee st e st e eeeeee e eee e
(013 Yo o g o110 T = LT T TR SRR

T6i lam don nay kinh d& nghi Quy co quan/don vi xac nhan cac ndi dung sau:
Toi da (hoac dang) cOng tac tai: CONG LY wuveneeiieeiiieeecie e
13 1= Il o [T PTT

Theoi gian cong tac: tv ngay ... /... /... dénngay ... /... /...

Loai hOP GONG 130 AONG: ... vttt ettt een s
A AR (I0 1= 10 0 1 a1 1= 0 ST
(@] aTo VI T=Tol o1 a1 0] 1o [V o oR e =T JH S URRPPPPRRRR
Ly do Xin XaC NhAN CONG tAC: .....cieeeiiii e
Nhan xét trong qUA triNh CONG TAC: ......uuuiiiiiiiiiiii e
Kinh mong nhan dwoc sy quan tam gitup d& cda Quy Co quan.

Téi xin chan thanh cam on!

NGUO'l VIET PON
(ky, ghi r6 ho tén)

XAC NHAN CUA CO QUAN, BON VI NO'I LAM VIEC
(ky, ghi ho tén, xac nhén)

eLib.vn: Thu vién tryc tuy&n mién phi n
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6.7 Mau xac nhan céng tac tiéng Anh

SOCIALIST REPUBLIC OF VIETNAM
Independence - Freedom — Happiness

WORK CONFIRMATION LETTER

IDNO.: o Place of issue: ............... Date of iISSU€: w.ovvvvviiiiiieeaenn,
Y AN [0 [ (=TT TR

Now | hereby make this application and respectfully request The Director to
confirm the following information:

I 'am currently WOIKING At: ........oviiiiiiiiiiiiiiiiiiiiiie ettt e e as e be e e e eeeeeeeees
AdArESS’S COMPANY: ..ciiiiiiiiiiie e e et ettt e e e e e e e e e ta b e e e e e e s s aeaaa s e e e aeaeeeeenssnnnnaens

| hereby declare that the above statements are true and | will be legally responsible
for any misstatements.

Sincerely thanks.

Certified by the company ... , date ... month ... year ...
(Confirms that the above information Applicant
IS correct) (Signed, full name)
DIRECTOR

eLib.vn: Thu vién truc tuyén mién phi n
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6.8 Mau xac nhan cong tac song ngip

CONG HOA XA HOI CHU NGHIA VIET NAM
SOCIALIST REPUBLIC OF VIETNAM
Doc lap — Ty do — Hanh phuc
Independence - Freedom — Happiness

GIAY XAC NHAN CONG TAC
WORK CONFIRMATION LETTER
[ [ TRV 2= T (< 1 T

Dia Chi thONG trU: ..o e e e e e
(RIS L0 [T a1 (= A0 [0 [T

ID No.: Date of issue: Place of issue:

Hién dang lam VI@C tai: .........ooiiiiiiiiiiiii it
CUITENT WOTKPIACE: ettt e e e e e e et e e e e e e e eeeeennnns
BOphan: ..., ChPC VU e

1D TE- ol a0 T 1N | PP
AArESS’S COMPANY . .ottt ettt e et e e e e e e e e et e e e e e et e e e e e aaaeaes
(Yo (o I ([ g I ¢: Toll o 0 =1 o oo [0 N = Lo
Reasons for CertifiCation WOIK: .............uuuuuuuiiiiiiiiiiiii e
T6i xin cam doan nhirng I&i khai trén la dung sw that.

| declare that these statements are true

Kinh trinh Thu tredng co quan xem xét va xac nhan.

Respectfully submit The head of company for consideration and certification

TP HCM, ngay ...thang ... nam ...
HCMC, date ... month ... year ...

Xac nhan cua Cong ty Ngweoi lam don
Certified by the company Applicant
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(Xac nhan cac théng tin néu trén la chinh xac) (Ky va ghi rd ho tén)
(Confirms that the above information is correct) (Signed, full name)
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