
Cdm Phd, ngdydZ thdng 3 ndm 2024

CONG HOA XA HOI CHU NGHIA VIET NAM
Boe lap - Tu- do - Hanh phuc

TAP DOAN CONG NGHIEP 
THAN - KHOANG SAN VIET NAM

CONG TV CO PHAN DIA CHAT MO - TKV

So:^-^ /QC-DCM

QUY CHE LAM VIEC
TAI BAI HOI DONG CO DONG THLfONG NIEN NAM 2024 

CONG TY CO PHAN DIA CHAT MO - TKV

Can cir Luat Doanh nghiep s6 59/2020/QH14 ngay 17/6/2020 va cac van ban 
hirong dan thi hanh Luat;

Can cut Luat Chung khoan so 54/2019/QH14 ngay 26/11/2019;
Can cut Bleu le T6 chuc va Hoat dong cua Cong ty co phdn Dia chit mo - TKV duoc 

Beu hoi dong cd dong thong qua ngay 28/4/2022; Hoi ddng Quan tri Cong ty Bu thao Quy 
che lam vice tai Bai hoi dong C6 dong thuong nien nam 2024 bao g6m cac noi dung sau:

Chuong I
NHtrNG QUY DINH CHUNG

Dieu 1. Pham vi va doi tiro’ng ap dung
nnno /1'1 “P dvng cho vi?c c.hlic.B^i hoi d6ng c6 dong thuong nien nam
2023 (sau day goi la Dai hoi”) cua Cong ty cd pMn Dia ch4t mo - TKV.

1.2. Quy che nay quy dinh cu th£ v£ quyen va nghTa vu cua cd dong, ngudi duoc uy 
quyen du hop va cac ben tham gia Dai hoi, didu kien, the thuc tidn hanh Dai hoi.

d6ng’ ngir6ri du9rc Oy q^uy^n dy> hQP v* cdc ben tham gia co trach nhiem 
thuc men theo cac quy dinh tai Quy che nay.

Chuang II
DIEU KIEN THAM DV DAI HOI, QUYEN VA NGHIA VU 

CUA NHtTNG NGl/CH THAM Dll’ DAI HOI

Dieu 2. Dieu kien, quySn va nghia vu cua c6 dong hoac ngudi dai dien theo iiv 
quyen tham dy Dai hoi

. 2-1 • D1^u tham ^ai hoi: La cac cd dong hoac ngudi dai dien theo uy quydn
bang van ban cua mot hoac nhieu cd dong cd ten trong danh sach cd dong cua Cong ty tai 
thoi diem chdt danh sach cd ddng ngay 20/3/2024 do Trung tarn Luu ky Chung khoan 
Viet Nam (VSD) cung cap.

2.2. Quyen cua cd ddng, dai dien theo uy quyen cua cd ddng khi tham du Dai hdi:
a) Duoc thao luan va bidu quyet tit ca cac v£n dd thudc th^m quydn cua Dai hdi 

theo quy dinh cua Luat Doanh nghiep nam 2020, cac van ban quy pham phap luat khac co 
hen quan va Dieu le Cong ty;

b) Duoc Ban Td chuc thdng bao noi dung, chuong trinh Dai hdi;
C° ddng h°^C duX?c dy quy^n hQP khi t6i tham dLr Sai hdi duoc 

nhqn The bieu quyet, Phieu bieu quyet va cac tai lieu ngay sau khi dang ky tham du Dai 
hoi voi Ban Kiem tra tu each cd ddng; ’ ’
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d) Co dong, ngudi dircxc uy quyen dir hop den muon khi Dai hoi chira k& thuc cd 
quyen dang ky va tham gia bidu quydt ngay tai Dai hoi d6i vdi cac vdn dd chira bidu quydt, 
khi do Chu toa khong co trach nhiem dung Dai hoi va hieu lire cua cac ISn bidu quydt da 
tien hanh trudc do khong bi anh huong. Truong hop Ban Kiem phidu dang tidn hanh ki£m 
Phieu bieu quyet thi cd dong khong co quyen bieu quyet.

2.3. NghTa vu cua cd dong, dai dien theo uy quydn cua cd dong khi tham du Dai

a) Co dong hay ngudi duoc uy quydn du hqp khi tham du Dai hdi phai mang theo 
Giay CMND hoac the can cudc..., Giay mdi, Giay uy quyen (ddi vdi dai dien duoc uy 
quyen) va dang ky tham du Dai hdi vdi Ban Kidm tra tu each cd dong;

b) Trang phuc lich sir;
c) Viec ghi am, ghi hinh Dai hdi phai duoc thong bao edng khai va duoc sir chdp 

thuan cua Chu toa Dai hdi;
d) Dang ky phat bieu tai Dai hdi theo quy dinh, tuan thu thdi gian phat bidu, ndi 

dung phat bidu trong pham vi chuong trinh Dai hdi;
e) Phat bieu va bidu quydt phu hop vdi hudng dan cua Ban td chuc Dai hdi va tuan 

thu sir didu khidn cua Chu toa Dai hdi;
f) Khong duoc cd hanh vi can trb, gay rdi trat tu lam cho cudc hop khong duoc tidn 

hanh mot each edng bang va hop phap;
g) Khong duoc gay rdi, ngan can didn bidn binh thudng cua Dai hdi;
h) Tuan thu quyen didu hanh cua Chu toa Dai hdi;
i) Nghidm tuc chdp hanh Quy chd, ton trong kdt qua lam vide tai Dai hdi;
k) Cd trach nhiem tham du Dai hdi tu khi bat ddu Dai hdi cho ddn khi kdt thuc Dai 

hdi. Trong trudng hop Cd dong hoac dai dien theo uy quydn cua cd dong vi li do bdt kha 
khang phai rdi khdi cudc hop trudc khi kdt thuc Dai hdi, phai lien he vdi Ban Td chuc dd 
thong bao va nop y kidn bang van ban cua ca nhan vd nhung v^n dd se duoc bidu quydt tai 
Dai hdi. Trudng hop cd dong hoac dai dien theo uy quydn cua cd dong rdi khdi cudc hop 
trudc khi kdt thuc Dai hdi ma khong thong bao va ndp y kidn bang van ban cua ca nhan 
vdi Ban Td chuc thi cd dong dd coi nhu da ddng y vdi tdt ca cac vdn dd duoc bidu quydt 
tai Dai hdi.

Bieu 3. Quyen va nghia vu cua Ban Ki6m tra tu each c6 dong
3.1. Ban Ki&n tra tu each cd dong gom mot (01) Truong Ban va cac thanh vien do 

Hoi dong quan tri (“HDQT”) Cong ty quydt dinh dd thuc hien cac chuc nang va nhiem vu 
nhu sau:

tra lLr cach d°ng ho^c uy quydn cua cd ddng ddn du hop:
Yeu cau cd ddng tham du Dai hdi va khach moi xudt trinh GiSy chung minh nhan dan 
hoac the can cudc, Giay mdi, Giay uy quydn (ddi vdi dai dien duoc uy quydn);

, b) Phat cho cd ddng hoac ngudi duoc uy quydn ddn du hop: The bidu quydf Phidu 
bieu quyet va cac tai lieu khac lien quan;
. .. .. P B®° Cd0 trir°'c D?i h^i v6 k6t qUii ki®m tra tLr cach c6 d6ng du hop Dai hdi tai cac 

thoi diem sau: ' • • •
- Trudc khi khai mac Dai hdi;

m a" bieu5uyet_cila Dai hdi ndu cd str thay ddi vd sd cd dong dang ky
tham du Dai hoi (Co dong den muon dang ky du hop).
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d) Thirc hien cac cong vice khac do Ban T6 chirc Dai hoi hoac Chu toa Dai hoi 
phan cong.

3.2. Ban Kigm tra tir each co dong co quyen thanh lap bp phan giup vice d<3 hoan 
thanh nhiem vu cua Ban.

Dieu 4. Quyen va nghia vu cua Chu toa va Thu* ky Dai hoi
4.1. Chu tich HDQT Cong ty la Chu toa Dai hoi. Doan Chu toa Dai hoi gdm Chu 

toa Dai hoi va cac thanh vien HDQT Cong ty.
4.2. Quy6t dinh cua Chu toa ve v^n d£ trinh tu, thu tuc hoac cac sir kien phat sinh 

ngoai chuong trinh cua Dai hoi se mang tinh phan quySt cao nhdt.
4.3. Chu toa ti6n hanh cac cong viec dupe cho la cSn thia d£ di6u khiSn Dai hoi 

mot each hop le va co trat tu hoac de Dai hoi phan anh dupe mong mu6n cua da s6 c6 
dong tham du.

4A Khong cin lAy y ki£n cua Dai hoi, bit cu luc nao Chu toa cung co the tri hoan 
hop Dai hoi den mot thoi di£m khac (phu hop vdi quy dinh tai Luat Doanh nghiep va Di£u 
le cua Cong ty) va tai mot dia di£m khac do Chu toa quySt dinh nSu nhan thSy rSng:

a) Dia diem hop khong co du cho ngdi thuan tien cho tat ca ngudi du hop’
b) Co ngudi du hop co hanh vi can tra, gay r6i trat tu, co nguy cu lam cho cupc hop 

khong dupe tien hanh mot each cong bang va hpp phap;
c) Su tri hoan la din thid de cac cong viec cua Dai hoi dupe tidn hanh mot each 

hpp le.
f5’ ,ChliJ9a c6 quy^n tr& 16ri Me chi ghi nhan cac y kidi dong gop cua cd 

dong neu cac npi dung dong gop, kien nghi nSm ngoai npi dung xin y kidi Dai hoi.
4.6. Chu toa co quydn cd y kidi phat bidu cua cd dong khi cd dong phat bidi qua 

thui gian quy dinh hoac y kien nam ngoai npi dung chuong trinh Dai hdi, y kidn trung lap.
4.7. Cd quyen yeu cau cu quan co th4m quydn duy tri trat tu cudc hop; true xud 

nhung ngudi cd bieu hien gay rdi, khong tuan thu quydn didu hanh cua Chu toa, ngan can 
dien bien binh thudng cua Dai hdi.

4.8. Chu toa chi dinh Thu ky Dai hdi lap bien ban cudc hop Dai hdi va thuc hien 
cac cong viec trp giup theo phan cong cua Chu toa.

Dieu 5. Ban kiem phieu
5.1 Ban kigm phieu gdm 01 Trucmg ban va 02 thanh vien. Ban kiSm phidu do Chu 

toa Dai hdi de cu.
5.2 Ban kiem phieu phai bao dam tinh trung thuc cua viec kidm phidu. Ban kidm 

phieu chiu trach nhiem truoc phap luat va trudc co dong ndu dd xay ra sai pham.
5.3 Ban kiem phieu cd nhiem vu:
- Huang d§n cd dong, dai dien cd dong den tham du Dai hdi each su dung The 

bieu quyet, Phieu bieu quyet;
Thuc hien viec kiem dem sb phieu bieu quydt theo tung loai: Tan thanh, khong 

tan thanh, khong cd y kien ngay sau khi Dai hdi bibu quydt;
- Kiem tra, giam sat viec bidu quyet, bd phidu cua cac cd dong va dai dien cd dong;
- Td chuc kibm Phieu bidu quyet, lap Bien ban kibm phidu va cong bd kdt qua bidu 

quyet trudc Dai hdi.
- Ban giao Bien ban ket qua kiem phieu va toan bd phieu bidu quydt cho Thu ky 

ai hpi^
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Chirong III 
THE THtrc TIEN HANH DAI HOI • •

Dieu 6. Dieu kien tien hanh Dai hoi
6.1. Dai hoi diroc tien hanh khi co so co dong tham dir dai dien cho it nhSt tren 50% 

tong so cd phan co quydn bidu quydt theo danh sach cd dong diroc lap tai thoi didm chdt 
danh sach cd dong tham dir Dai hoi. Trirang hap qua 60 phut kd tir thai di’dm khai mac Dai 
hqi (diroc ghi trong ndi dung chirang trinh cudc hop da gui cho cac cd dong), ma sd cd 
dong dang ky tham du Dai hdi chua dai dien du cho it nhAt tren 50% tdng sd cd phdn co 
quydn bidu quydt theo danh sach cd dong duqc lap tai thai didm chdt danh sach cd dong 
thi cudc hop dugc coi nhu chua du didu kien dd tidn hanh.

6.2. Truong hop Dai hdi khdng du didu kien tidn hanh theo quy dinh tren day thi 
vide tridu tap va tidn hanh Dai hdi cd dong cac lan tidp theo se dugc tidn hanh theo quy 
dinh cua Dieu Id Cong ty va Luat Doanh nghidp.

Dieu 7. Tien hanh Dai hoi
7.1. Dai hdi se didn ra theo dung trinh tu ndi dung chuang trinh da duac Dai hdi 

thong qua.
7.2. Dai hdi se lan lugt thao luan va thong qua cac ndi dung tai chuang trinh Dai 

hdi theo hinh thuc bidu quydt.
7.3. Dai hdi be mac sau khi Bien ban, Nghi quydt Dai hdi dugc thong qua.
Dieu 8. Phat bidu y kidn tai Dai hoi
Cd dong hoac dai dien dugc uy quydn cua cd dong ddn du hop khi phat bidu y kidn 

phai dang ky vao Phidu dang ky phat bidu y kidn. Trong Phidu dang ky, cd dong cSn ghi ro 
cau hoi hoac ndi dung phat bidu. Phidu dang ky dugc chuydn len Chu toa Dai hdi xu ly. 
Ndi dung phat bidu can ngan ggn va phu hgp vdi ndi dung dang thao luan tai Dai hdi va 
chuang trinh Dai hdi. Thai gian phat bidu khdng qua 05 phut. Cd dong khdng phat bidu lai 
nhung y kidn da dugc cd dong khac phat bidu va chi co cac y kidn phat bidu phu hup vdi 
ndi dung chuang trinh Dai hdi mdi dugc ghi vao Bien ban Dai hdi.

Dieu 9. Phidu bidu quydt, the bidu quydt, thd thuc bidu quydt thong qua cac 
quyet dmh tai Dai hgi S M

9.1. Phidu bidu quydt, The bidu quydt dugc dong ddu cua Cong ty do Ban Kidm tra 
tu each cd dong phat cho cac cd dong hoac dai dien theo uy quydn cua cd dong tham du 
cugc hgp. Phidu bidu quydt, The bidu quydt dugc ghi ma sd, hg ten, tdng sd cd phAn cd 
dong so huu va/hoac dai dien, tdng sd cd phAn cd quydn bidu quydt (The bidu quydt), tdng 
so phieu bieu quydt tuang ung vdi tdng sd cd phAn cd bidu quydt sd huu va/hoac dai didn 
(Phidu bidu quydt).

X . X9'2: GU .tri bilu c,ia P,hi®u bi®u The bieu quyet duac xac dinh bang s6 
co phan co quyen bieu quyet ma co dong do so him hoac dai dien diroc uy quygn tham du 
Dai hdi.

9.3. The bieu quyet dung de bidu quydt mot s6 vdn de tai Dai hoi theo yeu cdu cua
Chu tga, cu thd: ’

- Thong qua thanh phan Doan chu tich
- Thong qua Quy chd lam vide tai Dai hdi, Chuang trinh Dai hdi
- Cac ndi dung khac phat sinh theo didn bidn tai Dai hdi.
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9.4. Phieu bieu quygt dung de bibu quyet cac noi dung cSn diroc thong qua tai Dai 
hoi, cu the:

- Thong qua Bao cao tai chinh nam 2023; Bao cao kSt qua SXKD nam 2023 va Kg 
hoach SXKD nam 2024;

- Thong qua Bao cao cua Ban kiem soat, Bao cao cua HDQT;
- Thong qua noi dung cac To trinh Dai hoi;
9.5. The thuc bi^u quyet thong qua cac vSn de tai Dai hoi
Viec bieu quyet cac van de tai Dai hoi se duoc thuc hien theo cac hinh thuc sau 

day:
9.5.1. Bibu quyet true tiSp theo hinh thuc diing “The bieu quyet”:
- Co dong hoac dai dien theo uy quyen cua cd dong tham gia bidu quyet cac vAn de 

can lay y kien true tiep tai cuoc hop theo quy dinh tai khoan 9.3 Dieu nay, bdng each gio 
“The bieu quyet” ten cao. D6i vdi tung vSn de bidu quyet, Chii toa se hoi y kidn cua cd 
dong theo trinh tu: “Tan thanh”, “Khong tan thanh”, “Khong co y kidn”. Truong hop cd 
dong khong gio the bieu quyet thi coi nhu khong co y kidn. Vdi tung vSn de xin y kien, cd 
dong chi duoc gio The bidu quydt mot ten.

, - Viec xac dinh kdt qua bidu quydt duoc tidn hanh bang each ddm s6 phidu bieu 
quyet “Tan thanh”, “Khong tan thanh”, “Khong co y kidn”, Ban kidm phidu se ghi lai dd 
bao cao Chu toa edng bo kdt qua bidu quydt trudc Dai hoi.

9.5.2. Bidu quydt theo hinh thuc diing “Phidu bidu quyet”:
- Vide bidu quyet cac noi dung quy dinh tai Khoan 9.4 Didu nay, se duoc thuc hien 

theo hinh thuc bo phidu kin dam bao minh bach, cong bang. C6 dong hoac dai didn theo 
uy quyen cua cd dong, bidu quyet cac noi dung ghi trong “Phidu bidu quydt” bang viec 
lira chon phuong an “Tan thanh” hoac “Khong tan thanh” hoac “Khong cd y kidn” vao 
tung noi dung can lay y kien.

' ,Khi ,^0 phat Phi6u bidu quydt, cd dong hoac dai didn theo uy quydn cua cd 
dong phai kidm tra l^i tong so cd phSn cua phidu duoc phat. Ndu tdng sd cd phSn ghi tren 
phieu duoc phat khong bang voi tdng sd cd phSn cua Cd dong hoac dai didn theo uy 
quydn cua cd dong do so huu/dai didn thi Cd dong hoac dai dien theo uy quydn cua cd 
dong phai thong bao ngay cho Ban kidm phidu tai thdi didm nhan phidu.

Tren moi phieu bieu quyet deu co danh muc cac noi dung bidu quydt Cd 
ddng/dai dien cd ddng^ chi edn danh ddu “X” vao d phu hop vdi y kidn cua minh. Trong 
trudng hgp vidt sai, cd ddng/dai didn cd dong khong duoc tiy xoa ma phai yeu cSu Ban 
kidm phidu ddi lai phidu moi.

- Cac Phidu bieu quydt khong hop Id se khong duoc tinh bao gdm:
+ Phieu khong phai do Ban to churc Dai hdi phat hanh, khong co d&u cua Cong

+ Phidu bi tay xoa, sua chua noi dung.
+ Phieu khong co chtr ky xac nhan cua c6 dong/dai dien theo uy quy6n cua c6 

dong tham du.
+ Mot noi dung bidu quydt co qua mot lin danh ddu (X)

9.6. Quy dinh vd kidm phidu ddi vdi hinh thuc bidu quydt bang bo Phidu bidu 
quydt.

9.6.1. Ban kiem phidu thuc hien vide kidm phidu theo quy dinh nhu sau:



6
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Nffinhan:
- HDQT, BKS (ecopy);
- DU, CD, DTN (ecopy);
- GD, Cac PGD, KTT (ecopy);
- Co dong cua Cong ty;
- Van phong (dang tren Website);
- Liru: Van thir, Thir ky Cong ty.

TNLHOI DONG QUAN TRI 
TICK

CONG ty yA
PHAN iji

C CHATMoTjf)

- Viec kiem phi6u dirge Ban kiem phidu tiSn hanh ngay sau khi viec bo phiSu k6t 
thuc va dirge ti£n hanh o mot phong rieng co sir giam sat cua dai dien c6 dong va/ hoac 
Dai dien Doan Chu tich.

- Triroc khi ma horn phieu, Ban kiem phieu phai thong ke, lap Bien ban va niem 
phong so phieu khong dung d6n.

- Ki^m tra tinh hgp le cua cac Phi£u bi£u quygt va ghi k6t qua ki6m phidu.
- Niem phong toan bo cac Phieu bi£u quySt, ban giao lai cho Thu ky.
9.6.2. Lap va cong bo Bien ban kiSm phieu:
- Ban kiem phieu co trach nhiem lap Bien ban kiem phieu, Truong Ban kiem phieu 

dgc Bien ban kiem phieu truoc Dai hgi
- Moi cong viec kiem tra, lap Bien ban va cong b6 ket qua kiem phieu phai dugc 

Ban kiem phieu lam viec trung thuc, chinh xac va phai chiu trach nhiem v£ ket qua do.
Dieu 10. Thong qua quyet dinh cua Dai hoi
Trir cac noi dung ghi tai Dieu le Cong ty, cac quyet dinh cua Dai hoi ddng cd dong 

se dugc thong qua khi co tir 50% trd ten tong s6 phieu b4u cua cac cd dong co quyen bieu 
quyet co mat true tiep hoac thong qua dai dien dugc uy quyen co mat tai Dai hgi ddng cd 
dong dong y tan thanh.

Dieu 11. Bien ban Dai hoi
11.1. Noi dung dien bten to chuc Dai hoi dugc lap thanh Bien ban. Chu toa Dai hgi 

va Thu ky Dai hgi chiu trach nhiem vd tinh chinh xac, trung thuc cua Bien ban Dai hgi.
11.2. Bien ban Dai hgi dugc Dai hgi thong qua truoc khi be mac va dugc cong bd 

thong tin, gui den cac cd ddng theo dung quy dinh cua phap luat.
11.3. Bidn ban Dai hoi, Bien ban kiem tra tu each cd ddng va cac tai lieu khac ghi 

nhan dien bien, ket qua cua Dai hoi phai dugc luu tru tai Tru sd chinh cua Cong ty.
Dieu 12. Nghi quyet Dai hoi
Can cu ket qua tai Dai hoi, Chu tga chuan bi Nghi quyet Dai hdi vd cac vdn dd da 

dugc Dai hdi thong qua. Nghi quyet cua Dai hdi phai dugc dgc tai Dai hdi dd cac cd ddng 
thong qua truoc khi be mac, ddng thdi dugc gui toi cac cd ddng trong thoi han mudi lam 
(15) ngay ke tu ngay Dai hdi bd mac.

Dieu 13. Hieu lu*c thi hanh cua Quy che
13.1. Quy che nay gdm ba (03) Chuong, mudi ba (13) Didu va cd hieu luc ngay sau 

khi dugc Dai hdi bieu quyet thong qua.
13.2. Dai hdi ddng cd ddng quyet dinh viec sua ddi, bo sung Quy chd nay.
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