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SMALL ENOUGHTO LISTEN - BIG ENOUGH TO DELIVER

QUY CHE LAM VIEC
PATHOI PONG CO PONG THUONG NIEN NAM 2024
CONG TY CO PHAN SEAREFICO

Can cir:

- Ludt Doanh nghiép 56 59/2020/QHI14 duoc Quéc héi thong qua ngay 17/06/2020;
- Ludt Chitng khodn 56 54/2019/QH14 dwoe Quéc hii thong qua ngay 26/11/2019 v cdc vin
ban dwdi Ludl kém theo;

- Nghi dinh 155/2020/ND-CP Quy dinh chi tiét thi hamh mét s6 diéu cua Ludt Ching khodn
théng qua ngay 31/12/2020;

- Diéulé t6 chire va hoat dong Cong ty Co phan Searefico,

- Quy ché néi bp vé quan tri Céng ty C6 phan Searefico.

Nhim dam bao Dai hdi dong cd dong thuong nién nim 2024 ctia Cong ty Cd phin Searefico

dién ra thanh cong tot dep, Hoi ddng quan tri x4y dung quy ché, nguyén téc lam viéc, ung xu,

biéu quyét trong Dai hoi dé Dai hoi dong c¢b déng thong qua nhu sau:

I. MUCPiCH

- Dam béo trinh tw, nguyén tic ing xir, biéu quyét tai Dai hoi dong cb dong thudng nién cua
Cong ty Cb phéan Searefico dién ra dung quy dinh va thanh céng t6t dep.

- Cac Nghi quyét ctia Pai hoi ddng ¢ déng thé hién ¥ chi théng nht cua Pai hoi ddng cb
dong, dap ing nguyén vong, quyén loi ctia ¢b dong va ding phap luat.

1. POI TUQNG VA PHAM VI

- Dbi tuong ap dung: TAt ca céc cd dong, ngudi dai dién (nguoi duoc iy quyén) cia cb dong
dang so hitu ¢6 phiéu Cong ty C6 phén Searefico va khach moi tham dur Pai hoi déng cd
dong thuong nién Cong ty C6 phén Searefico déu phai chap hanh, tudn thu céc quy dinh tai
Quy ché nay, Diéu 18 Cong ty va quy dinh hién hanh ctia phép luat.

- Pham vi 4p dung: Quy ché nay duoc sir dung cho viée t& chic hop Pai hoi dong c6 dong
thuong nién nam 2024 ctua Cong ty CH phin Searefico
III. GIAI THICH THUAT NGU/TU VIET TAT

- Congty :  Cong ty Cb phan Searefico

- HbQT . Hdi dbéng quan tri

- BTC : Ban td chuc

- DHDBCP . Dai hoi dong c¢b dong

- Dai biéu . Cb ddng, ngudi dai dién (nguoi dugce uy quyén)
- Paihdi : Cude hop Pai hoi dong cb dong

IV. NOQIDUNG QUY CHE
1. Diéu kién tién hanh hop Dai hdi ddng cé dong
Cudc hop bPHBCH dugg tién hanh khi c6 sb dai biéu tham du dai dién trén 50% téng s6 ¢
phan c6 quyén biéu quyét.
- Trudng hop khéng c6 du s lugng dai biéu can thiét trong vong ba muoi (30) phut ké tir thoi
diém an dinh khai mac, cugc hop phai dugc triéu tap lai trong vong ba muoi (30) ngay ké tir

ngay dy dinh t6 chiic cuge hop PHPCD lan thir nhdt. Cude hop PHDCD triéu tap lai chi M
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duoc tién hanh khi ¢6 thanh vién tham du 1a cdc dai biéu dai dién cho it nhat 33% tong s6
cb phin ¢6 quyén biéu quyét.

Truong hop cudc hop lan tht hai khong duogc tién hanh do khéng co du sb dai biéu can thiét
trong vong ba muoi (30) phut ké tir thoi diém 4n dinh khai mac, cudc hop PHDCD lan tha
ba ¢6 thé duge triéu tip trong vong hai muoi (20) ngay ké tir ngay du dinh tién hanh cude
hop 14n hai va trong trudng hop niy cude hop duge tién hanh khong phu thudc vao s6 luong
dai biéu tham du va duoc coi 1a hop 18 va c6 quyén quyét dinh tit ca céc vAn dé ma PHPCD
14n thir nhit c6 thé phé chuan.

Piéu kién ¢ dong tham du Pai hdi

Céc cb déng c6 quyén biéu quyét cia Cong ty theo danh séch chét tai ngay 12/03/2024 déu
¢6 quyén tham du DPHDCD; c6 thé truc tiép tham du hodc uy quyén cho dai dién ctia minh
tham du. Truong hop c6 nhidu hon mdt ngudi dai dién duge ty quyén theo quy dinh cua
phap luat thi phai xac dinh cu thé s6 ¢b phan ctia méi ngudi dai dién.

Khach moi tai Dai hi

La cac chirc danh quan 1y ctia Cong ty, khach moi, thanh vién trong BTC Dai hoi khong
phai la ¢6 dong Cong ty nhung dugc mai tham dy Pai hoi.

Khéch moi khong tham gia phat biéu tai Pai hoi (trie trieong hop duwoc Chu toa Dai hoi moi,
hodic ¢6 ding ky truce véi BTC Dai hgi va diege Chui toa Dai hji déng ¥).

Dai biéu tham dw Pai hdi phai tuin thi cic quy dinh sau

Pung gio, trang phuc lich sy, trang trong, tuan thu viée kiém tra an ninh (néu co), giéy o
thy thén .v.v...theo yéu ciu ciia Ban td chirc Pai hoi.

Nhan hd so tai lieu, gidy & phuc vu Dai hoi tai bo phan don tiép trude hoi trudng Dai hoi.
Pai biéu dén mudn co quyén ding ky ngay va sau dé co quyén tham gia va biéu quyét ngay
tai Pai hoi. Chii toa khong c6 trach nhiém dimng Dai hdi dé cho dai biéu dén mudn dang ky
tham du; két qua biéu quyét cac van d& da duge tién hanh biéu quyét trude khi dai bidu do
dén tham dy sé khong bi anh huong.

Dé dién thoai & ché do rung hoic tat may, khi can thi ra bén ngoai dam thoai.

Khong hut thude 14, giir trat tw trong phong Dai hi.

Tuén thi cac quy dinh ctia Ban td chirc, ctia Chii toa diéu hanh Dai héi.

Truong hop c6 dai biéu khong tuan tht nhitng quy dinh vé kiém tra hodic cac bién phap, quy
dinh ndi trén, Chu toa sau khi xem xét mot cach cén trong, co thé tir chdi hodc truc xudt dai
biéu noi trén khoi noi dién ra Pai hodi dé dam bao Dai hoi dién ra mot cach binh thudng theo
chuong trinh ké hoach.

Chi toa

Poan Chu toa gdbm Chii toa va cac Thanh vién.

Chu tich HPQT lam Chu toa hodc tuy quyén cho thanh vién HDQT khac lam Chu toa cudc
hop PHDCD do HDQT tri¢u tap;

Truong hop Chu tich véng mit hodic tam thdi mat kha nang lam viée thi céc thanh vién
HDPQT con lai bdu mdt ngudi trong s6 ho lam Chu toa cudc hop theo nguyén tic da sd.
Trong céc trudng hop khac, ngudi ky tén tri¢u tdp hop PHDCD & diéu hanh dé PHDCD
bAu Ch toa cude hop va ngudi cé phiu bau cao nhit duoc cir 1am Chi toa cudc hop.
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Chu toa c6 quyén thuc hién céc bién phap can thiét dé diéu khién cudc hop mot cach hop 1y,
co trét ty, dung theo chuong trinh dé duge théng qua va phan anh duoc mong mudn cua da
sO ngudi du hop.

Chu toa ¢ quyén hodn cudc hop PHPCD da c6 du sb ngudi ding ky du hop ti da khong

qua 03 ngay lam vi€c ke tir ngay cudc hop du dinh khai mac va chi dugc hodn cude hop hoic

thay doi dia diém hop theo quy dinh tai khoan 8 Diéu 146 Luét doanh nghiép.

Nhiém vu cta Chu toa:

e Diéu hanh cac hoat dong cua DPHDCD theo chuong trinh cudc hop di dugec PHDCD
thong qua;

e Hudng din cac dai biéu thao luin cac nodi dung cé trong chuong trinh;

e  Trinh dy thao, két luan nhimg vin d& cin thiét dé cac dai bidu biéu quyét;

o  Tra 1di nhitng van @& do cac dai biéu yéu clu;

e  Giai quyét cac vin dé phat sinh trong sudt qua trinh cude hop.

Quyén ctia Chu toa:

o Yéu ciu tit ca nguoi dy hop chiu sy kiém tra hosic céc bién phap an ninh khac;

e  Thuyc hién céc bién phap cin thiét dé diéu khién cude hop mot céch hop 1y, c6 trat tu,
ding theo chuong trinh cudc hop da duoc thong qua va phan anh duoc mong mudn cua
da so0 nguoi du hop

Yéu cdu co quan c6 thdm quyén duy tri trt ty cude hop; truc xuét nhimg nguoi khong tuan

tht quy€n di€u hanh cua Chu toa, ¢6 y gdy roi trat tu, ngin can tién trién binh thudng cta

cudc hop hodc khong tudn thu cac yéu ciu vé ki€m tra an ninh ra khoéi cudc hop PHPCP.

Thw ky Pai hji

Chul toa ctr mot hodc mot sb nguoi lam Thu ky cude hop.

Nhiém vu va quyén han:

e  Ghi chép diy du, trung thuc ndi dung Pai hi;

e  Tiép nhan phiéu dang ky phat bidu ctia Pai biéu;

e Lip Bién ban hop va soan thao Nghi quyét DPHDCD;

e HOJ trg Chu toa cong bd thong tin lién quan dén cude hop PHPCP va thong bao dén
cac Co dong theo ding quy dinh phép ludt va Diéu [é Cong ty.

e  Cac nhiém vu khic theo yéu cau ctia Chu toa.

Ban Kiém phiéu

DHDCP béu mét hodc mdt sb nguoi vao Ban Kiém phiéu theo dé& nghi cua Chu toa cudc

hop. Cac tng vién tham gia ting cw, dé cir (khi thuc hién bau ctr) khong duge tham gia vao

Ban Kiém phicu.

Nhiém vu ctia Ban Kiém phiéu:

e Phd bién nguyén tic, thé 1¢, huéng din cach thire biéu quyét;

e  Kiém va ghi nhan phiéu biéu quyet lap bién ban klem phiéu, cong bd két qua; chuyén
bién ban cho Chu toa phé chuan két qua biéu quyét;

e Nhanh chong thong bao két qua biéu quyét cho thu ky;

e Xem xét va bao caio DHDCD nhimg truong hop vi pham thé 1¢ biéu quyét hodc don thu
khiéu nai vé két qua biéu quyét.



8.

Ban Kiém tra tw cich dai biéu

Ban Kiém tra tu cach dai biéu tham du cude hop do HDQT quyét dinh thanh lap, c6 nhiém vu:

o  Kiém tra tu cach va tinh hinh ¢ dong, ngudi dai dién dén du hop;

o Trudng Ban kiém tra tu cach dai bidu bdo cdo vdi PHPCP tinh hinh ¢b déng du hop.
Phit biéu tai Pai hoi

Dai biéu tham du cudc hop khi mubn phat biéu v kién phai dugc su déng y cua Chu toa cude
hop. Dai biéu phat biéu ngan gon va tip trung vao ding nhitng ndi dung trong tdm can trao
d6i, phtt hop vé&i ndi dung chuong trinh dd duge DPHDCD thong qua hodc gui y kién bing
vin ban cho Thu ky cude hop tong hop bdo cdo Chu toa.

Chu toa cudc hop sé& sép xép cho dai biéu phat biéu theo thir tu ding ky, dong thoi giai dép
cac thic méc clia dai bidu tai cude hop hodc ghi nhéan tra 16i sau b:‘?lng van ban.

Chu toa chi tra 101 true tiép cc cau hoi trong tam, lién quan dén céc ndi dung trong chuong
trinh cudc hop va mang tinh dai dién cho nhidu dai biéu, khong tra 161 truc tiép va giai thich
chi tiét cac ndi dung da duoc cong bd thong tin, dd duge quy dinh trong vin ban phap luat
hodc cdc ndi dung cé tinh chat giai thich chuyén mén chi tiét mang tinh chét phuc vu yéu
cau riéng biét cuia c4 nhan dai biéu.

Céc chu hoi vé thong tin riéng biét hodc khong lién quan truc tiép dén ndi dung cude hop
hoic cac cau hoi khong kip tra 101 trong cude hop do thoi gian c¢6 han sé duge Chu toa tap
hop va tra 1oi bing van ban hodc thong tin trén website ctia Cong ty.

10. Biéu quyét thong qua cic vin dé tai Pai hji

10.1. Nguyén tic

T4t ca cac van dé trong chuong trinh va ndi dung hop cua Pai hoi déu phai duoc PHDCD

thao ludn va biéu quyét cong khai.

Thé biéu quyét, Phiéu biéu quyét duge Cong ty in, déng déu treo va gt truc tiép cho dai

biéu tai dai hoi (kém theo b tai liéu tham du PHPCD). Trén Thé biéu quyét, Phiéu bicu

quyét c6 ghi rd ma s6 dai biu, ho tén, s6 cd phan sé hiru va nhan ty quyén duoc biéu quyét
cta dai biéu do.

Chu toa dé xudt cac hinh thie bidu quyét dbi véi timg van dé trong ndi dung chuong trinh

dé Pai hoi thong qua.

Hinh thirc biéu quyét nhu sau:

o Biéu quyét bang hinh thirc gio Thé biéu quyét, hinh thic nay duoc ding dé thong qua
cac vén d&: Chuong trinh Pai hoi; Quy ché lam viéc tai Pai hoi; Nhan sy Ban Kiém
phiéu; Danh sach g cir vién thanh vién HPQT; thong qua Bién ban Dai hdi, Nghi
quyét Dai hoi va cac ndi dung khic tai Dai hoi (néu co);

o Biéu quyét bang hinh thirc dién vao Phiéu biéu quyét, hinh thtrc nay duge dung dé thong
qua céc vén d&: Bdo c4o hoat dong cuia HDQT, cac to trinh tai Pai hoi.

10.2. Cich thire biéu quyét

Pai biéu thuc hién viéc biéu quyét dé Tan thanh, Khong tan thanh hodc Khong cé y kién
mdt van dé dugc dua ra biéu quyét tai Dai hoi bang cach gio cao Thé bidu quyét hoac dién
cac phuong an lua chon trén Phiéu biéu quyét tuong tmg véi cac ndi dung cén biéu quyét
theo quy dinh tai Muc 4.10.1.



- Khi biéu quyét bing hinh thirc gio Thé biéu quyét, mat truée ciia Thé biéu quyét phai duoc
gio cao hudng vé phia Chu toa. Trudng hop dai biéu khong gio Thé bidu quyét trong ca ba
ldn biéu quyét Tén thanh, Khong tan thanh hoac Khoéng y kién cta mot van dé thi duge xem
nhu biéu quyét tan thanh vén dé do. Truong hop dai biéu gio cao Thé biéu quyét nhidu hon
mdt (01) 1én khi bidu quyét Tan thanh, Khong tan thanh hodc Khéng ¥ kién ciia mot vén dé
thi dugc xem nhu biéu quyét khong hop 18. Theo hinh thire biéu quyét bang gio Thé biéu
quyét, Thanh vién Ban Kiém phiéu ddnh ddu ma dai biéu va sb phiéu biéu quyét tuong tng
clia timg c6 dong T4n thanh, Khong tan thanh, Khéng ¥ kién va Khéng hop 8.

- Khi biéu quyét bang hinh thire dién vao Phiéu bidu quyét, Péi véi timg ndi dung, dai biéu
chon mdt trong ba phuong an “Tan thanh”, “Khdng tdn thanh”, “Khéng c6 ¥ kién” duoc in
san trong Phiéu biéu quyét bang cich danh ddu “X” hodc “[1” vao 6 minh chon. Sau khi
hoan tit tit ca ndi dung cin biéu quyét ciia Dai héi, dai biéu giri Phiéu biéu quyét vé thung
phiéu kin da dugc niém phong tai Dai hdi theo huéng dan ctia Ban Kiém phiéu. Phiéu biéu
quyét phai c6 chit ky va ghi 18 ho tén cuia dai biéu.

10.3. Tinh hop I¢ ciia Phiéu biéu quyét

> Phiéu biéu quyét hop 18 1a phiéu theo mAu in sin do BTC Dai hdi phat ra, c6 dong ddu do

cua Cong ty, khong tiy xod, cao stta, rach, nat,. .. khong viét thém noi dung nao khac ngoai
quy dinh cho phiéu nay va phai c6 chir ky, dudi chit ky phai c6 day du ho tén duge vidt tay
ctia dai biéu tham du.

Trén phiéu biéu quyét, ndi dung biéu quyét (Béo cdo, To trinh) 14 hop 1é khi dai biéu danh >
diu chon méot (01) trong ba (03) 6 vudng biéu quyét.

> Phiéu biéu quyét khong hop 1é:

- Ghi thém no6i dung khéc vao phiéu biéu quyét;

- Phiéu biéu quyét khong theo mau in sin do BTC Pai hoi phat ra, phiéu khéng c6 du do Tf’
cua Cong ty hodc da tdy xo4, cao sira, viét thém noi dung khac ngoai quy dinh cho phiéu
biéu quyét, phteu khong c6 chit ky, khéng ghi ddy du ho tén cta dai biéu, khi do tat ca noi
dung biéu quyét trén phiéu biéu quyét 1a khong hop 8.

10.4. Thé I¢ biéu quyét
Cir 01 (mdt) c6 phan phd thong tuong dwong véi mét quyén bidu quyét. Mi dai bidu tham du
dai dién cho mdt hodc nhidu quyén biéu quyét s& duoc cap Thé biéu quyét va Phiéu biéu quyét.

- Tai ngay chét danh sach cb dong (ngay 12/03/2024) tdng s cb phin c6 quyén biéu quyét
ctia Cong ty 1a: 35.566.780 cb phin tuong dwong véi 35.566.780 quyén biéu quyét.

- Céc van dé can liy biéu quyét tai Pai hoi chi dugc théng qua khi dugc s6 ¢b dong s& hiru
trén 50% tong s6 phiéu biéu quyét ciia tit ca cd dong du hop tan thanh. Riéng mot sb truomg
hop van dé biéu quyét duge quy dinh tai Khoan 1 Piéu 21 Biéu 1& Cong ty thi phai co su
dong ¥ tir 65% tong sb phiéu biéu quyét trd 1én cua tit ca cd dong du hop tan thanh.

- Luuy:

o C6 dong/dai dién uy quyén co loi ich lién quan khéng co quyén biéu quyét dbi véi
cac hop dong va giao dich ¢ gid tri tir 35% (tong gié tri tai san Cong ty ghi trong bao
cao tai chinh ge‘“m nhét: cac hop ddng hodc giao dich nay chi duogc chép thuén khi c6 sb
co dong/ dai dién uy quyén chiém tir 65% téng sd phiéu biéu quyét con lai tan thanh
(theo Khoan 4, Diéu 167, Lut Doanh nghiép 2020).
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e (b ddng/ dai dién iy quyén cd dong sé hitu tir 51% tdng s ¢d phin c6 quyén biéu quyét

trd 1én hodic ngudi ¢o lién quan cia cb dong do khong co quyén bidu quyét dbi véi cac
hop dong va giao dich ¢6 gia tri 16n hon 10% (t6ng gia tri tai san Cong ty ghi trong béo
cdo tai chinh gAn nhit) gitta Cong ty v&i cd dong d6 (theo Piém b, Khoan 3 va Khoan
4, Pidu 167 Luat Doanh nghiép 2020).

10.5. Ghi nhén két qua biéu quyét

Tai Dai hoi, DPHDCD s€ thong qua Ban Kiém phiéu.

Ban Kiém phiéu c¢6 nhiém vu thu phiéu biéu quyét.

Ban Kiém phiéu s& kiém tra sé phiéu tan thanh, khong tan thanh, khong c6 y kién ctia
tirng ndi dung va chiu trach nhiém ghi nhén, thong ké va bdo cdo két qua kiém phiu biéu
quyét tai PHDCD.

11. Bién ban, Nghi Quyét hop PHPCD

T4t ca cic ndi dung tai DPHDCD phai dugc Thu ky Pai Hoi g’hi vao Bién ban hop PHDPCD.

Bién ban hop DPHPCD phai duogc doc va thong qua trude khi bé mac Dai Hoi.
THUC HIEN

- Tét ca cc dai bidu, nguoi dai dién, khach moi tham du Dai hdi ¢6 trach nhiém tun tha day
du cdc nodi dung da quy dinh tai Quy ché nay, cdc quy dinh, ndi quy, quy ché quan 1y hién
hanh cta Cong ty va cac quy dinh phap ludt c6 lién quan.

- Nguoi triéu tap DHDCD ¢6 quyén:

Yeéu cau tat ca ngudi du hop chiu su kiém tra hodic cac bién phap an ninh khéc;

Yéu cdu co quan co thim quyén duy tri trat tu cudc hop; truc xuét nhimg nguoi khong
tuan thu quyén diéu hanh ciia Chti toa, cd ¥ gdy rdi trdt tw, ngan can tién trién binh thuong
cua cudc hop hoac khong tuan thu cac yéu cAu vé kiém tra an ninh ra khoi cudc hop
PHDBCD.

- Céac ndi dung khoéng dugce quy dinh chi tiét tai quy ché nay thi thdng nhét ap dung theo quy
dinh tai Pidu 18 Céng ty, Luat doanh nghiép 2020 va céac vin ban phap luat hién hanh cta
Nha nude .

Quy ché nay cé higu lye ngay sau khi dwoc DHPCD Céng ty biéu quyét thong qua. }/
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WORKING REGULATION AT THE ANNUAL GENERAL
MEETING OF SHAREHOLDERS 2024

Pursuant to Law on Enterprise No. 59/2020/QH14 approved by National Assembly dated
June 17%, 2020;

Pursuant to Law on Securities No. 54/2019/QH14 dated November 26", 2019 and
accompanying sub-Law documents;

Pursuant to Decree 155/2020/ND-CP detailing the implementation of a number of articles
of the Law on Securities passed on December 31, 2020;

Pursuant to Company Regulations of Searefico Corporation;
Pursuant to Internal regulations on corporate governance. of Searefico Corporation,

In order to ensure the Annual General Meeting of Shareholders in 2024 of Searefico Corporation
takes place successfully, the Board of Directors develops regulations, working principles, conduct
and voting in the General Meeting to The General Meeting of Shareholders approved the
following:

1.

2.

3.

4.

A

Objective:

Ensure the order, principles of conduct, publicity, transparency, fairness and democracy at
the Annual GMS of Searefico Corporation.

Resolution of the Annual GMS shows the unity of the GMS, meets the rights and interests
of shareholders and in accordance with the law.

Subjects and scope of application:

Subjects: All shareholders, representatives (authorized people) and guests attending the
Annual GMS of Searefico Corporation must comply with the provisions of this Regulation,
the Company’s Charter and current law regulations.

Scope of application: This Regulation is used for the organization of the Annual GMS 2024
of Searefico Corporation.

Interpretation of terms/acronyms:

Company . Searefico Corporation

BOM . Board of Management

oC . The Organizing Committee

GMS . General Meeting of Shareholders

Delegates . Shareholders, representatives (authorized people)

Contents of the regulation:
4.1. Conditions for conducting the GMS

The GMS is conducted when the number of attending delegates represents more than 50%
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of the total voting shares.

In case there are not enough necessary delegates within thirty (30) minutes from the time of
opening, the GMS must be reconvened within thirty (30) days from the date intended to
organize the first GMS. The GMS reconvened shall be conducted only when the attending
members are the delegates who represent at least 33% of the total voting shares.

In case the second GMS is not conducted due to insufficient number of necessary delegates
within thirty (30) minutes from the time of opening of the meeting, the third GMS may be
convened within twenty (20) days from the intended date of the second GMS and in this
case, the GMS is held irrespective of the number of delegates attending and considered valid,
and it has the right to decide all issues that the first GMS could approve.

4.2. Conditions for shareholders attending the GMS:

The shareholders having voting rights of the Company on the list closed on March 12, 2024 have
the right to attend the GMS; can attend directly or authorize their representative to attend. In case
of more than one authorized representative as prescribed by law, the number of shares and number
of votes of each representative must be specified.

4.3. Guests at the GMS:

The managerial positions of the Company, guests and members of the OC who are not
shareholders of the Company are invited to attend the Meeting.

Guests do not participate in the speech at the meeting (unless invited by the Chairperson of
the Meeting, or registered in advance with the OC and approved by the Chairperson).

4.4. Delegates attending the GMS must comply with the following regulations:

Be punctual, dress politely and formally, comply with security check (if any), identity papers
check, etc. as required by the OC.

Receive documents and papers for the meeting at the reception department in front of the
meeting hall.

Shareholders who are late have the right to register immediately and then have the right to
participate and vote at the meeting. The chairperson is not responsible for stopping the
meeting to allow late shareholders to register to attend; Voting results on issues that would
be voted on prior to those delegates’ attendance will not be affected.

Put the phone on vibrate mode or turn off the phone, and go outside to talk when needed.
No smoking, keep order in the meeting room.
Comply with the regulations of the OC and the Chairperson.

In the event of delegates failing to comply with the above inspection rules or measures and
regulations, the Chairperson can reject or expel the mentioned delegates from the venue of
meeting after careful consideration to make sure the meeting goes on in a normal manner
according to the scheduled agenda.

4.5.The Chairperson:

The Presidium includes Chairperson and Members.



- The Chairman of the Board of Directors of the Company is the Chairperson of the meeting
or authorizes another member of the Board of Directors.

- In case the Chairman of the Board of Directors of the Company is absent or temporarily
incapable of working or is suddenly absent, the remaining members of the Board of Directors
shall elect one of them to be the Chairperson of the meeting according to the majority rule.

- In other cases, the person who signed to convene the GMS will manage so that the GMS will
elect the Chairperson of the meeting and the person with the highest votes will be appointed
as the Chairperson.

- The Chairperson has the right to take necessary measures to conduct the meeting in a
reasonable and orderly manner, in accordance with the approved agenda and reflect the
wishes of the majority of attendees.

- The Chairperson has the right to postpone the meeting of the General Meeting of
Shareholders with a sufficient number of registered people to attend the meeting for no more
than 03 working days from the date the meeting is intended to open and only postpone the
meeting or change the venue. meeting as prescribed in Clause 8, Article 146 of the Law on
Enterprises.

- The Chairperson’s responsibilities:

Leading the GMS’s activities according to the agenda approved by the GMS;

Guiding the delegates to discuss the contents of the agenda;

Submitting drafts and conclusions on necessary issues for delegates to vote;

Answering to questions requested by the delegates;

Resolving the problems that arise during the meeting.
- The Chairperson’s rights:
e Having all meeting attendees subject to inspection or other security measures;

e Taking necessary measures to control the meeting in a reasonable, orderly and properly
manner according to the approved agenda and reflecting the expectation of the majority
of the meeting attendees;

e Asking the competent authority to maintain the order of the meeting; expelling those
who do not comply with operating rights of the Chairperson, intentionally disturb the
order, prevent normal progress of the meeting or do not comply with the requirements
of security check from the GMS.

4.6.Secretary of the GMS:

- The Chairperson can appoint more than one person to be Secretary of the GMS, who has
duties:

e Recording fully and truthfully the contents of the Meeting;
e Receiving the registration form for expressing the opinions of the delegates;

e Making minutes of the meeting and drafting Resolution of the GMS;



e Assisting the Chairperson to publish information related to the GMS and notify the
delegates in accordance with the law and the Charter of the Company.

e Other duties as requested by the chairperson.
4.7.The Board of Vote Counting

The Board of Vote Counting is appointed by the Chairperson. Candidates participating in
the election or nomination (when conducting the election) are not allowed to participate in
the Board of Vote Counting.

Duties of the Board of VVote Counting:
e Disseminating principles, rules, and guide the way of voting and election;

e Counting and recording votes, making minutes of counting votes, announcing results;
transferring the minutes to the Chairperson for approving the voting results and election
results;

e Quickly notifying voting results to the secretary;

e Reviewing and reporting to the GMS on cases of violation of voting rules or complaints
about voting results, election results.

4.8. The Board of Delegate Examination:

The Board of Delegate Examination is appointed by the Board of Directors and has the
following duties:

e Checking the status and situation of shareholders and representatives attending the
meeting.

e The Head of the Board of Delegate Examination reports to the GMS the situation of
shareholders attending the meeting.

4.9.Speaking at the GMS:

Delegates attending the meeting must obtain the consent of the Chairperson of the meeting
when wanting to express their opinions. Delegates shall speak briefly and focus on the key
contents need to be exchanged and in accordance with the agenda approved by the GMS or
send opinions in writing to the secretary of the meeting so that she summarizes and reports
to the Chairperson.

The Chairperson will arrange for delegates to speak in the order of registration, and answer
questions of delegates at the meeting or record the questions and answer in writing later.

The Chairperson only answers directly key questions related to the agenda of the meeting
and representative of many delegates, but does not answer directly and explain in detail the
contents that were published, which was specified in legal documents or the contents
requiring detailed professional explanation to serve the individual requirements of delegates.

Questions about separate information or not directly related to the content of the meeting or
questions not answered at the meeting due to limited time will be gathered by the
Chairperson and answered in writing or posted on the Company's website.



4.10. Voting on issues at the GMS:
4.10.1. Principles
All issues in the agenda and content of the meeting must be discussed and voted by the GMS;

Voting cards and voting papers are printed by the Company, stamped and sent directly to the
delegates at the meeting (attached to the attending documents for the GMS). The voting card
and voting paper must specify the delegate code, full name, number of shares owned and
authorized to vote of such delegate;

The form of voting is as follows:

e Voting by raising Voting card: this form is used to pass issues such as: Meeting’s
agenda; Working Regulation at the Meeting; Board of VVote Counting; List of candidates
for members of the BOD; approve the minutes of the meeting, the resolution of the
meeting and other contents at the meeting (if any);

e Voting by filling in Voting paper: this form is used to approve the following issues:
Report on activities of the Board of Directors and vote on the contents of the Proposals
at the General Meeting.

4.10.2. Method of voting:

Delegates carry out the voting to Agree, Disagree or Neutral an issue to be voted at the
meeting by raising Voting Card or filling out the options on the Voting paper corresponding
with the contents that need to be voted as prescribed in Clause 4.10.1.

When voting by raising the Voting card, the front of VVoting card must be raised up towards
the Chairperson. If the delegate does not raise Voting card in all three times voting Agree,
Disagree or Neutral on an issue, it is deemed to agree to that issue. If the delegate raise
Voting card more than one (01) time when voting Agree, Disagree or Neutral of an issue, it
is considered as an invalid vote. In the form of voting by raising VVoting cards, members of
the Board of VVote Counting mark the delegate code and the number of votes corresponding
with of each shareholder Agree, Disagree, Neutral and Invalid.

When voting by filling in VVoting paper, for each content, delegates choose one of three
options "Agree", "Disagree"”, "Neutral" preprinted in the VVoting paper by marking either "X"
or "v"" in the box of your choice. After completing all the voting content of the Meeting, the
delegate puts the VVoting paper into the sealed vote box at the meeting according to the Board
of Vote Counting’s instructions. The Voting paper must be signed and clearly state the full
name of the delegate.

4.10.3. The validity of the Voting paper

A valid Voting paper is a form printed by the OC, not be erased, shaved, torn, etc.; do not
write anything other than the provisions for this VVoting paper and must be signed with full
name written by delegates attending.

On Voting paper, voting contents (reports, proposals) are valid when the delegates mark one
(01) in three (03) voting boxes.

An invalid voting paper:



e Adding other contents to VVoting paper;

e Voting paper which are not in the pre-printed form issued by the OC, without stamp of
the Company, or erased, scraped, corrected, written more contents outside the
regulations for VVoting paper, then all voting contents on Voting paper are invalid.

4.10.4. Voting rules:
Every 01 (one) ordinary share is equivalent to one voting right.

At the closing date of the list of shareholders (February 21, 2023), the total number of voting
shares of the Company is: 33,786,780 shares equivalent to 33,786,780 voting rights.

Issues to be voted at the meeting shall only be approved when the voting rate of agreement
more than 50% of the total voting shares is reached. Particularly in some cases of voting
issues specified in Clause 1, Article 21 of the Company's Charter, there must be agreement
of at least 65% of the total voting shares attending the meeting.

Note:

e A shareholder/ representative with related interests has no voting right on contracts and
transactions with such shareholder with value from 35% of the total value of the
Company assets recorded in the latest financial statements; These contracts or
transactions are approved only when the number of shareholders/ representatives
accounting for 65% or more of the total remaining vote papers agree (according to
Clause 4, Article 167, Law on Enterprise 2020).

e A sshareholder/ representative owning 51% or more of the total number of voting shares
or related person of that shareholder has no voting rights on contracts and transactions
with such shareholder with value is more than 10% of the total value of the Company
assets recorded in the latest financial statements (according to Point b, Clause 3 and
Clause 4, Article 167 of the Law on Enterprise 2020).

4.10.5. Recording voting results
GSM will approve the Board of VVote Counting.
The Board of VVote Counting is responsible for collecting votes.

The Board of Vote Counting will check the number of votes Agree, Disagree, Neutral with
each content and be responsible for recording, statistic and reporting voting results at the
GMS.

4.11. Minutes of the GMS

All contents of the meeting must be recorded by the secretary. The meeting minutes of the GMS
must be read and approved before closing the Meeting.

Implementation of the Regulation

All delegates and guests attending the meeting are responsible for fully complying with the
provisions of this Regulation and relevant law provisions.

The convenor of the GMS has the right to:



e Require all meeting attendees to be subject to inspection or other security measures;

e Request the competent authority to maintain the order of the meeting; expel those who
do not comply with the Chairman's executive authority, intentionally disrupt order,
prevent the normal progress of the meeting or fail to comply with the requirements of
security checks from the General Meeting of Shareholders.

- The contents not specified in detail in this Regulation are uniformly applied according to the
provisions of the Charter of the Company, Law on Enterprise 2020 and current legal
documents.

This Regulation takes effect immediately after being approved by the GMS.

ON BEHALF OF THE BOARD OF DIRECTORS
CHAIRMAN

Signed and Sealed

Le Tan Phuoc



