FIRM

LAW

AUTHORITATIVE & DEDICATED

LAW FIRM

andlawvn




I. VE CHUNG TOI

Trong thé gidi noi d8i md&i, séng tao 1a ngudn ddng luc cho tién bd va phét trién, A&D Law
Firm ra d&i v&i s ménh tré thanh ddi tac phép Iy quan trong, uy tin, déng tin cay cho Quy
Khach Hang tai Viét Nam. Chiing t6i cam két phung su bén canh nhitng ca nhan, t8 chirc
s&n sang chap nhan thach thirc dé hanh déng va chuyén minh - nhitng chli nhan tuong
lai ddy mo udc, khat vong, va ludn hudng téi thanh céng bén virng.

Tai A&D Law Firm, ching t6i khéng don thuan chi 1a ludt sv ma con la ngu’c‘ri déng hanh
than tin, Ia déi tac chién luoc, tan tam cua Quy Khach Hang trong qua trinh giai quyét
nhung van dé phap ly t&r don gian nhat dén phu'c tap nhat. Chdng tdi cung chung su mong
mudn, chia sé noi ban tam, luén dat viéc t8i wu héa loi ich clia Quy Khéch Hang [én hang
dau trudce khi dua ra phuong an va giadi phap phu hop nhat. Nhu nhirng nha thiét ké "be-
spoke” chuyén nghiép, dich vu ctiia A&D Law Firm khdng déng khuén va may méc; di véi
chdng t6i, viéc cung cap dich vu phép Iy cho Quy Khach Hang ciing giéng nhu may do
nhitng bd suits dugc cé nhan héa mét cach ti mi, khat khe véi hon 35 phép do, 400.000
tuy chinh tai phd Savile Row.

Hay dé ching t&i tré thanh mdt phan trong cau chuyén clia Quy Khach Hang, bién ndi lo
thanh sy an tadm, bién khé khan thanh ddng luc, bién thach thirc thanh co héi, va bién y
tudng tdo bao thanh nhitng thanh céng vuot bac!
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I.ABOUT US

In a world where innovation drives progress and development, A&D Law Firm stands as an
authoritative and dedicated legal ally for our esteemed clients in Vietnam. We pledge to work
alongside individuals and organizations ready to embrace challenges to act and transform -
those who are future visionaries, filled with dreams and ambitions, consistently striving for
enduring success.

At A&D Law Firm, we are more than just lawyers; we are trusted advisors, strategic partners,
fully committed to our clients as we navigate through a spectrum of legal matters, from the
simplest to the most complex. We resonate with your aspirations, empathize with your concerns,
and prioritize optimizing your benefits, tailored to your specific needs and objectives. Mirroring
the meticulous craft of bespoke tailors at Savile Row, our legal services are personalized
with precision and attention to detail, ensuring over 35 unique measurements and 400,000
adaptations to suit your unique legal requirements.

Let us be part of your journey, transforming worries into assurance, obstacles into drive,
challenges into opportunities, and outstanding ideas into extraordinary achievements.
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) II.LINH VUC HANH NGHE

A&D Law Firm cé nhiéu kinh nghiém v&i chuyén
mdn da dang va linh hoat, bao gém nhung khéng
gidi han & cac linh vuc hanh nghé chinh sau:

-+ Gidy phép & Thi tuc hanh chinh

«  Phap Iuat Doanh nghiép & Thuong mai

+  Mua ban & Sap nhap . w _
+  Chitng khoan & Thi trudng von

- Bé&t ddng san & Xay dung

« Phap luat Dan su & Lao dong \\
«  Tuvanxi Iy khi€u nai & Giai quyét tranh chap
«  Dich vu tu van phép ly thudng xuyén & Cho
thué phap ché doanh nghiép

II. PRACTICE AREAS

A8D Law Firm has extensive experience with
diverse and flexible expertise, including but not
LAW FIRM limited to the following main practice areas:

Licensing & Administrative Procedures
+ Corporate & Commercial

+ Mergers & Acquisitions

» Securities & Capital Markets

* Real Estate & Construction

+ Civil & Labor

+  Complaint Handling & Dispute Resolution
» Regular Legal Consulting Services

& Corporate Legal Outsourcing
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GIAY PHEP VA THU TUC HANH CHINH

Cap gidy phép 1a buéc khdi dau quan trong, dénh ddu mét doanh nghiép duoc hinh thanh va hoat déng dudi su cho
phép ctia Co quan cé thdm quyén. Theo d8, viéc cap gidy phép lién quan dén mét loat quy dinh phép Iy, quy trinh hanh
chinh va y&u ciu ky thuat, chuyén mén ma doanh nghiép/ca nhan phai tuan theo dé hoat déng hop phap. DU hoat déng
trong linh vue thuong mai, cdng nghiép, dich vu hay san xuét, khdch hang sé& phai déi mét v&i nhiéu loai gidy phép phirc
tap khac nhau. Viéc khdng tuan tht cac quy dinh nay cé thé dan dén hau qua nghiém trong, bao gém viéc phai déng

phat hodc nging hoat déng kinh doanh.

GIAY PHEP VA THU TUC HANH CHiNH

- Gidy phép dang ky kinh doanh;

+  Dang ky thay d8i ndi dung dang ky kinh doanh;

+  Théng béo thay ddi ndi dung dang ky kinh doanh;

. Giai thé

«  Cham dt hoat déng;

«  Tam nging kinh doanh - tiép tuc kinh doanh trudc
th&i han;

«  Céc truong hop khac.

KINH DOANH VAN TAI
«  Giay phép kinh doanh van tai bang xe 6 t&;
«  Gidy dé nghi cap phu hiéu.

QUANG CAO
«  Thu tuc cp phép quang cdo va cac thd tuc
lién quan.

DUQC PHAM

Thi tuc xin cap gidy phép thuc hanh t8t nha
thuéc GPP;

Gidy chirng nhan du diéu kién kinh doanh duoc
cho co s& kinh doanh thu8c phai kiém soat dic
biét thudc thdm quyén clia S& Y t&;

Tha tuc t&i thdm dinh nha thudc GPP;

BS sung pham vi kinh doanh trong giéy ching
nhan da diéu kién kinh doanh ddi v&i co s& ban
lé duoc liéu.

PHONG CHAY CHU'A CHAY

Tu van va soan thao hd so quan ly PCCC;

Soan thao va xin phé duyét phuong an PCCC;
Soan thao phuong an ctru hd clru nan;

Tu van va gidi quyét céc van dé trong hoat déng
thanh kiém tra vé PCCC.

CAC LINH VU'C KHAC CAN XIN GIAY PHEP VA THU'C HIEN THU TUC HANH CHINH
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LICENSES AND ADMINISTRATIVE PROCEDURES

Obtaining a license is a crucial starting point, marking the formation and operation of a business under the authorization of
the competent authority. Consequently, the issuance of licenses involves a series of legal regulations, administrative process-
es, and technical requirements that businesses/individuals must adhere to for lawful operation. Whether operating in trade,
industry, services, or manufacturing, clients will face various complex types of licenses. Failure to comply with these regula-
tions can lead to serious consequences, including fines or cessation of business activities.

BUSINESS

*  Business registration certificate;

+  Registration for changing business registration content;

*  Notification of changes in business registration content;

+  Dissolution;

+  Termination of operations;

+  Temporary suspension of business - resumption of
business before the deadline;

*  Other specific cases.

TRANSPORTATION BUSINESS
+  Business license for transporting by motor vehicles;
*  Application for issuing a vehicle license.

ADVERTISING
*  Procedures for advertising license and
related procedures.

PHARMACEUTICALS

Procedures for applying for a Good Pharmacy
Practice (GPP) certificate;

Certificate of eligibility for pharmaceutical
business for establishments that must be
specially controlled under the authority of the
Department of Health;

Procedures for re-evaluating GPP pharmacies;
Supplementing the business scope in the
certificate of eligibility for business for retail
establishments of herbal medicines.

FIRE PREVENTION AND FIREFIGHTING

Consultancy and drafting of fire prevention and
firefighting management files;

Drafting and seeking approval for fire prevention
and firefighting plans;

Drafting rescue and emergency plans;
Consultancy and resolution of issues in fire
prevention and firefighting inspection activities.

OTHER SECTORS REQUIRING LICENSES AND ADMINISTRATIVE PROCEDURES.
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PHAP LUAT DOANH NGHIEP & THUONG MAI

A8D tu hao duoc din dit b&i déi ngii luat su giau kinh nghiém trong linh vuc doanh nghiép & thuong mai, két hop véi ddi
ngil nhan sy tré cé kién thirc chuyén mdn virng chéc nhdm mang lai cho khach hang su hai 1dng tuyét d8i khi cung cap dich
vu tu van phép luédt doanh nghiép & thuong mai.

LUAT DOANH NGHIEP

Thoa thuan dau tu, thoa thuén c8 ddng, diéu I8, chuyén
nhuong vdn gép, thoéi von;

Tuén thd phap ludt va quan hé chinh ph;

Giai quyét tranh chap ndi bd cdng ty;

Tu van tang/ giam von diéu 1&;

Tu van vé quan tri, c8u trdc, tdi ciu trdc, van hanh
doanh nghiép;

Soan thao, soan xét hop déng.

LUAT THUONG MAI

Hop ddng mua béan hang hod, dich vu trong va

ngoai nudac;

Xu&t, nhap khau va cac van dé kho bai, dai Iy, phan phéi;
Quy dinh va cac thu tuc Hai quan Viét Nam;

Tu van tranh chap cac hop déng thuvong mai.

LUAT LAO PONG

*  Hop déng lao dong;

+  No&i quy va thod udc lao ddng tap thé;

+  Gidi quyét tranh chap lao ddng;

+ Bao mét lao dong;

«  Quy trinh va tha tuc chap hanh, ky luat lao doéng.

LUAT CANH TRANH

*  Tuan thd canh tranh trong hoat dong kinh doanh;

«  Théng béo va dang ky cac truong hop mién trir
theo luat canh tranh;

«  Giai quyét cac vu viéc canh tranh.

BUSINESS & COMMERCIAL LAW

A&D takes pride in being led by a team of experienced lawyers in the field of corporate and commercial law, comple-
mented by a young and knowledgeable staff to ensure absolute client satisfaction in providing corporate and commer-
cial legal advisory services.

LAW ON ENTERPRISES:

Investment agreements, shareholder agreements,
articles of association, capital contribution transfers,
divestments;

Compliance with laws and government relations;
Resolution of internal corporate disputes;

Advisory on increasing/reducing charter capital;

Consultation on management, structure, restructuring,
and business operations;
Drafting and reviewing contracts.

LAW COMMERCIAL

Contracts for the purchase and sale of goods and
services domestically and internationally.
Import, export, warehouse issues, agency, distribution.

Regulations and procedures of Viethamese Customs.

Consultation on disputes arising from
commercial contracts.

Authoritative & Dedicated

LABOR CODE
*  Employment contracts.
*  Internal rules and collective labor agreements.
*  Resolution of labor disputes.
»  Labor security.
Procedures and disciplinary actions, labor compliance.

COMPETITION LAW
+  Compliance with competition rules in
business operations.
Notification and registration of cases exempted
under competition law.
Resolution of competition cases.
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MUA BAN & SAP NHAP

Mua ban va sdp nhap khéng chi giip mé& réng quy mé va
ting cudng vi thé thi trung ma con mang lai nhitng co hdi
chién luvoc, tao ra sy tang trudng bén virng va da chiéu cho
doanh nghiép. Tai A&D, chiing t6i hé tro cho khach hang c
bén mua hodc ban nhitng dich vu sau:

Tu van céu tric giao dich;

- Soan thao Diéu kién giao dich ban dau hodc Bién ban

+ ghinh¢;

+  Thuc hién thdm dinh phap Iy;

+  Hop dong mua ban cd phan, mua ban doanh nghiép,
mua bén va hop nhét doanh nghiép;

«  Hop déng mua tai san;

+  Hop dong phét hanh c8 phan, phét hanh tréi phiéu, hop
déng vay chuyén dai;

+  Thda thuén c8 ddng, thda thuan dau tu, diéu 18
doanh nghiép;

+  Hb tro thuc hién tha tuc phép ly dé duoc cap céc gidy

phép, chap thuan can thiét lién quan dén céc giao dich.
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MERGERS & ACQUISITIONS

Mergers and Acquisitions not only help expand the scale and
strengthen market positions but also bring strategic opportunities,
creating sustainable and diversified growth for businesses. At
A&D, we provide support to both buyers and sellers with the
following services:

W

Advising on transaction structuring;
»  Drafting term sheet or Memorandum of Understanding;
*  Conducting legal due diligence;
*  Share purchase agreements, M&A agreements;
*  Asset purchase agreements;
* Bond or share issue agreements, convertible
loan agreements;
*  Shareholder agreements, investment agreements,
corporate charters;
» Assistance with legal procedures to obtain necessary
licenses and approvals.
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CHUNG KHOAN 1
VA THI TRUONG VON

Tai A&D, chiing t6i s& hiru déi ngi ludt su giau kinh nghiém
két hop cling cac cdng su 1a chuyén gia phap ly, cic ddi tac
tén tudi trong linh vuc chimng khodn va thi trudng von véi
kién thirc sdu réng, mang ludi két ndi chit ché, s& mang
dén su tu van chién luoc toan dién nhat cho Quy Khach
Hang trong thé gi&i ngay cang bién déng clia linh vuc nay.
Céc cdng viéc A&D cung cap:

Tu van va ciu trdc dot chao bén 1an dau ra cong ching;

+ Tuvan niém yét, bao gom niém yét 8 phiéu va trai phiéu;

+  Soan thao cac hop ddng va thoa thudn dé mua ban chimg
khoan, bao gom ca mua ban chiing khoén niém yét ngoai
san giao dich va chimg khoén chua niém yét;

+  Tu van cau triic va soan thao cic tai liu phét hanh tréi
phiéu, b phié'u;

+ Tuvan va soan thao céc thda thuan tai tro vén du &n,

hop von;

A

SECURITIES
& CAPITAL MARKET

At A8D, we have a team of experienced lawyers along with
legal experts and renowned partners in the securities and
capital markets. With extensive knowledge, a well-connect-
ed network, we provide the most comprehensive strategic
advice for our clients in the ever-evolving world of this in-
dustry. Our services include:

Advising and structuring IPOs;

»  Advising on listing matters, including the listing of shares
and bonds;

+  Drafting contracts and agreements for securities trading,
including unlisted securities and off-exchange
securities trading;

*  Advising on structuring matters and drafting documents
for the issuance of bonds and shares;

*+ Advising on and drafting project capital funding

agreements and syndicated loan agreements;

Authoritative & Dedicated



BAT PONG SAN & XAY DUNG

Trong bi canh thi trudng bat ddng san va xay dung dang trd nén ngay cang phirc tap véi nhitng thach thirc va co hdi, su
hiéu biét sau réng vé phép ly 1a chia khéa quyét dinh su thanh céng ctia moi du &n. A&D 1a di tac ddng hanh, gitp khéach
hang vuot qua moi thach thire, khai thdc toan bd tiém nang cla thi trudng bat ddng san qua viéc cung cap céc dich vu phap
ly chuyén séu nhu:

« Tu van va thuc hién tha tuc nhén/chuyén quyén str dung dat;

*  Thuc hién thu tuc mua/ban/thué mua nha & riéng I&, cédn hd chung cu;

«  Tu van thué/cho thué/cho thué lai nha & riéng 1&, cdn hd chung cu;

+  Tu vén giai quyét tranh chap dat dai;

+ Tu véan xay dung va thi cdng;

« Thu tuc phéap ly cho qua trinh tham dinh, phé duyét, va trién khai du an xay dung;
- Giai quyét tranh chap vé xay dung, thi cong;

«  Gidy phép xay dung va thud tuc hanh chinh.

LAW FIRM

REAL ESTATE & CONSTRUCTION

In the context where the real estate and construction market is becoming increasingly complex with challenges and
opportunities, a profound understanding of legal aspects is the key to determining the success of any project. A&D is
a companion partner, helping clients overcome every challenge, leveraging the full potential of the real estate market by
providing specialized legal services such as:

»  Consultation and execution of procedures for land use rights transfer;

+  Implementation of procedures for buying/selling/leasing individual houses, condominiums;
«  Consultation on leasing/renting/re-leasing individual houses, condominiums;

»  Consultation on resolving land disputes;

*  Consultation on construction and execution;

*  Legal procedures for the appraisal, approval, and implementation of construction projects;
*  Resolution of disputes related to construction and execution;

»  Construction permits and administrative procedures.
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PHAP LUAT DAN SU & LAO PONG

Linh vue “Phap luat Dan su” néi chung va “Lao ddng” ndi riéng khdng chi 1a c6t méc quan trong dinh hinh quan hé gitra
céc ca nhan, t8 chirc ma con 1a nén tang quy dinh nhirng giao dich, tranh chap phitc tap trong d&i séng hang ngay. A&D
ddng hanh cling v&i khach hang, mang lai nhirng giai phap phép ly linh hoat d& dam bao quyén va loi ich hop phép bang
nhitng dich vu sau:

HON NHAN & GIA BiNH

Tu van va thuc hién thd tuc ly hén, chia tai san;
Xac dinh quyén nudi con va thuc hién thoéa thuan
vé viéc nudi con;

Tu van céc van dé chia tai san chung va riéng
trong th&i ky hdn nhén;

Tu van k& hoach va hoach dinh tai san trudc khi
k&t hon.

QUYEN PAI VOI TAI SAN

CIVIL CODE & LABOR CODE

Tu van céc van dé vé s& hitu chung. str dung va quan
ly tai san;

Thé chap va ddm bao quyén s& hitu tai san;

Chuyén nhuong tai san;

Thira nhan quyén s& hitu va s dung tai san cla
ngudi mat ndng luc hanh vi dan su, ngudi bi tuyén
bé mat tich;

Tu van céc van dé phap luat vé tai san ca nhan, khoan
vay, quyén séng ché, va nhiéu loai tai san khac.

LAO PONG

«  Tu van va soan thao hop déng lao dong;

+  Pai dién giai quyét céc tranh chap giita ngudi lao
ddng va ngudi str dung lao dong;
Tu van thuc hién viéc chap hanh va ky lut lao déng;
Bam bdo doanh nghiép tuan thd cac quy dinh lao
ddng va bao hiém xa hoi;
Tu van vé qua trinh chuyén ddng nhan sy, bao gém
thay ddi co cau t6 chirc va nhan su.
Tu van va thuc hién qua trinh sa thai, dam phéan
diéu kién lam viéc;
Th tuc nhdp cu va lam viée cho lao ddng ngoai quéc;
Tu van chinh séch nhan suw va quan ly nhan su.

PHAP LUAT VE THUA KE

+  L&p di chiic va xdc dinh quyén loi thira ké;

* Quan ly va phén chia di san;

+  Giai quyét tranh chép thira k&,

+ Tuvan thué va tai san phét sinh tir viéc nhan thira ké.

The field of “"Civil" in general and “Labor” in particular is not only a significant milestone in shaping the relationships between
individuals and organizations but also forms the foundation for regulating complex transactions and disputes in daily life.
A8&D accompanies clients, providing flexible legal solutions to ensure legal rights and interests through the following services:

MARRIAGE & FAMILY

Consultation and execution of divorce procedures,
asset division.

Determination of child custody and negotiation of
custody agreements.

Consultation on shared and separate property issues
during marriage.

Planning and prenuptial property arrangements.

PROPERTY RIGHTS

Consultation on issues related to joint ownership, use,
and management of property.

Mortgage and collateral for property ownership.
Property transfers.

Recognition of ownership and use rights for
incapacitated persons, missing persons.

Legal advice on personal property, loans, patents, and
various other types of assets.

LABOR

*  Consultation and drafting of labor contracts.

*  Representation in resolving disputes between
employees and employers.

*  Consultation on labor enforcement and discipline.

*  Ensuring compliance with labor laws and social
insurance by businesses.

* Consultation on human resources movements,
including organizational and personnel changes.

» Consultation and execution of termination
procedures, negotiation of working conditions.

*  Immigration and work procedures for foreign labor.

*  Advisory on human resource policies and personnel
management.

INHERITANCE LAW

»  Drafting wills and determining inheritance rights.

* Management and distribution of estates.

»  Resolution of inheritance disputes.

+  Consultation on taxes and assets arising from
inheritance.



TU VAN XU LY KHIEU NAI

-

& GIAI QUYET TRANH CHAP

Linh vuc “Tu van xt Iy khi€u nai va giadi quyét tranh chap”
la noi ma su hiéu biét sau rong vé phép ly va ky ndng giai
quyét xung ddt déng vai trd quyét dinh. Tai A&D, ching téi
hd tro khach hang vuot qua moi thach thirc va dem lai céc
giai phap hiéu qua nhu:

- Giai quyét tranh chip bang trong tai thuong mai
trong va ngoai nudc;

-+ Tranh tung thuong mai tai toa &n céc cap;

.« Giai quyét tranh chap ngoai toa an;

+  Thu hdi no thuong mai;

-+ Pai dién giai quyét tranh chap;

«  Tu van phép ly vé xtr ly khi€u nai/khiéu kién.

A& D

LAW ETRM

CONSULTING ON COMPLAINT
HANDLING & DISPUTE RESOLUTION

The field of “Consulting on Complaint Handling and
Dispute Resolution” is where in-depth legal knowledge
and conflict resolution skills play a decisive role. At A&D,
we assist clients in overcoming every challenge and
achieving effective solutions, such as:

*  Resolving commercial disputes through domestic and
international commercial arbitration.

+  Litigating commercial disputes in various levels of court.

*  Alternative Dispute Resolution.

*  Commercial debt recovery.

*  Acting as representatives in dispute resolution.

«  Providing legal advice on handling complaints/litigations.

Authoritative & Dedicated
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DICH VU TU VAN PHAP LY THUONG XUYEN
& CHO THUE PHAP CHE/ TUAN THU DOANH NGHIEP

]

Linh vuc “"Dich vu tu van phap ly thudng xuyén & Cho thué phap ché doanh nghiép” khéng chi gidp
doanh nghiép hiéu ré hon vé quy dinh phap luat ma con t8i wu hdéa quy trinh kinh doanh hang ngay.
A&D khéng chi 14 ddi tac phéap ly dang tin cdy ma con 1a ngudi ban déng hanh, mang lai sy chic
chén va hd tro lién tuc cho su phat trién bén virng ctia doanh nghiép clia ban qua céc dich vu sau:

Tap hop day dt hd so va tién hanh tha tuc ding ky thanh 1ap mdi, hodc thay ddi, b sung gidy phép
cta doanh nghiép, van phong dai dién, chi nhanh, dia diém kinh doanh, bao gém ca dich vu lién quan
dén méau dau, ma sé thué, m& tai khodn doanh nghiép tai ngan hang, ké khai thué ban dau;

- Soan thdo céc van ban lién quan dén tién d6 gép vén clia ¢d ddng/thanh vién trong doanh nghiép
(nhu Chitng nhan gép v8n/sé hitu ¢ phan) sau khi thanh 1ap hodc khi cé thay d&i vé vén;

+ Thuc hién céc cdng tac chudn bi (nhu théng béo va glri théng béo cudc hop, soan thao chuong trinh
hop, ndi dung cudc hop) va tham gia cudc hop véi tu cach thu ky d& soan thao bién ban hop, nghi
quyét trong cac cudc hop Dai héi ddng cd ddng, H&i ddng quan tri, H8i ddng thanh vién, Ban Gidm
ddc theo yéu cau clia doanh nghiép;

+  Tham gia soan thao/hoan thién va ndp cac béo cdo dinh ky bét budc ctia doanh nghiép Viét Nam
(bao gém ca doanh nghiép nudc ngoai dugc thanh Iap theo Luat Doanh nghiép) cho Co quan Nha
nuéc, bao gbm: bdo céo lién quan dén dau tu (trong nudc hodc ra nudc ngoai), bdo cdo lién quan
dén lao ddng nudc ngoai; theo d&i va giri thdng bdo nhic nhé doanh nghiép khi dén thdi han ndp
céc bao cio;

+  Luu gitr va quan Iy tai liéu ndi bd clia doanh nghiép, bao gdm tai liéu phap ly ctia doanh nghiép, céng
ty con, don vi thanh vién/lién két, chi nhanh, vin phong dai dién, dia diém kinh doanh, con dau, diéu
18, quy ch& quan ly ndi b, bién ban hop, nghi quyét, s ding ky cd déng/sd ding ky thanh vién, cac
van bang/gidy chirng nhan/gidy phép, ban céo bach (d8i véi cdng ty chirng khoan), bdo céo clia ban
kiém soét, két luan cua co quan thanh tra, két ludn cla t8 chirc kiém todn, sb ké todn, ching tu ké
toan, bao cao tai chinh, thu tin va cac tai liéu hanh chinh khac cta doanh nghiép;

+  Dich thuat cac van ban tir tiéng Viét sang tiéng Anh va nguoc lai; thuc hién sao vy, cdng chitng cac
tai liéu hanh chinh clia doanh nghiép tai cic co quan cé tham quyén;

+  Hb tro tim kiém céc théng tin, van ban phap luat va cap nhat vin ban phép luét theo linh vuc cu thé
hoac t8ng quét;

+  Tham gia vao qué trinh thuong luong, soan thao hop ddng, soat xét cac hop ddng clia hoat déng
kinh doanh hang ngay ctia doanh nghiép;

+  Tham muu cho ban lanh dao va hd tro soan thao céc quy trinh van hanh kinh doanh clia doanh
nghiép, ddm bao tudn tha phap luat;

+ Ra soat va ddm bao ndi bd clia doanh nghiép tuan thu cac quy trinh ndi bg, kiém tra va tu van cac
rdi ro trong qua trinh van hanh doanh nghiép;

+  Tuvén, tham gia va gidi quyét cac tranh chap lao dong ndi bd gilta ngudi lao déng va ngudi st dung
lao dong tai doanh nghiép;

«  Cac cbng viéc hanh chinh khac theo yéu ciu cu thé ctia doanh nghiép.
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REGULAR LEGAL CONSULTING SERVICES &
CORPORATE LEGAL/COMPLIANCE FRAMEWORK

The field of “Regular Legal Consulting & Corporate Legal/Compliance Leasing Services" not only
helps businesses gain a better understanding of legal regulations but also optimizes daily busi-
ness processes. A&D is not only a reliable legal partner but also a supportive companion, providing
certainty and continuous assistance for the sustainable development of your business through the
following services:

+  Compilation of complete documents and execution of procedures for new establishment registration,
or changes and supplements to business licenses, representative offices, branches, business
locations, including related services such as seal samples, tax codes, opening business accounts at
banks, initial tax declarations;

Drafting documents related to the capital contribution progress of shareholders/members in the
business (such as capital contribution certificates/share ownership) after establishment or when
there are changes in capital;

Preparation of preparatory work (such as notices and sending meeting notices, drafting meeting
agendas, meeting content) and attendance at meetings in the capacity of a secretary to draft
meeting minutes, resolutions at General Meetings of Shareholders, Board of Directors, Members'
Council, Board of Management as requested by the business;

Participation in drafting/completing and submitting mandatory periodic reports of Vietnamese
businesses (including foreign businesses established under the Law on Enterprises) to state
authorities, including reports related to investment (domestic or overseas), reports related to foreign
labor; monitoring and sending reminders to the business when the deadline for submitting reports
approaches;

Archiving and managing the internal documents of the business, including legal documents of the
business, subsidiaries, affiliated units, branches, representative offices, business locations, seals,
charters, internal management regulations, meeting minutes, resolutions, shareholder/member
registration books, certificates/licenses, disclosure statements (for securities companies), reports
of the supervisory board, conclusions of inspection agencies, conclusions of audit organizations,
accounting ledgers, accounting documents, financial reports, correspondence, and other
administrative documents of the business;

Translation of documents from Vietnamese to English and vice versa; execution of notarized copies,
certification of administrative documents of the business at competent authorities;

Support in searching for information, legal texts, and updating legal texts in specific or general fields;
Participation in negotiation processes, drafting contracts, reviewing contracts for the daily business
activities of the business;

Advisory role for leadership and support in drafting business operation procedures, ensuring legal
compliance;

Review and ensure internal compliance with internal procedures of the business, examine and advise
on risks in the business operation process;

Consultation, participation, and resolution of internal labor disputes between employees and
employers at the business;

Other administrative tasks, as per the specific requirements of the business.

Authoritative & Dedicated
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ARE YOU LOOKING FOR SOMEONE TO HELP?
CONTACT US NOW.

]
Phone: 089.686.8989

Tel: 028.888.555.35

Email: support@andlawwvn



http://support@andlaw.vn
http://www.andlaw.vn



