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2.5 MAU BIEN BAN POI THOAI TAI NOI LAM VIEC
TEMPLATE OF MEETING MINUTES ON DIALOGUE AT
WORKPLACE

BIEN BAN POI THOAI TAI NOI LAM VIEC
Hom nay, vao lac [[1] gio, ngay [[]] thang [[]] nam [[]], tai dia chi [[]], Cong ty [Tén Cong Ty]
(“Cong ty”) va [Cong doan co s6/To chirc ctia Ngudi lao dong tai doanh nghiép] da to chirc
mot cude ddi thoai tai noi lam viéc theo quy dinh ctia Bo luat Lao dong.
Céc thanh phan c6 mat tai cudc hop gom:

1. Pai dién Cong ty, gdm:

Ong/Ba [[]] — [Pién chirc vu clia ngudi dai dién theo phéap luat hodc nguoi dai dién theo
iy quyén] — Chu tri cudc hop.

[Ong]/[Ba] [[]] — [ Chirc vu]; va
[Ong/Ba] [[]] — [ Chtc vu].
2. bai dién tap thé nguoi lao dong cua Cong ty, gém:
[Ong/Ba] [[}= [Chic vu];
[Ong/Ba] [[]] — [Chitc vu]; va
[Ong/Ba] [[1] — [Chirc vu].
3. Thu ky cudc hop:
[Ong]/[Ba] [*] — [ Chtc vu].

A. NOI DUNG DOI THOALI:

1. Noi dung ddi thoai phia Cong Ty dua ra:
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2. Noi dung ddi thoai phia dai dién dbi thoai ctia dai dién nguoi lao dong dua ra:

- [*]

B. KET QUA DOI THOAI

auk hi trao d6i, ddi thoai théng than, dan chu, dang trinh tu, ndi dung theo quy dinh phap luat
va Quy ché dan cha cua Cong ty, hai bén da théng nhét cac nodi dung ddi thoai, cu thé nhu sau:

1. Nhing ndi dung hai bén di thong nhat:
[Ghinoi dung d théng nhat].
Bién phap va ké hoach thuc hién: [+].
2. Nhiing ndi dung cac bén con c6 nhiéu ¥ kién khac nhau:
[Ghi ndi dung chua thong nhat].
Céch thuc giai quyét: [*].
Hoi nghi d6i thoai két thic vao Ic [+] gid [+] phut, cing ngay.
Bién ban nay duoc lap thanh 04 (bén) ban géc béng tiéng Viét va co gié tri nhu nhau, mdi bén
tham gia ddi thoai gitt 01 (mqt) ban, 01 (mot) ban niém yét thong bao trong ndi by Cong ty, 01
(mot) ban luu tai Phong Nhéan su./.

Thw Ky Thay mat va dai dién [Tén Té chirc dai dién nguoi lao dong
Cong Ty]
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[Ho va tén]
[Chire vu]

[Ho va tén]
[Chire vu]

DANH SACH NGUOI LAO PONG THAM GIA POI THOAI

STT

Ho va tén

Chirc vu
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MEETING MINUTES ON DIALOGUE AT WORKPLACE
Today, at [[]] [AM]/[PM] on the [[]] day of [[]] at [Name of the Company] (“Company”’) and
[the Grassroots Trade Union/the employees’ organisation at the enterprise] hold a dialogue at
the workplace per the requirement of the Labour Code.
The meeting includes the participation of the following personnel:

4. The Company’s representative:

Mr./Ms. [[]] — [Please insert the position of the legal representative or the authorised
person] — The chairperson for a meeting;

[Mr./Ms.] [[]] — [ Title]; and
[Mr./Ms.] [[]] — [ Title].
5. The employee representative auk hition of the Company includes:
[Mr./Ms.] [[]] — [Title];
[Mr./Ms.] [[1] — [Title]; and
[Mr./Ms.] [[1] = [Title].
6. Meeting’s secretary
[Mr]/[Ms] [] — [ Title].

C. THE CONTENT OF THE DIALOGUE:

3. The contents of the dialogue given by the Company:

- [*]

- [*]

- [*]



Cau lac bd Giam déc Phap ché Doanh nghiép
Chief Corporate Counsel Club | cccc.org.vn

4. The contents of the dialogue given by the employee representative auk hition of

the Company:

D. DIALOGUE’S RESULT:

After discussing and having an open, democratic dialogue, in accordance with the order and
contents according to the regulations and the Company’s democracy regulations, the parties
have agreed with the dialogue’s contents, specifically as follows:
3. The details agreed by the parties:
[Specifying the agreed content].
Method and plan of implementation: [*].
4. The detail that the parties have many different opinions:
[Specifying the content that has not been agreed].
Solution: [*].
The dialogue conference was closed at [¢] [AM]/[PM], on the same day.
The Meeting Minutes is made into 04 (four) original copies in English with the same validity,

each party participates in the dialogue keeps 01 (one) copy, 01 (one) shall be noticed within
the Company, 01 (one) shall be kept at the Human Resources Department./.
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Secretary For and on behalf of [Name Representative
of the Company| organisation of employees
[Fullname] [Fullname]
[Title] [Title]

LIST OF EMPLOYEES PARTICIPATING IN THE DIALOGUE

No. Full name Title




