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HUONG DAN THU'C HIEN CAP LAI, CAP POI, CAP MOI
GIAY CHUNG NHAN SO HU'U CO PHAN CHO CO PONG
INSTRUCTIONS ON RE-ISSUING CERTIFICATION OF
STOCK OWNERSHIP FOR SHAREHOLDERS

Khi Quy C6 dong (“CP”) ¢6 nhu cau cap lai, cap doi, cap moi Glay chtng nhan so hitu ¢o
phan ("GCN"), Quy CD vui long lién h¢ truc tiép véi Bo phan Phap ché cua Cong ty C6 phan
Bibica ("PC") - Tru s& TP. Hb Chi Minh theo thong tin sau/ln the needs of re-issuing Certification
of Share Ownership ("CSO"), shareholder is advised to make direct contact to Bibica Legal
Department ("LD") - Ho Chi Minh City office in the following information:

— Céng ty cd phan Bibica ("BBC") — Tru s& chinh TP. Hd Chi Minh/Bibica Corporation
Company ("BBC") — Ho Chi Minh City Head Olffice.

— Dia chi: 443 Ly Thuong Kiét, Phuong 08, Quan Tan Binh, TP.HCM/Address: 443 Ly
Thuong Kiet Street, Ward 8, Tan Binh District, HCMC.

— B0 phan phap ché - Ong: Phan Cong Vién/Legal Department - Mr: Phan Cong Vien.

— Dién thoai/Phone No: 08. 39217920 (ext: 250) - 0946 980 936. Fax: 08. 39717922.

I. TRUONG HQP CAP LAI, CAP POI GCN/CIRCUMSTANCES OF CSO RE-ISSUE:

1. Truwomg hop co6 dong bi mit, hiy hoai, hw hong dwéi moi hinh thiee GCN/In  case
shareholders lose or damage CSO in any form. CD phai thuc hién theo cac budc
sauw/Shareholder must Jollow the subsequent steps:

a. CD phai thong bao ngay bang vin ban cho BBC vé vige mat GCN, BBC khong chiu bat ky
trach nhiém nao do viéc khong/cham tré thong bao vé viéc mat GCN cua CD/Sharcholder
must inform BBC promptly in writting, BBC will not be held against any responsibility or
charges under ill-notice Oflosr of CSO;

b. Can cu vao “Théng bdo mit GCN” cua CD, BBC sé kiém tra tinh xac thuc cua viéc so hiru
¢b phan cua CD, dong thoi thong bao vé viéc mat GCN cua CD trén Website ctua BBC trong
thot gian 15 ngay lam vige ké tir ngay nhan duoc thong bao va da kiém tra tinh xac thuc cua
s& hiru ¢6 phan cua CB/Due o the “Notice of CSO Lost” made by a shareholder, BBC will
verify the matter of shareholder's ownership, concurrently inform the loss of CSO possession
of that shareholder on the website of BBC within 15 days from the date of receipt of the
Notice and verification of the shareholder's ownership,

Pbi voi co phleu c¢6 tong ménh gia trén muoi tri¢u Pong Viét Nam, trude khi tlep nhan dé

nghi cap ¢ phiéu méi, chu sé hiru ¢d phiéu dang théng bao vé viéc cd phiéu bi mét, bi huy

hoai hoac bi hu hong dudi hinh thite khac/With the circumstances in which the total value of
share is higher than ten millions Viet Nam Dong, before receiving the order of re-issue new

share, the shareholder must make a notice of his lost or damagea’ in any 1’0/ m;

¢. Sau khi hét thoi han 15 ngay lam viéc ké tir ngay thong bao ve vigc méat GCN ciia CD, néu
khong phat sinh cac khiéu kién, kiéu nai thi PC lap ho so cap lai GCN dong thoi GCN cii sé
khong con gid tri luu hanh ké tir ngay GCN méi duoc ky ban hanh/After 15 days of receipt of
the Notice of CSO Lost of the shareholder, if no complaints or charges are made, LD will
establish file on re-issuing CSO for shareholder making the notice, concurrently the previous
CSO is of no circulation value,

d. Trong thoi gian nay, b dong van duoc huong tat ca cac quyén loi va nghia vu tuong Uing véi
s0 lugng ¢b phan so hitu//n this period of time, among the interests and rights that came with
the quantity of share owned is unchange

e. Hoso cap lai GCN gom/File of CSO re-issue includes:
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— Don ¢ mat ¢ xac nhan cong an dia phuong/Form of Reasons Lost with the verification of
the local authority;

— Ban sao ¢6 ching thuc gidy ching minh nhan dan/Can cudc cong dan/Ho chiéu cua CD 1a ca
nhan/Verified duplicate of Identification or Passport of shareholder as an individual:

— Ban sao ¢6 chung thuc Giay ching nhan ding ky doanh nghiép/Gidy chimg nhan dau tu cia
CD la t6 chic/Verified duplicate of Certification of Business Registration/ Invesimen
Registration C er ll/lcme of stockholder as an or gam"afmn

— Don d& nghi cép lai Giay chimg nhén s hitu ¢b phan (Theo mau cong ty)/ Form of re-issuing
Certification of share ow ner ship (follow the form of the company);

— Glay to chimg minh quyén s¢ hitu GCN/Document is valza’almg the ow nersth of CSO;

— H0 so chimg minh viéc dang thong béao ddi véi truong hop ¢b phiéu c6 tong ménh gid trén
mudi triéu dong/ Document is validating the post of message in case the total value of share
is higher than ten millions Viet Nam Dong;

— Giay uy quyén hop phép /The Authericzation Letter.

f. Trinh tu, thu tuc cap lai GCN/Procedure of CSO re-issue:

— H0 so cdp lai GCN sé duoc tiép nhan truc tiép tai PC cua BBC/File of CSO re-issue will be
directly taken into account in PC of BBC;

— PC cua BBC s¢ kiém tra tinh day du, hop 18 cua hd so/The file will then be verified of its
preparation and legitinzuu by LD ()fBBC

— Sau khi ho so cap lai GCN duoc chdp nhén, PC s& thong bao cho K. TCKT lap phiéu thu vé
viéc thu phi cap lai GCN/Afier the file is consented, LD will inform Financial- Accounting
Depar tment to establish a receipt of the re-issue fees,

— PC sé& cap cho CP “Gidy hen” kém theo phiéu thu xac nhén viéc thu phi cap lai GCN/LD will ﬁ:
then issue shareholder w zlh Appointment Card and a receipt of the re-issue fees; S

— B¢ phan PC xtr Iy ho so cép lai GCN va hoan tra két qua cho CB/LD will work on the file of CQN
CSO re-issue and will delnu the results to shareholder; COF

— GCN duogc cép lai theo ma s CD m&i thay thé cho GCN cit/New CSO will then be re-issuec @
to the shareholder replacing the previous one. 2)

g. Thoi gian hoan tra GCN/Time of CSO delivery: N
Trong thoi han 30 ngay lam viée ké tir ngay hoan tat hd so cép lai GCN, PC sé& thuc hién viéc
cap lai GCN va hoan tra GCN m6i cho CB/in the 30 days of resolving the matter, from the
day of completion of file of CSO re-issue, LD will execute the CSO re-issue process and
deliver new CSO to the shareholder.

h. Gidy to cin thiét khi dén nhan GCN/Paper needed on receiving re-issued CSO:

Khi dén nhan GCN, Quy CD vui long mang theo cac gidy t& saw/On receiving (SO,
stockholder is compelled to display:

— Gidy hen nhan GCN/A ppointment Card,

— Chimng minh nhan dén/Can cudc cong dan hoac Ho chiéu khi lam thu tuc cap lai GCN moi
tai noi da nop ho so dé ky tén va nhan GCN méi/ldentification or Passport used in the CSO
re-issue pr ()C(’dlﬂ es,

—_ Glay uy quyén hop phap / Power of Attor ‘ney.

i. Phi cap lai GCN la: 200.000 dong/lan cap GCN/Re-issue Sfees: 200.000 VND/rzme

2. Trwong hop cb dong dé nghi cap d6i GCN do r4ch nat, nhoe, sai ngay cap, s6 CMND,
Cin cwéc cong dan/H§ chiéu/Circumstances in which shareholder renews CS SO due to
worn-out state, blurry wordmg, Jfalsified information, etc:

a. Ho so dé nghi cip doi GCN gom/File of CSO renewal:

— Ban sao ¢6 chimg thuc gidy ching minh nhan dan/Can cude cong dan/Ho chiéu ctia CP 1a ca
nhan/Verified duplicate of [a’emzﬁcaizon or Passport of shareholder as an individual:

— Ban sao ¢ ching thuc Gidy ching nhén dang ky doanh nghiép/Gidy chting nhan dau tu cua
CD la t6 chuc/Ver ified duplicate of Certification of Business Registration of shareholder as
an ()/”"LI)ZI'(J/I()H

— Ban chinh GCN so hiru ¢6 phan cua CD/()rl ginal CSO owning share of shareholder;

— Don dé nghj cép d6i GCN (Theo mau cong ty)/Form of re-issuing CSO (follow the form of
the company);



— Gidy dé nghi thay déi thong tin (truong hop thay déi ngay cdp,sé CNMD, Can cudc cong
dan/Ho chiéu)/Form of information correction (under the circumstances of changing day of
issue of Identification or Identification number);

— Gidy xac nhan s CMND/Cin cude cong dan méi duoe cép thay thé sé cii cua co quan cong
an cap méi CMND (trudong hop doi sb CMND)/Paper verifying new issued number of
Identification replacing previous one from the police agency of [dentification Renewal
(under the circumstances shareholder changes his/her Identification);

b. Trinh tu, thi tuc cap déi Gidy chirng nhén sé hiru ¢6 phan/Procedures of CSO renewal

— HO so cép lai GCN s& duoc tiép nhan tai PC/File of CSO re-issue will be directly taken into
account in LP of BBC,

— Can ctt vao “DPon d@é nghi cip lgi GCN”, BBC s& xem xét tinh cin thiét cua viéc cép lai
GCN. Truong hop xét thay viéc cép lai GCN la can thiét, BBC s& kiém tra tinh day du, hop
1& ctia hd so/Due to “ Form of CSO re-issue ’, BBC will assess the necessity of the matter. If
the matter is considered necessary, the file will then be verified of its preparation and
legitimacy by BBC;

— Sau khi ho so dé nghi cap déi GCN duoc chdp nhén, PC sé& thong bao cho K. TCKT Iap phiéu
thu vé viéc thu phi cdp déi GCN mai/Afier the file is consented, LP will inform K. TCKT to
establish a receipt of the re-issue fees;

— PC sé& cap cho CP “Gidy hen” kém theo “phiéu thu” xac nhan viéc thu phi cap d6i GCN/L/7 %
will then issue shareholder * Appointment Card ’ with a * receipt ’ of the re-issue fees; \\9‘

N

— PC xur ly ho so clp d6i GCN va hoan tra két qua cho CB/LP will work with the file of ¢SO 3 TY:

3

re-issue and will deliver the results to stockholder; HAN
¢. Thoi gian hoan tra GCN/Time of CSO delivery: o o {C A
Trong thoi han 30 ngay lam viéc ké tir ngay hoan tat hd so cap ddi GCN, Bo phén PTCD s& _/\,

thue hién viéc cép lai GCN va hoan tra GCN cho cb dong/ Within the 30 days, from the date &
of completion of file of CSO re-issue, LD will execute the CSO re-issue process and deliver
new CSO to the shareholder.

d. Gidy to cAn thiét khi dén nhan GCN/Paperneeded on receiving re-issued CSO:

Khi dén nhan GCN, Quy CP vui long mang theo cac gidy to sau/receiving CSO, shareholder
is compelled to display:

— Giay hen/Appointment Card:

-------- Ching minh nhan dén/Can cudc cong dan hodc Ho chiéu khi lam thu tuc cép ddi GCN méi
tai noi da nop ho so dé ky nhan va lay GCN/ldentification or Passport used in the CSO re-
issue procedures;

— Gidy uy quyén hop phap / Power of Attorney.

e. Phi cip déi Gidy ching nhén sé hiru ¢é phin
200.000 déng/1an d6i GCN méi/Re-issue fees: 200.000 VND/time.

I/ TRUONG HQP CAP MOI DO PUQC THUA KE CO PHAN/CIRCUMSTANCES IN
WHICH STOCKHOLDER RENEWS CSO ACQUIRED THROUGH INHERITANCE

1. Cac trwong hop thira ké/Cases of inheritance

a. Truong hop CD qua doi, BBC cong nhéan nhiing nguoi sau day c6 quyén so hitu mot phan
hodc toan bd ¢b phan cua ngudi da mat/in the decease of stockholder, BBC acknowledge the
Jollowing people with partial or complete ownership over the share of the deceased:

— Nguoi thira ké duy nhét theo ludt dinh/The only legitimate heir due to statement of law:

— Truong hop c6 nhicu ngudi cling thira ké hop phép thi ho phai cir dai dién s hiru duy nhat
bang thu tuc uy quyén c6 cong ching. BBC khéng giai quyét cac truong hop tranh chép gitta
nhitng nguoi thira ké theo phap Wévin cases there are many legitimate heirs, all of them
must choose a singular representative of ownership by the procedure of appointing attorney
with notarized authority. BBC will not solve any conflict between legitimate heirs.

b. Nguoi co quyén sO hiru hoac thira ké hop phdp, dang ky lam s& hitu cac c6 phan duogc thia
ke, tro thanh ¢6 dong méi va duge huong moi quyen loi, nghfa vu cta ¢6 déng ma ho ké
quyen/Person with the legitimate rights of ownership or inheritance, registered as owner of
inheritance share, will become a new shareholder and be entitled to every rights and
interests whose share they inherit from.

2. Hoé so cap GCN cho nguoi thira ké gom/File of CSO issue for inheritance:

3



- Mot trong cac gidy to thira ké nhu: di chic hop phap, bién ban phan chia di san thira ké. ban
an cua toa an, ban khai di san thira ké,... (Ban chinh hoac ban sao c¢6 chimg thuc)/Heritance
document: legitimate will, proceedings on inheritance division, Jjudge’s sentence, list of
enumerating inheritance, etc (original or verified duplicate);

. Gidy ty quyén cir dai dién so hitu duy nhat ¢6 cong ching (Truong hop 6 nhiéu nguoi cing
thira ké)/ Verified authorization letter of the unique representative of ownership (in cases
there are many legitimate heirs);

Ban sao tai li¢u chimg minh da hoan thanh nghia vu thué thu nhap ca nhan tu thia
ké/[)uplicale of the document verifying the completion of paying income tax from
inheritance;

. GCN so hitu 6 phan cua nguoi dd mit (Ban chinh)/Original CSO owning share of
shareholder,

Gidy chimg tir (Ban chinh hodc ban sao c¢6 chung thuc)/Original or verified duplicated death
certificate,

Ban chinh hodc ban sao ¢6 ching thuc gidy ching minh nhan dan/Can cudce cong dan/Ho
chiéu cua ngudi thira ké&/Original or verified duplicate of Identification or Passport of the
heir.

Trinh tu, tha tuc cap lai Gidy chirng nhin sé hiru ¢ phan/Procedures of CSO re-issue
Ho so thira ké sé dugc tiép nhan tai PC/File of CSO re-issue will be directly taken into
account in LD of BBC;

. PC cua BBC s& kiém tra tinh day du, hop 1é cta hd so/The file will then be verified of ils
preparation and legitimacy by LD of BBC:

. PC sé& cap cho CP “Qiéy hen™/LP will then issue stockholder with * Appointment Card ' )
. PC cua BBC xur ly ho so thira ké va hoan tra két qua cho CB/LP will work on the file of CS( ))‘

D

k)

re-issue and will deliver the results to stockholder:

Thoi gian hoan tra Giéy chirng nhén sé hiru ¢6 phz“ln cho ¢b dong/Time of CSO delivery
Trong thoi han 30 ngay lam viée ké tir ngay hoan tat ho so dé nghi cdp GCN do thira ké, PCS
BBC s& thuc hién xur Iy hd so thira ké va hoan tra GCN cho CB/Wihtin the 30 days from the
date of the completion of CSO re-issu file, LP will execute the CSO re-issue process and
deliver new CSO to the shareholder.

. Phi cip Gidy chirng nhén sé hiru ¢6 phan
200.000 déng/lén doi GCN méi/Re-issue fees: 200.000 VND/time.

o
*

CONGAFCH P} N BIBICA/BIBICA CORPORA Ty
TONG GIAMDBDOC / GENERAL DIRECTOR

TRUONG PHU CHIEN / CHIEN PHU TRUONG



