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HR Record Retention Requirements — Vietham

VIETNAM

RETENTION PERIOD BEGINNING OF
DOCUMENTS (minimum and/or RETENTION LEGAL REFERENCE
EYdultiy)) PERIOD

EMPLOYMENT RECORDS

Time records (work hours, From end of
rest periods, Minimum 10 vears fiscal year Decree 174, Arts. 13.1
vacation/sick/holiday, Y employee and 15.1

etc.) terminated

N/A;
e From end of
Data and personnel files B::ﬁ F();i;tffe (Slfll[;:::a?olns fiscal year Labour Code 2019,
P Y employee Arts. 190 and 194

for labor claim is 1 year
from date became aware of
infringement)

terminated
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BEGINNING OF
RETENTION
PERIOD

RETENTION PERIOD

DOCUMENTS LEGAL REFERENCE

(minimum and/or

maximum)

EMPLOYMENT RECORDS (continued)

N/A;
Collective . . Labour Code, 2019,
bargaining/union Best practice: Retain N/A Arts. 190 and 194
permanently
N/A;
Best practice: Minimum 1 From end of
Background checks and P : L fiscal year Labour Code 2019,
year (Statute of limitations
drug tests .. employee Arts. 190 and 194
for labor claim is 1 year .
terminated

Acknowledgements, policy

from date became aware of
infringement)
N/A;

Best practice: Minimum 1

From end of

agreements and required year (Statute of limitations fiscal year Labour Code 2019,
) . employee Arts. 190 and 194
notices for labor claim is 1 year .
terminated
from date became aware of
infringement)

Recruitment (interview e ;;22? ez:rof Labour Code 2019,
notes, resumes/CVs, . . Y Arts. 48.3, 190 and
Best practice: Retain as employee
reference checks, etc.) . ) 194

long as possible terminated

Tracking/recordings

N/A;

Best practice: Minimum 1

From end of

Labour Code 2019,

(blqmetrlc, geo-locatlon, year (Statute of limitations fiscal year Arts. 48.3, 190 and
online tracking, camera N employee
. for labor claim is 1 year ) 194
recordings, etc.) terminated
from date became aware of
infringement)
BENEFIT/PENSION/EQUITY RECORDS
From end of
Benefits (plan documents, .. . fiscal year Decree 174, Arts. 13.1
Minimum 10 years
enrollment records) employee and 15.1
terminated
From end of
Pension and retirement . fiscal year Decree 174, Arts. 13.1
Minimum 10 years
records employee and 15.1
terminated
From end of
. .. fiscal year Decree 174, Arts. 13.1
Equity records Minimum 10 years employee and 15.1

terminated
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RETENTION PERIOD BEGINNING OF
DOCUMENTS (minimum and/or RETENTION LEGAL REFERENCE

maximum) PERIOD
PAYROLL/WAGE/TAX RECORDS

From end of
Payroll and wage data _ fiscal year Decree 174, Arts. 13.1
. Minimum 10 years
(payslips, etc.) employee and 15.1
terminated
From end of
. fiscal year Decree 174, Arts. 13.1
Tax records Minimum 10 years documents were
) and 15.1
made/filed/creat
ed/received
MEDICAL/SAFETY/LEAVE RECORDS
From end of
Leave (family, medical, Minimum 10 years fiscal year Decree 174, Arts. 13.1
etc.) employee and 15.1
terminated
N/A;
Decree 174, Arts. 13.1
. I From end of
. . . Best practice: Minimum 1 ] and 15.1;
Injury and illness incident o fiscal year
reports year (Statute of limitations emplovee
P for labor claim is 1 year p. Y Labour Code 2019, Art.
terminated
from date became aware of 48.3
infringement)
N/A;
From end of Decree 174, Arts. 13.1
Best practice: Minimum 1 fiscal vear and 15.1;
Medical records year (Statute of limitations em onee
for labor claim is 1 year terr?'\inyated Labour Code 2019, Art.
from date became aware of 48.3
infringement)
N/A; Erom end of
fiscal year

Hazardous material and
other exposure records Best practice: Retain as
long as possible

documents were N/A
made/filed/creat
ed/received

Last updated November 2022.
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