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TP. Ho Chi Mink, ngayM thdng U nam 2023.

QUY CHE LAM VIEC
DAI HOI DONG CO DONG THI/CING NIEN NAM 2023 • •

Can cu:
Luat Doanh nghiep so 59/2020/QH14 ngay 17/06/2020;
Luat Chung khodn so 54/2019/QH14 ngdy 26/11/2019; vd cdc van ban dual Luat kem 
theo;
Nghi dinh 155/2020/ND-CP ngdy 31/12/2020;
Dieu le Cong ty co phdn Dich vu Hang khong San bay Tan San Nhdt.
Quy che noi bo ve qudn tri Cong ty Co phdn Dich vu Hang khong San bay Tan San Nhdt.

Nham dam bao Dai hoi dong co dong thuong nien nam 2023 cua Cong ty Co phan 
Dich vu Hang khong San bay Tan Son Nhat dien ra thanh cong tot dep, Hoi dong Quan tri
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xay dung quy che, nguyen tac lam viec, ung xu, bieu quyet trong Dai hoi nhu sau:

Dieu 1. Muc dich:
Dam bao trinh tir, nguyen tac ung xu, bieu quyet tai DHDCD thuong nien cua 
Cong ty Co phan Dich vu Hang khong San bay Tan Son Nhat dien ra dung quy dinh 
va thanh cong tot dep.
Cac nghi quyet cua DHDCD the hien y chi thong nhat cua DHDCD, dap ung 
nguyen vong, quyen loi cua co dong va dung phap luat.

Dieu 2. Doi tugng va pham vi
D6i tuang dp dung: Tat ca cac co dong, nguoi dai dien (nguoi duoc uy quyen) cua 
co dong dang so huu co phieu Cong ty co phan Dich vu Hang khong San bay Tan 
Son Nhat va khach moi tham du DHDCD thuong nien Cong ty co phan Dich vu Hang 
khong San bay Tan Son Nhat deu phai chap hanh, tuan thii cac quy dinh tai Quy che 
nay, Dieu le Cong ty va quy dinh hien hanh cua phap luat.
Pham vi dp dung: Quy che nay duoc su dung cho viec to chuc hop DHDCD thuong 
nien nam 2023 ciia Cong ty Co phan Dich vu Hang khong San bay Tan Son Nhat.

Dieu 3. Giai thich thuat ngir/tir viet tat

: Cong ty Co phan Dich vu Hang khong San bay Tan Son Nhat 

: Hoi dong Quan tri

• X: Ban Kiem soat

Cong ty

HDQT

BKS

1



Quy che lam viec tai Dai hoi dong co dong thuang nien 2022

Ban t6 dure Dai hoi 

Dai hoi dong co dong

Co dong, ngirdi dai dien (nguai dupe uy quyen)

Dieu 4. Dieu kien tien hanh Dai hoi dong co dong
Dai hoi dong co dong dirge tien hanh khi co so co dong dir hop dai dien tren nam 
miroi phan tram (50%) tong so phieu bieu quyet theo danh sach co dong dirge lap tai 
thbi diem chot danh sach co dong tham dir Dai hoi.
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Truong hgp cugc hop lan thu nhat Ichong du dieu kien tien hanh, ngubi trieu tap hgp 
dai hoi huy cugc hgp. Dai hoi dong co dong phai dugc trieu tap lai trong vong ba 
muoi (30) ngay ke tu ngay du dinh to chuc Dai hoi dong co dong Idn thu nh^t. 
Dai hoi dong co dong lan thu hai chi dugc tien hanh khi co thanh vien tham du la cac 
co dong va nhung dai dien dugc uy quyen du hgp dai dien cho it ba muoi ba phkn 
tram (33%) tong so phieu bieu quyet tro len.
Truong hgp Dai hoi khong dii dieu kien tien hanh theo quy dinh tren day thi viec trieu 
tap va tien hanh Dai hoi co dong cac lan tiep theo se dugc tien hanh theo quy dinh 
cua Dieu le Cong ty va Luat Doanh nghiep.

Dieu 5. Dai bieu tham gia Dai hoi dong co dong thircmg nien nam 2023
Tat ca co dong cua Cong ty theo danh sach chot ngay 20/3/2023 deu co quyen tham 
du hoac uy quyen cho dai dien ciia minh tham du DHDCD tai dia diem hop. Truong 
hgp co nhieu hon mot ngubi dai dien dugc uy quyen theo quy dinh cua phap luat dugc 
cu tham du thi phai xac dinh cu the so co phan cua moi ngubi dai dien.
Khi tham du dai hoi, dai bieu luu y:

• Dung gib, trang phuc lich sir, trang trgng, tuan thu viec kiem tra an ninh (neu co), 
giay to tuy than .v.v... theo yeu cau cua Ban to chuc Dai hoi.

• Nhan ho so tai lieu, giay to phuc vu Dai hoi tai bo phan don tiep trubc hoi trubng Dai

BTC

DHDCD

Dai bieu

hoi.
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• Co dong den muon co quyen dang ky ngay va sau do co quyen tham gia va bieu quyet 
ngay tai Dai hoi. Chu tga khong co trach nhiem dung Dai hoi de cho co dong den 
muon dang ky tham du; ket qua bieu quyet cac van de da dugc tien hanh bieu quyet 
trubc khi dai bieu do den tham du se khong bi anh hubng.

• De dien thoai b che do rung, khi can thi ra ben ngoai dam thoai.
Khong hut thuoc la, giu trat tu trong phbng Dai hoi.

• Tuan thu cac quy dinh ciia Ban to chuc, ciia Chu tga dieu hanh Dai hoi.
• Trubng hgp co dai bieu khong tuan thu nhung quy dinh ve kiSm tra hoac cac bien 

phap, quy dinh noi tren, Chu tga sau khi xem xet mot each can trgng, co the tu choi 
hoac true xuat dai bieu noi tren khbi noi dien ra Dai hoi de dam bao Dai hoi dien ra

r

mot each binh thubng theo chuong trinh ke hoach.
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Quy chi lam vice tgi Dai hoi dong cd dong thuang nien 2022

• Dai bi6u din true tiep dia diem to chuc Dai hoi dong co dong, xuat trinh giay td tuy
r y r o

than va Giay uy quyen (neu co) de thuc hien thu tuc dang ky tham du DHDCD va 
dugc phat Phieu Bieu quyet.

Dieu 6. Khach moi tai f)ai hoi• • •

La cac chuc danh quan ly cua Cong ty, khach mdi, thanh vien trong BTC Dai hoi 
khong phai la co dong Cong ty nhung dugc mdi tham du Dai hoi.
Khach mdi khong tham gia phat bieu tai Dai hoi (tru truang hap duac Chu toa Dai 
hoi mai, hoac co dang ky truac vai BTC Dai hoi va duac Chu toa Dai hoi dongy).

Dieu 7. Chu toa va Doan chu toa
Doan chu tga gom 03 ngudi, bao gom 01 Chu toa va 02 Thanh vien. Chu tich 
Hoi dong Quan tri lam chu toa cac cuoc hop do Hoi dong Quan tri trieu tap hoac Chu 
tich Hoi dong quan tri uy quyen cho thanh vien Hoi dong Quan tri khac lam Chu tga 
Dai hoi. Cu the nhu sau:

Ten thanh vien Chirc vuSTT
Chu tich Hoi dong Quan triNguyen Hanh1
TV HDQT, kiem Tong Giam docDoan Thi Mai Huong2
Pho Tong Giam docNguyen Van Hung Cudng3

>VL

Truong hgp Chu tich vang mat hoac tarn thdi mat kha nang lam viec thi cac thanh 
vien Hoi dong quan tri con lai bau mot ngudi trong so hp lam chu toa Dai hoi theo 
nguyen tac da so. Truong hgp khong bau dugc ngudi lam chu tga, Truong Ban Kiem 
soat dieu khien de Dai hoi dong co dong bau chu toa cuoc hop trong so nhung ngudi 
du hop va ngudi co phieu bau cao nhat se lam Chu tga cuoc hgp.
Trong cac trudng hgp khac, ngudi ky ten trieu tap hgp Dai hoi dong co dong se dieu 
khiln d6 Dai hoi dong co dong bau Chu toa cuoc hop va ngudi co phieu bau cao nhat 
dugc cu lam Chu tga cuoc hgp.
Nhiem vu cua Doan Chu tga:
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• Dieu Ichien Dai Hoi theo dung noi dung chuong trinh nghi sir, cac the le quy che da 
dugc Dai Hoi thong qua.

• Phan cong, gidi thieu dai dien thanh vien HDQT, Ban Kiem soat Cong ty trinh bay 
cac bao cao tai Dai hoi;

• Gidi thieu thanh phan Ban kiem phieu de Dai hoi bieu quyet;
• Gidi thieu thanh phdn Ban chu toa de Dai hoi bieu quyet (neu cd);
• Hudng dan Dai Hoi thao luan, lay y kien bieu quyet cac van de nam trong noi dung 

chuong trinh nghi su cua Dai Hoi va cac van de co lien quan trong suot qua trinh Dai 
Hoi.

• Tra Idi va ghi nhan nhung van de thuoc noi dung chuong trinh da dugc Dai hoi thong 
qua;

• Giai quyet cac van de nay sinh trong suot qua trinh Dai Hoi.
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Quy che lam viec tgi Dai hoi dong co dong thuang nien 2022

• Phe chuan, ban hanh cac van ban, ket qua, bien ban, nghi quyet cua Dai hoi sau khi 
ket thuc Dai hoi.

• Chii toa lam viec theo nguyen tac tap trung dan chii va quyet dinh theo da so.

Dieu 8. Ban Idem tra tu- each dai bieu
Ban kiem tra Ur each dai bieu cua Dai hoi gom 03 ngiroi, bao gom 01 Truong ban va 
02 thanh vien, chiu trach nhiem truoc Doan Chu toa, DHDCD ve nhiem vu cua minh. 
Ban kiem tra tu each dai bieu do Chii toa gioi thieu cu the nhu sau:

Stt Ten thanh vien Chuc vu
Ke toan trudng, Truong P. Tai chinh Ke toanTon Nu Dieu Tri1
Thanh vien To kiem toan noi boDo Quang Due2

Nguyen Ngoc Hai Dang3 Nhan vien Phong Cong nghe Thong tin

Nhiem vu:
© Nhan giay to ciia co dong (neu phat sinh), doi chieu kiem tra tfnh hop le ciia c6 dong 

tham du true tuyen.
© Bao cao truoc DHDCD ve ket qua kiem tra tu each co dong truoc khi DHDCD chinh 

thuc tien hanh.
® Phoi hop voi Ban kiem phieu de huong dan, ho trq va giam sat bieu quyet.

Dieu 9. Ban Thir ky Dai hoi:
Ban thu ky ciia Dai hoi bao gom 02 ngubi do Chii toa chi dinh, chiu trach nhiem truoc
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Doan Chii toa, DHDCD ve nhiem vu ciia minh va dubi sir dieu hanh ciia Doan Chii 
toa. Ban Thu ky do Chii toa gioi thieu cu the nhu sau:

STT Ten thanh vien Chuc vu

Nguyen Le Quynh Tram Truong phong Phap ly & Kiem soat Tuan thii1
Ho Thi Tubng Vy2 Nhan vien, P. Phap ly & KSTT

Nhiem vu:
• Tiep nhan, ra soat phieu dang ky phat bieu cac y kien ciia cac co dong, chuyen Doan 

Chii toa quyet dinh;
• Ghi chep Bien ban hop DHDCD mot each day dii, trung thuc toan bo noi dung dien 

bien Dai Hoi va nhung van de da dupe cac co dong thong qua hoac con luu y tai Dai 
Hoi.

• Ho trp Chii toa cong bo du thao Bien ban hop Dai Hoi va cac Nghi quyet ve cac van 
de da dupe thong qua tai Dai Hoi.

Dieu 10. Ban kiem phieu
Ban kiem phieu do Chii toa gioi thieu gom 03 nguoi, bao gom 01 Truong Ban va 
02 thanh vien.
Ban kiem phieu bao gom:
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Quy chi lam vice tai Dai hoi dong co dong thudng nien 2022

Ghi chuTen thanh vienSTT
r

Pho Phong Tai chinh Ke toan Cong ty6ng Hoang Don Huan1
To trirong, Phong Cong nghe Thong tin6ng Chu Tung Nguyen2
To trirong, Phong Cong nghe Thong tin6ng Hong VInh Cuu3

Nhiem vu:
• Ban kikm phi4u phai lap Bien ban kiem phieu va chiu trach nhiem truoc Doan Chu 

toa, DHDCD khi thirc hien nhiem vu cua minh.
• Xac dinh chinh xac ket qua bieu quyet ve tung van de xin bieu quyet tai Dai hoi.
• Nhanh chong thong bao ket qua bieu quyet oho thu ky.

9 9 '

• Xem xet va bao cao Dai hoi nhung truong hop vi pham the le bieu quyet hoac don
r \ r 9 r

thu khieu nai ve ket qua bieu quyet.

Dieu 11. Thao luan tai Dai hoi
1. Nguyen tac:

Viec thao luan chi dugc thirc hien trong thai gian quy dinh va thuoc pham vi cac 
van de trinh bay trong chuong trinh noi dung DHDCD;
Chi co Dai bieu moi dugc tham gia thao luan;
Dai bieu co y kien dang ky noi dung thao luan theo hinh thuc quy dinh nhu sau:

• Dai bieu tham du Dai hoi khi muon phat bieu y kien phai dugc sir dong y cua Chu toa 
Dai hoi. Dai bieu phat bieu ngan ggn va tap trung vao dung nhung noi dung trong tarn 
can trao doi, phu hgp voi noi dung chuong trinh da dugc Dai hoi thong qua hoac gui 
y kien bang van b£n cho Thu ky Dai hoi tong hgp bao cao Chu tga.

• Chu tga Dai hoi se sap xep cho dai bieu phat bieu theo thu tu dang ky, dong thai 
giai dap cac thac mac cua co dong tai Dai hoi hoac ghi nhan tra loi sau bang van ban.

• Dai bieu co the dat cau hoi vao Phieu dang ky phat bieu y kien do Ban to chuc phat. 
Ban Thu ky se sap xep cac noi dung cau hoi cua Dai bieu va chuyen len cho Chu tga.

2. Giai dap v kien cua cac Dai bieu:
Tren co so Phieu dang ky phat bieu y kien cua Dai bieu, chu toa hoac thanh vien do 
chu tga chi dinh se giai dap y kien Dai bieu;
Truong hgp do gioi han ve thfri gian to chuc, cac cau hoi chua dugc tra loi true tiep 
tai Dai hgi se dugc Cong ty tra loi true tiep bang van ban.

Dieu 12. Bieu quyet tai Dai hoi
1. Nguyen tac:

Tat ca cac van de trong chuong trinh va noi dung hgp cua Dai hgi deu phai dugc 
DHDCD thao luan va bieu quyet cong khai.
Dai bieu tham du Dai hoi bieu quyet bang Phieu bieu quyet dugc Cong ty in, dong 
dau treo va gui true tiep cho dai bieu tai dai hoi (kem theo bo tai lieu tham du 
DHDCD). Moi dai bieu dugc cap Phieu bieu quyet. Tren Phieu bieu quyet co ghi ro
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Quy die lam viec tai Dai hoi dong co dong thuang nien 2022

ma so dai bieu, ho ten, so co phan so hiru va nhan uy quyen dirge bieu quyet cua dai 
bieu do.

2. Hinh thuc bieu quvet:
D^i bieu thyc hien viec bieu quyet de Tan thanh, Khong tan thanh hoac Khong co y 
kien mot van de dirge dua ra bieu quyet tai Dai hoi bang each gio cao Phieu bilu 
quyet. Mat truoc ciia Phieu bieu quyet phai dirge gio cao huong ve phia Doan 
Chii toa.
Truong hgp dai bieu khong gio Phieu bieu quyet trong ca ba lan bieu quy*k Tan thanh, 
Khong tan thanh hoac Khong co y kien cua mot van de thi dugc xem nhu bi6u quy4t 
tan thanh van de do.
Truong hgp dai bieu gio cao Phieu bieu quyet nhieu hon mot (01) lan khi biiu quylt 
Tan thanh, Khong tan thanh hoac Khong y kien cua mot van de thi dugc xem nhu 
bieu quyet khong hgp le.
Phieu bieu quyet hop le la phieu theo mau in san do BTC phat ra, co dong dau do 
cua Cong ty, khong tay xoa, cao sua, rach, nat,... khong viet them noi dung nao khac 
ngoai quy dinh cho phieu nay va phai co day du hg ten cua dai bieu tham du.
Phieu bieu quyet khong hop le:

© Ghi them noi dung khac vao phieu bieu quyet;
© Phieu bieu quyet khong theo mau in san do BTC phat ra, phieu khong co dau do cua 

Cong ty hoac da tay xoa, cao sua, viet them noi dung khac ngoai quy dinh cho phieu 
bieu quyet, khong ghi day du ho ten cua dai bieu, khi do iki ca noi dung bi4u quylt 
tren phieu bieu quyet la khong hgp le.

3. The le bieu quyet:
Cu 01 (mot) co phan tuong duong voi mot quyen bieu quy4t. M6i dai bi£u tham du 
dai dien cho mot hoac nhieu quyen bieu quyet.
Tai ngay chot danh sach co dong (ngay 20/3/2023) tong so co phan co quyen bieu 
quyet cua Cong ty la: 133.451.910 co phan tuong duong voi 133.451.910 quyen bilu 
quyet (ly do SASCO sa hitu 29.400 co phieu quy).
Cac van de can lay bieu quyet tai Dai hoi se dugc thong qua khi tren nam muoi phan 
tram (50%) trd len tong so co phan co quyen bieu quyet du hop tan thanh. Rieng mot 
so trubng hgp van de bieu quyet dugc quy dinh tai Khoan 1 Dieu 21 Dieu le Cong ty 
thi phai co sir dong y it nhat 65% so co phan co quyen bi£u quyet du hgp tan thanh.
Luu y:

• Co dong/dai dien uy quyen co Igi ich lien quan khong co quyen bieu quyet doi voi 
cac hgp dong va giao dich co gia tri tu 35% tong gia tri tai san Cong ty ghi trong bao 
cao tai chinh gan nhat; cac hgp dong hoac giao dich nay chi dugc chap thuan khi co 
so c6 dong/ dai dien uy quyen chiem tu 65% tong so phieu bieu quyet con lai tan 
thanh (theo Khoan 4, Dieu 167, Luat Doanh nghiep 2020).

• Co dong/ dai dien uy quyen co dong so hOu tu 51% tong so co phan co quyen bieu 
quyet trd len hoac ngudi co hen quan cua co dong do khong co quyen bieu quyet doi 
voi cac hgp dong va giao dich co gia tri Ion hon 10% (tong gia tri tai san Cong ty ghi 
trong bao cao tai chinh gan nhat) voi co dong do (theo Diem b, Khoan 3 va Khoan 4, 
Dieu 167 Luat Doanh nghiep 2020).
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Quy che lam viec tai Dai hoi dong co dong thudng nien 2022

4. Ghi nhan ket qua bieu quyet:
Ban kiem phieu se kiem tra, tong hap va bao cao Chu toa ket qua kiem phieu ciia tung 
van de theo noi dung chuang trinh dai hoi. Ket qua kiem phieu se dugc chu toa cong 
bo ngay truoc khi be mac cuoc hop.

Bieu 13. Bien ban, Nghi Quyet hop Dai hoi dong co dong
Tat ca cac noi dung tai Dai Hoi Bong C6 Bong phai dugc Thu ky Bai Hgi ghi vao 
Bien ban hgp Bai Hgi dong co dong. Bien ban hgp Bai Hgi dong co dong phai dugc 
dgc va thong qua truoc khi be mac Bai Hoi.

Bieu 14. Thi hanh Quy che
Quy che to chuc nay dugc dgc cong khai truoc Bai Hoi Bong Co Bong thudng nien 
nam 2023 va co hieu lire thi hanh ngay khi Bai Hoi Bong Co Bong cua Cong ty co

' r i r

phan Bich vu Hang khong San bay Tan Son Nhat bieu quyet thong qua.
Co dong, dai dien theo uy quyen va khach mdi vi pham Quy che nay thi tuy theo muc

? >

do cu the Boan Chu tga se xem xet va co hinh thuc xu ly theo Bieu le Cong ty va Luat 
Boanh nghiep.

TM. HOI BONG QUAN TRI 
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