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5.5- MAU BIEN BAN XU LY VI PHAM KY LUAT LAO PONG
TEMPLATE OF MINUTES OF LABOUR DISCIPLINE SETTLEMENT

BIEN BAN
Xu ly vi pham ky luat lao dong

Cudc hop xem xét xir 1y vi pham ky luat lao dong d6i vdi [Ong]/[Ba] [+] bat dau lac [gio],
[ngay] [thang] [ndm)].

Dja diém tai: [].
I. Thanh phén dv hop gom:

1. Dai dién Cong ty, gém:

. [Ong]/[Ba] [e] — [Tong] Giam déc - Nguoi dai dién theo phap luét cua Cong ty
(hodc nguoi dai dién uy quyén theo Gidy iy quyén s [+]): Chu toa;
. [Ong]/[Ba] [®] — [Giam ddc]/[Trudng Phong] Nhan Su; va
. [[Ong]/[Ba] [e] — Luat su ndi bo].
2. Pai dién Ban chap hanh Cong doan co sé/ Ban lanh dao T6 chic Ngudi lao dong tai
doanh nghiép:
Ho va tén: .

[*]
[*]

Vi tri cong vi€e:
3. Duong su

Ho va tén: []
B6 phén: [*]
Phong: []
Vi tri cong viéc: []
4. Cha hodc me hodc nguoi do dau hop phap, néu duong su dudi 15 tudi

Ho va tén: []
Chure vu : []
Noi thuong tru: []

5. Nguoi bao chira (lut su) cho duong sy (néu co)

Ho va tén: []
Chure vu : []
Don vi cong téc: []

6. Ngudi lam ching (néu co)
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Ho va tén: []
Vi tri cong viéc: []
B0 phan: [*]
Phong: []
Noi cu tru: []

7. Nguoi duge nguoi su dung lao dong moi tham du

Ho va tén: []
Vi tri cong viéc: []
B0 phan: [*]
Phong: []

Va

Ho va tén: [*]
Vi tri cong viéc: []
B phan: []
Phong: []

II. N¢i dung:

1. Puong su trinh bay ban tudng trinh dién bién sy viéc (can ghi rd cac ndi dung) nhu:
Hanh vi vi pham, mtc d vi pham, nguyén nhan, hinh thirc ky luat lao dong. Trong
truong hop duong sy khong c6 ban tuong trinh thi ngudi st dung lao dong trinh bay
bién ban sy vi€c xady ra hoac phat hién.

2. Nguoi st dung lao dong chtng minh 13i cia Ngudi lao dong (can ghi 1& mot sb noi
dung) nhu: Hanh vi vi pham, mtrc d¢ vi pham, hinh thirc ky luat lao dong. Truong hop

bdi thuong trach nhiém vat chét thi ghi muc do thiét hai (tinh gi4 tri bang tién Dong
Viét Nam), phuong thirc boi thudng.

3. Ngudi lam ching (néu ¢6) cin trinh bay cu thé nhitng ndi dung c6 lién quan dén su viéc
xay ra.

4. Nguoi dai dién Ban chap hanh Cong doan co s/ Ban 1anh dao Té chic Nguoi lao dong
tai doanh nghiép, nguoi bao chita cho duong su, duong su (can ghi rd viéc ngudi su
dung lao ddng chirng minh 161 cua Nguoi lao dong dung hay sai véi quy dinh cua phap
luat).

- Y kién ctia Ban chip hanh Céng doan co s/ Ban lanh dao T6 chirc Ngudi lao
dong tai doanh nghiép

[*].
- Y kién ctia ngudi bao chira hodc Luat su ciia Nguoi lao dong
[*].

- Y kién ctia Ngudi lao dong
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[*].
5. Két luan cudi cung ctua Cong ty.

Hanh vi vi pham ky luat, mirc d¢ vi pham, hinh thirc ky luat lao dong. Truong hop b(f)i
thuong trdch nhiém vat chat: mac d¢ thi€t hai, mirc boi thuong, phuong thirc bodi
thuong.

6. Bao luu ¥ kién cta cac thanh phan tham dy (néu c6).
[*].

7. Két thuc cudc hop vao luc [+] gio [+] ngay [+] thang [] ndm [+]. Bién ban nay dugc lap
thanh 03 (ba) ban gbc, trong d6 01 (mot) ban gde dugc Ngudi lao dong gitr, 01 (mot)
ban gdc duoc giri cho Ban chap hanh Cong doan co so/ Ban lanh dao T6 chirc Nguoi
lao dong tai doanh nghiép va 01 (mdt) ban goc duoc luu gift tai tru sé Cong ty.

Dai dién Cong ty Pai dién Ban chip hanh
Cong doan co s6/ Ban lanh dao To6 chirc
Nguoi lao dong tai doanh nghiép

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

Cong doan co s¢/ Ban lanh dao Té chirc
Nguoi lao dong tai doanh nghi¢p

[Giam dbc]/[Trwéng phong] Nhan sw Luit sw néi bo
[Ho va tén] [Ho va tén]

Ngudi lam ching 1 Nguoi lao dong
[Ho va tén] [Ho va tén]

Ngudi lam ching 2

[Ong/[Ba] [+]
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MINUTES
On settlement of the labour discipline violation

The meeting for consideration of settling the labour discipline violation with respect to
[Mr.]/[Ms.] [*] commences at [*] on [date] [month] [year].

At: [].
I. Participants in the meeting:
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

(ii1))  [[Mr.])/[Ms.] - Inhouse Lawyer].

[\9)

. Representative of the Executive Committee of the Grassroots Trade Union/the Leaders
of the employees’ organisation at the enterprise:
Full name: []
Position or title: []
3. The Employee:
Full name: [
Division: [
Department: [
Job in charge: [

{ S iy A [y S

4. Father or mother or legal guardian if the Employee is under 15 years old:

Full name: [*]
Position or title: [*]
Permanent address:  [°]

5. Defence counsel (lawyer) for the Employee (if any):

Full name: [*]
Position or Title: [*]
Work at (organisation): [*]

6. Witness (if any):

Full name: [*]
Position or Title: []
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Division: []
Department: [*]
Place of permanent residence: [*]

7. Persons invited by the Employer:

Full name: []
Position or Title: [*]
Division: [*]
Department: [*]
And

Full name: [*]
Position or Title: []
Division: [*]
Department: [*]

II. Content:

1. The Employee presents the statement of the incident (indicating clearly the contents)
such as: acts of violation, seriousness of violation, reason, form of labour discipline,
etc.; if the concerned person has no statement, the employer shall present minutes of
what happened or the incident being detected.

2. The Employer substantiates where the Employee was at fault, indicating clearly some
contents including: acts of violation, seriousness of violation, form of labour discipline,
etc.; in case of materials responsibility compensation, indicating the extent of damage
(calculating in Vietnam Dong), method of compensation, etc.

3. The witness (if any) should present in details contents relating to the incident.

4. The representative of the Executive Committee of the Grassroots Trade Union/ the
Leaders of the employees’ organisation at the enterprise, defence counsel for the
concerned person, the concerned person (indicating whether the employer’s

demonstration is right or wrong according to the law).

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

[*].

- Opinion of the defence counsel or the Lawyer of the concerned person
[*].

- Opinion of the Employee

ME
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The final conclusion of the Company.

Acts of violation, seriousness of the violation and the form of labour discipline. In case
of material responsibility compensation: extent of damage, level of compensation,
method of compensation.

Participants making a reservation of their opinions in the meeting (if any).
[*].

The meeting is ended at [+] on [date] [month] [year]. The minutes is made into 03 (three)
original copies with equivalent legal validity, in which 01 (one) original copy is kept
by the Employee, 01 (one) original copy is sent to the Executive Committee of the
Grassroots Trade Union/ the Leaders of the employees’ organisation at the enterprise
and 01 (one) original copy is filed at head office of the Company.

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

enterprise
[Full name] [Full name]
[Title] Chairperson of Executive Committee of the

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

Human Resource [Director]|/[Manager] In house Lawyer
[Full name] [Full name]
Witness 1 Employee
[Full name] [Full name]
Witness 2

[Full name]



