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THONG TIN CHUNG

Muc dich

Trinh tu thue hién Cong bd thong tin clia céc cong ty thude Tap doan da duoc Uy ban chimg
khoan Nha nudc chép thuan dai ching hogic dd diang ky niém yét trén San Giao dich ching
khoén (Thanh phd Ha Noi/ Thanh phd H6 Chi Minh)

Phan dinh trdch nhiém cla timg ca nhan/ Phong/ Ban trong Tap doan dbi voi moi giai doan thuc

hién Cong bd thong tin.

Pham vi 4p dung
Quy trinh nay bt bude ap dung dbi véi moi hoat dong cong b thong tin cha cdc Cong ty thude

Tép doan.

Thuét ngir va viét tit

Thuét ngit/ viét tit ’
CBTT Cong bo thong tin

Hé théng Cong bd thong tin dién tir cliia Uy ban Chiing khoan

Dinh nghia

IDS .
Nha nudce
SSC Uy ban chiing khodn Nha nudce
HOSE S& Giao dich chimg khoan thanh phd H6 Chi Minh
Heé théng cong bd thdng tin dién tir ctia S& Giao dich chimng
HOSE.vn . .
khodan thanh pho Ho Chi Minh
VSD Trung tdm Luu ky chirng khoan Viét Nam
CBTT Cong bd théng tin

Ngudi duge

DPau mbi thong bao lich CBTT/ chiju trdch nhiém CBTT chinh/
Khéng chiu trich nhiém vé ndi dung s6 liéu ciia Phong chirc

UQCBTT ) 5
nang cung cap
TGD/ NBUQ Téng Giam dbc/ Ngudi duge Gy quyén
TCKT Phong Tai chinh Ké todn
HCNS Phong Hanh chinh Nhan sy
PCTT Phép ché tuan thu
TBP Trudng bd phén, cip trén quan ly tryc tiép
KTT, NLB K& todn trudng/ Ngudi 1ap biéu miu
PL 01 Danh muyc biéu mau theo quy dinh
PL 02 Théng ké lich Céng bd thong tin
PL 03 Su kién cong bd thong tin dinh ky
PL 04 Su kién cong bd thong tin bat thudng
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1.4.

2.

Zils

2.1.1. Luu dd (trang bén)

Thuit ngiv/ viét tiit

Pinh nghia

Phong chirc nidng

B& phén thyc hién nghiép vu chuyén mon lién quan dén so ligu

cong bd thong tin

Ngay con han cudi

cing

La ngay cudi cling phai thyc hién CBTT voi VSD, SSC, IDS,

Dit liéu cta ky

A A
cong bo

La cdc thong tin sau:
- Nhom bdo céo

- Ky béo céo

- Loai bdo cdo

- Trich yéu

Pinh ky

Su kién xay ra dinh ky budc phai CBTT (Quy dinh tai Phu luc
03)

BAt thudng

Su kién xay ra bat thuomg budc phai CBTT (Quy dinh tai Phy luc
04)

A X
Biéu mau

La nhitng biéu mau theo quy dinh cua SSC, HOSE

Tai li¢u lién quan

Luat Chirg khoan 2006, sira d6i bd sung nam 2010

Luét Doanh nghiép 2014

Théng tu s 155/2015/TT-BTC v& hudng din CBTT trén thi truong chimg khodn

Nghi dinh 71/2017/NB-CP vé& Quy ché Quan tri Cong ty

Thong tu 162/2015/TT-BTC v& huéng din cac hoat dong chao ban/chdo mua chimg

khoan

Théng tw 95/2017/TT-BTC huéng din Nghj dinh 71/2017/ND-CP

NOI DUNG QUY TRINH

Quy trinh céng b thong tin dinh ky

a/
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QUY TRINH CONG BO THONG TIN PINH KY

Neuoi dwoc

Phong chive ning

Phong PCTT

TGBH/CTHDQT

Thoi gian thue
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Ts CBIT NO neiy aclichCBTT
5
m
v
A ARy 5 . As
Chuan bi tai N R sodt Noi Theo dzadline tri Théng bio | Tra el chi it i PL 01
™ lieu dung Phép 1y Sasii
o
=1
oM
Duyé M4 zio, trong han
daadlin d3 dinz by
A Ki: 08 gio, tronz han
Scan ho so Duvit & K fonilins G 5g l
CBTT L4 Uyet & Ky Vide swcan twe hifn tonz
o thii han 08 i, 12 it i
2 dim nhin hé sodi i, trone
= YES fan dzadline
faa]
X
Ky s offline 02 g, I i thii dikm nbdn
etk h s &1 san bz han
- tailieu sean deadline
3
@
h 4
Cong bo thong tin trén 03 5i6, 1 ti hi Gidm i
. 1o so é3 by 6, tronz han
" website daadline
5
B
m
¥
4 0 o, bt dEm | o or ol
Hoan thién ho so CBTT CBTT kin wzbsitz lronz g}?}n\mm Bekten. Clt- 1
0 ' han daadlin:
.§ —
m
CBTT didn tix 06 zio ki tr
v thoi dizm hodn thiza b so
CBTT )
CBTT CBTTbin ciing: 01 gitr ké
£ ihii dism CBTT difa ti
g L ¥ Tronz han deadline
m
| 03 g, Kt toi dikm
CBTT bin amg, tronz han
o'} {5 daadline
E Lwu frir
D
=1
m
5




g:!:: Ma hiéu: QT.PCTT.04

THANH NANI QUY TRINH CONG BO THONG TIN | Lan ban hanh: 1/1

S Ngay ban hanh: 12/02/2019

2.1.2. Dién giai
Bude 1: Thong béo lich CBTT

Ngudi duge UQCBTT cén cit vao Phy luc 03 phat hanh kém theo Quy trinh nay dé lap
ké hoach CBTT theo biéu miu BM.01.QT.PCTT.04 giri cho Phong chiic ndng chuin b
tai ligu cong bo.

Viéc giri thong bao bét bude phai CC (qua email) cho cAp quan ly truc tiép va BTGB dé
nédm duge tinh hinh,

Phong chitc ning phan héi lai viéc da nhén dugc ké hoach CBTT, xé4c nhén viéc s& hoan
thién tai liéu cong bd theo deadline hodc thong béo vige lui deadline co kem ly do 0 cy
thé!, Truong hop 1y do chinh d4ng thi Ngudi duge UQCBTT phai diéu chinh lich CBTT.
Truong hop 1y do chua phit hp thi phéi tuan theo lich CBTT dé dugc thong bao.
Phuong thic thdng bao: Email (gii form mau) va Zalo/Skype (nhic nhé viée da goi
thong béo)

Buée 2: Hoan thién hd so Cong b6 thong tin

Phong chirc nang thuc hién 02 cOng viéc cu thé:

Hoan thién hd so cong bd thong tin bing ban cting theo quy chudn ctia hd so (Vi du: voi
Béo cdo tai chinh thi hoan thién hd so theo quy chuén ké toan hién hanh...)

Hoan thién file dir liéu cong bd thong tin ban mém theo mAu bidu da dugc thdng ké tai
Phu luc 01 va B9 file tai ligu biéu mAu phéat hanh kém theo Quy trinh nay.

Thoi gian hoan thién: Theo deadline da quy dinh/dugc didu chinh tai ké hoach CBTT.

Buée 3: Duyét & Ky

Phong chiic ning trinh KTT/TBP xét duyét ndi dung hd so CBTT. Trudng hop ndi dung
chua phu hop thi quay lai Bude 2. Truong hop ndi dung da hoan thién thi KTT ky/TBP
duyét dé chuyén sang TGD ky phat hanh, hoan thi¢n hd so gii cho ngudi dugc
UQCBTT.

Phong chirc ndng chju trach nhiém trude thdng s dit ligu lign quan dén hd so cong bd
thong tin.

Phong PCTT chiu trach nhi¢m kidm tra v& ndi dung khac ngoai trir nhitng thong s6 duge
cung cip badi Phong chiic ning.

Thoi gian thuc hién duyét: 24 gid, trong thoi han deadline.

Thoi gian thye hién ky: 08 gid, trong thoi han deadline.

. Deadline khong duge mudn hon so véi quy dinh ctia phép lugt (trude 03 ngay 1am vige so v6i ngay con han cudi cing — dge
tém it trong Bang phu luc s6 02 kém quy trinh nay)

ey 1
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Buée 4: Scan hd so CBTT

- Ngudi duge UQCBTT tryc tiép scan hd so ban cing, gii file scan cho phong TCKT dé
thuc hién ky s offline, sau khi ky sb offline xong phong TCKT gui tai ligu da dugc ky
s cho ngudi duge UQCBTT (nguyén nhén: token key do TCKT giir)

- Thoi gian thue hign: Viée thyuce hién scan hd so CBTT duoc thyc hién trong thoi han 08
gitr ké tir thoi diém nhan hé so di ky, trong thoi han deadline.

- Phuong thire gui file di: Gui ban scan qua email/Skype ddng thoi thong béo cho can b
TCKT dé thyc hién ky s6 offline.

- Phuong thirc nhén file scan: Nhan qua email/skype.

Bude 5: Cong bd thong tin trén website

= Ngudi duge UQCBTT ding nhdp vao server website ctia cong ty bang user va password
duge cung cip boi Cong ty.

- Nguoi duge UQCBTT tai tai liéu dang file scan (chua ky s6 offline) 1&n website, [dp bai
viét CBTT va gén tai lidu cAn cong b thong tin vao bai viét, thuc hi¢n dang tai tai ligu
1én website.

- Thoi gian thyc hién: 03 gidr k& tir khi scan xong ti liéu ban cing.

Bude 6: Lap mAu CBTT

- Ngudi duge UQCBTT sir dung mau CBTT dugc HOSE quy dinh dé hoan thién thong
tin cong bd, luu y gén dudng link cia bai cong bd théng tin tai Bude 5 vao mau CBTT.

- Ngudi duge UQCBTT ky vao mAu CBTT, déng diu treo ctia Cong ty va thuc hién scan
tai liéu nay nham phuc vy bude 7.

- Thoi gian thuc hién: 03 gic ké& tir khi thuc hién xong Budc 5.

Budc 7: Cong b théng tin dién tir

- Ngudi duge UQCBTT thyc hién CBTT tai IDS, HOSE gdm 03 budc:

. Hoan thién thong tin trén hé théng trudc khi nhép dit ligu: Nguoi dugce UQCBTT dién
cac trudng dir liéu coa ky cong b theo yéu cAu cua hé théng trude khi thye hién nhip
dir lidu dién tir cn CBTT.

" Nhap dit liéu dién tir cAn CBTT vao hé théng: Ngudi duge UQCBTT két hop cting nhan
sy duoc giao viée ctia phong TCKT dé nhap dit liéu dién ti vao hé théng IDS, HOSE.

. Tai tai liéu scan 1én hé théng: Nguoi duge gy quyén CBTT tai tai ligu cén CBTT (file
scan dd duoc ky s6 offline) 1én h¢ théng IDS, HOSE.

- Sau khi hoan thanh du 03 bude néu trén, Ngudi duge UQCBTT chon ngp hd so. Céc
trudng thong tin ndp sai/sét s& duge canh béo trén hé théng, Nguoi duge UQCBTT cling
nhan sy cia phong TCKT s& luu y diéu chinh nhiing ndi dung lién quan dé hoan thanh
duoc viée ndp hd so. Két qua ctia viée ndp thanh cong 1a thong bao “Da cong bd thong
tin” mau xanh 14 cdy trén hé thong.
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- Ddng thoi vai viée CBTT trén hé théng, Ngudi duge UQCBTT giii file scan céc tai liéu
CBTT (gdm tai liéu tai Bude 4 va Bude 6) cho chuyén vién quan ly truc tiép md chiing
khoén ciia Cong ty tai San Giao dich Chimg khodn thanh phd HO6 Chi Minh qua email,
titu d& bit bude 1a [NAM-THANG-NGAY] [LOAI CBTT]_[HOAT PONG CONG
BO] _](Y THUC HIEN]. Vi du: Ngay 27/07/2017 thyc hi¢n hoat dong Cong b6 thong
tin BCTC ban nién 2017 sodt xét s& dugc ghi tiéu dé thu nhu sau:

20170727_CBTTDINHKY_BAOCAOTAICHINHBANNIENSOATXET_2017

- Thoi gian thuc hién: 06 gio ké tir thoi diém thue hién xong Bude 6.

= Phuong thirc thuc hién: IDS/HOSE/email ctia chuyén vién

Buéc 8: Cong bo thong tin ban cing

= Ngudi duge UQCBTT chudn bj 02 bd hd so cong bb thong tin gbm (Mau CBTT tai
Budc 6 va Tai liéu CBTT ban chinh tai Budc 3) dé giri toi SSC, HOSE.

= Thoi han thuc hién: 01 gid, ké tir thoi diém thyc hién xong Bude 7.

Buéc 9: Luu trit hd so
- Ngudi duge UQCBTT thuc hién luu trit 01 b tai lidu ban cing nhu da chuan bi tai

Budce 8.
- Thoi han thyc hién: 08 gio, ké tir thoi diém thuc hién xong Bude 8.

2.2. Quy trinh cong b6 thong tin bét thudng

2.2.1. Luu db (Trang bén)
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QUY TRINH CONG BO THONG TIN BAT THUONG

Budc 1

Nguoi duge
UQCBTT

Phong chire niing

Phong PCTT

TGB/CTHDQT

Thoi gian the
hién

A x .\
Bitu mau keém theo

! tin I

l_H___[_.____.

| Nhén thong | |

Phét sinh sy
kkién CBTT

01 gits k& tir thoi dicm phit
sinh sy kign CBTT

Budc 2

<—

Ra soit Noi
dung Phap ly

02 giir k& tir thai diém nhin
duge thong bdo tir Phong
chitc ning

Tra cifu ehi tidt tqi PL 01

Budc 3

Scan h so
CBTT

v

Duyét & Ky

YES:

Duydt: 01 gior ké tir thoi
diem hodn thin bude 2

Kz 40 phit k& tir this diém
trinh hé so

Vige sean thye hign trong
(idi han 08 gios, ké tir thii
diém nhin hé so d ky, trong
han deadline

Budc 4

A

Ky s6 offline

tai li¢u scan

30 phiit ke tir 1hoi diém hin
ho so da scan

Budc 5

Y

Cong bo thong tin trén
wehsite

30 pht ké tir thoi diém nhin
hd so da ky sd, trong h
deadline

Budc 6

Hoan thién hd so CBTT

30 phit K i i didm
CBTT tn website, trong
han deadline

Theo miu dii Gt tr el tai

Budc 7

CBTT dién tir: 01 gidr ké tir
(i didm bodn thign hd so
CBTT

CBTT ban cimg: 01 gidr ké tir
thdi diém CBTT dign b

Luu y: Trong han deadline

Budc 8

Y

( Luutriv )

01 git, ki tir thai diém
CBTT bdn cimg, trong han
deadline
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2.2.2. Dién giai

Bwécl: Phat sinh sy kién CBTT

- Phong chirc ning dbi chiu sy viéc xay ra vai bang Phy luc s6 04 phat hanh kém Quy
trinh nay dé ddnh gia sy viée c6 phai la sy kién phai CBTT bAt thudng hay khéng.

- K& tir thoi diém xay ra sy kién phai CBTT bét thuong, Phong chire ning phai thong bao
cho Nguoi duge UQCBTT biét sy kién dé phdi hgp hoan thién hd so cong bd théng tin.

- Viéc ghii thong bdo can cc cho cip quan 1y truc tiép va BGD dé nim duge tinh hinh,

- Ngudi duge UQCBTT phan hdi lai viée dd nhan dugc ké hoach CBTT, xdc nhén viéc s&
thue hién CBTT bit thuong trong thoi gian 24h ké tir thoi diém phét sinh sy kién CBTT.

- Phuong thiic thong bdo: Email (gii form mAu) va Zalo/Skype (nhic nhd viée da gui
théng bao)

= Thoi gian thye hién: 01 gio ké tir thoi diém xay ra sy kién CBTT.
Lueu p: Trong trudng hop xay ra sy kién CBTT ma phong chtre niing khong thong béo/
thong bdo qua thoi han (qua 24 gio ké tir lac xay ra sy kién CBTT) cho Nguoi duge
UQCBTT biét dé tridn khai CBTT bAt thudng thi Phong chtic ndng phai hoan toan chiu
trach nhiém truée Cong ty/thuc hién giai trinh voi SSC, HOSE vé& viéc chdm CBTT/
khong CBTT bét thudng.

Bude 2: Hoan thién hd so' Cong bo thong tin

- Phong chirc ning thue hién céc cong viée cu thé:

. Hoan thién hd so céng bd théng tin bing ban ciing theo quy chudn cua hd so (Vi dy: doi
v6i Béo céo tai chinh cAn hoan thién hd so theo quy chuén ké todn hién hanh...)

u Hoan thién file dir liu cong bd thong tin ban mém theo mau biéu da dugc thong ké tai
Phu luc 01 (néu c6) va B9 file tai liéu biéu mau phat hanh kém theo Quy trinh nay.

- Thoi gian hoan thign: 02 gid ké tir thoi diém duge théng bédo tai bude 1.

Bude 3: Duyét & Ky

— Phong chiic néng trinh TBP xét duyét ndi dung hd so da chudn bi & Budc 2. Trudng hop
ndi dung chua phii hgp thi quay lai Bude 2. Trudng hop ndi dung dd hoan thién thi trinh
TGD ky, hoan thién hd so gt cho ngudi duge UQCBTT.

- Phong chtic néng chju trach nhiém trude thdng s6 dir liéu lién quan dén hd so cong bd
thong tin.

- Phong PCTT chiu trach nhiém kiém tra v& ndi dung khac ngoai trir nhiing thong s6 duoe
cung cAp béi Phong chirc ning.

- Thoi gian thuc hién duyét: 01 gid k& tir thoi didm hoan thién hd so.

s Thoi gian thuc hién ky: 40 phut ké tir thoi diém trinh hd so.

10
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Buée 4: Scan hd so CBTT

- Ngudi duge UQCBTT truc tiép scan hd so ban ciing, gui file scan cho phong TCKT dé
thuc hién ky sb offline (do TCKT cAm token key), sau khi ky s6 offline xong phong
TCKT guri tai liéu da duge ky s6 cho ngudi duge UQCBTT.

- Thoi gian thyc hién: Viée thyc hién scan hd so CBTT duoe thyc hién trong thoi han 30p
ké tir thoi didm nhan hd so da ky.

- Phuong thire gui file di: Giri ban scan qua email/Skype dong thoi thong bo cho can bd
TCKT dé thuc hién ky sb offline.

- Phuong thirc nhén file scan: Nhin qua email/skype.

Buée 5: Cong bd thong tin trén website

- Ngudi duge UQCBTT diing nhép vao server website clia cong ty bang user va password
duoc cung cap boi Cong ty.

- Ngudi duge UQCBTT tai tai ligu dang file scan (chua ky sb offline) 1én website, l4p bai
viét CBTT va gén tai lidu can cong bd thong tin vao bai viét, thyc hién ding tai tai liéu
1én website.

- Thoi gian thyc hién: 01 gid ké tir khi scan xong tai liéu ban ciing.

Budée 6: Lap miu CBTT

- Ngudi duge UQCBTT sit dung mau CBTT dugc HOSE quy dinh dé hoan thién thong
tin cong bd, luu ¥ gin dudng link cia bai cdng b thong tin & bude 5 vao mau CBTT.

.- Ngudi duge UQCBTT ky vao mau CBTT, déng diu treo cia Cong ty va thyc hién scan
tai ligu nay nhdm phuc vy Bude 7.

- Thoi gian thyc hién: 30 phat ké tir khi thuc hién xong budc 5.

Bude 7: Cong bb thong tin di¢n tix ‘

- Ngudi duge UQCBTT thyc hign CBTT tai IDS, HOSE.vn gdm clc budc:

= Hoan thién thong tin trén hé théng trude khi nhap dif lidu: Nguoi duge UQCBTT dién
cdc truong di lidu ciia ky cong b theo yéu cu ciia hg thong trude khi thyc hi¢n nhap
di liéu dién tir cAn CBTT.

u Tai tai lidu scan 1én h¢ théng: Negudi duge ty quyén CBTT tai tai ligu cin CBTT (file
scan da duoc ky sb offline) 1én hé théng IDS, HOSE.

- Sau khi hoan thanh du céc buée néu trén, Ngudi duge UQCBTT chon ndp hé so. Céc
truong thong tin ndp sai/sot s& duoce canh bdo trén hé théng, Ngudi duge UQCBTT cling
nhén sy cta phong TCKT s& luu y diéu chinh nhitng ndi dung lién quan dé hoan thanh
dugc viée ndp hd so. Két qua ciia viéc ndp thanh cong 1a thong bdo “Dé cong b6 thong
tin” mau xanh 1a cdy trén hé théng.

- Ddng thoi véi viec CBTT trén hé thdng, Ngudi dugec UQCBTT gui file scan céc tai li¢u
CBTT (gdm tai liéu tai Budc 4 va Bude 6) cho chuyén vién quan Iy tryc tiép ma ching
khoén cia Cong ty tai San Giao djch Ching khodn thanh phé Hb Chi Minh qua email,
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& Ma hiéu: QT.PCTT.04

THANH NAM QUY TRINH CONG BO THONG TIN Lan ban hanh: ~ 1/1
e Ngay ban hanh: 12/02/2019

tidu d& bit budc la [NAM-THANG-NGAY] [LOAI CBTT]_[HOAT DONG CONG
BO] [KY THUC HIEN]. Vi du: Ngay 16/03/2018 thyc hién hoat dong Cong bd thong
tin BCTC bt thuong vé NQ HPQT théng bio t& chirc Pai hoi Pdng cb dong Thudng
nién nim 2018 s& duge ghi tiéu dé thu nhu sau:

20180316 CBTTBATTHUONG_NQHDQT_TOCHUCDHD CD 2018
Thoi gian thuc hign: 01 gid ké tir thoi diém thuc hién xong Budc 6.

Phuong thirc thyc hig¢n: IDS/HOSE/ email ctia chuy€n vién

Budc 8: Cong bd thong tin bin cing

Nguoi duge UQCBTT chuén bj 02 bo hd so cong b thong tin gdm (Mau CBTT tai
Bude 6 va Tai liéu CBTT ban chinh tai Budc 3) dé giri téi SSC, HOSE.
Thoi han thue hién: 01 gid, ké tir thoi diém thyc hién xong budc 7.

Buée 9: Luu trit hd so

Ngudi duge UQCBTT thuc hién luu trlr 01 bo tai liéu ban cing nhu da chuén bi tai
Budc 8.

Thai han thuc hién: 08 gid, ké tir thoi diém thuc hién xong Budc 8.

3.  Hbso
By 1]
hﬁ.‘n Hinh thiec Thyl e
TT M hiéu Tén hd so phs ! han | d bio
: Twu luu triv = "
= luu triv | mat
trir
Theo
Théng béo lich Ban quy
1 BM.01.QT.PCTT.04 CBTT PCTT | cGng/scan dinh | NOi bd
PL
Theo
Céc tai ligu CBTT Béan quy
2 - lién quan PCTT | cung/scan dinh NGi bo
PL;
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THANH NAM

GROUP

QUY TRINH CONG BO THONG TIN

Ma hiéu: QT.PCTT.04
Lén ban hanh:
Ngay ban hanh: 12/02/2019

1/1

Nguoi ldp

Phu luc 56 01

DANH MUC BIEU MAU THEO QUY PINH CUA IDC -

Trén Thiy

HOSE - VSD

Pon vi Phong Phap ché tuén thi
STT NOI DUNG BIEU MAU SO
1 Bio céo tai chinh nim da dugc kiém todn IDS-11.3
) Eéa)o céo tai chinh ban nién/BCTC quy (hogc ban dd soat xét néu IDS-11.10
3 Bdo cdo tai chinh Quy IDS-11.4
- 5 ik Phu luc 04 Théng tu
4 Béo céo thudng nién 155/2015/TT-BTC
5 B4o céo tinh hinh quan trj Céng ty 06 thing va cd nam
Bl LR By - IDS-20/ Phu luc L1 thong tu
6 Chdo béan ¢6 phiéu ra cong ching 162/2015/TT-BTC
g ARy e R ; IDS-21/ Phu lyc 12 Théng tu
7 Chao ban trai phiéu ra cong ching 162/2015/TT-BTC
B ke g e S ; 1DS-24/ Phu lyc 13 thong tu
8 Bio cdo két qua chao béan cd phiéu ra cong ching 162/2015/TT-BTC
R S e T AT " - Phu luc 14 Théng tu
9 Bdo céo két qua chao bén tréi phiéu ra cong ching 162/2015/TT-BTC
" e A el z z ; Mau s6 05 Nghi dinh
10 Bio cdo tién dd sir dung von thu duge tir dot chao ban 58/2012/ND-CP
1 Phat hanh cb ph1eu de tra cb tire/ Phat hanh ¢d phiéu dé tang vén | Phu luc 19 Thong tu
¢b phén tir nguon v6n Chii s& hitu 162/2015/TT-BTC
12 Phat hanh ¢ phiéu theo chuong trinh Iya chon cho ngudi lao Phu luc 20 Théng tu
déng tlong cong ty 162/2015/TT-BTC
13 Bao cdo két qua phat hanh co phleu dé tra cb tu'c IDS-17
Béo cédo ket qué phét hanh cb phiéu dé ting von c6 phén tir
14 IDS-18
ngudn vén Chi s hitu
15 Béo c4o két qua phat hanh ¢b phiéu theo chuong trinh lya chon | Phu lue 22 Théng tu
cho ngudi lao ddng trong cdng ty 162/2015/TT-BTC |
A T Phy luc 24 Thong tu
16 Mua lai ¢6 phiéu/ Bén c6 phiéu quy 162/2015/TT-BTC
T . o B it IDS-12/ Phy lue 25 Théng tu
17 Béo céo két qua giao dich mua lai c6 phiu 162/2015/TT-BTC
R iAo gek 5 IDS-16/ Phu luc 25 Théng tu
18 Bio céo két qua giao dich ban c6 phicu quy 162/2015/TT-BTC
19 Théng bio quyét dinh cta cong ty vé vigc thay ddi phuong an Phu luc 26 Thong tu
giao dich mua lai c6 phiéu/ ban b phiéu quy 162/2015/TT-BTC
20 Thong béo thay ddi phuong 4n giao dich mua lai cd phiéu/ ban | Phu lyc 27 Thong tu
¢d phidu quy 162/2015/TT-BTC
R , Phuy luc 29 Théng tu
21 Chao mua céng khai 162/2015/TT-BTC
£ s R : IDS-15/ Phy lyc 30 Théng tu
22 Béo céo két qua chao mua cong khai 162/2015/TT-BTC
, B e 1DS-22/ Méu sb 02 Nghi dinh
23 Bao céo két qua dot chao bén c6 phiéu lé 58/2012/ND-CP
24 Thay déi phuong 4n sir dung s0 tién thu duoc tir dot chao ban ¢b | Méu s6 03 Nghj dinh
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Ma hiéu: QT.PCTT.04

THANH NAM QUY TRINH CONG BO THONG TIN Léan ban hanh:  1/1
‘N Ngay ban hanh: 12/02/2019
phiéu 1 58/2012/ND-CP

25

Thong bao vé ngay ding ky cudi cling va xac nhan danh sach
ngudi so hitu chimg khodn

Mau 01/THQ

26

Thong bao xéc nhin danh sich nguoi s& hitu chimg khoén luu
ky

Miu 03/THQ

27

Thong bdo xdc nhén viéc thye hi¢n quyen thanh toén ¢d tirc
bang tién/thanh todn lai/gbe trai phleu/tm phiéu cho ngudi s¢
hitu chimg khodn luu ky/ thanh todn tién cho ngudi s& hitu
chimg khoén do giai thé doanh nghiép/dong quy/thanh toasn
tién do hodn tra von gop

Mau 06/THQ

28

Thong bdo vé ngdy ding ky cudi cung dé thuc hién quyén lay y
k;en co dong bang vin ban/ dy hop PHDCD/ thanh todn 1&i/von
gbe tréi phieu/ goc tin phleu/ chi tra co tire, lgi tirc bang tidn/
tam (mg ¢ tire, loi tirc bang tlen/ tra cb tue bing cb phidu/ tra
loi tire bang chimg chi quy/ tra cd phiéu thusng do thye hién
tang v6n c6 phén tir nguon vbn chii so hitu/ mua ching khoan/
chuyén déi trai ph1eu chuyén dbi/ hoan déi co phleu tréi phiéu
cbng ty, tréi phleu chinh phd/ Thanh toan tién cho c6 déng khi
doanh nghiép giai thé hogc thanh todn tidn cho ngudi so hiiu
ching chi quy khi déng quy

Miu 07/THQ

29

Thong béo xac nhan danh sach tong hop ngudi s& hitu chiing
khoén nhan cb tire/ lgi tire chiimg chi quy/ 1i va gbe tri phicu
cong ty bing tién

Mau 12/THQ

30

Théng béo xdc nhin danh sdch tong hgp ngudi so hitu ching
khoén dugc phan bd quyén mua cb phi€u/ quyén chuyén déi tréai
phiéu chuyén dbi

Mau 15/THQ

31

Théng béo sd hitu quyén mua chiing khoén

Maéu 17/THQ

32

Gidy d& nghi chuyén nhugng quyén mua chtng khoén

Mau 18/THQ

33

Gidy ding ky mua chimg khoan

Mau 19/THQ

34

Danh sach nha dAu tu dang ky mua chimg khodn

Mau 20/THQ

35

Théng béo xé4c nhén danh sach tdng hop Nha dau tu mua ching
khodn phat hanh thém

Mau 22/THQ

36

Thong béo xéc nhdn danh sach tong hgp ngudi s¢ hitu nhan cd
tire bﬁng cd phiéu/ cé phleu thuong,/ Danh séch téng hgp phan
bd cb phiéu do chuyén déi trdi ph]eu

Maéu 26/THQ

37

Théng bao vé viéc thuc hién chuyén déi tréi phiéu

Mau 30/THQ

38

Gidy dang ky chuyén ddi trai phleu chuyén déi

Miu 31A-31B/THQ

39

Théng béo xac nhén danh sach tdng hop nha dau tu thyc hién
chuyén dbi trai phiéu

Mau 35/THQ

40

Thong bdo xdc nhan danh sach téng hop ngudi so hitu hodn doi
cO phleu

MAu 43/THQ

41

Théng bao xac nhén danh sich tong hop ngudi s& hitu chung
kho4n nhan ti&n thanh toén do giai thé doanh nghiép/ giai thé

quy

Mau 46/THQ

42

Thoéng bio xdc nhan danh séch tong hop ngudi sd hitu chimg
khoan dugc ban ¢ phiéu cho t6 chire phét hanh

Miu 49/THQ

43

Thong bo xac nhén danh sdch tong hop nguoi s¢ hiiu ching
khoan nhan tién do T4 chiic phat hanh hoan tra vbn gép

Mau 52/THQ

44

Méu CBTT tai HOSE (str dung duge cho SSC)

Mau CBTT/SGDHCM-02

45

Bén cung cAp thong tin vé quén trj cong ty ky béo céo 6
thang/midm

Mau CBTT/SGDHCM-03

46

Danh séch nguoi ndi bd va nhiing ngudi co lién quan

Mau CBTT/SGDHCM-05
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ruaNGNAM |  QUY TRINH CONG BO THONG TIN | Lan ban hanh: 1/l

Ngay ban hanh: 12/02/2019

47 Béo cdo thay dbi ngudi 6 lién quan ciia ngudi ndi bd Mau CBTT/SGDHCM-06
48 Ping ky md hinh cong ty va loai Béo céo tai chinh MAu CBTT/SGDHCM-07
49 Thay ddi s6 hrorng cd phiéu c6 quyén biéu quyét dang luu hanh Maéu CBTT/SGDHCM-08
Tom tit s6 b dong cta cong ty tai ngdy cy | thé dé niém yét bo B
50 sung sau phat hanh thém, sap nhép/ niém yét bd sung sau dot Mau CBTT/SGDHCM-09
chuyen doi tréi phiéu thanh c6 phleuf' cdc trudng hop khdc
51 Gidy uy quyén thyc hién cong b6 thong tin cua t6 chirc cho ca Phu luc 6 01 Thong tur
nhén ] 155/2015/TT-BTC
59 Gidy uy quyén thuc hién nghia vy céng bo thong tin lién quan Phuy lyc 02 Théng tu
dén giao dich 155/2015/TT-BTC
53 Bén cung cép thong tin ngudi ndi bo Phy Ine 03 Thong s
L 155/2015/TT-BTC
o ; - Phy luc 04 Théng fur
54 Bao céo thudng nién 155/2015/TT-BTC
. el vk Phu luc 05 Thong tu
55 B4o céo tinh hinh quan tri cong ty niém y&t 155/2015/TT-BTC
; X s s s ~ \ X Phu luc 06 Théng tu
56 Béo cdo vé ngdy trd thanh/ khong con 12 ¢6 dong lon 155/2015/TT-BTC
; 3 pn g o o : T - Phu lyc 07 Théng tu
57 Béo céo v& thay ddi s& hitu ciia co dong 16n/ Nha dau tu 155/2015/TT-BTC
A g s, il o ; Phu Iuc 08 Thong tu
58 Théng bao giao dich cia co dong séng lap 155/2015/TT-BTC
. ; ; v R _— Phu lyc 09 Théng tu
59 Béo céo giao dich ctia co dong sang 1ap 155/2015/TT-BTC
60 Thong bdo giao dich c6 phicu/ cht’tng chi qu ctia Ngudi ngi bg | Phu lyc 10 Thong tu
va ngudi co lién quan clia ngum ndi b 155/2015/TT-BTC
o | onaie o i g chyte Bl e o e 1 g
155/2015/TT-BTC
bd va ngudi ¢ lién quan
62 Béo céo két qua giao dich ¢b phiéu/chting chi quy ciia ngudindi | Phy lye 12T hong tu
bd va ngudi c6 lién quan 155/2015/TT-BTC
Béo céo két qua giao dich tréi phiéu chuyen d6i/ Quyén mua cd ’ )
63 phleufchung chi quy/trai phiéu chuyén dbi ctia ngudi ndi bo va Phy Ino 13- ThOng

ngudi co lién quan

155/2015/TT-BTC
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@ M4 hiéu: QT.PCTT.04

THANH NAM QUY TRINH CONG BO THONG TIN Lan ban hanh: ~ 1/1
Ngay ban hanh: 12/02/2019

Phu luc s6 02
LICH CONG BO THONG TIN
Ngudilap  Trin Thay
Don vi Phong Phap ché tuan thi

STT NOI DUNG CONG BO THOI GIAN

Bdo cao tai chinh

Mudn nhét ngay 31/03 hang nam (truong hop
duge UBCK — S GDCK gia han thi khong
mudn hon ngay 10/04 hang nédm)

Trong thoi han 05 ngay ké tir ngay t chire kiém
toan ky bdo cdo

Béo cdo tai chinh/ Bdo c4o hop nhit nam da
kiém toan

B4o cdo tai chinh ban nién soat xét

Trong thoi han 20 ngay ké tir ngay két thiic quy
- Quy 4: mugn nhét ngay 20/01
Bdo céo tai chinh qu - Quy 1: mudn nhit ngay 20/04
- Quy 2: mudn nhét ngay 20/07
- Quy 3: mudn nhét ngay 20/10

B4o cao tinh hinh quén tri cong ty

Trong thdi han 30 ngay k& tir ngay két thac ky

2 Béorode 6 thing béo céo (30/07 va 30/01 hang nam)

Trong thoi han 30 ngay ké tor ngay két thic ky

Béianiongm b4o céo (30/01 hang ndm)

Trong thdi han 20 ngay ké tir ngay CBTT dinh
ky vé bao céo tai chinh nam

Khong vuot qua 120 ngay ké tir ngay két thic
nam tai chinh

3 Bio cdo thuong nién

Pai hji ddng cb dong thudng nién/ Bét

thudng Khong gia han Co gia han

Nghi quyét HDQT vé viée té chite PHDCD | Trude ngay chét danh sach 20 ngay lam viéc

Théng béo chét danh sach dy hop PHDCD Trudc ngay chét danh sach 10 ngay lam viée

Sau ngdy chét danh sach (ngay dang ky cudi
Thu moi hop va tai liéu kém thu moi hop cling) trong thoi han 10 ngay
Trude ngdy dy hop t6i thidu 15 ngdy

Tai liéu hop tai PHDCD Trude ngdy du hop t6i thiéu 10 ngay

Bién ban — nghi Quyét PHDCD 30/04 hang ndm 30/06 hang nam

Danh sach cb dong 16n/ cb dong chlen luge/ )
5 cd dong nha nude trén danh sach cb dong Mudn nhat ngay 10/06
chbt tai thoi dlem gén nhat dén 31/5/2018

Danh sich ¢b dong 16n/ cd dong chlen luge/ )
6 cb dong nha nudc trén danh séch cb dong Mudn nhdt ngay 10/12
chét tai thoi diém gin nhét dén 31/5/2018
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QUY TRINH CONG BO THONG TIN | Lan ban hanh: 1/

Ngay ban hanh: 12/02/2019

Phu luc s6 03

SU KIEN CONG BO THONG TIN PINH KY
Theo thong tu 155/2015/TT-BTC

Ngudi lap Trén Thay
Don vi Phong Phdp ché tuén tha
STT NOI DUNG CONG BO GHI CHU
G e A Sau kiém to4n
1 Bdo céo tai chinh ndm Hop nhit khi c6 Cong ty con
S i o B : Sau kiém toén
2 Bdo cdo tai chinh ban nién soat xét Hop nhét khi 66 Céng ty con
; ; Khong nhét thiét phai kiém todn
5 Biio cdo tai chinh quy Hop nhét khi c6 Cong ty con
AP | £ i T ; Tai liéu hop

4 Dai hoi ddng cb dong thudng nién/ bat thudng Tai liéu mdi hop
Hoat dong chao béan riéng l&, chao béan
ra cong ching
Huy dong von dé thyc hién du én thi 06
théng ke tir ngay ket thiic chao ban hodic

5 Hoat ddng chao ban va béo cdo sir dung von cho dén khi giai ngan hét so tién huy
dong dugc phai béo céo vige st dung
von i
Theo khoan 4 BPiéu 8 Thong tu
155/2015/TT-BTC

6 Ty 1¢ 56 hitu nuée ngodi CBTT vé gidi han ty I§ s hitu nude

ngoai va cac thay doi lién quan
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Ma hiéu: QT.PCTT.04
Lan ban hanh:
Ngay ban hanh: 12/02/2019

1/1

Nguoi lap
Don vi

Phuy luc s6 04
SU KIEN CONG BO THONG TIN BAT THUONG

Trén Thay
Phong Phap ché tuan thu

STT

NOI DUNG CONG BO

GHI CHU

1

Tai khoan bj phong toa hoge dugc phép hoat dong trd lai

Diém a khoan |
Diéu 9

Tam ngling mot phén hoc toan b hoat ddng kinh doanh

B6 sung hoiic riit bst mot hoic mot s6 nganh nghé kinh doanh

Bj dinh chi hoc thu hdi GCN Biing ky Doanh nghiép/ Giy phép thanh
lap/ Gia“'}y phép hoat dong

Thay ddi théng tin trong Ban céo bach sau khi da dugc UBCKNN cfp
GCN dang ky chao bén

Piém b khoan |
Diéu 9

Thong qua Quyét dinh cia PHPCP (Nghi quyét — Bién ban hop)
Bién ban kiém phiéu xin y kién c6 dong bing viin ban _
Huy niém yét va ty 1¢ thong qua ctia nhém o dong khéng phai la co
doéng 16n

Piém ¢ khoan |
diéu 9

Quyét dinh mua/Bén ¢d phiéu Quy

Ngay thye hién quyén mua/Ngay thuc hién chuyén déi
Quyét dinh chao ban Ching kho#n ra nudc ngoai

Céc quyét dinh lién quan dén viéc chao bén ching khodn

Di‘ém d khoan 1
diéu 9

Quyét dinh v& mue cb tic, hinh thirc ré/ thoi gian tra
Quyét dinh tach/gdp co phicu

D@dewM[
diéu 9

Quyét dinh v& viée to chirc lai doanh nghiép (chia, téch, hop nhét, sap
nhap doanh nghigp), giai thé doanh nghiép;

Thay ddi tén cong ty, con déu ciia cong ty;

Thay dbi dia diém, thanh 1ap m&i hodc déng cira tru s& chinh, chi nhénh,
phong giao dich;

Stra déi, bd sung Didu 1§;

Chién luge, k& hoach phét trién trung han va ké hoach kinh doanh hang
nim cua cong ty

Piém e khoan 1
diéu 9

Quyét dinh thay d6i ky kértoe'm, chinh séch ké toén dp dung (trir truong
hop thay ddi chinh sach ké todn 4p dyng do thay doi quy dinh phap
luét);

Théng béo doanh nghiép kiém todn dé ky hop dong kiém todn béo céo
tai chinh ndm hodc thay ddi doanh nghiép kiém todn (sau khi d& ky hop
dong);

Doanh nghiép kiém toan tir chdi kiém toén bdo céo tai chinh cia cong
3 X - .

Két qua dieu chinh héi t0 béo cdo tai chinh (néu cé); )
Y kién khong phai 12 y kién chép nhén toan phan ctia kiém toén vién doi
véi bao céo tai chinh;

Di‘ém g khoan |
dieu 9

Quyét dinh tham gia gép vén thanh 1ap, mua d¢ ting s& hitu trong mot
cong ty din dén cdng ty d6 tré thanh cong ty con, cong ty lién doanh,
cong ty lién két hodc ban dé giam s& hifu tai cong ty con, cong ty lién
doanh, cong ty lién két ddn dén cong ty d6 khong con 1a cong ty con,
cbng ty lién doanh, cong ty lién két hoiic giai thé cong ty con, cong ty
lién doanh, cong ty lién ket;

Péng, md chi nhanh, nha méy, van phong dai dién;

Di‘ém h khoan 1
diéu 9
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Quyét dinh ctia Dai hi dong cd dng hoiic Hoi dong quan trf thong qua

Piém i khoan 1

NAM

£ -

9 hop ddng, giao dich gitta cong ty vdi ngudi ndi bd holc ngudi co lién didu 9
quan;
£ i ; gi ok A ke A A Piém k khoan 1
10 Quyét dinh phét hanh trai phiéu chuyén doi, c6 phicu vu ddi; didu 9
" Rhich sit o R sk % yrd it 3 L F Piém | khoan |
hi ¢6 sy thay ddi s6 ¢d phiéu cd quyén biéu quyét dang luu hanh. didu 9
Khi nhén dugc Giéy chtig nhén ding ky doanh nghi¢p hodc Gie‘iy phép Di i
- A -1 iy 7 = hC : i iém m khoan 1
12 thanh 1ap va hoat dong hogc Giéy phép hoat dong ctia cong ty dugc sira fidu 9
ddi, bd sung; '
Cong ty thay ddi, bd nhiém moi, b nhiém lai, bai nhiém nguoi ndi bo.
Trong vong 03 ngay lam vigc ké tir ngay cong bd théng tin vé viéc thay
dbi, k;é nhiém mdi, bd nhiém lai, bai nhiém ngudi ndi by, cong ty guri Didm n khodn |
13 cho Uy ban Chting khoén Nha nudc, S¢ giao dich chimg khodn noi didu 9 i
cong ty niém yét, déng ky giao dich Ban cung cap théng tin cta nguoi
ndi by mai (néu c6) theo Phu luc s6 03 ban hanh kem theo Théng tu
nay;
14 Quyét dinh khoi td, tam giam, truy ctru trach nhigm hinh sy ddi voi Bi‘ém o khodan 1
ngudi ndi b ciia cong ty; diéu 9
5 Bén 4n, quyét dinh cta Toa an lién quan dén hoat dong ctia cong ty; két Di‘ém p khoan |
ludin ciia co quan thué vé viéc cong ty vi pham phép ludt v thug; dieu 9
Quyét dinh vay hogic phat hanh tréi phiéu dan dén téng gia tri cac khoan Didm q khodn 1
vay cuia cong ty c6 gid trj tir 30% von chi s& hitu trd 1€n tinh tai bdo céo | | &l e
16 e ey 2 : u e Sl s diéu 9 (chi tiét
tai chinh ndm gin nhat d& dugc kiém toén hofc bdo cdo tai chinh ban e i
G ek £ S xem 10 tai diém q)
nién gin nhat dugc soat xét.
17 Cong ty nhin duge théng bao ciia Toa dn thy ly don yéu céu mé thi tyc Di‘ém 1 khoan 1
phé san doanh nghiép; diéu 9
18 Khi xay ra cc su kién khdc c6 anh hudng 16n dén hoat déng san xuit, E)i‘ém s khoan |
kinh doanh hoiic tinh hinh quan trj cha céng ty. diéu 9
19 Cc”m;g b th(“)?g Ein lié‘nﬂ qual.l dén ngay ding ky cudi cing thuc hién Khiodti 4 didu 9
quyén cho cd dong hién hiru.
20 Trudng hop déc biét khéc lién quan dén BCTC va ky béo cdo Khoan 5 diéu 9
Vén gbp clia chli s¢ hitu bi gidm tir 10% trd [én hode tdng tai san bi
21 giam tr 10% trd 1én tai bdo cdo tai chinh ndm gln nhit da duge kiém Khoan 1 diéu 12
toan hodic bo cdo tai chinh bén nién gin nhét dugc soét xét.
Quyét dinh ting, gidm von dicu 1¢;
Quyét dinh gop vén diu tu vao mot td chic, dy an, vay, cho vay hodic
céc giao dich khac voi gid tri tir 10% trd [n trén tdng tai sin clia cong ty
tai bdo cdo tai chinh ndm gin nhét dugc kiém toan hogic bdo cdo tai
chinh béan nién gln nhét dugc sodt xét;
22 Quyét dinh gép vén c6 gid trj tir 50% trd 1én vén didu 1¢ cia mdt 16 chire | Khoan 2 didu 12
(x4c dinh theo vén didu 1§ ctia t6 chirc nhan vén gop trude tho diém
gop von);
Quyét dinh mua, bén tai san ¢6 gid trj tir 15% trd 1én trén tong tai sin
ctia cong ty tinh tai bdo cdo tai chinh nam gén nhét dugc kiém toan hogc
b4o c4o tai chinh ban nién gin nhét dugc soat xét.
23 Dugc chép thuan hogc bi hily bd niém yét tai S& giao dich chimg khodn | .\ . o s 15
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