[HR Announcement] — ORGANIZATIONAL CHANGES OF GA TEAM

Kinh guri toan thé nhan vién / Dear IMV members,

Phong Nhan su xin théng bdo mét s& thay déi vé co cdu quan ly va chirc ndng ctia bd phan Hanh chinh.
HR would like to inform the organizational changes of GA team in structure and functions.

TU ngay 27.7.2026, bd phan Hanh chinh s& khdng con truc thuéc phong Nhén su. S& c6 cac thay d6i chinh trong chirc ndng hanh chinh va sé& phan bd cac bd phan
6 tén bén dudi phu trach. Cac anh chij vui Idng doc ky thdng bdo dé lién hé chinh xac ngudi phu trach khi cé nhu ciu:

Since July 27, 2026, the GA team will no longer be under the Human Resources department. There will be major changes in administrative functions, and the
departments named below will be assigned responsibilities. Please read the announcement carefully to contact the appropriate person in charge when needed:
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Dich vu chuyén phat & thu tin Ms. Huyén Vy (Sandy) .
1 Delivery and postal services X — Receptionist vy-nguyenngochuyen@imv.com.vn
5 b3t xe cong ty cho cac nhu cau cong tac X Ms. Huyén VY (S_andy)
Company car booking for business needs — Receptionist
3 Dich vu xe Grab & Xanh SM X Ms. Huyén Vy (Sandy)
Grab & Green SM services — Receptionist
Cung cép van phong phdm dinh ky Ms. Thao Nhi — C&B . .
4 Mua, thué san Regular supply of office supplies X staff nhi.nguyenthao@imv.com.vn
pham tUr d6i tac | Cung cdp nudc udng, cay xanh, thué bS sung xe bén ngoai, ... Ms. Huyén Vy (Sandy)
5 | bén ngoai Provision of drinking water, trees, additional vehicle X — Receptionist
Purchase or rent | rental, elc.
products from Quan ly cac so dién thoai di dong thudc sé hitu IMV Ms. Huyén Vy (Sandy) | ... o
6 | external Management of mobile phone numbers owned by IMV X — Receptionist Viettel, Mobi, Vinaphone
; partners Cung cdp may in, copy, scan X Ms. Huyén Vy (Sandy)
Provision of printers, coplers, scanners — Receptionist
8 Quan ly dién thoai c6 dinh va Wifi X Ms. Huyén Vy (Sandy)
Management of landline phones and Wi-Fi — Receptionist
Quan ly bao dudng, chi phi bao hiém dinh dinh cua céc xe
S thudc tai san IMV X Ms. Huyén Vy (Sandy)
Management of maintenance and insurance costs for — Receptionist
vehicles owned by IMV




Pat vé may bay cho nhan vién ngu'oi Viét Nam

Ms. Thao Nhi — C&B

10 Booking flight tickets for Vietnamese employees staff
11 Cung cdp danh thiép Ms. Thao Nhi — C&B
Provision of business cards staff
12 bat phong hop Ms. Huyén Vy (Sandy)
Meeting room booking — Receptionist
13 T6 chiic Standing Meeting Mr. Anh Duy — L&D duy.nguyenanh@imv.com.vn
Organize Standing Meeting Executive ' T
14 | Vanhanhvan | Kiém tra va chdm diém 6S Ms. Thao Nhi — C&B
phong 65 inspection and scoring staff
Office Cung cap thiét bi cho nhan vién mé&i — Ban, ghé. N
15 | operations Provision of equipment for new employees — Desks, Mr. Khoi — Khoi.trinhkhoi@imv.com.vn
. Maintenance Sup
chairs
Cung cap thiét bi cho nhan vién méi — VPP.
16 Provision of equipment for new employees — Office Mr. Bao — TA Staff | bao.dogia@imv.com.vn
supplies
Sinh nhat nhan vién — Truyén théng chic mung ,
17A Employee birthdays — Congratulations communication Mr. Bao — TA Staff
Sinh nhat nhan vién — Qua tang Ms. Trinh — C&B . i .
178 | phic Igi nhan Employee birthdays — Gifts Senior Executive trinh-laithituyet@imv.com.vn
vién Thu tuc Hiéu Hy (chinh sach cudi héi, qua sinh con, thdm
18 Employee viéng tang ché, ...) Ms. Trinh — C&B
benefits Funeral and wedding procedures (wedding policy, gifts Senior Executive
for childbirth, condolences, etc.)
Kham stc khoé dinh ky
19 Annual health chéckupy C&B team
x R Ho trg nhan vién Expat — Luu tru R . .
20A \I;Iizntrr?grl}rgj?r:wéc Sypport for Expat employees — Accommodation Mr. Luan — ABD Sup | Luan.nguyenminh@imv.com.vn
208 | ngoai Ho trg nhan vién Expat — Vé may bay_ _ Mr. Luan — ABD Sup
Support for Sgpport for EAxpat emplo yees — Flight tickets '
20C | expats HO trg nhan vién Expat — Gidy phep, Thi "chl_,l’c,._.. Ms. Trinh — C&B
Support for Expat employees — Permits, visa Senior Executive
Tiép dén VIP Cham soc khach VII.D & BoD ) 'Ijét ca r,noi nhu c‘”éu cham soc don
2L b care VIP & Board of Directors care Mr. Ludn — ABD Sup | ti€p khéch VIP va BoD
As per BoD’s request
Van phong Ha HO trg thu tuc, thanh toadn chi phi vdn phong Ha Noi
NOi Assistance with procedures and payment of office Phi thué va cac chi phi hang
22 | Hanoi Office expenses in Hanoi Mr. Ludn ABD Sup | thang.
support Rental & monthly fees

Phong Nhan su tran trong thong bao




