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QUY CHE LAM VIEC
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CONG TY CO PHAN LILAMA 18

Can ctr:

- Ludt Doanh nghiep so 59/2020/QH14, ngdy 17 thdng 6 ndm 2020;
- Ludt Chung khodn so 54/2019/QH14, ngdy 26 thdng 11 ndm 2019;
- Dieu le Cong ty Co phdn LILAMA 18, ngdy 15 thdng 6 ndm 2022,
Nham dam bao Dai hoi dong co dong thirdng nien nam 2024 cua Cong ty Co phan 

LILAMA 18 dien ra thanh cong tot dep. Hoi dong quan tri xay dung quy che, nguyen tac 
lam vice, ung xu, bieu quyet trong Dai hoi de Dai hoi dong co dong thong qua nhu sau:

1. MUC DICH
- Dam bao trinh tu, nguyen tac ung xu, bieu quyet tai Dai hoi dong co dong thudng 

nien cua Cong ty Co phan LILAMA 18 dien ra dung quy dinh va thanh cong tot dep.
- Cac Nghi quyet cua Dai hoi dong co dong the hien y chi thong nhat cua Dai hoi 

dong co dong, dap ung nguyen vong, quyen loi cua co dong va dung phap luat.

2. DOI TlTONG VA PHAM VI
- Doi tuong: Tat ca cac co dong, nguoi dai dien (ngudi dupe uy quyen) va khach 

mdi tham du Dai hoi dong co dong thudng nien Cong ty co phan LILAMA 18 deu phai 
chap hanh, tuan thu cac quy dinh tai Quy che nay, Dieu le Cong ty va quy dinh hien hanh 

cua phap luat.
- Pham vi ap dung: Quy che nay dupe su dung cho vice to chuc hop Dai hpi dong 

co dong thudng nien nam 2024 cua Cong ty Co phan LILAMA 18.
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3. giAi thick thuat nguTtiT viet tAt

Cong ty Co phan LILAMA 18 

Hpi dong quan tri 

Ban Kiem soat 

Thanh vien Ban Kiem soat 

Ban to chuc Dai hpi 

Dai hpi dong co dong

C6 dong, ngudi dai dien (ngudi dupe uy quyen)

- Cong ty

- HDQT

BKS

- Kiem soat vien

BTC

DHDCD

- Dai bieu

Tai lieu Dai hpi dong co dong thudng nien ndm 2024
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Quy die lam viec Dai hoi dong cd dong thirffng nien nam 2024

4. N0I DUNG QUY CHE

4.1.Dieu kien tien hanh hop Dai hoi dong co dong

- Cuoc hop Dai hoi dong cd dong dupe tien hanh khi co so dai bieu du hop dai dien 
tren 50% tong so phieu bieu quyet.

- Truong hop cupc hop lan thu nhat khong dii dieu kien tien hanh theo quy dinh tai 
khoan 1 Dieu 18 Dieu le Cong ty thi thong bao mdi hop lan thu hai dupe gui trong thoi 
han 30 ngay ke tir ngay du djnh hop lan thu nhat. Cupc hop Dai hpi dong co dong trieu 

tap lan thu hai dupe tien hanh khi co so co dong du hop dai dien tu 33% tong so phieu 

bieu quyet tro len.

- Truong hop cupc hop lan thu hai khong du dieu kien tien hanh theo quy dinh tai 
khoan 2 Dieu 18 Dieu le Cong ty thi thong bao mdi hop lan thu ba dupe gui trong thoi 
han 20 ngay ke tu ngay du dinh hop lan thu hai. Cupc hop Dai hpi dong co dong lan thu 

ba dupe tien hanh khong phu thupc vao tong so phieu bieu quyet cua cac co dong du 
hop. £

C
4.2. Dieu kien co dong tham du Dai hoi
Cac co dong co quyen bieu quyet cua Cong ty theo danh sach chot tai ngay 

27/3/2024 deu co quyen tham du DHDCD; co the true tiep tham du hoac uy quyen cho 

dai dien cua minh tham du. Truong hop co nhieu hon mot ngudi dai dien dupe uy quyen 

theo quy dinh cua phap luat thi phai xac dinh cu the so co phan va so phieu bau cua mdi 
ngudi dai dien.

4.3. Khach mdi tai Dai hoi

- La cac chuc danh quan ly cua Cong ty, khach mdi, thanh vien trong BTC Dai hpi 
khong phai la cd dong Cong ty nhung dupe mdi tham du Dai hpi.

- Khach mdi khong tham gia phat bieu tai Dai hpi (tru trudng hop dupe Chu tpa 

Dai hpi mdi, hoac co dang ky trude vdi BTC Dai hpi va dupe Chu tpa Dai hpi dong y).

C

4.4.Dai bieu tham duDai hoi phai tuan thu cac quy djnh sau
9 A f

- Dung gid, trang phuc lich su, trang trong, tuan thu viec kiem tra an ninh (neu cd), 
giay to tuy than .v.v...theo yeu cau cua BTC Dai hpi.

- Nhan hd so tai lieu, giay to phuc vu Dai hpi tai bp phan don tiep trude hpi trudng
Dai hpi.

- Co dong den muon cd quyen dang ky ngay va sau do co quyen tham gia va bieu 

quydt ngay tai Dai hpi. Chu tpa khong cd trach nhiem dung Dai hpi de cho cd dong den 

muon dang ky tham du; ket qua bieu quyet cac van de da dupe tien hanh bieu quyet 
trude khi dai bieu do den tham du se khong bi anh hudng.

- De dien thoai d che dp rung hoac tat may, khi can thi ra ben ngoai dam thoai.
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Quy che lam viec Dai hoi dong cd dong thud'ng nien nam 2024

- Khong hut thuoc la, gift trat tir trong phong Dai hoi.

- Tuan thu cac quy dinh cua Ban to chftc, cua Chu toa dieu hanh Dai hoi.

- Truong hop co dai bieu khong tuan thu nhftng quy dinh ve kiem tra hoac cac bien 

phap, quy djnh noi tren, Chu toa sau khi xem xet mot each can trong, co the tft choi hoac 

true xuat dai bieu noi tren khoi noi dien ra Dai hoi de dam bao Dai hoi dien ra mot each 

binh thuong theo chuong trinh ke hoach.

4.5. Chu toa va Doan chii toa

- Doan chu toa gom Chu toa va cac Thanh vien.

- Chii tich HDQT lam chu toa hoac uy quyen cho thanh vien HDQT khac lam chu 

toa cuoc hop Dai hoi dong co dong do HDQT trieu tap;

- Truong hop Chu rich vang mat hoac tarn thoi mat kha nang lam viec thi cac thanh 

vien Hoi dong quan trj con lai bau mot nguoi trong so ho lam chu toa cuoc hop theo 

nguyen tac da so. Truong hop khong bau duoc nguoi lam chu toa, Truong Ban kiem soat 
dieu hanh de Dai hoi dong co dong bau chu toa cuoc hop trong so nhftng nguoi du hop 

va nguoi co phieu bau cao nhat lam chu toa cuoc hop;

- Trong cac truong hop khac, nguoi ky ten trieu tap hop Dai hoi dong co dong se 

dieu hanh de Dai hoi dong co dong bau Chu toa cuoc hop va nguoi co phieu bau cao nhat 
duoc cu lam Chii toa cuoc hop.

- Chii toa co quyen thuc hien cac bien phap can thiet de dieu khien cuoc hop mot 
each hop ly, co trat tu, dung theo chuong trinh da duoc thong qua va phan anh duoc 

mong muon cua da so nguoi du hop.

- Chii toa co quyen hoan cuoc hop Dai hoi dong co dong da co du so nguoi dang ky 

du hop toi da khong qua 03 ngay lam viec ke tft ngay cuoc hop du djnh khai mac va chi 
duoc hoan cuoc hop hoac thay doi dia diem hop theo quy dinh tai khoan 8 Dieu 146 Luat 
doanh nghiep.

vso:

N'C
PI
’M

'p

- Nhiem vu cua Doan chii toa:

+ Dilu hanh cac boat dong ciia Dai hoi dong co dong Cong ty theo chuong trinh 

du kien ciia HDQT da duoc Dai hoi dong co dong thong qua;

+ Huong din cac dai bilu va Dai hoi thao luan cac noi dung co trong chuong
trinh;

+ Trinh du thao, ket luan nhftng van de can thiet de Dai hoi bieu quyet;

+ Tra loi nhftng van de do Dai hoi yeu cau;

+ Giai quylt cac van dl phat sinh trong suot qua trinh Dai hoi.

- Nguyen tac lam viec cua Doan chu toa: Doan chii toa lam viec theo nguyen tac 

tap the, tap trung dan chu, quyet djnh theo da so.
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4.6. Thu- ky Dai hoi

- Chu toa cur mot hoac mot so ngiroi lam Thu ky cuoc hop.

- Nhiem vu va quyen han:

+ Ghi chep day du, trung thuc noi dung Dai hoi;

+ Tiep nhan phieu dang ky phat bieu cua Dai bieu;

+ Lap Bien ban hop va soan thao Nghi quyet Dai hoi dong co dong;

+ Ho trg Chu toa cong bo thong tin lien quan den cuoc hop Dai hoi dong co dong 

va thong bao den cac Co dong theo dung quy dinh phap luat va Dieu le Cong ty.

+ Cac nhiem vu khac theo yeu cau cua Chu toa.

4.7. Ban Kiem phieu

- Dai hoi dong co dong bau mot hoac mot so nguoi vao Ban Kiem phieu theo de 

nghi cua chu toa cuoc hop. Cac ung vien tham gia ung cu, de cu (khi thuc hien bau cu) 

khong duoc tham gia vao Ban Kiem phieu.

- Nhiem vu cua Ban Kiem phieu:

+ Pho bien nguyen tac, the le, hudng dan each thuc bieu quyet, bau cu.

+ Xem xet va bao cao Dai hoi nhung truong hop vi pham the le bieu quyet, bau 

cu hoac don thu khieu nai ve ket qua bieu quyet, bau cu;

+ Kiem va ghi nhan phieu bieu quyet, phieu bau cu, lap bien ban kiem phieu, 
cong bo ket qua; chuyen bien ban cho Chu toa.

4.8. Ban Kiem tra tir each dai bieu

- Ban Kiem tra tu each dai bieu cua Dai hoi gom 03 nguoi, bao gom 01 Truong 

Ban va 02 thanh vien, do chu toa gidi thieu den Dai hoi.

- Nhiem vu cua Ban Kiem tra tu each dai bieu:

+ Kiem tra tu each va tinh hinh co dong, dai dien co dong den du hop.

+ Truong Ban Kiem tra tu each dai bieu bao cao vdi Dai hoi dong co dong tinh 

hinh co dong du hop. Neu cuoc hop co du so luong co dong va dai dien duoc liy quyen 

co quyen du hop dai dien tren 50% tong so phieu bieu quyet thi cuoc hop Dai hoi dong 

co dong Cong ty duoc to chuc tien hanh.

4.9. Phat bieu tai Dai hoi
- Dai bieu tham du Dai hoi khi muon phat bieu y kien phai duoc su dong y cua Chu 

toa Dai hoi. Dai bieu phat bieu ngan gon va tap trung vao dung nhung noi dung trong 

tarn can trao doi, phu hop vdi noi dung chuong trinh da duoc Dai hoi thong qua hoac gui 
y kien bang van ban cho Thu ky Dai hoi tong hop bao cao Chu toa.

- Chu toa Dai hoi se sdp x4p cho dai bidu phat bilu theo thu tu dang ky, dong thdi 
giai dap cac thac mac cua co dong tai Dai hoi hoac ghi nhan tra loi sau bang van ban.

1
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Quy chelam viec Dai hoi dong cd dong thud'ng nien nam 2024

• A A A r A4.10. Bieu quyet thong qua cac van de tai Dai hoi 
4.10.1. Nguyen tac

- Tat ca cac van de trong chirong trinh va noi dung hop cua Dai hoi deu phai dirge 
Dai hoi dong co dong thao luan va bieu quyet cong khai.

- The bieu quyet va Phieu bieu quyet cur duoc Cong ty in, dong dau treo va gui true 

tiep cho dai bieu tai dai hoi (kem theo bo tai lieu tham dir DHDCD). Tren The bilu quyet 
va Phieu bieu quyet co ghi r5 ma so dai bieu, ho ten, so co phan so huru va nhan uy 
quyen duoc bieu quyet cua dai bieu do.

- Chu toa de xuat cac hinh thuc bieu quyet doi vdi tung van de trong noi dung 
chuong trinh de Dai hoi thong qua.

- Hinh thuc bieu quyet nhu sau:

+ Bieu quyet bang hinh thuc gio The bieu quyet: hinh thuc nay duoc dung de 

thong qua cac van de nhu: Chuong trinh Dai hoi; Quy che lam viec tai Dai hoi; Quy che
I A 9 'T'l A 9 rbau cu; Nhan su Doan chu toa; Nhan sir Ban Kiem phieu; thong qua Bien ban Dai hoi, 
Nghj quyet Dai hoi va cac noi dung khac tai Dai hoi (neu co);

•A X > «A f+ Bieu quyet bang hinh thuc dien vao Phieu bieu quyet: hinh thuc nay duoc dung 

de thong qua cac van de: Bao cao cua Hoi dong quan tri (HDQT) tinh hinh boat dong san 

xuat kinh doanh nam 2023 va ke hoach san xuat kinh doanh nam 2024; Bao cao boat dong 

cua Ban kiem soat (BKS) nam 2023; va bieu quyet thong qua noi dung cac To trinh tai Dai

1

A'

hoi.

4.10.2. Cach thuc bieu quyet

- Dai bieu thuc hien viec bieu quyet de Tan thanh, Khong tan thanh hoac Khong co
r r \ 9 f > 9 r

y kien mot van de duoc dua ra bieu quyet tai Dai hoi bang each gio cao The bieu quyet 
hoac dien cac phuong an lua chon tren Phieu bieu quyet tuong ung vdi cac noi dung can 

bieu quyet theo quy dinh tai Muc 4.10.1.

- Khi bieu quyet bang hinh thuc gio The bieu quyet, mat trude cua The bieu quyet 
phai duoc gio cao hudng ve phia Doan Chu toa. Truong hop dai bieu khong gio The bieu 

quyet trong ca ba lan bieu quyet Tan thanh, Khong tan thanh hoac Khong cd y kien cua 

mot van de thi duoc xem nhu bieu quyet tan thanh van de do. Truong hop dai bieu gio 

cao The bieu quyet nhieu hon mot (01) lan khi bieu quyet Tan thanh, Khong tan thanh 

hoac Khong y kien cua mot van de thi duoc xem nhu bieu quyet khong hop le. Theo hinh 

thuc bieu quyet bang gio The bieu quyet, Thanh vien Ban Kiem tra tu each dai bieu/Ban 
Kiem phieu danh dau ma dai bieu va so phieu bieu quyet tuong ung cua tirng CO dong 

Tan thanh, Khong tan thanh, Khong cd y kien va Khong hop le.

- Khi bieu quyet bang hinh thuc dien vao Phieu bieu quyet, Doi vdi tung noi dung, 
dai bieu chon mot trong ba phuong an “Tan thanh”, “Khong tan thanh”, “Khong cd y 

kien” duoc in san trong Phieu bieu quyet bang each danh dau “X” hoac “^” vao 6 minh 

chon. Sau khi hoan tat tat ca noi dung can bieu quyet cua Dai hoi, dai bieu gui Phieu bieu
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A ^ ' i+t 9quyet ve thung phieu kin da dugc niem phong tai Dai hoi theo hudng din cua Ban Kilm 

phieu. Phieu bieu quyet phai co chu ky va ghi ro ho ten cua dai bilu.

4.10.3. Tmh hop le cua Phieu bieu quyet
> Phieu bieu quyet hop le la phieu theo mau in san do BTC Dai hoi phat ra, co 

dong dau do cua Cong ty, khong tly xoa, cao sua, rach, nat,... khong vilt them noi dung 

nao khac ngoai quy djnh cho phieu nay va phai co chu ky, duoi chu ky phai co dly dii ho 
ten dugc viet tay cua dai bieu tham du.

Tren philu bieu quylt, ngi dung bilu quylt (Bao cao. To trinh) la hgp le khi dai 
bieu danh dau chgn mot (01) trong ba (03) 6 vuong bieu quyet.

> Phieu bieu quyet khong hop le:

+ Ghi them noi dung khac vao phieu bieu quyet;

+ Phieu bieu quyet khong theo mau in sin do BTC Dai hoi phat ra, philu khong 

co dau do cua Cong ty hoac da tay xoa, cao sua, viet them noi dung khac ngoai quy djnh 

cho phieu bieu quyet, phieu khong co chu ky, khong ghi dly du hp ten cua dai bilu, khi 
do tat ca noi dung bieu quyet tren phieu bieu quyet la khong hgp le.

4.10.4. The le bieu quyet
Cu 01 (mot) co phan pho thong tuong duong vbi mot quyen bieu quyet. Moi dai

y y 9 r r 9 r

bieu tham du dai dien cho mot hoac nhieu quyen bieu quyet se dugc cap The bieu quyet
9 r 9 r

va Phieu bieu quyet.

- Tai ngay chot danh sach co dong (ngay 27/3/2024) tong so co phan cua Cong ty 

la: 9.388.682 co phan tuong duong vdi 9.388.682 quyen bieu quyet.
r y y r 9 r r 9

- Cac van de can lay bieu quyet tai Dai hoi chi dugc thong qua khi dugc so co dong 

set huu tren 50% tong so phieu bieu quyet cua tat ca co dong du hgp tan thanh. Rieng 

mot so truong hgp van de bieu quyet dugc quy djnh tai Khoan 2 Dieu 20 Dieu le Cong ty
> 9 r r 9 r r 9

thi phai co su dong y tu 65% tong so phieu bieu quyet tro len cua tat ca co dong du hgp 

tan thanh.

- Luu y:

+ Co dong/dai dien liy quyen co Igi ich lien quan khong co quyen bieu quyet doi 
voi cac hgp dong va giao djeh co gia trj tu 35% (tong gia trj tai san Cong ty ghi trong 

bao cao tai chinh gan nhat; cac hgp dong hoac giao djeh nay chi dugc chap thuan khi co 

so co dong/ dai dien uy quyen chiem tu 65% tong so phieu bieu quyet con lai tan thanh 

(theo theo Khoan 4, Dieu 167, Luat Doanh nghiep 2020).
+ Co dong/ dai dien uy quyen co dong so huu tu 51% tong so co phan co quyen 

bieu quyet tro len hoac ngudi co lien quan cua co dong do khong co quyen bieu quyet 
doi voi cac hgp dong va giao djeh co gia trj Ion hon 10% (tong gia trj tai san Cong ty ghi 
trong bao cao tai chinh gan nhat) giua Cong ty voi co dong do (theo Diem b, Khoan 3 va 

Khoan 4, Dieu 167 Luat Doanh nghiep 2020).
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4.10.5. Ghi nhan ket qua bieu quyet

- Tai Dai hoi, Dai hoi dong co dong se thong qua Ban Kiem philu.

- Ban Kilm phieu co nhiem vu thu phi4u bilu quylt va philu bdu cu.

- Ban Kiim philu se ki^m tra s6 philu tan thanh, khong tan thanh, khong co y ki<§n 

cua tung noi dung va chiu trach nhiem ghi nhan, th6ng ke va bao cao kdt qua kilm phi§u 
bieu quyet tai DHDCD.

4.11. Bien ban, Ngh| Quyet hop DHDCD

Bien ban hop va nghi quyet DHDCD phai duoc doc va thong qua trudc khi be mac 
Dai hoi.

5. Thyc bien

- Tat ca cac dai bieu, nguoi dai dien, khach mdi tham dir Dai hoi co trach nhiem 

tuan thu day dii cac noi dung da quy dinh tai Quy che nay, cac quy djnh, noi quy, 
quy che quan ly hien hanh cua Cong ty va cac quy djnh phap luat co lien quan.

- Nguoi trieu tap DHDCD co quyen:

+ Yeu cau tat ca nguoi du hop chiu su kiem tra hoac cac bien phap an ninh khac;
■h J

a X X ' r '/r+ Yeu cau co quan co tham quyen duy tri trat tu cuoc hop; true xuat nhung nguoi 
khong tuan thu quyen dieu hanh cua chii toa, co y gay roi trat tu, ngan can tien trien binh 

thuong cua cuoc hop hoac khong tuan thu cac yeu cau ve kiem tra an ninh ra khoi cuqc 

hop DHDCD.

- Cac noi dung khong duoc quy dinh chi tiet tai quy che nay thi thong nhat ap dung 

theo quy dinh tai Dieu le Cong ty, Luat doanh nghiep 2020 va cac van ban phap luat hien 

hanh cua Nha nude.
Quy che nay co hieu lire ngay sau khi duoc DHDCD Cong ty bieu quyet thong

qua.

DONG QUAN TRI
^^cSndty^u tjch 

. / co’phan H 

HuiAMA
X;J.p^oaE QUOC AN

//vV
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