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1.4 - MAU BIEN BAN GOP Y CUA BAN CHAP HANH CONG POAN CO SO/BAN
LANH PAO TO CHUC CUA NGUOI LAO PONG TAI DOANH NGHIEP VE VIEC
BAN HANH NOI QUY LAO PONG
TEMPLATE OF MINUTES OF OPINION OF THE EXECUTIVE COMMITTEE OF
THE GRASSROOTS TRADE UNION/THE LEADERS OF THE EMPLOYEES’
ORGANISATION AT THE ENTERPRISE ON ISSUANCE OF INTERNAL LABOUR
REGULATIONS

BIEN BAN GOP Y KIEN CUA BAN CHAP HANH CONG POAN CO SO/BAN LANH
PAO TO CHUC CUA NGUOI LAO PONG TAI DOANH NGHIEP
CUA CONG TY [']
V/v: Noi quy lao dong cua Cong ty [-]

Hom nay, vao lic [] gio ['], [ngay] [thang] [nam], Ban chap hanh Cong doan co so/Ban lanh
dao t6 chtrc cia Nguoi lao dong tai doanh nghi¢p cuia Cong ty [-] (“Cong ty”) da t6 chirc mot

cudc hop tai dia chi tru s¢ chinh cua Cong ty tai [-].

C6 mit tai cudc hop gdom:

STT Ho va tén Chirc danh

1 [Ong]/[Ba] [*] Chu tich

2 [Ong]/[Ba] [] Pho Chu tich

3 [Ong]/[Ba] [] Thanh vién

4 [Ong}/[Ba] ['] ThaorR

5 [Ong]/[Ba] [‘] Thanh vién

6 [Ong)/[BA] '] Thanh vién

A. Muc dich va chwong trinh cudc hop

[Ong]/[Ba] [-], Chu tich Ban chdp hanh Cong doan co sd/Ban linh dao to chirc cua
Nguoi lao dong tai doanh nghiép théng bao chuong trinh hop 1a thao luan va 1iy y
kién cac thanh vién Ban chip hanh Céng doan co sé/Ban lanh dao to chirc cua
Nguoi lao dong tai doanh nghiép vé ban du thao Noi quy lao dong ctia Cong ty theo
quy dinh cta phap luat lao dong hién hanh.

B. Noi dung cudc hop

1. [Ong)/[Ba] [-], Chu tich Ban chap hanh Cong doan co so¢/Ban ldnh dao t6 chic
cua Nguoi lao dong tai doanh nghi€p thong bao Vé két qua ldy ¥ kién cua toan
b6 [] ngudi lao dong dang lam viée tai Cong ty vé ban Noi quy lao dong cua
Cong ty vao [ngay] [thang] [nim]. Theo d6, bang phuong phap biéu quyét
dudi hinh thirc gio tay thong qua timg quy dinh, toan thé nguoi lao dong trong
Cong ty di déng y va thong qua ban du thao Noi quy lao dong ciia Cong ty.
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2. [Ong)/[Ba] [-] tién hanh chu tri thao ludn va ban bac vé ban du thao Noi quy
lao dong véi cac thanh vién trong Ban chdp hanh Cong doan co so/ Ban ldnh
dao to chirc ciia Nguoi lao dong tai doanh nghiép. Sau khi thao luan va ban
bac, Ban chip hanh Cong doan co so/ Ban ldnh dao to chirc cua Nguoi lao
dong tai doanh nghiép nhat tri vé toan bd ndi dung ban dy thdo Noi quy lao
dong cua Cong ty da dugc xay dung phu hop theo quy dinh cua phap luat lao
dong hién hanh.

3. Ban chép hanh Cong doan co sé/ Ban lanh dao t6 chirc cua Nguoi lao dong tai
doanh nghiép dé nghi Cong ty thuc hién cac thu tuc theo quy dinh cta phap
luat Viét Nam dé diang ky ban du thao Noi quy lao dong nay véi [Sd Lao dong,
Thuong binh va Xa hoi]/[Ban quan 1y Khu cong nghié€p] [Tinh]/[Thanh phé] []
va sau d6 thong bao ndi dung Noi quy lao dong da dang ky cho toan thé ngudi
lao dong dang lam viéc cho Cong ty duoc biét dé tuan thu va thuc hién.

C. Y kién ciia thanh vién du hop

Céc thanh vién dy hop hoan toan ddng y voi ndi dung cudc hop nhur trén.
D. Biéu quyét

S6 phiéu phat ra: [-]

S6 phiéu tan thanh: []/[-] phiéu, chiém [100%)]

S6 phiéu khong tan thanh: [-] phiéu

Y kién khac: -] phiéu
Khéng con van dé gi khac duoc dua ra dé thao luan va khong co bat ctr thanh vién nao c6 bat
ky thac mac nao, cu¢c hop Ban chap hanh Céng doan co s¢/ Ban 1anh dao t6 chirc cua Nguoi
lao dong tai doanh nghiép ket thiic vao lac [-] gid [*] cung ngay.
Bién ban cudc hop dugce lap thanh 03 (ba) ban gbc, trong d6 01 (mot) ban goc luu tai Cong ty,
01 (mot) ban gdc luu tai Ban chap hanh Cong doan co s0/ Ban lanh dao t6 chtrc ctia Nguoi
lao dong tai doanh nghiép ctia Cong ty va 01 (mot) ban gdc ndp cho [S6 Lao dong, Thuong
binh va Xa hdi]/[Ban quéan 1y Khu cong nghiép] [Tinh]/[Thanh pho] [-].
Bién ban cudc hop nay duoc dai dién Ban chép hanh Cong doan co s¢/ Ban lanh dao t6 chuc

cua Nguoi lao dong tai doanh nghiép ky tén nhu dudi day.

Ky xac nhan cia ciac bén



[Ho va tén]
Chu tich

[Ho va tén]
Thanh vién

[Ho va tén]
Thanh vién
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[Ho va tén]
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[Ho va tén]
Thanh vién

[Ho va tén]
Thanh vién
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MINUTES OF OPINION OF THE EXECUTIVE COMMITTEE OF THE
GRASSROOTS TRADE UNION/THE LEADERS OF THE EMPLOYEES’
ORGANISATION AT THE ENTERPRISE OF [-] COMPANY
Ref: The Internal Labour Regulations of the Company

Today, at [] [AM]/[PM], on the [-] day of [], [:], the Executive Committee of the Grassroots
Trade Union/the Leaders of the employees’ organisation at the enterprise of [-] Company

(“Company”) held a meeting at the head office of the Company located at [-].

The meeting includes the participation of the following personnel:

No. Full name Title
1 [Mr.]/[Ms.] [] Chairman
2 [Mr.]/[Ms.] [] Vice Chairman
3 [Mr.]/[Ms.] [] Member
4 [Mr.]/[Ms.] [] Member
5 [Mr.]/[Ms.] [] Member
6 [Mr.]/[Ms.] [] Member
A. Purpose and agenda of the meeting

Mr./Ms [¢], Chairman of the Executive Committee of the Grassroots Trade Union/
the Leaders of the employees’ organisation at the enterprise informed that the
agenda of the meeting was to discuss and consult of the members of the Executive
Committee of the Grassroots Trade Union/ the Leaders of the employees’
organisation at the enterprise about the draft of Internal Labour Regulations of the
Company in accordance with the current labour law.

B. Agenda in detail of the meeting

1.  [Mr.]/[Ms.] [+], Chairman of the Executive Committee of the Grassroots Trade
Union/ the Leaders of the employees’ organisation at the enterprise informed
the result of the opinion collection of all [] employees working at the
Company about the Internal Labour Regulations of the Company on the [-] day
of ['], [']. Accordingly, by the voting method in the form of raising hands
through each regulation, all employees in the Company agreed and approved
the drafted Internal Labour Regulations of the Company.

2. [Mr.]/[Ms.] [*] presided over the consideration and discussion about the
Internal Labour Regulations with the members of the Executive Committee of
the Grassroots Trade Union/ the Leaders of the employees’ organisation at the
enterprise. Upon the consideration and discussion, the Executive Committee
of the Grassroots Trade Union/ the Leaders of the employees’ organisation at
the enterprise was unanimous about the entire content of the draft of Internal
Labour Regulations which were built in accordance with the current labour
law.

3. The Executive Committee of the Grassroots Trade Union/ the Leaders of the
employees’ organisation at the enterprise requested the Company carry out the
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procedures in accordance with Vietnamese law to register this draft of Internal
Labour Regulations with the [Department of Labour, War Invalids and Social
Affairs]/[Industrial Zones Authority] of [-] [Province]/[City] and then
announced the content of the registered Internal Labour Regulations for all
employees working for the Company to be aware of compliance and
implementation.

C. Opinions of the participants

The participants are in full agreement with the above content.

D.  Voting
Issued votes: [@ ]
Be for: [-] votes, accounting for [100%]
Be against: [‘] vote.
Other idea: [® ] vote.

With no outstanding issues and no further questions from the participants, the meeting of the
Executive Committee of the Grassroots Trade Union/ the Leaders of the employees’
organisation at the enterprise was closed at ['] [AM]/[PM] on the same day.

The minutes of the meeting is made into 03 (three) original copies, in which 01 (one) original
copy shall be kept at the Company, 01 (one) original copy shall be kept at the Grassroots
Trade Union/ the Leaders of the employees’ organisation at the enterprise and 01 (one)
original copy shall be submitted to the [Department of Labour, War Invalids and Social
Affairs]/[Industrial Zones Authority] of [ ® ] [Province]/[City].

The minutes of this meeting are signed by the representatives of the Executive Committee of
the Grassroots Trade Union/ the Leaders of the employees’ organisation at the enterprise as

below.

Confirmation of the Participants

[Full name] [Full name]
Chairman Vice Chairman
[Full name] [Full name]

Member Member



Cau lac b6 Giam d6c Phap ché Doanh nghiép
Chief Corporate Counsel Club | cccc.org.vn

[Full name] [Full name]
Member Member



