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2.2 — MAU BIEN BAN CUQC HQP GIUA [CONG POAN CO SO/TO
CHUC CUA NGUOI LAO PONG TAI DOANH NGHIEP] CUA CONG
TY [TEN CONG TY] VA TAP THE NGUOI LAO PONG
V/v ldy y kién cia nguoi lao ddng, tong hop va chudn bi ndi dung dé nghi doi
thoai
TEMPLATE OF MEETING MINUTES BETWEEN [THE GRASSROOTS TRADE
UNION/AN EMPLOYEES’ ORGANISATION AT THE ENTERPRISE] OF [THE
NAME OF THE COMPANY]| AND THE EMPLOYEES COLLECTIVE
Ref: Collecting opinions from employees, summarise them and prepare contents to propose a

dialogue

BIEN BAN CUQC HQP GIUA [CONG POAN CO SO/TO CHUC CUA NGUOI LAO
PONG TAI DOANH NGHIEP] CUA CONG TY [TEN CONG TY] VA TAP THE
NGUOI LAO PONG
Vv ldy ¥ kién ciia nguwoi lao dong, tong hop va chudn bi ndi dung dé nghi doi thoai

Hom nay, vao ltic [[]] gio, ngay [[] thang [J] ndm [(1], tai dia chi [[], [Cong doan co sd/T6
chtrc ciia Ngudi lao dong tai doanh nghiép] cia Cong ty [Tén Cong Ty] va tap thé nguoi lao
dong da to chirc mot cude hop dé lay ¥ kién cua tap thé nguoi lao dong vé ndi dung dé nghi d6i
thoai vao ngay [[1] thang [[1] nam [[]] (“Noi dung Dé nghi Pdi thoai”) theo dung quy dinh
cua B0 ludt Lao dong.

Cac thanh phén c6 mat tai cudc hop gém:

1. [Cong doan co §6/T6 chire ciia Nguoi lao dong tai doanh nghi¢p], gom:

[Ong/Ba] [[] < [Chuc vu];

. [Ong/Ba] [[] — [Chuc vu]; va

[Ong/Ba] [[1] — [Chic vu].

2. Tap thé nguoi lao dong cta Cong ty gobm [[1] ngudi lao dong — Vui 1ong dinh kém Danh
sach nhitng nguoi lao dong dugc lay ¥ kién.

Noi dung cudc hop

Nham chuén bi cho viéc ddi thoai tai noi lam viéc vao ngay [[]] thang [[]] nam [[], td chirc dai
dién ngudi lao dong ctia Cong Ty [[] tién hanh ldy y kién tap thé nguoi lao dong vé ndi dung
dé nghi d6i thoai. Theo d6, két qua 1ay ¥ kién cua tap thé nguoi lao dong nhu sau:
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Ly do hoac vu viéc can to chirc doi Y kién ctia ngudi lao dong
thoai

Trén day la y kién cua tap thé nguoi lao dong dugce st dung cho viéc t6 chirc ddi thoai [dinh
ky/ theo yéu cau ctia [+]. Viéc ldy y kién dugc t chirc khach quan va ngudi lao dong tham gia
mot cach ty nguyén.

[Tinh]/[Thanh phd], ngay [+] thang [+] nam []
DAI DIEN

[CONG POAN CO SO/TO CHU'C CUA NGUOI LAO PONG TAI
DOANH NGHIEP]

[Ho va tén]
[Chuc vu]

DANH SACH NGUOI LAO PONG PUQC LAY Y KIEN

STT Ho va tén Chirc vu
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MEETING MINUTES BETWEEN [THE GRASSROOTS TRADE UNION/AN
EMPLOYEES’ ORGANISATION AT THE ENTERPRISE| OF [THE NAME OF THE
COMPANY]| AND THE EMPLOYEES COLLECTIVE
Ref: Collecting opinions from employees, summarise them and prepare contents to propose a

dialogue

Today, at [[]] AM, [PM] on the [[]] day of [[], [[]], at [[]], [the Grassroots Trade Union/the
employees’ organisation at the enterprise] of [the Name of the Company] and the employees
collective held a meeting to collect opinions of the employees collective about the proposed

contents for dialogue on [*] (“Content proposed for dialogue”) in accordance with the Labour
Code.

The meeting includes the participation of the following personnel:

1. [The Grassroots Trade Union/The employees’ organisation at the enterprise], including

[Mr./Ms.] [[]] — [Title];

[Mr./Ms.] [[]] — [Title]; and

[Mr./Ms.] [[]] — [Title].

2. The employees collective of the Company includes [[] employees — Please attach the
list of the employees.

Agenda in detail of the meeting

In preparation for the dialogue at the workplace on [¢], the representative auk hition of the
employees of [Name of the Company] conducts consultation of the employees on the proposed
content for dialogue. Accordingly, the results of collecting opinions of the employees are as
follows:

Above is the employees’ opinions used for organising the dialogue [periodically / at the request
of [*] / about []]. The consultation is objectively organised and the employees participate
voluntarily.
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[Province]/[City], dated

THE REPRESENTATIVE
OF [THE GRASSROOTS TRADE UNION/AN EMPLOYEES’
ORGANISATION AT
THE ENTERPRISE]

[Full name]
[Title]

LIST OF EMPLOYEES TO BE CONSULTED

No.

Full name Title




