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3- MAU QUY TRINH THUONG LUQNG TAP THE VA
KY KET THOA UOC LAO PONG TAP THE
TEMPLATE OF PROCEDURAL PROCESS OF COLLECTIVE
NEGOCIATION AND SIGNING OF COLLECTIVE LABOUR AGREEMENT

3.1- MAU BIEN BAN CUQC HQP GIU'A NGUOI SU DUNG LAO DONG VA BAN
CHAP HANH CONG POAN CO SO/BAN LANH PAO TO CHUC CUA NGUOI LAO
DONG TAI DOANH NGHIEP
TEMPLATE OF MINUTES OF MEETING BETWEEN EMPLOYER AND
EXECUTIVE COMMITTEE OF THE GRASSROOTS TRADE UNION/THE
LEADERS OF THE EMPLOYEES’ ORGANISATION AT THE ENTERPRISE
BIEN BAN CUQC HQP GIUA
[TEN CONG TY]

VA BAN CHAP HANH CONG POAN CO SO/BAN LANH PAO TO CHUC CUA
NGUOI LAO PONG TAI DOANH NGHIEP
V/v: T6 chirc thuong lugng tap thé gitra Cong ty [[1] va
Ban chap hanh Cong doan co so/Ban lanh dao T6 chirc cia Nguoi lao dong tai doanh nghiép
Hom nay, vao lac [[] gio, [ngay] [thang] [ndm], tai [[]], Cong ty [[] (“Céng ty”) va Ban chip
hanh Cong doan co so/Ban lanh dao T6 chirc cia Ngudi lao dong tai doanh nghiép ctia Cong
ty da t6 chirc mot cudc hop thuong lugng tap thé theo ding quy dinh cua B luat Lao dong.

Cac thanh phén c6 mat tai cudc hop gém:

1. Paidién cho Cong ty: [Ong]/ [Ba] [L1] - [Pién chirc vu ctia nguoi dai dién theo phap luat
hodc nguoi dai dién theo uy quyeén].

2. Ban chip hanh Cong (§I02‘1n co s6/Ban lanh dao T6 chirc cua Nguoi lao dong tai doanh
nghiép cua Cong ty, gobm:

= [Ong]/[Ba] [[] — Chu tich;

= [Ong)/[Ba] [[]] - Phé Chi tich;
«  [Ong)/[Ba] [] - Uy vién;

« [Ong)/[Ba] [] - Uy vién;

= [Ong]/[Ba] [] - Uy vién;

= [Ong)/[Ba] []] - Uy vién; va

= [0

A. Muc dich va chwong trinh cudc hop
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[Ong]/[Ba] [L], [chire vu] [kiém ngudi dai dién theo phap luét cua Cong ty hodc nguoi
dai dién theo uy quyén] thong bao cudc hop da dugce t6 chirc theo dung thoi gian, dia
diém do Coéng ty va Ban chap hanh Cong doan co so/Ban lanh dao T6 chirc ciia Ngudi
lao dong tai doanh nghiép da thda thuan va theo quy dinh cta phap luét lao dong Viét
Nam.

[Ong]/[Ba] [[] thong bao myc dich cua chuong trinh hop la thuong luong tap thé gitra
Cong ty véi Ban chap hanh Cong doan co s¢/Ban lanh dao T6 chirc cia Nguoi lao dong
tai doanh nghiép cia Cong ty theo cac ndi dung duoc néu trong du thao Thda udc lao
dong tap thé dy kién s& c6 hiéu lyc tir [ngay] [thang] [nim] dén hét [ngay] [thang] [nam]
(“Théa wérc lao ddng tap thé”).

Noi dung cudc hop

Thuong luong tap thé gitra Cong ty va Ban chip hanh Cong doan co sé/Ban
1anh dao T6 chire cua Nguoi lao dong tai doanh nghiép vé cac nodi dung thuong
lugng tap thé theo ban du thao Thoa udc lao dong tap thé nhu dinh kém theo
Bién ban hop nay. auk hi ban bac va thoa thuén, hai bén théng nhét mot sb noi
dung thuong lugng cu thé nhu sau:

1.1 Nhitng noi dung hai bén thong nhat (can phai ghi ty 1& thong nhat %)
. []] % thanh vién Ban chap hanh Cong doan co s0/Ban lanh dao
T6 chire cua Nguoi lao dong tai doanh nghiép dong y voi tat ca

ndi dung cua Thoa udc lao dong tap thé.

1.2 -~ Nhitng ndi dung hai bén con c¢6 nhiéu y kién khac nhau (can phai ghi ty

1¢ théng nhat %)

. Khéng ¢ ndi dung nao ma hai bén conco6 y kién khac nhau, ty
1€ thong nhat 0%
hoac

. []] % thanh vién Ban chap hanh Cong doan co s¢/Ban lanh dao

T chuc cua Nguoi lao dong tai doanh nghiép khong dong y voi
mot s6 ndi dung ctia Thoa wde lao dong tap the, cu thé dbi voi
nhiing ndi dung sau:

v Dgéu [[1]: Ban chap hanh Cong doan co sd/Ban lanh dao
T6 chirc cua Nguoi lao dong tai doanh nghi€p d€ nghi
Cong ty [ghi 16 ndi dung de nghi hoac can diéu chinh];

v Dgéu [1]: Ban chap hanh Cong doan co s¢/Ban lanh dao
T6 chirc cuia Nguoi lao dong tai doanh nghi€p d€ nghi
Cong ty [ghi 16 ndi dung dé nghi hoac can di€u chinh];
va

v Dgéu [)]: Ban chdp hanh Cong doan co sd/Ban lanh dao
To chic cua Nguoi lao dong tai doanh nghi¢p dé nghi
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Cong ty [ghi rd ndi dung dé nghi hodc can diéu chinh].

1.3 Nhiing noi dung hai bén da thong nhét, dé nghi cac phong, ban c6 lién
quan cua Cong ty phdi hop véi Ban chdp hanh Cong doan co sé/Ban
lanh dao To chuc ciia Nguoi lao dong tai doanh nghiép cong bd cong
khai cho tap nguoi lao dong duoc biét va Iy ¥ kién cia tap thé lao dong
vé ndi dung da thoa thuan théng nhat.

2. Néu c6 trén 50% s6 nguoi cta tap thé lao dong biéu quyét tan thanh ndi dung
thuong lugng tap thé da dat dugc, thoi gian du kién ky két Thoa udc lao dong
tap thé néu trén 1a vao ngay [[1] thang [[J] ndm [[1].

Cong ty s thuc hién cac bude thu tuc can thiét theo quy dinh cua phap luat dé
gui Thoa wdc lao dong tap thé cua Cong ty cho co quan Nha nude ¢ tham
quyeén theo cac quy dinh cua phap luét hién hanh.

Néu khong c6 trén 50% s6 nguoi cia tap thé lao dong biéu quyét tan thanh noi
dung thuong lugng tap thé da dat dugc thi hai bén ti€p tuc thuwong luong.

Cac ndi dung néu trén da dugc hai bén théng nhat thong qua va khong con van dé nao khac
duoc dua ra thao luan, [Ong]/[Ba] [[]] tuyén bd cudc hop két thiic vao luc [[1] gid [[1] phit cing
ngay.

Bién ban cudc hop duoc 1ap thanh 04 (bdn) ban chinh ¢6 gi tri nhu nhau. 01 (mot) ban luu tai
tru s& Cong ty, 01 (mot) ban giao cho Ban chap hanh Cong doan co so/Ban lanh dao T chirc
cua Nguoi lao dong tai doanh nghi¢p Cong ty, 01 (mdt) ban dugce guri cho [Sé Lao dong Thuong
Binh X3 Hoi [Tinh]/[Thanh phd] [Ban quan 1y khu cong nghiép] [[1], va 01 (mot) ban con lai
s& duoc giri Cong doan cp trén tryc tiép (néu dugc yéu ciu).

Bién ban cudc hop gitta nay dugc ky tén nhu dudi day:
Ky xac nhan cia Cac bén
Dai dién cho Cong ty Pai dién Ban chip hanh

Cong doan co sé/Ban linh dao To chirc
cua Nguoi lao dong tai doanh nghiép

[Ho va tén] [Ho va tén]
[Chtrc vu] Chu tich

Ngudi ghi Bién ban hop
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[Ho va tén]

MEETING MINUTES BETWEEN
[NAME OF THE COMPANY]

AND THE EXCECUTIVE COMMITTEE OF GRASSROOTS TRADE UNION/THE
LEADERS OF THE EMPLOYEES’ ORGANISATION AT THE ENTERPRISE
Ref: The collective bargaining between
Company [[] and
the Executive Committee of the Grassroots Trade Union/the Leaders of the employees’
organisation at the enterprise

Today, at [[]] [AM]/[PM] on the [[]] day of, [[]], [[]], at [[]], [Name of the Company]
(“Company”) and the Executive Committee of the Grassroots Trade Union/the Leaders of the
employees’ organisation at the enterprise hold a collective bargaining meeting in accordance
with the Labour Code.

The meeting includes the participation of the following personnel:

1. The Company’s representative: [Mr.]/[Ms.] [[]] — [Please insert the Title of the legal
representative or the authorised person].

2.  The Executive Committee of the Grassroots Trade Union/The Leaders of the
employees’ organisation at the enterprise, includes:

. [Mr.}/[Ms.] [[]] — The Chairman;
. [Mr.]/[Ms.] [[]] — The Vice Chairman;
. [Mr.]/[Ms.] [[]] — The member;
. [Mr.]/[Ms.] [(7] = The member;
. [Mr.]/[Ms.] [[J]] — The member;
. [Mr.]/[Ms.] [[]] — The member; and
. [].
A. Purpose and agenda of the meeting:

[Mr.)/[Ms.] [[]], [Title] [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 Executive Committee of the Grassroots Trade
Union/the Leaders of the employees’ organisation at the enterprise and in accordance
with the labour law of Vietnam.

[Mr.]/[Ms.] [[]] informs that the purpose of the agenda of the meeting is for collective
bargaining between the Company and the Executive Committee of the Grassroots Trade
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Union/the Leaders of the employees’ organisation at the enterprise of the Company
according to the details as stated in the draft of the Collective Labour Agreement
expected to take effect from the date [[] to [[]] (“CLA”).

Agenda in detail of the meeting:

1. The collective bargaining between the Company and the Executive Committee
of the Grassroots Trade Union/the Leaders of the employees’ organisation at the
enterprise on the details of the collective bargaining shall be in accordance with
the draft of the CLA as attached to this Meeting Minutes. After discussion and
negotiation, the two parties have agreed with the following collective bargaining
details:

1.1.  The details agreed by the parties (have to write the % proportion agreed
by both parties)

. [[1] % of members of the Executive Committee of the Grassroots
Trade Union/the Leaders of the employees’ organisation at the
enterprise agreed with all of details of the CLA.

1.2.  The details that two parties have many different opinions (have to write
the % proportion agreed by both parties).

. There is no detail that the two parties still have different opinion,
the proportion agreed by the two parties 0%;

or

. [[7] % of members of the Executive Committee of the Grassroots
Trade Union/the Leaders of the employees’ organisation at the
enterprise did not agree with some details of the CLA,
specifically the following details:

v Atticle [L)]: the Executive Committee of the Grassroots
Trade Union/the Leaders of the employees’ organisation
at the enterprise proposed to the Company [specifying
the proposed contents or the contents needed to be
adjusted];

v Article [[1]: the Executive Committee of the Grassroots
Trade Union/the Leaders of the employees’ organisation
at the enterprise proposed to the Company [specifying
the proposed contents or the contents needed to be
adjusted]; and

v Article [[1]: the Executive Committee of the Grassroots
Trade Union/the Leaders of the employees’ organisation
at the enterprise proposed to the Company [specifying
the proposed contents or the contents needed to be
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adjusted].

1.3. The details as agreed by the two parties, suggest the relevant
departments of the Company to coordinate with the Executive
Committee of the Grassroots Trade Union/the Leaders of the
employees’ organisation at the enterprise to make a public
announcement for the employees’ collective to be known and collect
opinions of the employees collective about the contents as agreed.

2. If more than 50% of the employees’ collective vote in agreement with the
contents, the contents of the collective bargaining shall be passed. The expected
time to sign the above CLA is on [[].

The Company shall implement necessary procedures in accordance with the law
to send the CLA of the Company to the competent State authorities pursuant to
the current law.

If less than 50% of the employees’ collective vote for the contents of the
collective bargain, the two parties shall continue to negotiate.

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 04 (four) original copies with the same validity. 01 (one)
original shall be kept at the head office of the Company, 01 (one) original copy shall be kept
at the Executive Committee of the Grassroots Trade Union/the Leaders of the employees’
organisation at the enterprise, 01 (one) original copy shall be submitted to the Department of
Labour, War Invalids and Social Affairs of [Province]/[City] [[]] or Industrial Zones Authority
[[7], and 01 (one) original copy shall be sent to the direct superior Trade Union (if required).

This meeting minutes is signed as below:
Confirmation of Participants
For and on behalf of the For and on behalf of
Company the Executive Committee of the

Grassroots Trade Union/the Leaders of
the employees’ organisation at the

enterprise
[Full name] [Full name]
[Title] Chairman

The person who records
the Meeting Minutes



