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14.3- MAU BIEN BAN CUQC HQP VE VIEC CHAM DUT
HOQP DPONG LAO PONG

TEMPLATE OF MINUTES OF MEETING REGARDING THE TERMINATION OF

LABOUR CONTRACT

BIEN BAN CUQC HQP
(V/v: Cham dat Hop dong lao dong)

Hom nay, vao luc [] gio, [ngay] [thang] [ndm], tai Van phong [Tén Cong ty] (“Cong ty”).

Thanh phan tham gia cudc hop gom:

1.

Pai dién Cong ty, gdom:

. [Ong]/[Ba] [*] — [Tong] Giam dbe - Nguoi dai dién theo phap luét cua Cong ty
(hodc nguoi dai dién iy quyén theo Gidy tiy quyén so [+]): Chil toa; va

. [Ong]/[Ba] [*] — [Giam ddc]/[Trudng phong] Nhan Su.

Nguoi lao dong

Ho va tén: []

Chuec vu: []

B0 phén: [*]

Phong: []

M3 sb nhan vién: []

Pai dién Ban chép hanh Cong doan co sé/Ban lanh dao T6 chirc ciia Nguoi lao dong
tai doanh nghiép:

. [Ong]/[Ba] [*] - Chu tich'Ban chip hanh Cong doan co sé/ Ban lanh dao T6
churc cia Nguoi lao dong tai doanh nghiép.

Muc dich va chwong trinh cudc hop

Thao luan vé viéc chdm dut Hop dong lao dong dbi vai [Ong]/[Ba] [+] vi 1y do [+].

Noi dung cudc hop

Y kién ciia dai dién ciia Cong ty:

1. [Trong thang [*], [Ong]/[Ba] [] d4 khong hoan thanh nhiém vu dugc giao theo
Hop dong lao dong/Bang md ta cong viéc kém theo Hop dong lao dong ky ngay
[*] va KPTky ngay [*] mac du da dugc nhic nhé hai lan, cy thé vao ngay [ ]va
ngdy [] va yéu ciu khic phyc tinh trang trén trong thoi han [03] thang ké tir
ngay nhéc nho lan thir hai. Tuy nhién, dén ngay [+], [Ong]/[Ba] [*] van khong
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khic phuc tinh trang trén./Néu cu thé 1y do ludt dinh khac]. Vi vay, Cong ty tai
day quyét dinh cham dut Hop dong lao dong doi véi [Ong]/[Ba] [¢] c6 thong tin

dudi day:

Ho va tén: [*]
Vi tri cong viéc: [*]
B6 phan [*]
Phong, ban: []
Ma s6 nhén vién: [*]

Cong ty don phuong chdm dirt hop dong lao dong d6i v6i [Ong]/[Ba] [*] can ctr
vao nhiing van ban, tai li¢u sau day:

a)

b)

©)
d)

g)

h)

Can ctr vao B6 luat Lao dong d}IQC Quéc hoi théng qua vao ngay 20 thang
11 ndm 2019 va c6 hiéu luc ke tir ngay 01 thang 01 nam 2021; va

Noi quy lao dong cua Cong ty da dugc dang ky voi S6 Lao dong, Thuong
binh va Xa hoi [Tinh]/[Thanh pho] [¢]; va

Hop dong lao dong s6 [+] ngay [+] ky gitta Cong ty va [Ong]/[Ba] []; va

Quy ché danh gia mirc ¢ hoan thanh cong viéc do Cong Ty ban hanh
ngay [¢] thang [*] ndm [*];

Thu nhic nho lép thr nhét vé viéc khong hoan thanh cong viéc theo Hop
dong lao dong d€ ngay [] thang [*] ndm [];

Thu nhéc nho lﬁp thir hai vé viéc khong hoan thanh cong viéc theo Hop
dong lao dong d€ ngay [+] thang [¢] ndm [*]; hodc

[Gidy kham sirc khoe]/[Xac nhén cua co s6' y té du tiéu chudn vé tinh
trang suc khoe] cia [Ong]/[Ba] [*]; hodc

Gidy xac nhan ctia chinh quyén dia phuong vé su kién bat kha khang da
xay ra (thién tai, hoa hoan, v.v); hoac

[Gidy chimg nhan hoan thanh nghia vu quén sy]/[Lénh tha (d6i véi
truong hop bi tam giam, tam gilt)]/[giay ching nhan y té (doi voi lao
dong nlr mang thai)].

Vi hop ddng lao dong ciia [Ong]/[Ba] [+] ky v&i Cong ty 1a hop dong khong xéac
dinh thoi han [c6 xac dinh thoi han [¢] thang] nén [Ong]/ [Ba] [¢] s€ cb
[45]/[30]/[03] ngay ké tir ngay ky Bién ban cudc hop nay dé tiép tuc thuc hién
cong viéc dugc giao con dang do va ban giao cac cong viéc cua minh cho
Trudong Bo phan cua [Ong]/[Ba] [+]. Ngay lam viéc cudi cung cua [Ong]/[Ba]
[*]1a ngay [¢].
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4. Cong ty [+] s& thanh toan dy du cho [Ong]/[Ba] [] céc khodn lwong nhu thoa
thuén trong hop dong lao dong, thudng (néu co), tro cip thoi viée (néu cb), ciing
nhu tat ca cac quyén loi khac theo quy dinh cta phap luat Viét Nam.

Y kién ciia Pai dién Ban chap hanh Céng doan co s67Ban linh dao To chirc ciia
Nguoi lao dong tai doanh nghiép

[*]-
Y Kién ciia Nguoi lao dong
[*]-

Khong con van dé gi khac duoc dua ra dé thao luan, [Ong]/[Ba] [+] tuyén bd cude hop két thiic
vao luc [¢] gio cung ngay.

Bién ban cu¢c hop dugce 1ap thanh 03 (ba) ban c6 gia tri nhu nhau, 01 (mdt) ban duoc giao cho
Nguoi lao dong, 01 (mot) ban duge gdi cho Ban chap hanh Céng doan co sé/Ban lanh dao T6
chure cia Nguoi lao dong tai doanh nghiép va 01 (mdt) ban duoc luu tai tru sé Cong ty.

KY XAC NHAN CUA CAC BEN
Dai dién [tén Cong ty] Dai dién Ban

chip hanh Cong doan co sé/Ban linh
dao To chirc ciia Ngudi lao dong tai

doanh nghiép
[Ho va tén] [Ho va tén]
[Chuc vu] Chu tich

Ngudi lao dong

[Ho va tén]
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MINUTES OF MEETING
(on Termination of labour contract)

Today, at [0] [AM]/[PM], as of this [U] day of [U], at the office of [Name of the Company]
(“Company”).

Participants include:
1. The Company’s representatives:

(1) [Mr.]/[Ms.] [0] - [General] Director, the Company’s legal representative (or the
authorised representative under the Power of Attorney No. [0]): Chairperson of
the meeting; and

(i1) [Mr.]/[Ms.] [0] - Human Resource [Director]/[Manager]

2. The Employee

Full name:  [[]

Position: (0]

Division: (0]

Department: - [[]

Staff code: - [0]

3. The representative of the Executive Committee of the Grassroots Trade Union/The
Leaders of the employees’ organisation at the enterprise:

(1) [Mr.])/[Ms.}[0] — Chairperson.

A. Purpose and agenda

Discussing termination of the labour contract with [Mr.]/[Ms.] [[] for such cause as

[0].

B. Subject matter

The Company Representative’s opinion

1. [In [O], Mr/Ms. [0] did not complete the assigned tasks under the labour
contract/job descriptions attached to the labour contract entered into on [0] and
KPI signed on [0] despite being reminded twice in writing, specifically on [0]
and on [0] and requested to remedy the above situation within three [03] months
from the second reminder. However, until [0], [Mr.]/[Ms.] [O] still failed to
remedy the aforesaid situation/Please specify other statutory reasons].
Therefore, the Company hereby decides to terminate the Labour Contract with
[Mr.])/[Ms.] [O] as detailed below:
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Full name: (0]
Position: [0]
Division: (0]
Department: [0]
Staff code: (0]

Company unilaterally terminates the employment with [Mr.]/[Ms.] [0] are based
on the following:

a)

b)

g)

h)

The Labour Code passed by the National Assembly of the Socialist
Republic of Vietnam dated 20 November 2019 and is effective on 01
January 2021; and

The Company’s internal labour regulations registered with the
Department of Labour, War Invalids and Social Affairs in [0]
[Province]/[City]; and

Labour Contract No. [0] dated [[] signed by the Company and
[Mr.])/[Ms.] [0]; and

The rules on assessment of the level of completion of work issued by the
Company dated [O];

First reminder of failure to complete the assigned task under the Labour
Contract dated [0];

Second reminder of failure to complete the assigned task under the
Labour Contract dated [0]; or

Health Examination Certificate by the qualified health establishment in
terms of the health of [Mr.]/[Ms.] [0];

Force Majeure Certificate by the local authority in terms of such
happenings as disaster, fire, etc.; or

Certificate for military service completion or Order of Release (for the
case of temporary detention, arrest) or health certificate (for the case of
pregnant female employees).

Because [Mr.]/[Ms.] [[]’s labour contract with the Company is [an indefinite
term labour contract]/[definite term labour contract with the term of [[]
months], [Mr.]/[Ms.] [0] shall have [45]/[30]/[03] calendar days left out since
the signing date of this Minutes to continue his/her unfinished jobs and hand
over his/her jobs to the direct line manager. [Mr.]/[Ms.] [0] last working day
with the Company falls on [[].
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4. The Company will pay [Mr.]/[Ms.] [[] all contractual salaries, bonuses (if any),
severance allowance (if any), as well as other agreed employment benefits in
accordance with the law of Vietnam.

The representative of the Executive Committee of the Grassroots Trade
Union/the Leaders of the employees’ organisation at the enterprise’s Opinion

[0].

The Employee’s Opinion

[0].

With no other issue for further discussion, [Mr.]/[Ms.] [0] declares the closing of the meeting
at [0] [AM]/[PM] on the same day.

The Minutes of Meeting is made into 03 (three) original copies of the same legal value, 01
(one) original is kept by the Employee, 01 (one) original copy is sent to the Executive
Committee of the Grassroots Trade Union/the Leaders of the employees’ organisation at the
enterprise of the Company and 01 (one) original copy is filed at the office of the Company.

SIGNED FOR CONFIRMATION BY THE PARTIES

For and on behalf of [name of the For and on behalf of the Executive
Company] Committee of the Grassroots Trade
Union/the Leaders of the employees’
organisation at the enterprise

[Full name] [Full name]
[General] Director Chairman
Employee

[Full name]



