) BOTAICHINH CONG HOA XA HOI CHU NGHIA VIET NAM
UY BAN CHUNG KHOAN NHA NUGC Djc lap - Tw do - Hanh phiic
$6:563 /QP-UBCK Ha Ngi, ngay M thang 9 nim 2013
QUYET DINH

Ban hanh Quy ché hwéng din cong ty dai chiing sir dung
Hé théng cong bo thong tin cia Uy ban Chirng khodn Nha nwic

CHU TICH UY BAN CHUNG KHOAN NHA NUOC

Cdn cie Nghi dinh s6 64/2007/ND-CP ngay 10/4/2007 cia Chinh phit vé
viéc umg dung céng nghé thong tin trong hoat dong cua co quan Nha nucc;

Cén cir Nghi dinh s6 58/2012/ND-CP ngay 20/7/2012 ciia Chink phii vé
viée Quy dinh chi tiét va hudmg dan thi hanh mét sé diéu ciia Ludt Chieng khodn
va Ludt sica doi, b6 sung mét s6 diéu cua Ludt Chimg khodn;

Can ctr Quyét dinh s6 112/2009/0D-TTg ngay 11/9/2009 ciia Thii tuing
Chinh phi quy dinh chizc ndng, nhiém vu, quyén han va co cdu 6 chire ciia Uy
ban Chimg khoan Nha nudc;

Can cir Thong tw so 52/2012/TT-BTC ngay 5/4/2012 cua Bé Tai chinh
Huomg dan vé viéc céng bé thong tin trén thi truomg chimg khodn;

Can cir Théng tie 56 130/2012/TT-BTC ngay 10/8/2012 ciia Bg Tai chinh |
hwéng dan viéc mua lai €6 phiéu, ban ¢é phiéu quy va mét sé trieomg hop pht .
hanh thém cé phiéu cua cong ty dai ching; '

Can ctr Thong tw 56 204/2012/TT-BTC ngay 19/11/2012 cia B Téi chinh
ban hanh huéng ddn hé so, thi tuc chao ban chimg khodn ra cong chiing;

Cén cir Théng tw s6 87/2013/TT-BTC ngay 28/6/2013 cva Bé Tai chinh vé
hiedng dén giao dich dién tur trén thi truong chimg khoan;

Xét dé nghi cua Cuc truong Cuc Cong nghé Thong tin,

QUYET PINH:

Piéu 1. Ban hanh kém theo Quyét dinh nay Quy ché huéng din cong ty dai
chiing sir dung Hé théng cong bd thong tin cia Uy ban Chimg khoan Nha nudc.

Piéu 2. Quyét dinh nay cé hiéu luc ké tir ngay 25 thang 9 ndm 2013.

Piéu 3. Chanh Van phong Uy ban Chimg khoan Nha nuée, Cuc truong Cuc
Cong nghé Thong tin, Vu trrong Vu Quin Iy Phat hanh, Téng Giam doc S
Giao dich Ching khoan Thanh phé H6 Chi Minh, Tong Giam déc S& Giao dich
Chung khodn Ha N§i, cac cong ty dai chiing va cac to chirc, ca nhan c¢o lién quan
chiu trach nhiém thi hanh Quyét dinh néy.fig -
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- Nféu 3;

- Lli‘t;!i;_y'l', CNTT (10b).
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) BO TAICHINH CONG HOA XA HQI CHU NGHIA VIET NAM
UY BAN CHUNG KHOAN NHA NUGC Djc 1ap - Tw do - Hanh phiic

QUY CHE HUGNG DAN CONG TY PAI CHUNG SU DUNG HE THONG
CONG BO THONG TIN CUA UY BAN CHUNG KHOAN NHA NUGC

(Ban hanh theo Quyét dinh .s:o 563/0D-UBCK ngay A thang 9 niam 2013 ciia
Chu tich Uy ban Chimng khodn Nha nuéc)

Chwong I
QUY DINH CHUNG

Diéu 1. Pham vi diéu chinh, dbi twong 4p dung
1. Quy ché nay huéng din cac cong ty dai chiing sir dung Hé thong cong bo

thong tin (IDS) cta Uy ban Chimg khoan Nha nuéc (UBCKNN) dé thuc hién
béo céo va cong bd thong tin theo hinh thirc dién tir.

2. Quy ché nay ap dung cho d6i twgng 1a céc cong ty dai ching da ding ky
cong ty dai ching véi UBCKNN (ngoai trir cac cbng ty chimg khoan va cong ty
quan 1y quy d4u tu chimg khoan) tham gia sir dung va cung cip thong tin dir licu
cho Hé thong cong b thong tin cia UBCKNN.

Piéu 2. Giai thich tir ngir

Trong quy ché nay, cc tir ngit dudi diy dugc hiéu nhu sau:

1. IDS (Information Disclosure System) 1a Hé thong t1ep nhén béo cdo va
cdng bb thong tin cong ty dai ching cia UBCKNN, bao gom: Trang “H¢ th0ng
cong bé thong tin IDS” trén cong thong tin dién tir cia UBCKNN va “Phén
mém hd tro cong b thong tin™ trén IDS.

2. Mat khéu phitc tap 12 mat khau dap tmg yéu ciu sau:

- C6 tbi thidu 8 ky tu;

_ - Gom t6i thiéu 3 trong s6 4 loai ky tu sau: chit cai viét hoa (A-Z), chfr céi
viét thuong (a-z), chir s6 (0-9), cac ky tu khéc trén ban phim may tinh (~,!,...).

3. Chimg thi s6 cong cong 12 mot dang chimg thu dién tr do to chu‘c cung
cdp dich vu chimg thuc chir ky s& cong cong cho cac co quan, td chirc, ca nhan
sir dung trong cac hoat dong cdng cdng.

4. Token 1a thiét bi dap tmg ticu chudn ciia B Théng tin va Truyén théng
dé Tuu trir chimg thu s6 cong cong va khoa bi mat ciia ngudi sir dung.

Piéu 3. Cac yéu ciu chung

I. Cong ty dai chung phai thuc hién cai dat Phin mém hd trg cong b0 thong
tin do UBCKNN cung cip trén may tinh ctia cong ty dé thuc hién két néi voi Hé
thong cong b thong tin (1DS).
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2. Cong ty dai ching phai sur dung Phén mém hd trg cong bd théng tin dé
khai bao nhimg thong tin co s& vé cong ty trén IDS ngay sau khi dugc cap tai
khoan va cap nhat khi c6 thay ddi.

3. Cong ty dai ching sir dung tai khoan do UBCKNN cung cép va chir ky
s6 cong cong dé thuc hién béo cio va cong bd thong tin dién tir trén IDS.

N i Chu-ofng 11 .
HUONG DAN SU DUNG HE THONG CONG BO THONG TIN

Diu 4. Yéu ciu vé ky thuit

1. May tinh sir dl,mg de gui bdo cdo va cong bd thong tin:

- Cii d3t phan mém tdi thiéu khong thﬁp hon: Windows XP SP3, b (mg
dung van phong Microsoft Office 2003, phin mém Microsoft .NetFramework 4.

- Mdy tinh phai dugc két 1']61 internet.

2 Thlét bi luu chung thu s6 cong cong (Token) do nha cung cép dich vu
chimg thur s cong cong cép.

Pidu 5. Cic yéu clu dir liu cita bio cdo

1. Cong ty dai ching giri cic bdo cio va cong bd théng tin duéi dang file
Ién IDS, danh muyc céc bdo céo va thong tin cong bd dugc lit ké tai Phu luc |
kém theo Quy ché nay, bao gdm:
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- Céc béo céo lién quan dén viéc thuc hién cong bd thong tin ra cong

chung.
- Céc bdo cdo lién quan den viéc phat hanh chimg khoan ra céng ching.

2. Pinh dang file bdo céo:

- File biéu méu cua cac bao cdo va cong bb thong tin duge dinh dang file
Excel, cac file dinh kém phai duge dinh dang file PDF.

- Bam bao thir ty cua cac cdt, cac 6 khi thuc hién béo cdo theo ding biéu
méu quy dinh.

3. Pinh dang font chir: Théng tin nhip vao IDS phai sir dung sit dung
Tiéng Viét vai font chir Tiéng Viét Unicode TCVN 6909:2001.

4. Dit tén file: Tén file bdo cdo dugc dat theo dinh dang sau:
<Tén bso cd0>-<Tén cong ty>-<Trich yéu>
Trong do:
- <Tén bao cdo>: Viét cich nhau dau “-” va chir thuong. Phin <Tén bdo
cao> phai dugc gilr nguyén, khong dugc sira, vi du: bang-can-doi-ke-toan.
- <Tén cong ty>: 1a ky hi¢u cong ty thuc hién viéc giri cdo cdo.
- <Trich yéu> dugc dat ky hiéu nhur sau:

+ Néu 1a bao céo dinh ky, ghi bang chit va sd theo ky bao cao (VD:
thang10, quy3, nam2013) va tom tit noi dung khong qua 20 ky tu (néu
co).

+ Cac tai liéu khac ghi tom tat ndi dung khong qua 30 ky tur.



Diéu 6. Quy trinh cAp tai khodn sir dung IDS

Quy trinh cap tai khoan cho cac cong ty dai ching dugc thyc hién nhir sau:

Buée 1: Cong ty dai ching thuc hién ding ky tham gia sir dung DS vdi
UBCKNN theo méu Phiéu déing ky tai Phu luc 2 kém theo Quy ché nay va gii
Phi¢u déng ky t6i UBCKNN (Cuc Céong ngh¢ thong tin (CNTT)).

Bude 2: Trudng h(;fp Phiéu ding ky hop 16, UBCKNN (Cuc CNTT) cin cur
c4c thong tin trén Phiéu dang ky dé thuc hién tao 12p tai khodn (account) va tién
hanh phan quyén sir dung IDS cho cong ty dai ching. Truéng hop Phiéu ding
ky khong hop 1§, UBCKNN (Cuc CNTT) s& guri thong bdo cho Céng ty trong
vong 5 ngay lam viéc ké tir khi nhan dugc phiéu dang ky.

Buée 3: UBCKNN (Cuc CNTT) giri thong bao cung cfip cho céc cong ty
dai ching Thong tin vé tai khoan sir dung IDS theo mau trong Phy luc 3 vi cic
tai liéu huéng din bao gdm: Hudng din sir dung IDS va dia CD-ROM cai dt
churong trinh.

Bué6ce 4: Ngay sau khi nhan duge thong tin vé tai khoan Cong ty dai ching
thuc hién cai dat Phin mém thu thap béo céo trén may tinh, thyc hién két noi,
d6i mét khéu tai khoan theo huéng dan trong tai liéu Hudng din sir dung. Cong
ty dai chung phai gui xdc nhian biang vin ban da cai dat va sir dung 1DS theo
mau xé4c nhén trong Phu luc 4 kém theo Quy ché nay va giri cho UBCKNN (Cuc
CNTT).
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Trong thdi han 45 ngay ké tir ngay giri thong tin tai khoan néu UBCKNN

(Cuc CNTT) khéng nhén duge Phiéu x4c nhan sir dung IDS ciia cong ty dai
ching, tai khoan s€ tu dong dimg hoat déng.

Piéu 7. Quy trinh giri bdo co va cong bd thong tin trén IDS

1. Céc cong ty dai ching thuc hién giri bao cdo va cong bd thong tin trén
IDS theo quy trinh sau:

Buée 1: Chuan bi (soan thao) bdo cdo dé gu‘l lén UBCKNN. Ngudi sir
dung vao thu muc C:\Client_ Map tren may da cai dit Phan mém thu nhén dir
liéu béo cao dé ldy file excel biéu miu béo céo va nhdp cac thong tin cho bao
céo.

Buéc 2: Ping nhdp vao phin mém thu nhan dir ligu bio céo bing tai khoan
da duge cap

Buéc 3: Trén phan mém thu nhan dir ligu béo céo thuc hten viée nhap
thﬁng tin, dinh kém file bdo céo, thao tac két ndi Token chir ky s6 cong cong va
gri bao cdo.

Buée 4: Kiém tra hop thu email cia cong ty dé nhan thong bao da giri bio
cdo thanh cong tir IDS.

(chi tiét cdc bude thue hién quy trinh giri béo cdo, giti bao cdo thay thé,
huy bao cdo, khai bao va cdp nhdt théng tin co so theo hudng dan chi tiét trong
tai liéu Hweong dan sir dung IDS)

2. Trudmg hop hé thong cia cong ty dai ching c6 sy ¢b dn dén khong giri
duoc bio cdo, cong ty thong bido cho UBCKNN bang dién thoai va giri bdo cao



bang vin ban c6 déng déu ding thoi han theo quy dinh. Théi gian giri bao cdo
dugc tinh theo dau buu dién. Sau khi su co duge khic phue, cong ty dai chiing
guri lai bao cao qua IDS.

3. Truong hop IDS cita UBCKNN gip sy cd, UBCKNN théng béo cho cic
cong ty dai chung thong qua cong thong tin dién tir cha UBCKNN hoic qua
email ctia cong ty dai ching va dé nghj céc cong ty dai ching giri béo céo bing
ban cimg ¢6 dong dau ding thoi han theo quy dinh. Théi gian giri béo cdo dugce
tinh theo ddu buu dién. Sau khi sy ¢6 dugc khic phuc, cong ty dai ching gii lai
béo cdo dién tir qua IDS.

4. Thoi gian nhan béq cao dién tir qua IDS dugc cin cir trén nhan thoi gian
cong ty nhan Email phai héi tir IDS.
Diéu 8. Huémg din vé quin Iy va sir dung tai khoan

_1.Cong ty dai ching chi dugc cép duy nhét mot tai khoén truy cap IDS bao
gom tén va mat khau cua tai khoan sir dung; Céng ty dai ching phai chiu triach
nhiém trong viéc quan 1y, sir dung va bao mat tai khoan dugc cip.

2. Cong ty dai chung sur dung IDS thyc hién thay d6i mat khau lan dau tién
déng nhap va t6i thiéu ba thang mdt (01) lan phal thay dbi mat khau; Mat khiu
tai khoan cua cong ty dai ching tham gia sir dung IDS phai duge diit & mirc
“mét khau phirc tap”.

3. Trong truong hop phat hu;n nguy co 1§ thong tin vé tai khoan va mat
khau sir dung, Cong ty dai chiing can thuc hién bao céo ngay vé UBCKNN (Cuc
CNTT) qua Email (file giri c6 chit ky s6)/Fax va/hoic Céng van. UBCKNN
(Cuc CNTT) sé& khod tai khoan sir dung ngay sau khi nhan dugc bdo cdo cua
Céng ty dai ching va giri thﬁng bio cung cap lai tai khoan sir dung cho Cong ty
dai ching trong vong 3 ngay lam viéc ké tir khi nhan dugc bao cdo biang vin ban
ctia Cong ty dai chung. Déi véi truomg hop quén mat khéu, wng ty dai ching
can lién hé véi UBCKNN (Cuc CNTT) dé dugc hudng din va cép lai. Trong
khoang théi gian ché cung cap lai tai khoan va mat khau, cong ty dai chiing phai
thue hién bao cdo va cong bd thong tin bing ban cimg dbi véi UBCKNN.

Piéu 9. Hwéng déin dam bao an toan dit lidéu cho IDS

1. Céc cong ty dai ching phai sir dung chir ky s6 cong cong dé gtri bdo cao
va cong bd thong tin qua IDS. Viéc cung cép chir ky s6 cong cong do cac doanh
nghiép dugc B§ Thong tin va Truyén théng cap phép thuc hién.

2. Cong ty dai ching tham gia sir dung IDS phai tudn thu quy dinh vé phan
quyén sir dung, bao mét thong tin va an toan di li¢u; khong duge thyuc hién phat
tan virus may tinh, st dung tai khoan, méat khédu khac dé dé tham nhap hé thdng.

3. Cong ty dai chang phai tudn thu cac quy dinh vé bao céo va cong bd
thong tin tai cac van ban phap luat da dugce ban hanh; khong duge ty y thay doi
dinh dang biéu mau bdo cdo trén IDS. Truong hop cin thay doi, stra chita phai c6
van ban dé nghi va phai duge su dong y cia UBCKNN.,
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Pidu 10. Trach nhiém ciia cong ty dai ching

1. Cong ty dai ching va ngudi phu trach cong bé théng tin phai chiu trach
nhiém trong viéc quan ly, sir dung tai khoan dugc cap ciing nhu ni dung cong
b6 théng tin trén IDS clia cong ty dai chung.

2. Sir dung cong cy phan mém thu nhan dir liéu bdo cdo do UBCKNN cung
cép dé gui thong tin co s, cac bdo céo va cong bb théng tin trén 1DS cua
UBCKNN.

3. Cung cdp va cong bd thong tin dy du, chinh xdc va kip thoi dé phuc vy
céng tac quan ly théng tin cong bd ciia UBCKNN theo quy dinh tai Piéu 5 va
Piéu 11 cua Quy ché nay, chiu trach nhiém truéc phap luat ve thong tin va thoi
han dugc cong bd.

4. Cong ty dai ching phai cd lréch nhiém thuong xuyén cip nhit phdn mém
thu nhan dif liéu béo céo, cac biéu miu bio cdo do UBCKNN cung cip thong
qua IDS.

Chwong 111
HUGNG DAN VE NGHIEP VU CONG BO THONG TIN
Piéu 11. Théng tin béo cdo va cong bd qua IDS
Céc thong tin dugc bdo cdo va cong bd qua IDS bao gom:
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1. Céc thong tin cong bd dinh ky, bét thudng va théng tin cong bd theo yeu

céu quy dinh tai Thong tu 52/2012/TT-BTC ngdy 5/4/2012 huéng dén vé viéc
cong b6 thong tin trén thi trudng chimg khoan.

2. Cac thong tin lién quan dén chao ban chimg khoan ra cong ching, bao
gom:
- Théng béo chao béan ra cong chung;
- Béo céo két qua chao ban ra cong ching;
- Bdo céo tién do st dung vbn;
- B4o céo thay dbi muc dich sir dung von.

3. Cac thong tin lién quan dén chao ban cd phiéu ra riéng lé bao gdm:

- Bdo cdo ket qua phat hanh ¢b phiéu riéng le,

- Théng béo thay ddi phuong an sir dung s6 tién thu duge tir dot chao ban
cd phiéu riéng lé.

4. Cac théng tin lién quan dén pha! hanh c¢b phiéu dé tra co tie, phat hanh
b phiéu dé tang vén diéu 1¢ tr nguon von chu so hir, phat hanh cb phiéu cho
can bj cong nhan vién cong ty, bao gom:

- Théng bio phat hanh c6 phiéu tra ¢ tire, thong bao phat hanh ¢o phleu
tang vén diéu 1¢ tir nguon von chi s& hiru va thong béo phat hanh ¢b phiéu cho
cén by cong nhén vién cong ty;



- Béo céo két qua phat hanh cd phléu tra cd tirc, bao cao két qua phat hanh
cﬁ phleu tang von diéu 1é tir nguon vOn chi s¢ hiru va bdo cdo két qua phat hanh
c6 phiéu cho cén b cong nhan vién cong ty.

5. Cac thong tin lién quan dén giao dich ¢b phiéu quy bao gbm:

- Théng béo giao dich ¢ phleu quy;

- Béo cdo két qua giao dich cb phleu quy;

- Thong béo quyét dinh thay d6i phuong 4n g:ao dich cb phiéu quy;
- Thong béo thay d6i phuong 4n giao dich cé phiéu quy;

6. Céc théng tm vé chio mua cong khai:
- Thong tin vé viéc nhan dugc dé nghi chao mua cdng khai;
- Y kién ciia HPQT cua cong ty dai ching vé dé nghj chao mua céng khai.

Diéu 12. Théng tin co s&

1. Thong tin co s& bao gom cac thong tin chung vé cong ty dai ¢ hing,
thong tin vé Hoi ddng quan tri, Ban kiém soat, Ban lanh dao va danh sach co
dong lom.

2. Cong ty dai ching thyc hién vi¢c khai bao thong tin co s& trong thoi han ¢
24h ké sau thoi diém nhan dugc thong béo cia Uy ban chimg khodn nha nudce
vé viéc cép tai khoan va mét khau truy cap IDS.
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3. Cong ty dai ching c¢6 trach nhi¢ém cip nhét céc thong tin co s¢ khi phat |
sinh céc thay dbi lién quan dén théng tin co s¢. Viéc cdp nhit théng tin co so
duqc thue hién déng thai voi vige guri cong b6 thong tin qua IDS theo cac huéng
dén tai Khoan 1 Diéu 11 ctia Quy ché nay.

Piéu 13. Thoi diém céng bd thong tin

1. Céc cong ty dai chang phai thyc hién cong bo thong tin theo diing cic
quy dinh hién hanh. D6i véi cac thong béo néu tai Diéu 11 cia Quy ché nay, bao
gom:

- Thong bio chao ban ra cong chung;

- Thong bao phat hanh c6 phiéu tra c¢b tie, thong béo phat hanh cd phleu
tang von diéu 1& tir ngudn vén cha s& hiru va thong bao phat hanh ¢b phiéu cho
can b cong nhén vién céng tys

- Thong béao giao dich ¢o phleu quy;

- Théng bao quyét dinh thay dbi phuong 4n giao dich ¢b phiéu quy;

- Thong bao thay d6i phuong 4n giao dich c6 phiéu quy;

Cong ty dai chung chi duge gui dugc guri qua IDS sau khi duge Uy ban
chimg khoan Nha nu6c cap Gidy chimg nhan chao ban hodc c6 chép thuén bing
van ban guri cho cong ty dai chiing.

2. Thoi diém béo cdo va cong bd thong tin duge xdc dinh la thoi diém hé
thong IDS nhédn dugc théng tin va duge thong bao cho cong ty trong thu dién tir
gui vao tai khoan dugc diang ky cua Cong ty voi UBCKNN.



Diéu 14. Nghia vu cong bd thong tin va nghia vu bao c4o
Viéc cong bd thong tin cua Cong ty dai ching qua IDS dugc xéc dinh dong
thoi hoan thanh nghia vu cong bo thong tin va nghia vy bao cdo Uy ban chimg
khoén nha nuéc dugc quy dinh trong cac van ban phép ly hién hanh,
Chwong IV
TO CHUC THUC HIEN

Diéu 15. T4 chirc thyc hién

Trong thdi han 02 théng ké tir ngéyé_Quyét dinh ban hanh Quy ché nay ¢
hiéu lyc thi hanh} cc cong ty dai ching thuc hién bao cao cho UBCKNN song
song hai hinh thirc 14 bdo cdo di¢n tir qua IDS va bdo cdo bang vin ban. Sau thoi
han ndy cdc cong ty dai chiing chi thuc hién giri bao cdo dién tir qua IDS.

Piéu 16. H3 trg ky thuit va nghiép vu

UBCKNN thyc hién hd tro ky thuat va nghiép vu cho céc cong ty dai
ching sir dung IDS.

1. DB6i voi céc yéu ciu vé k¥ thudt

Céc cong ty dai ching lién hé vdi Cuc Cong nghé Théng tin: Dién thoai
04.3934.0750 (may 1é 402 hodc 418); 04.3935.0800 hodc 04.3935.0177 hoic
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04.3935.1078; hodc qua dia chi email: hotroids@ssc.gov.vn; hodc 1am viéc truc

tiép bd phan hd tro kg thuat tai Cuc Cong nghé Théng tin, phong 417, ting 4,
toa nha UBCKNN, 164 Trin Quang Khai, Hoan Kiém, Ha Nbi.

2. Bbi véi cac yéu ciu vé nghiép vu

Cac cong ty dai ching lién h¢ véi Vy Quan ly Phat hanh ching khoén:
Dién thoai: 0439340750 mdy ¢ 344 hodc qua dija chi email:
quanlyphathanh@ssc.gov.vn.

Piéu 17. Sira d6i bd sung

1. Trong qué trinh thue hién Quy ché n.éu 6 kho khan vuéng mic, dé nghi
cac cong ty dai chung phan anh kip thoi vé UBCKNN dé dugc hd tro va giai
quyét.

2. Viéc thay thé sira dbi bd sung Quy ché nay do Chu tich UBCKNN quyét

dinh.f.‘e




PHU LUC 1: DANH SACH BIEU MAU BAO CAO

1. CONG BO THONG TIN PINH KY, BAT THUONG VA CAC THONG TIN KHAC

T Biéu miu Pinh dang Thoi han céng bi
1 | Béo céo tai chinh kiém toén niim | 1. Cic file cin dinh | Thoi han cudi cing cong bo |
(BCTC) ciia doanh nghiép; td chitc | dang EXCEL va 1y | thong tin vé bdo céo t4i chinh |
tin dyng vd ngin hing; doanh | todn b dir ligu bao | nam khéng qué chin muoi |
nghiép bao hiém; doanh nghiép méi | gom: (90) ngay, ké tir ngay két
gi6i bao hiém; déu bao gbém cic | - Bdng cdn doi ké | thuic nim tai chinh.
bao cédo sau: todn
1. Béng cén dbi ké toén. - Bdo cdo két qud
2. Béo cdo két qua hoat dong kinh | hoar  déng  kinh
doanh. . doanh
3. Béo céo hru chuyén tién té (truc | - Bdo cdo hwu
tiep) . chuyén tién 1é (truec
4. Bdo cdo luu chuyén tién t& (gidn | tiép va gidn tiép).
tiép). 2. Bdn géc kém
5. Ban thuyét minh béo cdo tai | thuvét minh bdo cdo
chinh. tai_chinh duge giri
dudi dang dinh kém. B
2 Bao cao tai chinh ban nién (chi ap | 1. Céc file cin dinh | 1. Pdi cdc Céng ty chi lap
dung d6i vi cong ty dai chiing quy | dang EXCEL va liy | b4o cdo tai chinh ban nicn .
mé lén va cing ty niém yét). todn b dir liéu bao | doc 1ap soat xét thi theri han |
gbm: _ ngp trong vong bubn muwoi
- Bang cdn doi ké | 1im (45) ngay ké tir ngay két
todn thic 06 thang diu nam tai
- Bdo cdo két qua | chinh.
hoat dong  kinh | 2. Bbi véi cac Céong ty phai
doanh np bdo céo tai chinh ban
- Bdo cdo |leu | nién soit xét Cong ty me va
chuyén tién 1 (trwc | BCTC kiém toén thi théi han
tiép va gidn tiép). ndp 2 bao cao nay la tron
2. Bdn_géc kém | vong séu muoi (60) ngdy ké
thuyét_minkh_BTCT | tir ngay két thic 06 thang
dugc giri dudi dang | ddu niim tai chinh.
3 Béo cdo tai chinh quy (chi ap dung | 1. Céc file can dinh | 1. Do6i véi cic Cong ty chi
d46i véi cong ty dai chiing quy mé | dang EXCEL va ldy | nép bdo cdo tai chinh quy

lém va cong ty niém yér)

toan bé dir ligu bao
gom:
- Bang can doi ké
todn
- Bdo cdo két qua

hoar  dong  kinh
doanh
- Bao cdo

chuvén fién t¢ (tre
tiép va gidn tiép).
2. Ban_ goc__kém

doc lap thi thdi han  ndp
BCTC 1a hai muwoi (20)
ngdy, ké tr ngay két thic
quy.

2. Béo cdo tai chinh quy coa
cong ty me va Bio cdo tai
chinh hop nhdt hodc Bao cio
tai chinh tng hop trong théi
han bf‘lr_l muoi lim (45)
ngay. ké tir ngay két thic
quy. |

+84-8-3930 3279 * www.ThuVienPh
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thuyét _minh_BTCT

duge giri dudi dang
dinh kém.,

4.‘1‘LhuVienPh

Bao cdo thudémg nién

Gui ban géc dudi
dang File dinh kém

VWWW,

Théi han ndp trong vong hai
muroi (20) ngly sau khi cong

toén.

g.
o]
9s
0
§‘
=8
3
-
g

!

52%1*4

Béo céo tinh hinh quan trj cong ty

Guri ban gbc dudi
dang File dinh kém.

Thai han np bio cao quan
trj (06) thang va nim chim
nhit 12 ba muwoi (30) ngay,
ké tir ngdy két thic ky bao
cdo.

Hop Pai héi dong cb déng

Giri ban goc dudi
dang File dinh kém

—'—8*4?8_5‘)Sﬂ_

Nghi quyét PHDCD thai han
cong bd 24 gid quy dinh tai
Tiét 1.3 Khoan 1 Diéu & TT 1
52/2012/TT-BTC. Tai liéup
hop cong bé trén trang Web
Céng ty ddng thii mai hop
va huéng din truy cép tran
Web cho céc c6 dong trude g
khai mac hop chim |1hag
mudi ldm (15) ngay F

1el

Cong bo thong tin Y kién ngoai
trir/liru ¥ ctia cong ty kiém toan

Giri ban goc dudi
dang File dinh kém

-
Céng bo théng tin trong thoiM
han 24 gid.

Cong bo thong tin 24 gidr

Guri ban goc dudi
dang File dinh kém.

e ﬁ
j..e'(l‘ﬂ‘ UL

Cac théng tin bat th.rcrna
phdi dugc céng b trong
vong 24h dugc quy dinh rd
tai théng tr 52/2012/TT-
BTC ngay 5/4/2012

Céng bo théng tin 72 gio

Guri ban goc dudi
dang File dinh kém.

Céc thong tin bit thuong
phai duge céng bo trong
vong 72h duge quy dinh 1
tai théng tu 52/2012/TT-
BTC ngay 5/4/2012

Céng b6 thong tin theo yéu ciu va
Théng bao Ngay dang ky cubi ciing
thuc hién quyén cho cb déng hién
hiru

Giri ban goc dudi
dang File dinh kém.,

CTPC phiai bio céo
UBCKNN chiam nhit 1a
mudi (10) ngay lam vige
trude ngay diang ky cuoi
cung dy kién thyc hién
quyeén cho c6 déng. Cic
thong tin Cong bo theo yéu
cau duge quy dinh 16 tai
théng tu 52/2012/TT-BTC
ngay 5/4/2012

Chao Mua cong khai

Cong bo théng tin vé viéc nhan
duge dé nghi chio mua cong khai.

Guri ban goc dudi
dang File dinh kém.

Trong vong ba (03) ngay ke
tir ngdy Cong ty dai ching
nhan duge tai ligu diang ky
chao mua cong khai.




11.2

Céng bo y kién ciia HPQT Céng ty
v6i dé nghi chio mua céng khai

Giri ban goc dudi
dang File dinh kém

Trong véng mudi WlEsy_'
ke tlr ngay Céng ty dai ching |
nhin duge tai liéu dang ky |

Mua Cb phiéu quy

chao mua cong khai. = ‘

13.1

Céng bo théng tin v& mua cd phiéu
quy.

Can cir vio biéu
méu gbc, H¢ théng
IDS xdy dymg thanh
file EXCEL. Céng
ty nhap théng tin
cong bd vao file
excel ndy, sau dé
glri théng qua hé
théng IDS va Pinh
kém ban ge.

Trong th&i han bay (07)
ngdy ldm viée ké (1 ngay
UBCKNN théng bio vé vige
nhén duge diy du tai liéu bio
céo viéc mua ¢ phicu quy,
cong ty dai ching phai cong |
bd théng tin trén phiong tién
thong tin dai ching theo Phu
luc sb 02 ctia Théng tr
130/2012/TT-BTC.

13.2

Biéo céo két qua giao dich c6 phiéu
quy

Cin cit vao biéu
miu gbc, Hé théng
IDS x4y dung thianh
file EXCEL. Céng
ty nhip théng tin
cong bo vao file
excel nay, sau dé
gii théng qua hé
théng IDS va Dinh
kém bén goc.

Trong théi han mudi (10)
nghy lam vide ké tir ngay két
thuc giao dich mua lai co

phiéu, cong ty dai ching phai |,

giri bao cdo két qua giao dich
cho UBCKNN va cong bo
théng tin ra cdng ching.

Trong truéng hop cong ty dai ||

ching khéng thue hién het so
lugng cb phiéu du kién mua
lai, cong ty dai ching phai va
cong bo ly do khéng hoan
thanh

14

Bin ¢b phifu quy

14.1

Céng bo théng tin vé ban cb phidu
quy

Cén clr vao biéu
miu géc, Hé théng
IDS xdy dimg thanh
file EXCEL. Cong
ty nhidp théng tin
cong bd vao file
excel ndy, sau dé
giri théng qua hé
théng IDS va dinh
kém ban gbe.

Trong th&éi han biy (07)
ngay lam viéce ké tir ngay
UBCKNN thdng bio vé viée
nhén duge diy da tai ligu bio
cdo viéc ban cb phiéu quy,
cong ty dai ching phai cong
b6 théng tin trén phuong tién
théng tin dai ching theo Phu
luc sé 02 cia Théng tr
130/2012/TT-BTC.

14.2

Bao céo két qua giao dich

Can cir vio biéu
mau gbe, Hé thong
IDS xay dung thanh
file EXCEL. Cong
ty nhdp théng tin
cong bd vao file
excel nay, sau d6
gui thong qua hé
thong 1DS va dinh

Trong théi han mudi (10)
ngady lam vige ké tir ngay két
thic giao dich ban cd phiéu
quy, cong ty dai ching phai
2uri bo cdo két qua giao dich
cho UBCKNN va céng bd
lhom, tin ra cong chiing theo
méu tai Phy lyc s6 05 cia
Thong wr 130/2012/TT-BTC, |

]__;awSOft  Tel
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kém ban géc.

Trong trudmg hgp cong ly dm
ching khong thye hién het s0
lugng cb phiéu dir kién ban,
cong ty dai ching phai bio
¢40 va cbng b 1y do khong
hoan thanh.

15

Thay dbi giao djch ¢ phiéu quy

15.1

Céng bo thong tin vé quyét dinh

thay doi.

Cin ci vao biéu
mau g, Hé théng
IDS xdy dyng thanh
file EXCEL. Céng
ty nhdp théng tin
cong bé vao file
excel nay, sau dé
gl thong qua hé
théng IDS va dinh
kém ban gbc.

CTDC phai CBTT vé quyet
dinh thay d6i trén phuong
tién théng tin dai LhL]]'IE.
trong théi han hai muroi bon
(24) givr ké tir khi ra quyu
dinh thay déi viéc ban cb
phiéu quy.

+84—8—3‘J'3fl 3279 * W.ThuﬁenPh

15.2

Théng bao vé viéc thay dbi

Gui ban goc dudi
dang File dinh kém.

vé viée thay doi trén phuong
ti¢n théng tin dai ching dong]]
théi giri cho Uy ban Chimg
khoan Nha nuée trong thoi
han hai mwei bon (29) gid
ké tir khi dugc Ly ban !
Chimg khoén Nha nuée chép

Cong ty dai ching thong bao§

t Tl

1__;aw501

thuén.

11. CONG BO THONG TIN VE CHAO BAN, PHAT HANH

TT

Biéu miu

Djnh dang

Théi han céng b

Cong bo thong bio
chao ban ra cong

chiing.

Cin cr vao biu mdu
gbc, Hé théng IDS xdy
dung thanh file EXCEL.
Cong ty nhép théng tin
cong bo vao file excel
nay, sau dé guri théng
qua hé théng IDS va
dinh kém ban géc (Phu
luc 9).

Trong thoi han biy (07) ngay 1am viée,
ké tir ngay GCN dang ky chio bin
chimg khoan c6 higu lue, t6 chirc chao
ban cbng b théng tin vé viéc chao ban.

Béao céo két
chao ban

qua

Can c vao bidu mau
gbc, Hé thong IDS xay
dung thanh file EXCEL.
Cong ty nhdp thong tin
cong bo vao file excel
nay, sau dé gui théng
qua hé théng IDS va
dinh kém ban gbe.

Trong thoi han 10 ngay ké tir ngay két
thiic dot chao bin, t6 chirc phat hanh
phai béo cdo Uy ban Chimg khoan Nha
nudc két qud chao ban kém theo xéc
nhan caa ngén hang thuo-ng mai noi mo
tai khoan phong toa veé s tién thu duoc
tir dot chao ban.




Biéu miu

Pinh dang

Thoi han cong bé |

Béo céo tién dd sir
dung vén

Cin cir vao biéu miu
g(’}c, Hé théng IDS xay
dymg thanh file EXCEL.
Coéng ty nhip théng tin
cong bé vao file excel
nay, sau d6 gii théng
qua hé théng IDS va

Dbi véi truong hop huy dong vén dé |
thue hién cac du én dau tu, dinh ky sdu :
(06) thang ké tir ngay hoan thanh dot
chdo ban cho dén khi hoan thanh dir 4n,
td chirc phét hanh phai bdo cdo Uy ban
Chiing khodn Nha nuée va cong bo
théng tin vé tién d¢ sir dung von thu

__| dinh kém bén géc. duge tir dot chao ban, |
Bio céo thay doi|Gui ban goc dudi dang Truong hop HDQT co quyeu dinh thay |
muyc dich sir dung | File dinh kém. ddi muc dich sir dung vén theo uy

vén

quyén cia PHDCD, trong thi han 10
ngay ké tir ngdy cé quxyet dinh thay doi |
muc dich sir dymg vin, t6 chirc phat
hanh phai béo cao Uy ban Chimg khoin ‘
Nha nuéde

Cong bo théng tin
cia UBCKNN chao
bén cd phiéu riéng

Can cir vao biéu mau
gbe, Hé théng IDS xay
dumng thanh file EXCEL.
Cong ty nhdp théng tin
cong bd vao file excel
nay, sau d6 gui thong
qua hé théng IDS va
dinh kém ban géc

Trong thoi han 15 ngay ké tir ngly |
nhin dwge hé so ding ky diy do va |
h()’p 1§, co quan nhd nudc cd thim |

quyén théng bio cho t6 chic ding ky |

va cﬁng bb trén trang théng tin di¢n tr
ve viéc chao bén cb phiéu riéng 1é cia
td chire dang ky.

Béo cdo két qua dot
chao ban c6 phiéu
riéng lé

Cén cir vao biéu mau
gbc, Hé théng IDS xay
dung thanh file EXCEL.
Céng ty nhdp thdng tin
cong bd vao file excel
nay, sau d6 giri théng
qua hé théng IDS va
dinh kém ban gbc.

Trong vong mudi (10) ngiy ke tir khi
hoan thanh dot chdo bin, té chirc phat
hanh giri bao cdo két qua dot chao ban
cho UBCKNN.

Céng bb quyét dinh
thay ddi phuong 4n
sir dung sO tién thu
duge tir dot chao
ban cb phiéu riéng
le

Giri ban goc dudi dang
File dinh kém.

Trong théi han mudi (10) ngay ké tir
ngdy cé Quyét dinh cua HPQT theo dy
quyén cua DPHDBCD ve (viéc thay doi
phuong én sit dung s6 tién thu durgre tir
dot chao ban cd phiéu riéng 1€, t6 chirc
phat hanh phai bao cao UBCKNN

Co ong bé théng tin
vé vige phét hanh )
phiéu dé tra ¢6 tire

Cin o vao biéu mdu
géc Hé Ihﬁng IDS xay
dung thanh file EXCEL.
Cong ty nhap thong tin
cong bo vao file excel
nay, sau do giri thong
qua hé théng IDS va
dinh kém ban gdc.

Trong th&i han bay (07) ngay lam vigc
ké tir ngdy UBCKNN théng bdo vé
viée nhan duge day du tai ligu bdo cdo
phat hanh c6 phiéu dé tra cb tie, to
chirc phat hanh phai cong bé théng tin
vé viéc phat hanh trén cac phucng tién
thong tin dai ching it nhat bay (07)
ngay trude thei diém dy kién thue hién
viéc phat hanh.

+84-8-3930 3279 * W.ThuﬁenPh
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Biéu miu

Pinh dang

Thdi han céng b

Bio cio két qua
phét hanh cb phiéu
dé tra ¢ tirc

Can cir vao biéu miu
gbc, Hé théng IDS xay
dyng thanh file EXCEL.
Céng ty nhdp théng tin
céng bd vao file excel
ndy, sau dé giri théng
qua h¢ théng IDS va
dinh kém ban géc

Trong théi han mudi (10) ngiy lam
viée ke tir ngay hoan thanh viéc phit
hanh cd phiéu dé trd cb tic, t& chirc
phat hanh phai giri bao cdo két qua phat
hanh cho UBCKNN va cong bo thing
tin ra céng chiing theo méu.

Cong bo théng tin
vé viée phat hanh co
phiéu dg ting vén ¢b
phén tir nguén vén
chii s& hiru

Cin cir vio biéu mau
gbc, Hé théng IDS xay
dymg thanh file EXCEL.
Cong ty nhip thong tin
cong bé vao file excel
nay, sau d6 gui thong
qua hé théng IDS va
dinh kém ban gdc.

Trong thoi han bay (07) ngay lam viée
ké tir ngay UBCKNN théng bio vé viée
nhén duge dﬁy du tai ligu béo cdo phit
hanh cb phléu dé tang vbn cd phin tir
ngudn von chit s hiru, tb chirc phat
hianh phai céng bb thong tin vé viéc
phat hanh trén cac phuong tién thing
tin dai ching it nhét bay (07) ngay lam
vige trude thai diém dy kién thuc hién
phat hanh.

Bio cdo két qua
phat hanh cb ph:eu
dé tan von ¢b phén
tir nguén vén chi s
hiru

Cin cir vao biéu miu
gbc, Hé théng IDS xdy
dyng thanh file EXCEL.
Cong ty nhdp théng tin
cong bd vao file excel
nay, sau d6 giri thong
qua hé thong IDS va
dinh kém ban gdc.

Trong thdi han mudi (10) ngiy 1am [

vige ké tir ngay hoan thanh viéc phit
hanh ch phléu dé tang vun 6 phin tir

ngudn vén chi s hitu, td chirc phét |
hanh phai giri bdo cdo két qu phit i

hanh cho UBCKNN va céng bd théng
tin ra cong chiing

12

Céng b6 thong tin
ve viéc phat hanh ch
phiéu theo chuong
trinh lwa chon cho
ngudi lao dong

Cén o vio biéu mau
gbe, Hé théng IDS xdy
dung thanh file EXCEL.
Cong ty nhdp théng tin
cong bé vao file excel
nay, sau d6 gui théng
qua hé thcmg IDS va
dinh kém ban gbc.

Trong théi han (07) ngay lam vuéc ké
tir ngdy UBCKNN théng bao vé viéc
nhén dugc d&y du tai liéu bao cdo phat
hinh ¢ phiéu theo chuong trinh lua
chon cho ngudi lao dong trong céng ty,
b chirc phé,l hanh phai cong bd thong
tin vé viéc phat hanh trén cic phuong
tién thdng tin dai chiing it nhit bay 07)
ngay lam vige trude thai diém dy kién
thuc hién viéc phat hanh theo.

Bdo cdo ket qua
phdt hanh cé phiéu
theo chuong trinh
lya chon cho ngudi
lao dong

Cén cir vao bi€u mau
gbc, Hé théng IDS xdy
dyng thanh file EXCEL.
Cong ty nhdp théng tin
cong bé vao file excel
ndy, sau d6 gii théng
qua hé thong IDS va
dinh kém ban gée.

Trong thei han (10) ngay Jam vige ké
tir ngay hoan thanh viéc phat hanh,
td chitc phat hanh phdi giri bdo cao két
qua phat hanh cho Uy ban Chimg
khoidn Nha nudc va cong bé théng tin
ra cong. Bdo cdo két qua phat hanh cé
phiéu theo chuong trinh lya chon cho
ngudi lao dong trong cong ty phai kém
theo danh séch vé s6 luong cb phan da
mua va cé chir ky cua ngudi lao ding

+84-8-3930 3279 * www.ThuVienPh
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PHU LUC 2: MAU PANG KY SU DUNG HE THONG

Tén cong ty CONG HOA XA HQI CHU NGHIA VIET NAM
Doc ldp -~ Ty do — Hanh phiic

DPANG KY THAM GIA SU DUNG HE THONG

Oft *  Tel: +84-8-3930 3279 * www.ThuVienPh

CONG BO THONG TIN (IDS)
Kinh giri: Uy ban Chimg khoan Nha nuéc
Cong ty...
Xac nhan lham gia Hc lhong Cong bo thong tin (IDS) va dang ky thom tin tao
tai khoan sir dung Hé thong nhu sau:
L T8N COMG LY v ititeiii ettt et e ae e e asr bbb s s e aene s
2. Bja chi:...
3. Email:.. : PIRREETRERI 011 a0 311 | AR RE) L1y L
4. Nganh kmh doanh chmh .................................................................. 9]
5. San mem yet i L ———————— Ma chimg khoan(*):.......cccoevenenn 0. B:
6. S6 gidy DKKD ............................. NeRIbE s G =
7. Thong tin vé chir ky s6 cong cong ma Cong ty dang sir dung: o
- Cong ty ¢6 sir dung chir ky s6: oCo 0 Khéng
- Tén nha cung cap dich v ChiT KY $6 (€U CO)urvvvrnrrinriiiieceeeee e e e e e

- Tén nha cung cép dich vu chir ky s6 du kién str dung (néu khéng):

8. Théng tin vé can bo truc tiép tham gia sir dung Hé théng IDS:

STT Chire vy Ho va tén Email Dién thoai

Can bd phu trach cong bd
théng tin

Cén bd hd trg k¥ thuat tin hoe

Chung t6i xin cam két c:':'xc thong tin trén day la dang su that va hoan toan chiu
trach nhiém trudc phap ludt ve ndi dung da dang ky./.

Ngay ... thang ...
Ngwaoi dai dién thea phap ludt
(Ky, ghi r5 ho tén, dong déu)
Ghi chu:
- (*) Déi vai cong ty niém yét
- Dé nghj Quy Céng ty giei ban déang ky nay cho UBCKNN theo dia chi:
Cuc CNTT - Uy ban Chieng khodn Nha nwdc, 164 Tran Quang Khai, Hoan Kiém, Ha Ni
Dién thoai: 04.3935.0177; Fax: 04.39350943
Email: hotroids(@ssc.gov.vn



PHU LUC 3: THONG BAO THONG TIN TAI KHOAN

) THONG TIN TAI KHOAN
SU DUNG HE THONG CONG BO THONG TIN (IDS)

1. Tén cong ty:

2. Dia chi:

3. Ma tai khoan:

4. Théng tin tai khoan:

Tén dang nhap Mat khau Email lién lac

Soft = Tel: +84-8-3930 3279 * www.ThuVienPh

5. Yéu ciu khi sir dung tai khodn: 7
- Cong ty thuc hién cai ddt phdn mém va déi mit khiu ngay sau khi nhin duoc B:
thong tin tai khoan. =
- Cong ty guri lai Phiéu xac nhén (theo mau kém theo) dén Cuc Cong nghe Thong tin -
Uy ban Chimg khoan Nha nudc. Trong thoi han 45 ngay ké tir ngay guri thong tin tai
khoan néu Cuc Cong nghé Théong tin khong nhan duge Phiéu xac nhan, tai khoan sé&
ty dong dimg hoat dong.
- bja chi email trén cua cong ty la dia chi email duy nhit dugc sir dyng dé nhan
thong tin phan hdi sau khi giri bdo cdo tir h¢ thong IDS. Trong trudmg hop thay déi
email lién lac hodc tén déng nhdp, cong ty phai thong bao cho Cuc Céng nghé Thong
tin - Uy ban Chimg khodn Nha nudéc.
6. Tai li¢u giri kém:
- CD-ROM cai dit chuong trinh va thong tin phan mém céng b thong tin;
- Tai liéu huéng dén sir dung phan mém cong b thong tin.
7. Dia chi hd trg va giai dap cac van dé lién quan
- Cuc Cong nghé Théng tin - Uy ban Chimg khoan Nha nudéc;
- Dia chi: s6 164 Trin Quang Khai, Hoan Kiém, Ha Ngi;
- Dién thoai: 04.3934.0750 (may lé 402 hoac 418);

04.3935.0800 hoic 04.3935.0177 hodc 04.3935.1078;
- Fax: 04.39350943; Email: hotroids@ssc.gov.vn;



PHU LUC 4: MAU PHIEU XAC NHAN

Tén cong ty CONG HOA XA HQI CHU NGHIA VIET NAM
Péc lap — Tw do — Hanh phiic

PHIEU XAC NHAN
SU DUNG HE THONG CONG BO THONG TIN (IDS)

Kinh gtri: Cuc Cong nghé Thong tin - Uy ban Chimg khodn Nha nudc

Cong ty.... S e P IO . xéc nhan:

- Dd nhén dugc Thong tin tai khoan sur dung Hé thong Cong b6 thong tin (IDS)
ctia Uy ban Chimg khoén Nha nude.

- Pa thyc hién cai dit va dbi mat khéu phin mém céng bd thong tin (IDS) ngay
sau khi nhan dugc thong tin tai khoan.

Cong ty... reeerennenan XiN CBM ket bao mat thong ?

tin tai khoan va ch;u hoan toan chm trach nh:ern trudc phap ludt vé thong tin cong
bé./.

........... Ngay .... thang ...
Nguwoi dai dién ﬂ:eo phap lugt
(Ky, ghi rd ho tén, dong dau)

Ghi chii: Dé nghi Quy Cong ty giei Phiéu xdc nhan theo dja chi:
- Cuc Céng nghé Thong tin - Uy ban Chitng khodn Nha mede
- Dja chi: 164 Trdn Quang Khai, Hoén Kiém, Ha Ngi
- Dign thoai: 04.3935.0177; 04.3934.0750 (ext 418}
- Fax: 04.39350943
- Email: hotroids@ssc.gov.vn
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