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4 - MAU QUY TRINH XU LY KY LUAT LAO PONG BANG HINH THUC CACH
CHUC
TEMPLATE OF PROCEDURAL PROCESS OF LABOUR DISCIPLINE UNDER
THE FORM OF DEMOTION

4.1- MAU BIEN BAN SU VIEC XAY RA
TEMPLATE OF INCIDENT STATEMENT

BIEN BAN SU VIEC XAY RA

Hom nay, vao ltc [] gio, [ngay] [thang] [nam], tai [ghi dia chi ctia Cong ty [¢] hodc Chi nhanh
Cong ty tai [*] (“Cong ty”).

Thanh phan tham dy gom:

1. Pai dién Cong ty, gom:

. [Ong]/[Ba] [#] — [Tong] Giam dbe - Nguoi dai dién theo phap luét cia Cong ty
(hodc ngudi dai dién uy quyén theo Gidy uy quyén sd [+]): Chu toa;

. [Ong]/[Ba] [®] — [Giam dbc]/[Trudng phong] Nhan Su; va

. [[Ong]/[Ba] [®] — Luat su ndi bo].

2. Nguoi lao dong

Ho va tén: []
Chure vu: []
B0 phén: [*]
Phong: [*]
M3 sb nhan vién: []

3. Nguoi lam ching:

Nguoi lam ching 1:

[Ong)/[Ba]: [*] Chirc vu: [*]

Nguoi lam ching 2:

[Ong)/[Ba]: [*] Chirc vu: [*]
4. Nguoi lién quan dén vu viéc:

[Ong)/[Ba]: [*] Chirc vu: [*]

Tién hanh 14p bién ban vu viéc sau day:

1) [Néu ro su viéc vi pham ctia Nguoi lao dong].



2)

3)

4)

5)
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[Néu muc do vi pham].

[Néu r0 hinh thirc ky luat dbi v6i hanh vi vi pham cta Nguoi lao dong céan ctr theo Noi
quy lao dong da duoc dang ky voi S¢ Lao dong, Thuong binh va Xa hoi [Tinh]/[Thanh
pho] [+]].

[Néu r0 101 trinh bay ctia nhitng nguoi lam chimg].

[Néu y kién cta nguoi dai dién Ban chap hanh Cong doan co so/Ban lanh dao T6 chirc
cua Nguoi lao dong tai doanh nghiép, néu co].

Bién ban két thac hoi [+] gid cung ngay. Bién ban nay duoc 1ap thanh 02 (hai) ban gbc, c6 hiéu
luc phéap 1y nhu nhau va dugc luu gitr tai tru sé Cong ty.

Dai dién Cong ty Pai dién Ban chip hanh Céng doan co

s/ Ban linh dao T6 chirc ciia Nguoi
lao dong tai doanh nghiép

[Ho va tén] [Ho va tén] )
[Chuc vu] Chu tich Ban chap hanh

Cong doan co s6/ Ban lanh dao T6 chiic
cua nguoi lao dong tai doanh nghiép

[Giam doc]/[Trwéng phong] nhén sy Luat sw néi bo
[Ho va tén] [Ho va tén]
Nguoi lam chirng Ngudilao dong

[Ho va tén] [Ho va tén]
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MINUTES OF INCIDENTS

Today, at [*] [AM]/[PM], as of this [*] day of [*], [¢], at [insert the address of [¢] Company or
its branch in [*] (“Company”).

The Participants, including:
1. The Company’s representatives, including:

(1) [Mr.]/[Ms.] [*] — [General] Director — Legal representative of the Company (or
the authorised representative under the Power of Attorney No. [¢]: Chairperson.

(i1) [Mr.]/[Ms.] [*] — Human Resource [Director]/[Manager]; and
(i11)  [[Mr.J/[Ms.] [*] - In house Lawyer].

2. The Employee:

Full Name: []

Position: []

Department: []

Division: [*]

Staff code: []
3. Witnesses

The first witness:

[Mr.)/[Ms.] [*] Position: [¢]

The second witness:

[Mr.])/[Ms.] [*] Position: [¢]
4. The persons related to the incident:

[Mr.])/[Ms.] [*] Position: []

Together make the following minutes of incidents:

1) [Indicate the Employee’s incidents of violation].

2) [Assess the seriousness of violation].

3) [Give the form of discipline applying to the violation of the Employee according to the
Internal Labour Regulations registered at the Department of Labour, War Invalids and
Social Affairs of [*] [Province]/[City]].

4) [Indicate the presentation of the witnesses].

5) [Indicate the opinion of the representative of the Executive Committee of the Grassroots
Trade Union/the Leaders of the employees’ organisation at enterprise, if any].
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The minutes ended at [] in the same day. The Minutes were made into 02 (two) original copies
with the same legal validity and being filed at the head office of the Company.

Representative of the Company

[Full name]
[Title]

Human Resource [Director|/[Manager]

[Full name]

First witness:

[Full name]

Second witness:

[Full name]

Representative of the Executive
Committee of the Grassroots Trade
Union/ the Leaders of the employees’
organisation at enterprise

[Full name]
[Chairman of the Executive Committee of
the Grassroots Trade Union/ the Leaders of
the employees’ organisation at enterprise]

In house Lawyer

[Full name]

Employee

[Full name]



