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CHU TICH CONG TY KIEM TONG GIAM POC
THE COMPANY PRESIDENT CUM CHIEF EXECUTIVE OFFICER
CONG TY TNHH CHUNG KHOAN NHAT BAN
JAPAN SECURITIES CO., LTD.

- Cén c chirc ning, nhiém vu va quyén han ctia Chi tich Cong ty va Téng gidm déc;
Pursuant to functions, responsibilities and power of the Company President and
Chief Executive Officer;

- Can ctt vao tinh hinh hoat dong thuc té tai cong ty.

Pursuant to the Company’s business,

QUYET PINH
DECIDES

Piéu 1. Ban hanh Quy ché quén tri ndi bo cua Céng ty TNHH Chirng khoan Nhat Ban.
Article 1. To issue the Regulations on Internal Management in Japan Securities Co., Ltd.

Piéu 2. Quyét dinh nay c6 hiéu luc ké tir ngay 01/06/2026 va thay thé cac quyét dinh
d4 ban hanh vé& Quy ché quan trj ndi bo ctia Cong ty.

Article 2. This Decision takes effect from June 1, 2026 and replaces the decisions issued
on the Regulations on Internal Management.

Pidu 3. Khdi Van phong va céc phong ban / bd phan ¢6 lién quan ctia Cong ty TNHH
Chirng khoan Nhat Ban chiu trach nhiém thi hanh Quyét dinh nay.

Article 3. The Back office and relevant departments / offices of Japan Securities Co.,
Ltd. are responsible for the implementation of this Decision.

Noi nhin: CONG TY TNHH CHUNG KHOAN NHAT BAN
Recipient: JAPAN SECURITIES CO., LTD.
- Cong ty
The company
- Luu HCNS

Filed: HR&Admin
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NOI DUNG QUY CHE
REGULATIONS

PHAN 1. NGUYEN TAC CHUNG
PART 1. GENERAL PRINCIPLES

Piéu 1. Cin cir phap ly
Article 1. Legal basis

- Cén ctr Luat Chtiing khoén ngay 26 thang 11 ndm 2019;
Pursuant to the Law on Securities dated November 26, 2019,

- Cén ctt Luat Doanh nghi€p ngay 17 thang 6 ndm 2020;
Pursuant to the Enterprise Law dated June 17, 2020,

- Can ctt Nghi dinh s6 155/2020/ND-CP ngay 31 thang 12 nim 2020 ctia Chinh phti
quy dinh chi tiét thi hanh mét s6 diéu ctia Luat Ching khodn;
Pursuant to Decree No. 155/2020/ND-CP dated December 31, 2020 of the
Government detailing the implementation of a number of articles of the Law on
Securities;

- Can ct biéu 16 Cong ty TNHH Chiing khoédn Nhat Ban.
Pursuant to the Charter of Japan Securities Co., Ltd.

Piéu2. Muc dich
Article 2. Purpose

- Cung véi cac van ban khac nhu Diéu 1&, Noi quy lao dong, Quy ché tai chinh, ...,
Quy ché quan tri ndi bd cong ty hinh thanh nén khung phap ly chung trong ndi bd
cong ty;

Together with other documents such as the Company Charter, Labor regulations,
Financial regulations, etc., the Regulations on internal management form the
general legal framework within the company;,

- Lanén tang dé x4y dung, quan 1y va t6 chiic moi hoat dong ctia cong ty;

Be the foundation for building, managing, and organizing all activities of the
company,

- Phén cong phan cap trach nhiém cho ting bd phén va c4 nhén trong cong ty.
Decentralize the responsibilities for each department and individual in the

company.
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PHAN 2. CO CAU TO CHUC CONG TY
PART 2. ORGANIZATION STRUCTURE

Piéu 3. Hinh thirc phép ly
Article 3. Legal form

Hinh thtrc phéap ly ctia Cong ty TNHH Chiing khoan Nhat Ban 14 cong ty trach nhi¢m
hitu han mot thanh vién do t6 chirc 1am cha sd hitu.

The legal form of Japan Securities Co., Ltd. is a one-member limited liability company
owned by an organization.

Piéud. Thong tin vé Chii s& hitu cong ty
Article 4. Information about the Company Owner

- Tén cong ty: Tép doan Chig khodn Aizawa
Company name.: Aizawa Securities Group Co., Ltd.

- Gidy phép kinh doanh gan nhat s§ 0100-01-036574 cip ngay 01/10/2021 tai Nhat
Béan
The most recent business license number 0100-01-036574 issued on October 1,
2021 in Japan

- bia chi: 1-9-1, Higashi-Shimbashi, Minato-ku, Tokyo, 105-7307, Nhat Ban
Address: 1-9-1, Higashi-Shimbashi, Minato-ku, Tokyo, 105-7307, Japan

- Website: https://www.aizawa.co.jp/
Website: https.//www.aizawa.co.jp/

- Dbién thoai: (81.3) 3272 3127
Telephone.: (81.3) 3272 3127

DPiéu5. Mo hinh quan tri
Article 5. Governance model

M5 hinh t§ chirc quan 1y va hoat dong ctia cong ty dwoc thuc hién theo Piém a, Khoan

1, Pidu 79 Lu4t Doanh nghiép 2019 bao gdm Chu tich cong ty va Tong giam déc.

The organizational structure and business operation of the company is implemented

according to the Point a, Clause 1, Article 79 of the Enterprise Law 2019 including the

President of the company and the Chief Executive Officer.

- Chu sé hitu la Tap doan Ching khoan Aizawa c6 tru s& chinh tai Nhat Ban, cé

toan quyén quyét dinh cc van dé ctia cong ty theo quy dinh tai Luat Doanh nghiép,
Luat Chimg khoén va Diéu 1é cong ty. Chii sé hitu chiu trdch nhiém hiru han vé
céc khoan no va céc nghia vu tai san khéc ctia cong ty trong pham vi s6 vén gop
cling chinh 1a s6 vén diéu 1é ciia cong ty;

Wk IS =S 7 )
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The Owner is Aizawa Securities Group Co., Ltd. with its head office in Japan, who
has full authority to decide on the company matters as prescribed in the Enterprise
Law, Securities Law and the Company Charter. The Owner has limited liability
for the company's debts and other property obligations to the extent of the
contributed capital which is also the charter capital of the company,

Chu tich cong ty do Chu s& hitu bd nhiém. Chil tich cong ty nhan danh Chu s&
hiru thye hién cic quyén va nghia vu ctia Chu s& hitu cong ty; nhan danh cong ty
thue hién cac quyén va nghia vu clia cong ty, trir quyén va nghia vu ctia Téng gidm
dbc; chiu trach nhiém trudc phép ludt va Chi s¢ hitu cong ty vé viée thuc hién céc
quyén va nghia vu duoc giao theo quy dinh tai Didu 1¢;

The Company President is appointed by the Owner. The Company President on
behalf of the Owner performs the rights and obligations of the Owner; on behalf
of the company to perform the rights and obligations of the company, except for
the rights and obligations of the Chief Executive Olfficer, take responsibility to the
law and to the Company Owner for the performance of assigned rights and
obligations as prescribed in the Company Charter,

Ban gidm déc bao gdm Tdng gidm dbc va (cac) Pho tdng giam dbc. Tong giam
d6c thuc hién viée didu hanh hoat dong kinh doanh hang ngay ctia cong ty, chiu
trach nhiém trude phap luat, Chi sa hitu cong ty va Chi tich cong ty vé viée thuc
hién quyén va nghia vu ctia minh. (Cac) Phé tdng giam ddc do Tdng giam ddc
phan cong truc tiép, thuc hién chi dao mot s6 ndi dung cong viéc va mot sb ndi
dung uy quyén theo phén quyén;

The Board of Directors includes the Chief Executive Officer and Senior Executive
Officer(s). The Chief Executive Olfficer performs the day-to-day business
operations of the company, is responsible to the law, the Company Owner and the
Company President for the performance of his rights and obligations. The Senior
Executive Officer(s) directly assigned by the Chief Executive Officer direct a
number of authorized tasks and works;

Céc trudng phong ban truc tiép giai quyét cong viée cu thé va chiu trdch nhiém
d6i v6i moi hoat dong ctia phong ban d6 trude Ban giam dbc. Noi dung chi tiét tai
phdn 3 ctia Quy ché nay;

Managers of departments directly deal with specific tasks and are responsible for
all activities of their departments to the Board of Directors. Details are in part 3
of these Regulations,;

B0 phan Gidm sat tuan thu bao gbm Kiém soat ndi bd va Quan tri rti ro hoat dong
doc 1ap va chuyén trach, c6 trach nhiém hd trg Chil tich cong ty va Ban giam dbe
trong viéc quan ly va kiém soét rai ro theo cac ndi dung duge quy dinh tai cc vin
ban phap luat lién quan, Pidu 1& cong ty va cac vin ban ndi bd twong tng, dam
bao cic hoat dong nghi€p vu ctia cong ty dugc van hanh mot cach chinh xéc, han
ché nhitng rii ro khong déng c6 phét sinh trong qué trinh tac nghiép;
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Compliance office including Internal control and Risk management operates
independently and is responsible for supporting the Company President and
Board of Directors in managing and controlling risks according to the content
specified in the relevant legal documents, the Company Charter and
corresponding internal documents, ensuring the accurate operation activities of
the company, limiting unnecessary risks arising in the operation process;
- Cong ty khong c6 Ban kiém soat va Bo phéan kiém toan ndi bo.
The Company does not have a Supervisory Board and an Internal Audit office.

Didu 6. So dd to chire
Article 6. Organization structure

Tai ngay théng qua quy ché nay, so dd td chirc tai cong ty duoc 4p dung nhu sau:
At the date of approval of this regulation, the organization structure at the company is
applied as follows:

Chu s¢ hitu cong ty
The Company Owner
[

Chu tich cong ty
The Company President
o

[
Ban giam dbc
Board of Directors

B phén Gidm sét tuan thi
Compliance department

[ Kiém soat ndi bo

\

Internal control

{ Quan tri rdi ro

Phong CNTT
IT department )

Risk management
Khéi Kinh doanh Khdi Nghiép vu Khdi Vian phong
Front office Middle office Back office
Phong Ty doanh Phong Mbi giéi giao dich 4 )
2 ; ! Phong Ké toan
Proprietary trading Brokerage tradin, ; !
Separiment depa%tment g Accounting department
Phong dich vu khach hang Phong Tu van va Phan Phong HCNS )
Customer relationship tich dau tu HR & Admin department
management department Consulting and Research J
department i B\
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So d6 t6 chiic ¢6 thé duge didu chinh theo tinh hinh hoat déng kinh doanh va do Chu
tich cong ty phé duyét.

The organization structure can be adjusted according to the business situation and
approved by the Company President.

Pieu7. Trach nhiém cia cac vi tri cong viéc
Article 7. Responsibilities of job positions

7.1

7.2

Chii tich cong ty
The Company President

Chu tich cong ty 14 ngudi dai dién theo phép ludt duy nhét ctia cong ty, nhan danh
Cha s& hitu thyc hién cac quyén va nghia vu ctia Chi s& hitu, nhan danh cong ty
thuc hién quyén va nghia vu ctia cong ty, trir quyén va nghia vu ctia Téng giam
dbe;

The Company President is the sole legal representative of the Company, on behalf
of the Owner performs the rights and obligations of the Owner, and on behalf of
the company performs the rights and obligations of the company except for the
rights and obligations of the Chief Executive Olfficer,

Quyét dinh ctia Chii tich cong ty vé thuc hién quyén va nghia vu ctia Chii s& hitu
cong ty c¢6 hidu luc ké tir ngay duoe Chil sé hitu cong ty phé duyét.

The decision of the Company President on the exercise of the rights and
obligations of the Company Owner takes effect from the date of approval by the
Company Owner.

Ban giam doc
Board of Directors

Tdng giam d6c: Quyén, nghia vu cia Téng giam dbc duoc quy dinh tai biéu 1&
cong ty va tai hop ddng lao dong giita Tong giam dbc va Cong ty;

The Chief Executive Officer: Rights and obligations of the Chief Executive Olfficer
are specified in the Company Charter and in the labor contract between the Chief
Executive Officer and the Company;

Pho téng giam ddc: (Cac) Phé tong gidm ddc gitp quéan ly, didu hanh hoat dong
clia cong ty, thuc hién céc cong viée duge Tong giam dbc giao phé hodc ty quyén.
The Senior Executive Olfficers.: The Senior Executive Officers manage and operate
the company's activities, perform tasks assigned or authorized by the Chief
Executive Officer.
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7.3

7.4

Cac trweéng/phé phong ban/bg phan
Managers/vice managers of departments/offices

BG trf nguoi lao dong hop 1y dé dam bao cong viée ctia phong ban/bd phan;
Arrange employees effectively to ensure the work of the department/office is
Sfulfilled;

Kiém soat rai ro cua phong ban/bd phan;

Control risks of the department/office,

Dao tao nhan su, dam bao doi ngii ké can;

Train personnel, ensure the capable successors;

Phéi hop v6i céc phong ban/bd phan khac dé d¢am bao cong viée chung cia toan
cong ty;

Coordinate with other departments/offices to ensure the common works of the
whole company;

Chiu trach nhiém truéc Ban giam ddc vé& cic cong viéc hang ngay clia phong
ban/bd phan;

Responsible to the Board of Directors for the daily works of the department/office;
Tham muu cho Ban giam dbc vé cong viéc chuyén mén ctia phong ban/bd phan;
Advise the Board of Directors on the professrional works of the department/office;
Phé phong ban/bd phan c6 trach nhiém hd trg trudng phong hoan thanh nhiém vu;
Thay mit trudng phong ban/bd phan giai quyét cic cong viée clia phong ban/bd
phan khi truéng phong ban/bd phén ving mit.

Vice managers of departments/offices are responsible for supporting the
managers of the departments/offices to complete their tasks;, On behalf of the
managers of the departments/offices to handle the works in their absence.

TAt ca nhén sy trong cong ty
All employees in the company

Thue hién c6ng viée duoc cong ty va quan 1y truc tiép giao pho;

Perform the work assigned by the company and the direct manager,

Tuén thu cac quy dinh cta phép luat va quy dinh ndi by cong ty;

Comply with the legal regulations and internal regulations of the company,

C6 trach nhiém hoc tap, nang cao trinh d6 chuyén mén dé dap Gmg yéu cau va
thich nghi v&i sy phét trién ngay cang cao ciia cong viéc.

Responsible for learning and improving professional qualifications to meet
requirements and adapt to the increasing development of work.
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PHAN 3. CHUC NANG NHIEM VU CAC PHONG BAN/BQ PHAN
PART 3. FUNCTIONS AND DUTIES OF DEPARTMENTS/OFFICES

Piéu 8. B0 phin Giam sat tudn thi
Article 8. Compliance department

8.1 Co ciu
Structure

- B0 phan Gidm st tuan tha gdm:
The Compliance department includes:
e Kiém so4t noi bo;
Internal control;
e Quan tri rui ro.
Risk management.

- B0 phéan nay hoat ddng dudi su chi dao truc tiép ctia Chu tich cong ty va Ban giam

doc.

This department operates under the direct supervision of the Company President

and the Board of Directors.

8.2 Chirc nang
Functions

- Pam bao tit ci cc phong ban/bd phan va nhan vién trong cong ty tudn thil - bao
gbém nhung khong gidi han bai - cac quy dinh ctia phép luat, cic quy trinh/quy

dinh/quy ché/quy tic ndi bd ctia cong ty va ctia Tap doan...;

Ensure all departments/offices and employees in the company comply with
including but not limited to legal regulations, internal processes/regulations/rules

of the company and the Group efc.,

- Dam bao tinh hop ly, hop phép, trung thue, cn trong va hi€u qua trong hoat dong
kinh doanh, hé thdng tai chinh, cong tac ké toan va thuc hién béo cdo tai chinh, hé

thdng quan 1y va quan tri cong ty;

Ensure the rationality, legality, integrity, prudence and efficiency in business
activities, financial system, accounting works and financial reporting,

management system and corporate governance,
- Dam bao céc rui ro trong yeu dugce quan ly va kiém soét;
Ensure material risks are managed and controlled;

- Tham muu cho Chu tich céng ty va Ban gidm dc trong cong téc kiém soat, phong

nglra rii ro va dua ra bién phap khac phuc, xtr ly su co khi rti ro x3y ra.

== 2 \o\
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8.3

Advise the Company President and the Board of Directors in controlling,
preventing risks and taking measures to overcome and handle incidents when risks

occur.

Nhiém vu
Obligations

Kiém soat ndi bo:

Internal control.:

Kiém soat viéc tuan thu quy dinh phap ludt, quy ché, quy trinh nghiép vu noi
b6 cia céc phong ban/bd phan va clia ngudi hanh nghé chimg khoén;

Control the compliance with laws, regulations, internal business processes of
departments/offices and securities practitioners,

Kiém tra noi dung va gidm sat viéc thuc hién ciac quy tic vé dao duc nghé
nghiép, cac hoat dong tiém an xung dot loi ich trong ndi bo cong ty, gitta cong
ty va nhan vién, cling nhu gifta cong ty va khach hang;

Check the content and monitor the implementation of the code of conduct,
activities with potential conflicts of interest within the company, between the
company and employees, as well as between the company and customers;
Giam sat vi€c tinh toan céc chi ti€u an toan tai chinh va tuén tht cac quy dinh
dam bao an toan tai chinh;

Monitor the calculation of financial safety indicators and compliance with
financial safety regulations,

Giam sat viéc quan ly tach biét tai san ctia khach hang; gidm sat viéc bao quan,
luu gift tai san cta khach hang;

Supervise the segregated management of client assets; supervise the
preservation and storage of customer assets,

Kiém soat viéc tuan thi quy dinh ctia phap ludt vé phong, chdng rira tién;
Control the compliance with the prevention on money laundering law,

Béo céo cho Ban giam déc vé két qua clia cac chwong trinh kidm soét dinh ky
hoic bat thuong;

Report to Board of Directors on the results of periodic or extraordinary
control programs,

Kién nghi cac bién phap stra chita, khéc phuc sai s6t va xtt ly nhiing vi pham;
Recommend measures for rectifying, correcting errors, and handle violations,
Soan thao va hd trg cac phong ban/bd phén soan thao cac quy dinh ndi bd va
céc quy trinh lién quan dén hoat dong ctia cong ty;

Draft and support departments/offices in drafting internal regulations and
processes related to the company's operations,
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e Cap nhat cac van ban phap luit méi lién quan dén hoat dong nghiép vu ctia
cong ty;
Update new legal documents related to the company's operations;

e Thuc hién cac nhiém vu khéc theo quy dinh tai Diéu 16 cong ty va do Chu tich
cong ty, Ban giam ddc giao pho.
Perform other duties as prescribed in the Company Charter and as assigned
by the Company President and Board of Directors.

Quan tri rui ro:
Risk management:
e Xdc dinh chinh sach, chién luoc, tiéu chuén thuc thi quan tri rai ro;
Identify policies, strategies, and standards for risk management
implementation;
e X4c dinh murc d6 riii ro va kha ning chap nhéan rdii ro ctia cong ty;
Identify the level of risk and the company's risk tolerance,
e Do luong ting loai rti ro;
Measure each type of risk;
e Giam sat, ngdn ngilra, phat hién va d& xuét bién phap xu ly;
Monitor, prevent, detect, and propose remedial measures;
e Thuc hién c4c nhiém vu khéc theo qui dinh tai Piéu 1é cong ty va do Chu tich
cong ty, Ban gidm déc giao pho.
Perform other duties as prescribed in the Company Charter and assigned by
the Company President and Board of Directors.

8.4 Quyén han

Rights

Thém dinh céc bdo cdo tai chinh va kiém todn, bdo cdo ndp co quan quan ly, va
cac bao cao ndi bd khac cta cong ty;

Appraise the financial and audit reports, the reports submitted to regulatory
authorities, and other internal reports of the company;

Xem xét sd sach ké toan va cac tai lidu khac cia cac phong ban/bd phan trong
cong ty theo ké hoach dinh ky di dwoc Chi tich cong ty/Ban giam déc phé duyét,
hoic theo quyét dinh/yéu cau/phé duyét bat thuong ctia Chu tich cong ty/Ban giam
dde:

Review accounting books and other documents of departments/offices in the
company according to the periodic plan approved by the Company President
/Board of Directors, or by extraordinary decision/request/approval of the
Company President/Board of Directors,
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Tham gia y kién vao cac hoat dong ban hanh, stra dbi, bd sung hoic cai tién quy
trinh cong viée, quy dinh/quy tic/quy ché ndi bd, co ciu tb chirc... ciing nhu cac
hoat dong diéu hanh kinh doanh ctia cong ty;

Participate in the activities of promulgating, amending, supplementing, or
improving the work processes, internal regulations/policies, organization
structure etc. as well as business administration activities of the company,

Dé xuit cac cude hop dinh ky hodc bit thudng véi Chi tich cong ty/Ban gidam dc
va/hoic cac phong ban/bd phan chiic ning trong cong ty khi thay can thiét; kién
nghi céc bién phap, phuong 4n, giai phép xir ly bat ky rai ro hodc vi pham nao
trong cong ty;

Propose regular or extraordinary meetings with the Company President /Board
of Directors and/or departments/offices in the company if necessary, propose
measures, plans and solutions to handle any risks or violations in the company,
Céc quyén han khéc dugc Chu tich céng ty/Ban giam ddc giao cho tai timng thoi
diém phu hgp véi chirc ndng nhiém vu cu thé.

Other authorities and duties assigned by the Company President/Board of
Directors from time to time in accordance with specific functions and tasks.

Piéu 9. KhdiKinh doanh
Article 9. Front office

9.1

9.2

Co cau
Structure

Khéi Kinh doanh gdm cac phong sau:
The Front office includes the following departments:
e Phong Tu doanh;
Proprietary trading department,
e Phong Dich vu khéch hang.
Customer relationship management department.

Chirc ning
Functions

Xay dung va trién khai chién lugc kinh doanh, phét trién khach hang va doanh thu
cho c¢ong ty nhdm dam bao da dang ngudn thu cho cong ty, tao tién dé cho cong
ty m& rong va phét trién.

Develop and implement business strategies, expand the customer base, and
increase the company's revenue to ensure diversified income sources, laying the
Jfoundation for the company's growth and expansion.
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- Tham muu cho Ban ldnh dao trong hoat dong chi dao chuyén moén va nghiép vu
ctia m3i phong ban trong khdi.
Advise the Board of Leadership in the operation direction of each department in
the office.

9.3 Nhiém vu
Obligations

- Phong Tu doanh
Proprietary trading department

Quan ly tai khoan ty doanh theo cdc muc dich dugc dé ra;

Manage the proprietary trading accounts according to the stated purposes,
Phan tich céc rti ro tin dung, thi truong va thanh khoan theo (cac) danh muc
chimg khoan ma cong ty dang thuc hién dau tu (néu co);

Analyze credit, market, and liquidity risks according to the portfolios in which
the company is investing (if any),

Thuc hién dau tu vao cac cong cu tai chinh nhim gép phdn dam bao ngudn
thu 6n dinh cho Cong ty;

Make investments in financial instruments to ensure a stable income for the
Company,

Str dung ngudn vén dau tu ctia Cong ty hiéu qua, chong tht thoat, lang phi,
dam bao an toan von;

Utilize the Company's investment capital efficiently, prevent losses and waste,
and ensure capital safety,

Kiém sot riii ro trong gi6i han cho phép.

Control risk within the allowable limits.

- Phong Dich vu khach hang
Customer relationship management department.

Tim kiém, tiép can va phat trién tép khach hang;

Search for, approach, and develop a portfolio of customer;

Tu vAn, gidi thiéu cdc san pham, dich vu chimg khoén;

Advise and introduce securities products and services,

HO trg khach hang trong qua trinh str dung dich vu, giai dap thic méc va khiéu
nai ctia khach hang;

Assist clients in using services, address their inquiries, and handle their
complaints.

Giadm sat va ning cao chat luong dich vu nhim dam bao trai nghiém t6t nhit
cho khach hang.
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Monitor and enhance service quality to ensure the best customer experience.

Piéu 10. Khdi Nghiép vu
Article 10.  Middle office

10.1 Co ciu
Structure

Khéi Nghiép vu gdm céc phong sau:
The Middle office includes the following departments:
e Phong Moéi gid¢i Giao dich;
Brokerage trading department,
e Phong Tu vAn va Phén tich dau tu.
Consulting and Research department.

10.2 Chirc ning
Functions

- Tu vin va cung cip cic san pham dich vu vé giao dich, thong tin phén tich t&i
khach hang, két nbi va hd tro khach hang trong viéc ra quyét dinh dau tu.
Advise and provide clients with trading services, analytical information, and
support in their investment decision-making process.

- Tham muu cho Ban lanh dao trong hoat dong chi dao chuyén mén va nghi€p vu
ctia mdi phong ban trong khéi.
Advise the Board of Leadership in the operation direction of each department in

the office.

10.3 Nhiém vu
Obligations

- Phong Moi giéi Giao dich
Brokerage trading department

e Md/dong tai khoan giao dich chirng khoéan cho khéach hang;
Open/close securities trading accounts for customers;

e Nhan 1énh va thuc hi¢n 1énh giao dich;
Receive orders and execute trading orders;

e Quén ly tién ctia khach hang;
Manage customer’s money,

e Quan ly ching khoan ctia khach hang;

NN, T B AN
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Manage customer's securities,
Cac nhi€m vu khac phu hop véi chuyén mon.
Other duties in line with expertise.

- Phong Tu vén va Phén tich dau tur
Consulting and Research department

Thuc hién céc chuyén di thyc t& dén doanh nghiép, tham gia céc sy kién, budi
gip g& cta doanh nghiép dé thu thap thong tin tim kiém céc co hoi dau tu;
ddng thoi thue hién cac video Net Roadshow gidi thigu co hoi dau tu t6i khach
hang nhdm phuc vu hoat dong két ndi nha dau tu véi doanh nghiép (Corporate
Access).

Make field trips to enterprises, participate in events and meetings of
enterprises to collect information, and seek investment opportunities; and
create Net Roadshow videos introducing these opportunities for client
corporate access activities.

T chire cac chuyén di thue té, gdp mét doanh nghiép theo yéu ciu ctia khach
hang va chi dao cta lanh dao cong ty;

Organize field trips, meeting with enterprises at the request of customers and
instruction from the Company Leadership,

Lép bdo cdo phén tich (bao gdm ca thi truomg vi mé va vi mo), bao céo téng
hop vé di thuc t& doanh nghiép, cac thong tin thu thap duge qua trao ddi va
lam viéc tai doanh nghiép;

Prepare analysis reports (including macro and micro markets),
comprehensive reports on business visits, information collected through
discussing with enterprises;

Cép nhét céc thong tin dinh ky lién quan dén hoat dong kinh doanh va tinh
hinh tai chinh ctia doanh nghi€p trong danh muc theo d&i va dua ra dinh gia,
khuyén nghi;

Periodically update information related to business operations and financial
situation of the enterprises in the watch list and give valuation and
recommendation;

Cap nhat kip thoi cac dién bién, bién dong ctia thi trudng ciing nhu ctia doanh
nghiép cho khach hang;

Timely update the developments and fluctuations of the market as well as the
enterprises for customers,

Thuc hién phan tich theo nhu ciu va d& xuét ctia khach hang va chi dao cta
lanh dao cong ty;

Perform analysis according to customers’ needs and suggestions and
instruction from the Company Leadership,
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e (Cac nhiém vu khac phu hgp véi chuyén mon.
Other duties in line with expertise.

Piéu 11. Khdi Vin phong
Article 11. Back office

11.1 Co ciu
Structure

Khéi Van phong gdm cac phong sau:
The Back office includes the following departments:
e Phong Ké toan;
Accounting department;
e Phong Hanh chinh Nhan sy (HCNS);
Human resources and Administration department (HR&Admin),;
e Phong Cong nghé thong tin (CNTT).
Information technology department (I1).

11.2 Chirec ning
Functions

- Hb tro Ban Lanh dao trong cong tac dbi noi — dbi ngoai, quan ly, diéu hanh va
dinh hudéng cong ty mot cach thuan loi, chi ddng va theo diing quy dinh ciia phép
luat;

Support the Board of Leadership in internal and external affairs, managing,
operating and orienting the company in a favorable, proactive manner and in
accordance with the provisions of law;

- Thuc hién cé4c hoat ddng ndi bd nhu xt 1y giao dich, quan ly dit li¢u va thong tin,
tai chinh-ké toan, nhan su;

Support internal activities such as transaction processing, data and information
management, finance-accounting, and human resources;

- HO trg Ban Lanh dao xay dung noi quy, quy ché hoat dong ctia toan cong ty va
dam bao viéc nhan vién trong cdng ty thuc hi€n ndi quy, quy ché da dugc ban
hanh;

Support the Board of Leadership to develop internal rules and regulations of the
whole company and ensure that employees in the company comply with the issued
rules and regulations;

- Tham muu cho Ban lanh dao trong hoat ddng chi dao chuyén moén va nghi€p vu
ctia m3i phong ban trong khdi.
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Advise the Board of Leadership in the operation direction of each department in
the office.

11.3 Nhiém vu
Obligations

- Phong Ké toan:
Accounting department:

e (Cong tac tai chinh: T chirc quan 1y hé théng tai chinh tai Cong ty;
Financial work: Organize and manage the financial system at the Company,

e Cong tac ké toan: Thu thap, xir 1y thong tin, chimg tir k& toan; lap bao cao ké
toan theo quy dinh;
Accounting work: Collect and process accounting information and records,
prepare accounting reports according to regulations;

e (Cac nhi€m vu khac phu hgp véi chuyén mon.
Other duties in line with expertise.

- Phong Hanh chinh Nhén suy:
Human resources and Administration department
e (Cong tac hanh chinh: Vén thu luu tri, dbi noi - ddi ngoai, thu ky — 1& tin —
khanh tiét...;
Administrative work: Archives, internal - external relations, secretarial job -
reception — ceremony etc.;
e (ong tac nhan su: Tuyén dung, dao tao, quan tri nhan sy, lwong thudng phic
loi...;
Human resources work: Recruitment, training, human resource management,
salary and welfare etc.;
e (Cac nhiém vu khéc pht hgp véi chuyén mon.
Other duties in line with expertise.

- Phong Cong ngh¢ thong tin
Information technology department

e Quan ly va van hanh hé théng c6ng nghé thong tin toan cong ty; dam bao tinh
théng nhit va k§ thuat trong toan hé thdng, nang cao hiéu suét cong viéc cho
toan cong ty;
Manage and operate the company’s IT systems, ensure consistency and
technology in the whole system, improve work efficiency for the whole
company;



* CONG TY TNHH CHUNG KHOAN NHAT BAN g QUY CHE QUAN TRI NOI BO
JSI JAPAN SECURITIES CO, LTD. nd /; Version 2604

e Theo ddi céc dy 4n thay dbi cong nghé thong tin ctia cac Co quan Quén ly
Nha nudce va ngan hang, nhim thong bao va phdi hop véi cac bo phan;
Monitor information technology projects of the State Authorities and banks in
order to notify and coordinate with other departments,

e (Cac nhi€m vu khéc pht hgp véi chuyén mon.

Other duties in line with expertise.

PHAN 4. BAN HANH CAC VAN BAN NQI BQ
PART 4. ISSUANCE OF INTERNAL DOCUMENTS

Pidu 12. Céc loai vin ban ndi bd
Article 12. Internal document types

- Vin ban ndi b 1a tai liéu dugc ban hanh va luu hanh ndi bd nhim truyén tai su
chi dao, diéu hanh cta cép trén cho cip dudi, truyén tai thong tin tir cap dudi téi
cép trén, hodc trao ddi y kién gilta cac phong ban/bd phan, nhim thuc hién cong

tac quan ly hanh chinh, nhén su, td chire, gidi quyét cac cong viéc cu thé, phédn dnh
tinh hinh, giao dich, trao dbi c6ng viéc. .. trong cong ty;

Internal documents are materials issued and circulated internally to convey
directives and management from superiors to subordinates, communicate
information from subordinates to superiors, or exchange opinions among
departments/offices. They aim to facilitate administrative management, human
resources, organizational tasks, address specific issues, reflect situations, and
facilitate transactions and work exchanges within the company.

Vin ban ndi bd bao gém nhung khong gidi han boi cac loai van ban sau:

Internal documents include but are not limited to the following types of
documents:

e Quyét dinh: Quyét dinh nhan sy (tuyén dung - sa thai/chdm dut hop ddng lao

d6ng, bd nhiém - mién nhiém, khen thudng - ky luat...); Quyét dinh tai chinh
(phé duyét ngan sach, dau tu...); Quyét dinh chinh sach (ban hanh quy dinh,
quy trinh lam viéc...); ...
Decisions: Decisions on human resources (recruitment - termination of
employment contracts, appointments - dismissals, rewards - disciplinary
actions...); Decisions on finance (budget approval, investments etc.);
Decisions on policy/regulations (issuing regulations, work processes etc.);
elc.

e (Cong van, thong bao, bdo cdo, bién ban, dé nghi...

Dispatches, notices, reports, minutes, request/proposal etc.
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Piéu 13. Hinh thirc
Article 13. Format

- Vin ban chinh thire: Phai 1a ban ctmg c6 chit ky ngudi ra quyét dinh va déu cong
tys
Official document: Must be a hard copy with the signature of the decision maker
and company seal,

- Chép thuén trién khai: But tich cta lanh dao, hodc email dén tir dia chi email cta
ngudi ra quyét dinh. Céc tai liéu nay duoc st dung trong ngan han dé kip thoi
thong bao chi dao ctia cip trén toi cap dudi nham trién khai cong viée cho dép tng
yéu cdu vé mit thoi gian. PSi v6i cc quyét dinh mang tinh chinh thdng, céc phong
ban lién quan c6 trach nhiém bé sung vin ban chinh thirc ngay khi c6 thé;
Deployment approval: Written note of managers, or email from decision maker's
email address. These documents are used in the short term to promptly notify
superiors’ instructions to subordinates in order to carry out work in timely
manner. For official decisions, relevant departments are responsible for
supplementing official documents as soon as possible;

- Van ban c6 gia tri 4p dung ddi voi timg di tuong ma céc vin ban nay didu chinh.
Documents are valid for objects regulated in these documents.

Piéu 14. Yéu cau

Article 14. Requirement

- Kip thoi, dam bao thuc hién dung theo quy dinh cta phéap luat, Diéu 1é cong ty,
khong trung 1dp hodc mau thufn nodi dung gitta cac vin ban;
Timely, ensure compliance with the provisions of the law, the Company Charter,
without duplicate or conflicting content between documents;

- Pam bao tinh phép ly chit chg, vira ¢6 tinh khuyén khich dong vién khen thudng,
vira bao dam tuén tht thong qua céc hinh thtrc ky ludt pht hop.
Ensure strict legal compliance while incorporating appropriate incentives for
recognition and encouragement, as well as disciplinary measures when necessary.

PHAN 5. QUY CHE PHAN QUYEN
PART 5. DECENTRALIZATION REGULATIONS

Piéu 15. Quy dinh chung
Article 15. General regulations

- Chu tich cong ty c¢6 thdm quyén ky tit ca cic vin ban lién quan dén Chi s& hitu
va Chu tich cong ty;
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The Company President has the authority to sign all documents related to the
Owner and the Company President;

Téng giam dbc c6 thAm quyén ky tit ca cac véan ban, ching tir va diéu hanh céac
hoat déng ctia cong ty theo quy dinh ctia phap luét va Diéu 1 cong ty;

The Chief Executive Olfficer has the authority to sign all documents and executive
the company's activities in accordance with the law and the Company Charter,
(Céc) Pho tong giam ddc co thAm quyén ky cac vin ban thudc linh vuc cong tac
duoc Téng giam dbe phén cong; chiu trach nhiém trudc phap luat va trude Téng
giam ddc vé cac vin ban, chimg tir di ky; khong duge ky cac van ban khong thude
linh vuc phu tréch (trir truong hop 6 ¥ kién chi dao bang vin ban cia Téng giam
déc);

The Senior Executive Officer(s) have the authority to sign documents in the
segment assigned by the Chief Executive Officer, take responsibility before the
law and the Chief Executive Officer for the documents they sign, are not allowed
to sign documents that are not in their segment (unless there is a written direction
from the Chief Executive Olfficer);

T4t ca cac hop ddng déng dau clia cong ty phai c6 chit ky nhdy ctia Pho téng gidm
d6c phu trach trudce khi trinh ky Téng giam dbc;

All contracts stamped by the company’s chop must have the initials of the Senior
Executive Officers in charge before submitting to the Chief Executive Olfficer for
signature;

Gidy to trinh ky Téng gidm ddc phai dugce dinh kém céc tai ligu giai thich, ching
minh va/hodc c¢6 ban Tiéng Anh giai thich ndi dung.

Documents submitted for the Chief Executive Officer’s signature must be
accompanied by explanatory materials, evidence, and/or an English version

explaining the content.

Diéu 16. Phén cip thim quy("%n ky cac vian bin, chirng tir
Article 16. Decentralization of authority to sign documents

16.1 ThAm quyén ciia Chii tich cong ty

Authority of the Company President

Ky céc vin ban tai liéu vai tu cach 14 nguoi dai dién trude phap ludt cta cong ty;
Sign documents as the company's legal representative;

Quyét dinh bd nhiém, tuyén dung, gia han, chdm dut hop ddng lao dong v&i ngudi
quén ly céng ty va mét sb vi tri chuyén trach theo quy dinh tai Diéu 18 cong ty;
Make decision on appointment, recruitment, extension and termination labor
contracts with the company's managers and specialized positions as prescribed in
the Company Charter,
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- Phé duyét cac chinh sach quan tri rtii ro theo d& xuét ctia Tong giam ddc va cac
phong ban lién quan;
Approve risk management policies as proposed by the Chief Executive Officer and
related departments;

- Pheé chudn c4c quyét dinh / giao dich nim ngoai pham vi quyén han ctia Téng gidm
dbc va do Téng giam ddc dé trinh.
Approve decisions / transactions beyond the authority of the Chief Executive
Officer and submitted by the Chief Executive Officer.

16.2 Thim quyén chung ciia Téng giam doc
General authority of the Chief Executive Officer

- Quyét dinh va diéu hanh céc véAn dé lién quan dén cong viéc kinh doanh va cac
hoat dong thuong ngay ctia van phong;
Decide and manage issues related to the business and day-to-day operations of
the office;

- Tdng giam dbc c6 thAm quyén kiém tra, phé duyét va ky cac hd so/tai liu/vin ban

sau.:

The Chief Executive Officer has the authority to inspect, approve and sign the
following documents:

Céc hop ddng/thdng béo/cong vin... thudc trach nhiém cta Ban gidm ddc dbi
véi bén ngoai;

Contracts/notices/dispatches etc. under the responsibility of the Board of
Directors to external parties,

Céc bao céo dinh ky va bit thudong véi co quan ban nganh theo quy dinh phap
luat;

Periodic and extraordinary reports to authorities in accordance with the law;
Céc chimg tir lién quan dén giao dich ngan hang véi tu céch 1a cht tai khoén;
Documents related to banking transactions as an account holder,

Céc quyét dinh ban hanh cac quy ché, quy dinh, noi quy trong cong ty trir cac
quyét dinh thudc thdm quyén ctia Chti s& hitu hogic Chu tich cong ty;
Decisions promulgating regulations, rules and regulations in the company,
except for decisions under the authority of the Company Owner or the
Company President;

Céc quyét dinh ¢t nhén su di cong tac, hoc tp va bdi dudng trong va ngoai
nudc;

Decisions on assigning personnel for business trips, studying and fostering
inside the country or abroad,
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16.3

o Quyét dinh tuyén dung, ky két, gia han, chdm dit hgp dong lao dong véi ngudi
lao dong trix nhitng vi tri thudc tham quyén ctia Ch tich cong ty theo quy dinh
tai Khoan 16.1 Diéu nay;

Decisions on recruitment, extension, and termination of labor contracts with
employees, except for positions under the authority of the Company President;

e Céc quyét dinh khen thudng, ky luat, quyét dinh vé lao dong, tién luong, trir
céc vi tri thude thdm quyén ctia Chu tich cong ty;

Decisions on reward, discipline, labor and salary, except for positions under
the authority of the Company President;

e X4c nhén thoi gian 1am viéc clia nguoi lao dong trén Chirng chi hanh nghé
chiing khoan;

Confirmation on the employees’ working period on their Securities Practice
Certificates,

e Dé nghi mua hang, mua sim céc trang thiét bi trong vin phong theo thim
quyén quy dinh tai Diéu 1& cong ty;

Proposal to purchase equipment, stationery in the office according to the
authority specified in the Company Charter;

e C4c tai liéu khac theo qui dinh ctia Phap luat hién hanh.

Other documents as prescribed by current laws.
bai dién Cong ty ky két, gia han, chdm dut hop d(‘“)ng lao dong vai vi tri Chu tich
cong ty.
To be the representative of the Company to sign, renew and terminate the labor
contract with the position of the Company President.

ThAm quyén ciia Phé tong giam dbe
Authority of Senior Executive Officers

Phu trach quéan ly chung céc cong viéc thudc khéi/bd phan/phong ban minh quan
ly;

To oversee and manage all activities within the office/department under their
authority.

Kiém tra va ky nhdy cac hd so chimg tir thudc trach nhiém ctia khéi/bo phan/phong
ban minh quan Iy truéce khi trinh ky Téng giam ddc;

To review and initial all documents and records within the scope of the
office/department under their management before submitting them to the Chief
Executive Officer for approval and signature.

Dai dién Cong ty ky két, gia han, chdm dut hop dong lao dong véi vi tri Chi tich
cong ty trong trudng hop Chu tich cong ty kiém nhiém Téng giam dbc. Trong
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trudng hop ¢6 nhidu hon mot Phé tong gidm ddc, Pho téng gidm ddc phu trach
phong HCNS chiu trach nhiém thuc hién cong viéc nay.

To represent the Company in signing, renewing, and terminating labor contracts
with the Company President in cases where the Company President concurrently
holds the position of Chief Executive Officer. Where there is more than one Senior
Executive Officer, the Senior Executive Olfficer in charge of the HR& Admin
department shall be responsible for carrying out this duty.

16.4 Thim quyén ciia cic truéng/pho phong chire ning

Authority of the managers/vice managers of operational departments

- Kiém tra va ky cac chimg tlr lién quan ctia phong ban minh, tity theo yéu ciu cua
ting loai van ban;

Check and sign relevant documents of their departments depending on the
requirements of each type of document;

T4 chrc trién khai, hudng din, gidm sat nhan vién thuc hién cac nghiép vu chuyén
mon.

Organize, guide and supervise staff to perform professional operations.

Piéu 17. Quy dinh vé iy quyén
Article 17. Regulations on authorization

17.1 Ngwoi chiu trach nhiém chinh

Person in charge

- Trong pham vi phan quyén ctia minh, ngudi chiu trach nhiém chinh 1a ngudi dugce

cOng ty giao nhi€m vu thuc hién cong viéc, truc tiép ky cac van ban gidy to chiing
tir lién quan va chiu trach nhiém vai toan bd ndi dung cuia vén ban do;

Within the scope of the decentralization, person in charge is the person assigned
by the company to perform the work, directly signs the relevant documents and be
responsible for the entire contents of the document,

Ngudi chiu trach nhiém chinh c6 thé iy quyén cho nguoi khac thuc hién mot s6
nodi dung cong vi€c theo quy dinh tai Khoan 17.2 va 17.3 Diéu nay.

The person in charge can authorize another person to perform a number of work
contents as prescribed in Clauses 17.2 and 17.3 of this Article.

17.2 Uy quyén c6 dinh

Fixed authorization
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Téng giam dbc Gy quyén c¢b dinh cho Pho téng giam déc - ngay ca khi Téng gidm
déc dang c6 mit tai vin phong - dwoc thuc hién thay mit Tong gidm dbc kiém tra
va phé duyét cac ndi dung sau:

The Chief Executive Olfficer grants standing authority to the Senior Executive

Officer to review and approve the following matters on behalf of the Chief

Executive Officer, regardless of whether the Chief Executive Olfficer is present at

the office:

e Céc giao dich chuyén tién noi bo gifta céc tai khodn ctia cong ty;

Internal money transfer transaction between the Company’s bank accounts,

e Ky duyét dé nghi thanh toan va 1énh thanh toan cac chi phi ctia Cong ty phat
sinh dinh ky (theo ngay, thdng, quy, ndm) da duoc Téng giam ddc phé duyét
trude d6 thong qua hop déng hodc vin ban khac;

Approval of payment requests and payment orders for the Company’s
recurring expenses (daily, monthly, quarterly, yearly) that have already been
approved by the Chief Executive Officer through contracts or other documents;

e Ky duyét 1énh thanh toan chi phi cia Céng ty dd dugc Tong giam dbc phé

duyét thdng qua cac van ban trude dé (bao gdm nhung khong gidi han béi dé
nghi thanh toén, dé nghi tam Ung, quyét toan tam ing...);
Approval of payment orders for the Company’s expenses that have been
previously approved by the Chief Executive Olfficer through relevant
documents (including but not limited to payment requests, advance requests,
advance settlements, etc.);

e Lénh rut tién/chuyén khoan tién trén tai khoan giao dich chimg khoan ctia

khéch hang voi didu kién cé day du chimg tir hop 1¢ va cac ching tir d dugce
Phong Mbi gii Giao dich kiém tra, x4c nhan vé tinh chinh x4c va hop phép
trudce khi trinh ky.
Money withdrawal/transfer orders from customers’ securities trading
accounts, provided that all valid supporting documents are available and have
been reviewed and confirmed for accuracy and legality by the Brokerage
Trading Department before submission for signature.

e Hop dong mé tai khoan giao dich chting khodn danh cho khach hang c4 nhan
Viét Nam thuc hi€n thong qua ing dung giao dich chimg khoén trén thiét bi di
doéng (JSI ONE) ctia cOng ty.

Securities trading account opening contract for Vietnamese individual
customers executed through the Company’s mobile securities trading
application (JSI ONE).

17.3 Quy dinh v& cdc vi tri va thi tw Gy quyén:
Regulations on positions and order of authorization:



CONG TY TNHH CHUNG KHOAN NHAT BAN
JAPAN SECURITIES CO, LTD.

QUY CHE QUAN TRI NOI BO

Version 2604

Khi ngudi ¢é trach nhiém vang mat tai van phong, qui dinh vé ty quyén duoc thuc

hién nhu sau:

When the person in charge is absent from the office, the regulations on

authorization are as follows:

Nguwdi chiu

trach Uy quyén 1 | Uy quyén 2
Noi dung cong viéc nhiém I 2nd
Content chinh authorizati | authorizati
Person in on on
charge
Diéu hanh
Operation
Diéu hanh chung. TGD PTGD
Full operation. The CEO The SEO
Ky chirng tir
Signature
Trudng
3 hong Moi
Ky duyét cac béo cdo, ching tir, ho so p. ?ng, ol
in 5 i % . L gidi giao
lién quan t&i khach hang giao dich dich
ching khodn. TGD PTGDb T‘]
he
Sign off on and approve all reports, The CEO The SEO
‘ : manager of
documents, and records relating to
. , : Brokerage
securities trading clients. ;
trading
department
Ky vi trf Cht tai khodn trén tat ca
chung tir lién quan dén hoat déng va
chi phi vén hanh cta Céng ty tai ngan
hang. TGD PTGD
Sign, as the authorized signatory of the | The CEO The SEO
Company's bank accounts, all banking
documents relating to the Company's
operations and operating expenses.
Ky vi tri Chu tai khoan trén céac giao , R
o E s £ 11 1y Truong bo
dich tién lién quan den khach hang TGD PTGD hn Gidm
: a
va/hodc hoat déng kinh doanh chting The CEO The SEO p, L ,
sat tudn thu

khoan ctia Cong ty tai Ngan hang
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Nguwoi chiu

trach Uy quyén 1 | Uy quyén 2
Noi dung cong viéc nhiém I 2nd
Content chinh authorizati | authorizati
Person in on on
charge
Sign, as the authorized signatory of the Manager of
Company's bank accounts, all banking Compliance
transactions relating to clients and/or department
the Company's securities business
activities conducted through banks.
Nhén su
phong Ké
toan dugc
Ky vi tri K& toan trudng trén cic ching Ké toan chi dinh
tur lién quan t&i ngén hang trudng The
Sign in the Chief Accountant position The Chief | designated
on documents related to banks Accountant | employee of
the
Accounting
Department
Ky duyét dé nghi thanh toan cho céc
1énh thanh toan tir tién ctia Khach hang
khi céc giao dich nay dugc thuc hién
theo qui trinh nghié¢p vu thong thuong Trudng
(cac giao dich 16 1¢, thuc hién quyén, phong Mbi
chuyén tién thuc hién quyén tir tai gidi giao
khoan tong sang tai khoan cua JSI... dich
Sign the piymeil request for the : 16b PIGD T ./7e
The CEO The SEO
payment orders from the customer's manager of
money when these transactions are Brokerage
performed according to normal trading
business processes (odd lot department
transactions, exercise of rights, transfer
of money to exercise rights from
general account to JSI's account...)
Ky bién ban dbi chiéu cong ng, bién K8 ”toan
ban didy chinh héa don va & nghi truong PTGD e
’ The Chief | The SEO The CEO

thanh toan vé&i ddi tac

Accoutant
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Nguwoi chiu

trach Uy quyén 1 | Uy quyén 2
N§i dung cong viéc nhiém ol 2nd
Content chinh authorizati | authorizati
Person in on on
charge
Sign minutes of debt reconciliation,
invoice adjustment minutes and
payment requests with partners
b ok e ke TEA . A Truén Phé phon
Ky céc bao céo lién quan t6i nghiép vu . & PA :
L o ) phong ban | ban lién
chirc nang ctia by phan trinh céc co lién quan uan
quan quan ly Nha nude 9 d ) PTGD
_ | The The vice
Sign reports related to the department's The SEO
. ) managers of | managers of
operation and submit them to
. the the
authorities
departments | departments
Ky bién ban nghiém thu, bién ban xdc | Truong Pho phong
nhén, bién ban ban giao... cho cac san | phong ban | ban lién
pham/dich vu cong ty mua va st dung | lién quan quan PTGD
Sign acceptance minutes, confirmation | The The vice
EPaBep /! The SEO

minutes, handover minutes... for
products/services purchased and used
by the Company

managers of
the
departments

managers of
the
departments

Duyét chi cac chi phi phat sinh ciia Cong ty
Approve expenses incurred by the Company
(D& nghi mua hang, dé nghi thanh to4n, chi phi tiép khich...)
(Purchase order, payment request, entertainment costs...)

S4 tién trén 10,000,000 dong TGP

Amount above 10,000,000 VND The CEO

S6 tién dudi 10,000,000 dong TGP PTGD
Amount under 10,000,000 VND The CEO The SEO
Khac

Céac noi dung khac TGb PTGD
Other contents The CEO The SEO

Ghi cht: Ngoai trir cac truomg hgp duoc quy dinh tai Khoan 17.2 Diéu nay
Notice: Except regulations as provided in Clause 17.2 of this Article
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e Ngudity quyén 1 chi dugc ky khi ngudi chiu trach nhiém chinh vang mit;
The I°" authorizer is allowed to sign when the person in charge is absent;

e Nguodi tiy quyén 2 chi duge ky khi ca ngudi chiu tréch nhiém chinh va nguoi
uy quyén 1 ving mit;

The 2™ authorizer can only sign when both the person in charge and the 1°'
authorizer are absent;

e Viéc kiém soat nguoi co trach nhiém Véng mat tai van phong thudc trach

nhiém cua phong HCNS. Néu nguoi chiu trach nhi€ém chinh cé mét tai vén
phong ma ngudi duge ty quyén lai ky vao vin ban, phong HCNS dugc phép
tir chdi déng ddu cong ty va béo cdo cho cAp trén.
The control of the absence of the person in charge is the responsibility of the
HR&Admin department. If the person in charge is present at the office and
the authorized person signs the document, the HR&Admin department is
allowed to refuse to stamp the company seal and report to the superior.

PHAN 6. MOT SO QUY PINH KHAC
PART 6. OTHER PROVISIONS

Piéu 18. Hop ldnh dao dinh ky
Article 18. Periodic manager meetings

Cong ty tb chiic hop lanh dao dinh ky theo thdng. Cu thé nhu sau:

The company holds monthly manager meetings as follows:

- Thoi gian: Vao ngay lam viéc thr 6 hang thang hodc theo chi dao khac cua
Tdng giam dbc tai timg thoi diém;

Time: On the 6th working day of every month or as directed by the Chief
Executive Officer at any given time;

- Tham du: Thanh vién Ban gidm déc va céc trudng/phd phong ban/bd phén;
Attendees: Members of the Board of Directors and managers/vice managers
of departments/offices;

- Noi dung: Céc trudng phong ban/bd phan béo cdo Ban Giam dbc vé tinh hinh
trién khai va két qua thuce hién cong viéc; trao ddi cac kho khin, vudng méc
va c4c vAn dé phat sinh cin xi ly. Trén co s& d6, Ban Giam dbc xem xét, cho
v kién chi dao, quyét dinh cac vén dé thudc thdm quyén, giao nhiém vu va
dinh hu6ng cong tac cho cac phong ban/bd phan trong thoi gian téi.

Content: The managers of departments/offices shall report to the Board of
Directors on the progress and results of work implementation, and discuss
any difficulties, issues, or matters requiring resolution. Based on such reports
and discussions, the Board of Directors shall provide directions, make
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decisions on matters within its authority, assign tasks, and set the work
direction for departments/offices in the coming period.

Chudn bi ndi dung cudc hop: Nhitng van d& lién quan dén noi dung cude hop
va nhitng ndi dung, yéu ciu cin trao ddi, tham khao y kién tai cuoc hop phai
duoc céc trudng phong ban/bd phan chuin bi dy du va giri qua email toi tat
ca thanh vién du hop tdi thiéu 1 ngay trudc khi cudc hop dién ra;
Preparation on meeting contents: Issues related to the content of the meeting
and information to be exchanged and consulted at the meeting must be fully
prepared by the managers of departments/offices and sent via email to all
members attending the meeting at least 1 day before the meeting takes place,
Cong tac thu ky: Cong ty clr ra mdt thu ky ghi chép va luu gitt ndi dung cude
hop.

Secretarial work: The company appoints a secretary to take notes and record
the meeting minutes.
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