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Operational HR Policies and Procedures

3.1 Manpower Planning Policy 
(Human Resources Planning)

Ref. No : MNHHHR-PLY-MP-01
Version : 1-2015

HR Department 3.1 Manpower Planning Policy
Page : 1 of 1
Effective Date : 
Approved By : Executive Director

Prepared By Approved By

Name ................................ Name ................................ Name ................................

Sign .................................. Sign .................................. Sign ..................................

Date ................................. Date ................................. Date .................................
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Appointment Letters
Name  :

Reference :

Date  :

-

Director
Human Resource Department.

Cc:
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3.2 Contract of Employment

 This Contract of Employment is signed on the date of ________________________________
at No. 123, Alan Pya Pagoda Road, Dagon Township, between Max Myanmar Holding Co., Ltd(Employ-

terminated your service before or upon expiry of your probation period and you will be received the 
company’s decision in writing.

 The position of the appointment is .....................................................
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Details duty shall be in accordance with respective job description.

shall not spread over ten hours.

on Sunday unless he has had or will have a rest day on one of three day immediately 
before or after that Sunday as the case may be.
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the rate of twice his usual pay.

year.

year.

   All female employees who have been employed by the company for at least 1 year 

paid maternity leave.
   

reasonable cause shall be liable to disciplinary action which may result in termination of employment.
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-

  Note : Personal income tax and social security contribution shall be deducated as re-
quired under prevailing Myanmar Laws.

  Wages shall be paid at least once at the end of a month. If the last day of the month 
falls on a Sunday or a public holiday, then wages shall be paid on the preceding day.

The company bonus is non-contractual and shall be paid according, the quantum is at the discretion of 
the company and the consideration would be based on employee’s performance, the company’s perfor-
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The company shall reward employee who achieves satisfactory performance accordingly, the quantum 
is at the discretion of the company and the considerations would be based on the company’s perfor-

  

 The supplementary allowance is compensated for the additional costs or expenses for employ-

 1. The allowance of accommodation, supply of light, water, medical attendance, or other 
amenity.

  Note 

The company shall have the exclusive right to transfer you from one subsidiaries or one department to 
another within Max Myanmar Group of Companies.
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-

-
tice in writing for purpose of termination of the contract, or pay to the other 3 months’ salary in lieu of 
notice.
 Your employment can be terminated at any time without notice or payment in lieu of notice in 
the event of any serious, misconduct, negligence of duty or breach of any of the company rules and 
regulations.

   Treating all colleagues and partners with personal and professional respect and 
courtesy,

-
ner with a goal of reaching resolution,

   Respecting the laws and customs of the country in which they are posted.

   Employees shall be entitled to all Human Rights mention in our Human Rights Pol-

detract from the independence and impartiality required by their status as employ-
ees of the company.
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visitors and channeling to those they wish to see.

   Personal Mail: There is no objection to employees receiving personal mail at the 
company. However, if it is not possible to determine whether correspondence is 

any such mail.

-

without a written permission of the GM. Every staff should ensure that the compa-

against damage.
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-
poses. All employees are required to handle and use the company’s properties with 
utmost care. Damage caused by negligence, improper use or unauthorized use will 
be restored by the employee concerned, including vehicle damage.

those vehicles and should report any accidents, damages, repairs, ect. to the ad-

to report any type of accident or damage to the company vehicle is a serious of-
fence and may lead to summary dismissal of the concerned employee.

then, he may be dismissed from service. 

    Theft or misappropriation

    Willfully causing damage to or loss of parts of machinery and goods which 
are essential for the proper functioning of the establishment

authorities concerned

    Committing criminal offence involving moral turpitude

    Committing bribery and corruption
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rules and procedures.
 During employment with the company, the employee will from time to time be exposed to the 

trade secret of the company by not divulging such information to any other person, or company or or-
ganization or party without the express written authorization of the company.

-
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 The company at its absolute discretion shall from time to time change its terms and conditions 

-
troduced from time to time by the management.
 Beyond the job description, you may be called to perform any performance regarding to the 
company’s business performance as directed by the management from time to time.

Employee       Director

-----------------------------------     ----------------------------------
Date:        Date:


