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2.5- MAU THU MOI CONG POAN CO SO/TO CHUC CUA NGUOI LAO PONG
TAI DOANH NGHIEP THAM GIA CUQC HOP XEM XET XU LY VI PHAM KY
LUAT LAO PONG
TEMPLATE OF INVITATION LETTER TO THE EXECUTIVE COMMITTEE OF

GRASSROOTS TRADE UNION/THE LEADERS OF THE EMPLOYEES’
ORGANISATION AT THE ENTERPRISE ATTENDING THE MEETING TO
CONSIDER THE LABOUR DISCIPLINARY BREACH SETTLEMENT

Tai [@], [ngay] [thang] [nam]

THU MOI
Kinh giri: [Cong doan co s6/T6 chikc ciia Ngudi lao dong] tai Cong ty [Tén Cong Ty]
V/v: Thong bao vi pham ky luit lao dong Ong/Ba [-] (an thi [-])
Can cu:

- B6 luat Lao dong sé 45/2019/QH14 duoc Qudc hoi thong qua ngay 20 thang 11 nim
2019 va c6 hi¢u luc tir ngay 01 thang 01 nam 2021;

- Nghi dinh s6 145/2020/ND-CP ngay 14 thang 12 ndm 2020 cua Chinh phu quy dinh
chi tiét va hudéng dan thi hanh mot sé didu ciia Bo luat Lao dong vé didu kién lao
dong va quan h¢ lao dong; va

- Bién ban vi pham ky luat lao dong s6 [-] ngay [-] thang [-] nam [-].

Cong ty [Tén Cong Ty] (“Cong Ty”) thong bao dén [Cong doan co s6/Td chirc ciia Ngudi
lao dong tai doanh nghiép] cua Cong Ty vé viéc vi pham ky ludt lao dong cua Ong/Ba [-] —
chtc vu: [-] (“Nguoi Lao Pong”) dbi véi hanh vi [néu rd hanh vi vi pham] vao ngay [-].
Cong Ty da tién hanh l4p bién ban vi pham d6i véi hanh vi di néu trén cia Ngudi Lao Dong
vao ngay [-].

Cong Ty sé& tién hanh xir 1y ky ludt lao dong Ngudi Lao Pong tai dja chi tru s¢ chinh cua
Cong Ty tai [-] vao lac [-] gio [-] phat, ngdy [-] thang [-] nam [-], d@& nghi [Céng doan co
s6/To chuc cua nguoi lao dong tai doanh nghiép] tham dy cudc hop xem xét xur 1y ky luat lao
dong. [Cong doan co s6/Td chirc cua ngudi lao dong tai doanh nghiép] vui long xac nhan
tham dy cudc hop ndy, néu khong thé co mit vui long thong bao 1y do dén Cong Ty.

Trong trudng hop [Cong doan co sd/To chirc cia Nguoi lao dong tai doanh nghiép] vang mat
hogc khong xac nhan tham dy cudc hop thi Cong Ty van tién hanh xtr ly ky luét lao dong
Nguoi Lao Pong theo ding dia diém va thoi gian nhu da néu trén.

Noi nhin: Tran trong,

- Nhu trén; va THAY MAT VA PAI DIEN [TEN CONG TY]
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- Luu Cong ty.

[Ho va tén]
[Chtrc vu]
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At [@ ], [date][month][year]

INVITATION

To: [The Grassroots Trade Union/The employees’ organisation at the enterprise] of
[Name of the Company]

Re: Notice on handling violations of labour discipline Mr./Ms. [*] (the [*] time)
Pursuant to:

- The Labour Code passed by the National Assembly of the Socialist Republic of
Vietnam dated 20 November 2019 and is effective on 01 January 2021;

- Decree No. 145/2020/ND-CP dated 14 December 2020, providing guidance on some
articles of the Labour Code on working conditions and labour relations; and

- Record of labour discipline violation No. [-] date [:] month [-] year [*].

[Name of the Company] (“Company”) notifies [The Grassroots Trade Union/The
employees’ organisation at the enterprise| of the Company regarding the labour discipline
violation of Mr./Ms. [-] — Title: [-] (“Employee”) with respect to the [please indicate the
violated act] act on [-]. The Company made the record violation with the above act of
Employee on [].

The Company is carrying out the labour discipline at the head office [-] on [‘], requesting
[The Grassroots Trade Union/the employees’ organisation at the enterprise] attends the
meeting of consideration for the labour discipline settlement. [the Grassroots Trade
Union/The employees’ organisation at the enterprise] please confirm to attend the meeting, if
[the Grassroots Trade Union/The employees’ organisation at the enterprise] cannot attend the
meeting for any such justifiable reason, please inform.

In case [The Grassroots Trade Union/The employees’ organisation at the enterprise] absents
or does not confirm the attendance, Company still conducts the labour discipline at the place
and the time was mentioned.

Recipients: Sincerely yours,
As above; and FOR AND ON BEHALF OF [INAME OF THE
Archived at the Company. COMPANY]

[Full name]
[Title]



