" I NH CONG TY CO PHAN PAU TU VA QUAN LY KHACH SAN TNH
Tru s& chinh: Tang 21, Thap A, sé 54A Nguyén Chi Thanh, Q.Béng Da, Ha Ngi
A MEMBER OF TNG pién thoai: 024.3771 8989

sé A€ 12020100 - TNH Ha No6i, ngay 21 théng 09 ndm 2020

QUYET PINH

(V/v: Ban hanh Lan 02 - Quy dinh 4p dung Nguyén tic Thuong hiéu
trong céc van ban tai SOJO Hotels)

CHU TICH HOI PONG QUAN TR|

. Can cr Nghi quyét s6 45/2019/NQ — HBTV — TNH ngay 27/11/2019 ban hanh va ap
dung Bo Tai liéu huéng dan xay dung va str dung Hé théng Nhéan dién Thuong hiéu
ctia Cong ty Cé phan Péu tw va Quan ly Khach san TNH;

. Can ctr vao Piéu 16 Céng ty Cé phan Pau tw va Quan ly khach san TNH;

- Xét dé nghj cta Phong Truyén thong — Marketing TNH:

QUYET DINH

Piéu 1: Ban hanh Quy dinh ap dung Nguyén tdc Thwong hiéu trong cac van ban tai SOJO
Hotels (Ban hanh 1an 02) kém theo Quyét dinh nay. Diéu chinh cach goi tén khach
san.

Diéu 2: Quyét dinh nay cé hiéu lwc ké tir ngay ky.

Cac Phong, Ban, Bon vi trvc thuéc Cong ty va cac ca nhan co lién quan chiu trach
nhiém thi hanh Quyét dinh nay./.

Neoi nhan: ’ x [ AE
- Céc Phong/Ban TNG (dé thuc hién); Ly
- Ban Thanh tra (dé phéi hop);
- Lwu HC TNH.
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QUY DINH

OFFICIAL REGULATIONS
Ap dung Nguyén tidc Thwong hiéu trong cac van ban tai SOJO Hotels
In applying Brand Regulations in documents at SOJO Hotels

Ha Noi, thang 9/2020

Mé s6: Lan Ban hanh: Lan 2 Ngay Ban hanh:
Pon vi soan thdo: Phong Binh Hinh Phong Cach
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BANG THEO DOI SIPA DOI TAI LIEU

Ngay Vi tri Noi dung can stra dbi Lan sira Ghi chd
stra doi
14/9/2020 Stra dbi Tén khach san 1

M3 sé: Lan Ban hanh: Lan 2 Ngay Ban hanh:

Don vi soan thao: Phong Binh Hinh Phong Céach




BIEU 1. MYC BICH
ARTICLE 1. PURPOSE

Xay dwng nguyén tic goi tén, hinh thirc cho cac véan ban trong cong ty nham dam bao tham
my, ddng bd, ding quy chuan nhan dién va nguyén tac van hoa thuong hiéu. Tir d6, quan tri
viéc st dung Thwong hiéu SOJO, gia tang hiéu qua truyén thong bén trong va bén ngoai du
an.

Standardizing name and form for company documents is to ensure aesthetics, consistency
and follow the standards of brand identity and the principle of brand culture, thereby, effectively
manage the use of SOJO Hotels brand and increase communication efficiency.

PIEU 2. PHAM VI AP DUNG
ARTICLE 2. SCOPE OF APPLICATION
2.1. Quy dinh nay dwoc ap dung cho toan b can bd nhan vién thwe hién dw an SOJO Hotels.

Riéng Diéu 3.3, muc 3, phan B, (Quy dinh vé chi ky email) chi &p dung cho can bd nhan vién
thudc Chudi khach san Thuan ich SOJO duoc quy dinh tai Muc D, Phu luc sb 1, Quyét dinh
s 12/2020/QD - HDQT vé “Didu chinh Co cAu td chirc va Ban hanh Hé théng chirc danh clia
Cang ty C6 phan Dau tw va Quan ly khach san TNH".

This regulation is applicable to all employees of the SOJO Hotels project.

Particularly Article 3, Part B, Section 3 (Regulations on email signature form) is applied to
employees of SOJO Hotels — The Refreshingly smart hotels as stipulated in Section D,
Appendix 1, Decision No. 12/2020 / QD - HPQT on "Adjusting the Organizational Structure
and title system of TNH Hotel Management and Investment Joint Stock Company”.

2.2. Quy dinh nay dwoc ap dung ddi voi t4t cd cac van ban ndi bd (nhirng van ban phat hanh
ndi bo trong Cong ty, gitra cac Phong/Ban) va van ban bén ngoai (nhirng van ban duoc phat
hanh ra bén ngoai pham vi dw an).

This regulation is applied to all internal documents (those issued internally within the
Company, between Departments /Divisions) and external documents (those issued outside
the project’s scope)

2.3. Thoi gian ap dung: Tir ngay 03.8.2020.
Effective date: As of August 03, 2020.

PIEU 3. QUY PINH CHUNG
ARTICLE 3. GENERAL REGULATIONS
A — CACH GOI TEN DU AN PROJECT NAME

“SOJO Hotels” la tén thwong hiéu Dy an Chudi Khach san Thuan ich thudc cong ty C6 phan
PAu tw va Quan Iy khach san TNH. Viéc st dung tén trong SOJO Hotels can tuan thi cac quy
tac sau:

Ma sé: L&n Ban hanh: Lan 2 Ngay Ban hanh:
Pon vi soan thao: Phong Binh Hinh Phong Cach
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‘SOJO Hotels" is the brand name of the Refereshingly smart hotel chain, which belongs to
TNH Hotels & Resort Management and Investment.,JSC. The naming usage of SOJO Hotels
must comply with the following regulations:

1. NGUYEN TAC GOQI TEN NAMING PRINCIPLES
1.1. Tén thwong hiéu Brand Name
SOJO Hotels

Khong c6 phién ban logo/tén goi “SOJO Hotel” doc 1ap (khdng cé “s” sau Hotel). Chi ton tai
phién ban “SOJO Hotel” két hop véi phan hau té tré thanh tén riéng clia khach san. Vi du:
SOJO Hotel Thai Binh / Khach san SOJO Thai Binh.

Ap dung 01 phién ban duy nhét trong tat ca cac ngén ngir.

There is no version of logo/name “SOJO Hotel” (without “s”). “SOJO Hotel” always combined
with suffix to become the subsidiary hotel name. Ex: SOJO Hotel Thai Binh.

Applying one and only version in all languages.
1.2. Tén khach san Name of subdiary hotels
SOJO + [Hotel] + [Tinh/thanh Province/ city] / [Vi tri/Location]

Trong d6 “vi tri” c6 thé 1a dia chi, cot mée, quan, diém lan can khach san; dwoc ap dung trong
treong hop cé nhiéu khach san SOJO trong cling mét tinh / thanh.

Ap dung 01 phién ban duy nhét trong tat ca cac ngén ng.

In which, “location” can be an address, landmark, district, nearby hotel; which applied in the
case of multiple SOJO hotels in the same province.

Applying one and only version in all languages.

Vi du & tinh / thanh c6 mét khach san: Vi du & tinh / thanh c6 nhiéu khach san:
Example of 01 hotel in 01 province Example of more than 01 hotel in 01
SOJO Hotel Bac Giang province
S0OJO Hotel Thai Binh SOJO Hotel Ga Hanoi
SOJO Hotel Saigon Nguyen Hue
I.

2. QUY TAC CHINH TA SPELLING RULES
2.1 SOJO luén viét hoa trong moi tinh hudng
SOJO is always capitalized in all situations.

Vi du Example:

SOJO Hotels

SOJO HOTELS

SOJO HOTEL NAM DINH
SOJO Hotel Nam Dinh

2.2 JO ludn viét hoa trong moi tinh hudng

JO is always capitalized in all situations.

M3 sé: Lan Ban hanh: Lén 2 Ngay Ban hanh:
BDon vi soan thao: Phong Pinh Hinh Phong Céch



Vidu Example:
JO: Khach hang va CBNV ctia SOJO Hotels / Customers/ Guests and Employes of SOJO
Hotels

JOville: Tru s& chinh ctia SOJO Hotels / Headquarter of SOJO Hotels

B — CAC TAI LIEU VAN PHONG OFFICE DOCUMENTS
1. QUY DPINH VE VAN BAN WORD REGULATIONS FOR WORD DOCUMENTS

1.1. Ap dung kiéu chi¥ theo quy dinh nhan dién thwong hiéu SOJO Hotels danh cho van ban
la: Arial

The applicable font is: Arial, in accordance with the regulations of SOJO Hotels brand identity.

1.2. Str dung tiéu dé thw cho tat ca cac van ban dwoc phat hanh chinh thire. Tai va st dung
phién ban online mau Tiéu dé thw dwoc lvu trir tai day.

The letter head shall be used for all officially released documents. Download and use the
online version of the letter head template here.

1.3. Trwérng hop dac biét danh cho cac van ban bén ngoai gl cac co quan Nha nuwéc: Ap
dung theo Thong tw s6 01/2011/TT-BNV ngay 19/01/2011 cia Bo Noi Vu st dung kiéu chiv
Times New Roman. A

Special cases for external documents which sént to the Government: Comply-with the Circular
No. 01/2011 / TT-BNV of January 19, 2011 of the Ministry of Home Affairs providing
instructions on the Times New Roman font.

2. QUY PINH VE VAN BAN POWER POINT REGULATIONS FOR POWER POINT

2.1. Ap dung kiéu chi¥ tiéu chun theo quy dinh nhan dién Thuong hiéu SOJO Hotels danh
cho van ban la: Arial.

The applicable font is: Arial, in accordance with the regulations of SOJO Hotels brand identity.

2.2. Tai va st dung mau Power Point dugc lwu trik tai day.
Download and use Power Point template here.
3. QUY PINH VE HINH THU'C EMAIL REGULATIONS FOR EMAIL

3.1 Ap dung kiéu chir tiéu chudn theo quy dinh nhan dién Thuong hiéu SOJO Hotels danh
cho van ban la: Arial, c& chir: 11, mau chir: Pen.

The applicable font is Arial, size: 11, color: Black in accordance with the regulations of SOJO
Hotels brand identity.

3.2. Ap dung trong tat ca thw méi, thu trd 161 va chuyén tiép.

Apply in all new emails, reply and forward email.

3.3. Tuan thi theo hwéng dan cai dat chir ky thw dién tir theo nhan dién Thwong hiéu SOJO
Hotels phién ban thang 03.2020. Chi tiét mau nhw bén dudi. Tai mau tai day.

Follow the instructions on setting up email signature under the SOJO Hotels Brand identity
version 5.2020. Download the template here.

Ma& sé: Lan Ban hanh: Lan 2 Ngay Ban hanh:
Pon vij soan thdo: Phong Binh Hinh Phong Cach



PHU LUC 01 APPENDIX 01
Logo

. Logo thwong hiéu Brand logo

GiO

HOTELS

Il. Logo khach san thanh vién Hotel member logo

BAC
GIANG

M3 sé: Lan Ban hanh: Lan 2 Ngay Ban hanh:
bPon vi soan thao: Phong Bjnh Hinh Phong Céch



PHU LUC 02 APPENDIX 02
Mau tiéu dé thw Leter head

| S$CJO

Ma s6: Lan Ban hanh: Lan 2
Don vij soan thao: Phong Binh Hinh Phong Céch

Ngay Ban hanh:



PHU LUC 03 APPENDIX 03

Mau power point Power point Template

-

Yourtitle here = . " ; z Your tittle here
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Ma s6: Lan Ban hanh: Lan 2 Ngay Ban hanh:

Pon vi soan thao: Phong Binh Hinh Phong Céach



PHU LUC 04 APPENDIX 04
Mau chiv ky thw Email signature

I Chir ky cho thw mé&i Email signature for new mail

Phéng chir ky Signature font ;. Arial; C& size: 9

s 0‘0 Trailblazers
l with Vietnamese Soul

l HOTELS

Nguyén Van A (Mr.)
The Savvy Draw Manager
Trwdng Bé phan Khac hoa Phong céach

Address: 217 FIr. TNR Tower, 54A Nguyen Chi Thanh St., Dong Da
Dist., Hanoi, Vietnam

Tel: (+84 24) 7309 9066 — Ext: 74xx

Phone: (+84) S0xx xxx xxx

" Email?anhih@tnh-hotels.vn
I

. Chir ky rat gon cho thw tra 1&i / thw chuyén tiép Email signature for respond /
forward mail

Phéng chi¥ ky Signature font:_Arial; C& Size: 10

Nguyén Vian A (Mr.) | The Savvy Draw Manager — SOJO Hotels
Tel: (+84 24) 7309 9066 — Ext: 74xx — Phone: (+84) 90xx xxx xxx

Ma sé: Lan Ban hanh: Lan 2 Ngay Ban hanh:
Don vj soan thao: Phong Dinh Hinh Phong Céach



