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2.6 MAU BIEN BAN CUQC HOQP GIUA [TEN CONG TY] VA [CONG
POAN CO SO/TO CHUC CUA NGUOI LAO PONG TAI DOANH
NGHIEP] CUA CONG TY [TEN CONG TY]
[Xay dung/Sira d6i/Bé sung] quy ché dan chii 6 co sé tai noi lam viée
MEETING MINUTES BETWEEN [NAME OF THE COMPANY| AND [THE
GRASSROOTS TRADE UNION/THE EMPLOYEES’ ORGANISATION AT THE
ENTERPRISE]
Ref: [Drafting/amending/supplementing] the democracy regulations at the workplace

BIEN BAN CUQC HQP GIUA [TEN CONG TY] VA [CONG POAN CO SO/TO
CHUC CUA NGUOI LAO PONG TAI DOANH NGHIEP]
Viv: [Xdy dung/Sira doi/Bé sung] quy ché dan chii & co s6 tai noi lam viéc

Hom nay, vao luc [[1] gio, ngay [[]] thang [[]] ndm [L], tai [[]], Cong ty [Tén Cong Ty] (“Cong
Ty”) va [Cong doan co s& ciia Cong ty/T6 chic ciia Nguoi lao dong tai doanh nghiép] di t6
chtirc mét cudc hop dé thao luan vé viée [xay dung/stra ddi/bod sung] quy ché dan chu ¢ co s&
tai noi lam viéc.

Cac thanh phén c6 mat tai cudc hop gém:

1. Dai dién cho Cong ty:

Ong/Bé [(0]— [Dién chtrc vu ctia nguoi dai dién theo phéap luat hodc nguoi dai dién theo
iy quyén] — Ch tri cudc hop.

[Ong)/[Ba] [[]] - [ Chirc vu]; va
[Ong/Ba] [[1] — [ Chirc vul.
2. [Cong doan co s ctia Cong ty/T6 chirc ciia Nguoi lao dong tai doanh nghiép], gom:
[Ong/Ba] [[] — [Chuc vu];
[Ong)/[Ba] [[1] - [ Chirc vu]; va
[Ong/Ba] [[1] — [ Chirc vul.

A. Muc dich va chwong trinh cudc hop

Ong/Ba [[1], [chirc vu] [kiém ngudi dai dién theo phép luat ciia Cong ty hodc ngudi dai
dién theo iy quyén] thong bao cudc hop da dugc to chic theo dung thoi gian va dia
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diém do Cong ty va [Cong doan co sd/T6 chie cia Ngudi lao dong tai doanh nghiép]
da théa thuan va theo quy dinh cta phap luat lao dong Viét Nam.

Ong/Ba [[] thong bao muyc dich ciia chuong trinh hop 14 dé thao ludn vé cac nodi dung
duogc néu trong du thao Quy ché dan chii & co s tai noi lam viée du kién s& c6 hiéu luc

tir ngay [[/] thang [] nam [[]] (“Quy Ché Dan Chi™).

B. NoOi dung cudc hop

5. Pai dién Cong Ty trinh bay noi dung ciia dy thao Quy Ché Dan Chu.
6. Céc thanh vién du hop trao d6i, thao luan, gop ¥ vé cac diéu khoan trong Quy
Ché Dan Chu. Cy thé:
2.1. Phan déng gbp cua [Cong doan co s6/To chirc ctia Nguoi lao dong tai
doanh nghiép]
[Ghi néi dung gép y kién]
2.2.. Phan giai dap caa Cong Ty
[Ghi noi dung giai dap]
C. Kétluin

auk hi ban bac va théa thuan, hai bén da thong nhat mot sé noi dung Quy Ché Dan Chu cy thé

nhu sau:
a. Hai bén thong nhat [tat ca noi dung/cac Piéu [[1]] ciia Quy Ché Dan Chu.
b. Hai bén con c¢6 nhiéu ¥ kién khac nhau dbi vi mot sé ndi dung ciia Quy Ché

Dan Chu, cu thé doéi véi nhitng ndi dung sau:

v Diéu [[]: [Cong doan co s¢ dé nghi Cong ty/To chirc cua Ngudi lao dong
tai doanh nghiép] dé nghi [ghi 6 ndi dung d@é nghi hodc can diéu chinh).
Pai dién Cong Ty khong théng nhét, boi: [ghi 16 1y do khéng dong yJ;
va

v Diéu [[]: [Cong doan co sd/TH chirc ciia Ngudi lao dong tai doanh
nghiép] dé nghi [ghi ré ndi dung d@é nghi hodc can diéu chinh). Pai dién
Cong Ty khong thdng nhét, boi [ghi 6 Iy do khéng dong y].
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Ong/Ba [[]] — Chu tri cudc hop dé nghi cac phong, ban c6 lién quan ciua Cong ty phdi
hop véi [Cong doan co s6/TH chire cia Ngudi lao dong tai doanh nghiép] cong bd cong
khai cho ngudi lao dong vé ndi dung Quy Ché Déan Chi.

Céc ndi dung néu trén di duoc hai bén thong nhit thong qua va khong con van dé nao khéc
duogc dua ra thao luan, Ong/Ba [[]] — Chu tri cudc hop tuyén bd cude hop két thiic vao lac [[]
gi0 [[]] phut cung ngay.

Bién ban cudc hop dugc lap thanh 02 (hai) ban géc béng tiéng Viét c6 gia tri nhu nhau. 01
(mot) ban luu tai try s Cong ty, 01 (mdt) ban giao cho [Cong doan co s¢ Cong ty/Td chic clia

Nguoi lao dong tai doanh nghiép].

Bién ban cudc hop gitta nay duge ky tén nhu dudi day:

KY XAC NHAN CUA CAC BEN

Dai dién cho Cong ty [Tén Cong Ty] Dai dién [Cong doan co $6/T6 chire
cua Nguoi lao dong tai doanh
nghiép]
[Ho va tén] [Ho va tén]
[Chure vu] Chu tich

Ngudi ghi Bién ban hop

[Ho va tén]
[Churc vu]
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MEETING MINUTES BETWEEN [NAME OF THE COMPANY]| AND [THE
GRASSROOTS TRADE UNION/THE EMPLOYEES’ ORGANISATION AT THE
ENTERPRISE]

Ref: [Drafting/amending/supplementing] the democracy regulations at the 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 meeting to

discuss [drafting/amending/supplementing] the democracy regulations at the workplace.

The meeting includes the participation of the following personnel:

1. The Company’s authorised 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].
2. [The Grassroots Trade Union/the employees’ organisation at the enterprise], includes:
[Mr./Ms.] [[]] =[Title];
[Mr./Ms.] [[]] — [ Title]; and
[Mr./Ms.] [[]] — [ Title].

D. Purpose and agenda of the meeting

Mr./Ms [[], [position] [cum the Company’s legal representative or the authorised
person informs that the meeting was held in accordance with the time and place as
agreed by the Company and The Grassroots Trade Union/the employees’ organisation
at the enterprise] and in accordance with the labour law of Vietnam.

Mr./Ms. [[1] informs that the purpose of the agenda of the meeting is for discussing the draft
democracy regulations at the workplace expected to take effect from the date [[1] (“Democracy

Regulation™).

E. Agenda in detail of the meeting
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7. The Company’s authorised representative presented the content of the draft
Democracy Regulation.

The members attending the meeting exchange, discuss and comment on the
provisions of the Democracy Regulation. Specifically:

2.3.  Comments of [the Grassroots Trade Union/the employees’ organisation
at the enterprise]

[Specifying the comments]
2.4.  The answers of the Company
[Specifying the answers]
F. Conclusion

After discussion and negotiation, the two parties have agreed with the Democracy Regulation,

specifically:
a. The parties agreed with [all/ Articles [[1]] of the Democracy Regulation.
b. The parties have many different opinions with some articles of the Democracy

Regulation, specifically the following details:

v Article [[1]: [the Grassroots Trade Union/the employees’ organisation at
the enterprise] proposed to the Company [specifying the proposed
contents or the contents needed to be adjusted]. The Company’s
representative did not agree, because: [specify the reason for
disagreement]; and

v Article [[1]: [the Executive Committee of Grassroots Trade Union/the
employees’ organisation at the enterprise] proposed to the Company
[specifying the proposed contents or the contents needed to be adjusted].
The Company’s representative did not agree, because: [specify the
reason for disagreement].

Mr./Ms. [[] — The chairperson for a meeting suggests the relevant departments of the
Company to coordinate with [the Grassroots Trade Union/the employees’ organisation
at the enterprise] to make a public announcement for the employees to be known about
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the contents of the Democracy Regulation.

The above details have been agreed by two parties and if there are no other issues discussed,
Mr./Ms. [[]] declared that the meeting was closed at [[]] AM [PM] on the same day.

The Meeting Minutes is made into 02 (two) originals copies in English with the same validity.
01 (one) original shall be kept at the head office of the Company, 01 (one) original shall be
kept at [the Grassroots Trade Union/the employees’ organisation at the enterprise].

This meeting minutes is signed as below:

CONFIRMATION OF THE PARTICIPANTS

On behalf of the Company [Name of the On behalf of [the Grassroots
Company] Trade Union/the employees’
organisation at the enterprise]

[Full name] [Full name]
[Title] Chairperson

The person who records
the Meeting Minutes

[Full name]
[Title]



