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MESSAGE FROM CEO
We Are All Responsible

At PETROJET, we conduct our business with a set of principles that reflect our
values and established standards governing ethical individual and shared
behavior.

We strictly and consistently apply these standards in all our activities, and in full
accordance with both the Egyptian Penal Laws and PETROJET’s governance
procedures.

That is how we have always gained the trust of our shareholders in addition to
governments and communities in locations we work in, suppliers and
subcontractors, and finally our colleagues.

PETROJET Code of Business Conduct & Ethics (COBC) is simply a tool that
helps us make the right decisions; It sets out standards for each individual in the
company in a clear and detailed manner; it states what we truly stand for as a
company.

Should the employees ever have any concerns regarding the application of
COBC & Ethics, need advice in making any sensitive decisions that may arise in
the course of their work, or think the code is violated in any manner, | strongly
encourage them to report their concerns immediately to their direct supervisors,
HR Division and if needed the Legal Division.

The effective implementation of COBC & Ethics is of the highest priority for
Shareholders and the code is compulsory without exception. Everyone in
PETROJET is responsible for upholding its requirements, especially the
company’s Management who set the example for all employees.

Failure to observe the code may be a cause for disciplinary action.

Eng. Waleed Lotfy
Chairman & Managing Director
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CODE OF BUSINESS CONDUCT
STATEMENT OF POLICY

The Petroleum Projects & Technical Consultations (PETROJET) is a joint stock
company established under Law No. 43 / 1974 on Arab and Foreign Capital
Investment and Free Zones as Amended by Law No. 8 / 1997 And under the
provisions of the Egyptian Laws and Legislations " Law No. 159 / 1981".

As such, PETROJET requires its Directors, Officers and Employees to comply
with this Code of Business Conduct & Ethics (COBC) and all laws and
regulations applicable to it, including the anti-corruption and anti-money
laundering laws of the Arab Republic of Egypt.

PETROJET places the highest value on integrity in its business dealings and the
ethical conduct of its directors, officers and employees. PETROJET will not
tolerate or encourage any illegal or unethical conduct in connection with any of
its business activities, and all its employees are required to report all suspected
illegal, unethical, or improper conduct of which they become aware of.
Retaliation against anyone making such a report in good faith will not be
tolerated.

PETROJET
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OUR VISION AND VALUES

Our vision sets the ultimate and overall goal for our business. Our core values
are reflected throughout our organization and in every aspect of how we conduct
business.

Mission

We utilize our total commitment program “WE CARE™” to provide first class
integrated services, developments & investments to the energy, industrial &
infrastructure sectors across the Middle East & Africa, while relying on Quality,
HSE, Security, efficiency and ethical practices through qualified manpower,
advanced technology and flexible management systems to sustain company’s
growth.

Vision
To be the most trusted international Builder contributing to a better tomorrow

Core Values
e Quality, HSE, Security
e Ethics & Integrity
e Fair Return for All
e Innovation & Excellence
e Continuous Improvement
o Sustainability

PETROJET

Lady Ly

il s s e B Wl L (Sai 5 LS Lilend Ll Can gl 5 i i) Ly ) aaas
RUPPLRECR NUN PP UVERE PR T W

i)
NIJPUPY- SEVPPE S [PUCHE LRSS JLNIG g SINC | [ W SONE g Y ¢
iy 53 g dass Y (3 ) A ilaie b Ayl Al Aeliall g sl el jlaii WYl
U PO YE S I IV ' PSP (| PRI | P S [ S DS U4 NI ' TP - P VO SN
Aot ) Giail A5 pall 50y A Saal) L o S0 5 AT all A Ml OB & (5 88V

AS ) e

Al g A LalSid)

Al
Jazmil 22 Jal (g Lialle 485 Lo oldl (5 ¢

Al A, a8
OVl s Al Alan 5 Agigall Anall 5 Al s 53 5al) uleay ol Y1 o
Jasll colddal s da) il ddlacadll s 0LY) @

@A.;.U Jale xile .
Dl 5 iyl e
sl kil e

Linyl e

Rev. (4)

(2]
(©)
=)
m
(©]
m
v
c
=
Zz
m
(%]
()
(2]
(©)
Zz
=)
c
()
-]
R0
m
-
=
(9]
(7]



Y

ETROJET

Page 4

Contents

DEFINITIONS

. GENERAL

Ill.  APPLICABILITY OF THE CODE OF CONDUCT

IV. EMPLOYEES

V. HEALTH, SAFETY, SECURITY & ENVIRONMENTAL PROTECTION

VI. COMPLIANCE WITH ANTI-BRIBERY & ANTI-CORRUPTION LAWS
AND REGULATIONS

VIl. COMPLIANCE WITH LAWS THAT PROHIBIT COMMERCIAL
BRIBERY

VIIl. HOSPITALITY, ENTERTAINMENT, GIFTS AND PROMOTIONAL
EXPENSES

IX.  COMPLIANCE WITH ANTI-MONEY LAUNDERING AND ANTI-
TERRORISM LAWS AND REGULATIONS

X. CHARITABLE CONTRIBUTIONS

XI.  POLITICAL ACTIVITIES

XIl.  CONFLICT OF INTEREST

XIll. CONFIDENTIAL AND PROPRIETARY INFORMATION

XIV. QUALITY

XV. DOCUMENTS & RECORDS

XVI. CERTIFICATION OF COMPLIANCE BY EMPLOYEES

XVIl. OBLIGATION TO REPORT VIOLATIONS

XVIII. DISCIPLINARY ACTION

XIX. AUDITS OF COMPLIANCE

XX. ENGAGEMENT OF "AGENTS" AND BUSINESS PARTNERS

XXI. TRAINING AND EDUCATION

XXIl. DRESS CODE

XXIIl. CORPORATE IMAGE & BRAND

XXIV. USE OF IT RESOURCES

ATTACHEMENT "A" — RED FLAGS
ATTACHMENT “B” — DUE DILIGENCE FORM
ATTACHMENT “C” — WHISTLE BLOWING POLICY

PETROJET

b giaal)
iy il A
Al julad) Al
el bl Gl Gadai Jawe I
olalll 1V
Al Ulas s eV gl daall g4V
Sl AadlSa 5 o 1) AadlSa a0 85 il gy ol YV
Al 5581 AadlSe il ol S VI
el cli g jaa 5 Llagd 54 il 5 ddbuall - VI
Y AadlSa s J)gal) Just AailSa ael 5 ol i o) 1YL LIX
il claledl X
A,a Jah Al izl X
hadl g XII
Lalal) Aslall 5 4 pull sl XN
Bl XIV
O ladl g Gilatiwdll XV
Olalall ol i) gl XVI
Gl e 3L L1 EY XV
Jawaldl) el YV XV
ol Y5 @8l sl claal e XIX
"Olae ) el 3 NS ML i) XX
palaill g oyl XX
daall 530 2218 XXII
Al Adtad) 538,808 ) e XX
Sila slaall L ol 9385 Jilas g aladin) XXIV
gl s — " G
lgall JUll Gasdll — """ 3850

CISL 3 gl LY A - " G e

Rev. (4)

(2]
(©)
=)
m
(©]
m
v
c
=
Zz
m
(%]
()
(2]
(©)
Zz
=)
c
()
-]
R0
m
-
=
(9]
(7]



Y

ETROJET

Page 5

I. DEFINITIONS

A

Agent means any service agent for PETROJET in a particular Country,
retained or engaged by PETROJET to (a) assist PETROJET for
acquiring certain projects, (b) to promote the interest of PETROJET, (c)
provide PETROJET with information concerning potential projects, (d)
keep PETROJET informed of all laws, regulations, directives, decrees
and policies in force and any changes thereof (e) maintain business
interests of PETROJET and active contacts with customers/ Clients (f)
make available to PETROJET its knowledge and experience of the
market and industrial conditions in this Country and to provide liaison
facilities with Clients/ customers in order to ensure the best possible
chances of securing contracts and (g) Assist PETROJET in any
negotiations, transactions or agreements with government or non-
government entities.

. Consultant means a consultant office that provides advice and support

services to facilitate the assignment of contracts in a specific country
and/or assistance in its execution.

. Applicable Laws and Regulations mean the laws of the Arab

Republic of Egypt, or in accordance with what is agreed upon in the
contract under which the company renders its services in other
countries.

. Business Partner means any partner, joint venture and teaming

partner in any PETROJET projects with a government or private
customer, or contractor or subcontractor engaged or assigned by
PETROJET to perform work for, or provide equipment, supplies,
materials or services to PETROJET.

. Close Business Associate means a current or former partner, joint

owner or co-investor.

Commercial Bribery means offering, paying, promising or giving,
directly or indirectly, anything of value to another company’s agent,
representative, intermediary or employee, without that company’s
knowledge and consent, with the intent to influence the recipient’s
action in relation to his company’s business.

. Designated Party means any person, entity or country:

that is designated in published lists issued by the Egyptian Government
as a foreign terrorist organization, or an organization that assists or
provides support to a foreign terrorist organization; or that is reported in
publicly available sources in Egypt to have been convicted, found guilty

PETROJET
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. Government Official

or against whom a judgment or order was entered in any proceedings
for violating money laundering, anti-corruption or bribery, or
international economic or anti-terrorism sanction laws, or whose assets
were seized, blocked, frozen or ordered forfeited for violation of money
laundering or international anti-terrorism laws.

. Entertainment means business courtesies, including but not limited to

meals, refreshments, parties, and sport outings, as well as theater,
cultural events and sporting events.

Facilitation Payment means any payment modest in amount and not
intended to influence the exercise of discretion by a "Government
Official", but intended to expedite or secure the performance of a non-
discretionary routine governmental act made to a low level
"Government Official" that has duty to perform and that is required by
law for which there is a clear entitlement.

Family Member means a parent, spouse, child, sibling, uncle, aunt and
cousin to the first degree.

means (a) any officer or employee of a
government, department (whether executive, legislative, judicial or
administrative), agency or instrumentality of such government,
including a regional governmental body, or of a public international
organization; (b) any person acting in an official capacity for or on
behalf of such government, department, agency, instrumentality;
(c) any person holding a legislative, administrative or judicial office,
whether appointed or elected; (d)any person exercising a public
function, including for a public agency or public enterprise; (e) an agent,
advisor or consultant to such person; (f) an officer of a political party or
a candidate for public office; or (g) an officer, employee, or person
acting in an official capacity for or on behalf of an international
organization.

Hospitality or Reasonable and Bona Fide Promotional and
Training Expenditure (“Hospitality”) means the payment, gift, offer
or promise of anything of value, such as for travel, meals and lodging
expenses, that are reasonable and bona fide under all of the
circumstances and made in good faith, directly related to (1) the
promotion, demonstration or explanation of products or services; (2) the
marketing of a product, or (3)the execution or performance of a
contract.

. Improper Advantage means obtaining a benefit to which the individual

PETROJET
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or entity making a "Prohibited Payment" or a payment in violation of
Commercial Bribery laws was not entitled.

. Knowing means having actual knowledge or reasonable grounds to

believe that facts or circumstances exist. For example, if there are
reasonable grounds to believe that some or all of a payment to a third
party will be used to make a "Prohibited Payment" to a "Government
Official", the person making the payment to the third party will be
deemed to have made the payment to the third party with knowledge of
the third party’s intention. Knowledge can be inferred from “willful
blindness” to, or “conscious disregard” of, facts and circumstances.
This means that a person will be considered to have knowledge and to
have acted knowingly if there is evidence of a conscious purpose to
avoid learning the truth or deliberately ignoring circumstances, such as
“red flags,” that should reasonably alert a person that further inquiry is
required.

. Prohibited Payment means any offer, gift, payment, promise to pay, or

authorization of the payment of any money or anything of value,

including charitable contributions, directly or indirectly, to a

"Government Official" or a Political Party, or to a third party, if one

knows or has reasonable grounds for believing that all or a portion of

the money or thing of value which was given or is to be given to the

third party will be paid, offered, promised, given or authorized to be

paid, directly or indirectly, to a "Government Official", for the purpose

of:

1. influencing any act or decision of the "Government Official" in his
official capacity;

2. inducing the "Government Official" to do or omit to do any act in

violation of his lawful duty;

securing any "Improper Advantage"; or

4. inducing the "Government Official" to use his influence with a
government or instrumentality thereof to affect or influence any act
or decision of such government or instrumentality, in order to assist
in obtaining or retaining business or in directing business to any
party.

Prohibited Transaction means any transaction (including any act of

omission, commission, assistance to another, or aiding and abetting in

furtherance of the transaction) that involves:

1. the receipt, transfer, transportation, retention, use, structuring,

w
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diverting, or hiding the proceeds of any criminal activity whatsoever,

including drug trafficking, fraud, and bribery of a "Government

Official";

engaging or becoming involved in, financing or supporting

financially, or otherwise sponsoring, facilitating, or giving aid or

comfort to any terrorist person, activity or organization; or
3. a'"Designated Party" that is:

(i) identified in publicly available records or published lists
as a party with respect to whom the Egyptian or any
other government has prohibited financial transactions
involving that party’s assets;

(i) Designated in published lists as a foreign terrorist
organization or an organization that assists or provides
support to a foreign terrorist organization; or

(iii) identified in publicly available records as having been
convicted, found guilty or against whom a judgment or
order was entered in any proceedings for violating anti-
corruption or bribery, anti-money laundering, or
international anti-terrorism laws, or whose assets were
seized, blocked, frozen or ordered forfeited for violation
of money laundering or international anti-terrorism laws.

Q. Public International Organization means any organization formed by
states, governments or other international organizations such as
regional economic integration organizations like the European Union,
the OECD, the World Bank, or the United Nations.

R. Red Flag means a circumstance that should alert a reasonable person
that illegal or improper conduct is substantially likely to occur and,
therefore, further inquiry is necessary before a proposed action is
taken. Examples of red flags are set out in Attachment A to this Code
of Conduct.

S. Substantive Violation means one or more of the following on the part
of an "Agent" or Business Partner:

1. a violation or aiding and abetting a violation of, or a conspiracy to
violate, Applicable Laws and Regulations;

2. arefusal, where required by this Code of Conduct or an agreement,

to submit to an audit by independent accountants at the request of

PETROJET; or

PETROJET
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T.

3. a refusal to provide a certification required by PETROJET and this
Code of Conduct.

Compliance Committee means the committee appointed by
PETROJET to ensure compliance with this code of conduct. The
committee reviews any complaints or reports against any company
member whom it decides has breached this code of conduct, and
report to relevant authority who will in turn transfer the matter to the
General Department for Legal Affairs so that appropriate actions are
taken according to the company's Regulation of Disciplinary Penalties.

Compliance Committee shall have a Rapporteur and a president that
shall, at least, be a Chairman Assistant. The Committee may include
members from other departments at the discretion of company
management.

PETROJET
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GENERAL

The rules of the Code of Business Conduct provide a set of general
principles that all employees of the company are expected to follow,
bearing in mind that these rules do not provide comprehensive information
on all legal requirements, standards or policies.

It should be on everyone to use the rules of the Code of Business Conduct
as general instructions and make the right decisions with Regard to its
application as long as they affect his interaction with the company.
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. APPLICABILITY OF THE CODE OF CONDUCT
A. All those acting for or on behalf of PETROJET are required to

consistently comply with this Code when their work/actions are on

behalf of, or related to PETROJET, including:

1. All directors, officers, employees and workers of PETROJET.

2. All Business Partners, Consultants and "Agents" of PETROJET
who are working on our behalf or in our name, and their
respective owners, directors, employees and "Agents" with
respect to the work performed for, or services and equipment
provided to PETROJET.

. Independent subcontractors, suppliers or consultants of PETROJET

will be made aware of the Code by including a provision in all contracts
and agreements indicating so.

. The scope of application of the Code of Business Conduct & Ethics

shall not conflict with the Company's sanctions regulations or any
regulations concerning the Company in particular or the laws in force in
the Arab Republic of Egypt in general.
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IV. EMPLOYEES

At PETROJET

A. We seek to build a workplace that is safe, professional, and supportive
of teamwork and trust. Everyone who works for PETROJET
contributes to our success and to creating a great company. Working
together, drawing from our diverse talents and perspectives, we will
inspire new and creative opportunities.

B. We are committed to creating a work environment of mutual trust-in
which diversity and inclusion are valued- and where everyone who
works for PETROJET is treated with dignity and respect.

C. Employees will be recruited, selected, developed and advanced on
merit, irrespective of color, religion, gender, age, marital status or
disability.

D. Employees will be entitled to feel included and valued as part of a
merit based organization of people from diverse backgrounds.

Fair treatment and equal employment opportunity

PETROJET is committed according to its policy of prohibiting
discrimination, harassment & retaliation to providing a work
environment free of discrimination and/or harassment in the workplace due
to religion, gender, citizenship, age status, national origin, color, disability,
political orientation or expression, whether committed by or against
managers, co-workers, customers, vendors, subcontractors or visitors, and
where everyone who works for PETROJET:

1. Not discriminated according to race, color, religion, age, gender,
marital status, disability, ethnic origin or nationality in hiring and
employment practices such as application for employment,
evaluation, promotion, wages, access to ftraining, job
assignments, discipline, compensation and termination. Only
qualifications, merit, performance and business considerations
shall govern these practices.

2. Knows what is expected of him in his job.

Is helped to develop his capabilities.

4. |Is recognized and competitively rewarded for his performance
based on merit.

5. s listened to and is involved in improving team performance.

i
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6. Is fairly treated, with respect and dignity, without discrimination.

Harassment

Insulting, harassing or offensive conduct is unacceptable, whether verbal,
physical or visual.

Examples include derogatory comments based on racial or ethnic
characteristics, sexual harassment, sexual abuse, corporate punishment,
mental coercion, physical coercion, religious beliefs or deprecating
remarks concerning a person's disability. Threats or acts of violence or
physical intimidation are prohibited, as is retaliatory treatment in response
to any complaint of harassment made in good faith.

Child and forced labor
All PETROJET employees are expected to be aware of, and to abide by
the following commitments in their job:
1. ltis strictly prohibited to hire child or forced labor.
2. Be alert to any evidence of child labor or forced labor abuses in
operations linked to PETROJET businesses — and report them.
3. Closely monitoring commitment of subcontractors, suppliers,
consultants, and anyone working for or on behalf of PETROJET
toward refraining from child labor.
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HEALTH, SAFETY, SECURITY AND ENVIRONMENT
PETROJET is fully committed to the principles of Health, Safety, Security
and Environment Performance which encompass the framework of
operations and accommodates the requirements of management, staff,
subcontractors and the society, while applying integrated management
system for the environment, occupational health, safety and security which
is consistent with the requirements of ISO 14001 and OHSAS 18001.
A. PETROJET strives to realize this policy through:

1. Health

(iv) Protect, promote, and improve the health and wellbeing
of employees

(v) Minimize and manage occupational exposures to staff
and contractors

2. Safety

(i) Provide a work environment where people are able to
work safely and understand their rights and obligations
towards a safe workplace.

3. Security

(i) Protect people, assets, reputation and ensure business

continuity
4.  Environment

(i) Protect environmental and heritage values

(i) Promote the reduction and prevention of pollution,
efficient use of resources and energy.

(iii) Consider the environment and social impact of the
resources, products, and services we use or provide to
others

B. Everyone who works for PETROJET has a responsibility
for getting HSSE right.
1. ALWAYS

(i) Comply with the requirements of the HSSE
management system at your work location including the
use of relevant standards, instructions and processes -
and with the Golden rules of safety.

(ii) Stop any work that becomes unsafe.
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2.

(iii) Only undertake work for which you are trained <capable «
medically fit and sufficiently rested and alert to carry out.

(iv) Make sure you know what to do if an emergency occurs
at your place of work.

(v) Help ensure that those who work with you - employees,
contractors and other third parties- act consistently with
PETROJET’s HSSE commitments.

(vi) Promptly report to PETROJET management any
accident, injury, illness, unsafe or unhealthy condition,
incident, spill or release of material to the environment:
so that steps can be taken to correct prevent or control
those conditions immediately. Never assume that
someone else will report a risk or concern.

SEEK ADVICE AND HELP IF:
(i) You are ever unclear about your HSSE obligations.
(ii) You have a concern about a potential or actual breach of
HSSE law or a PETROJET HSSE requirement.

PETROJET
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VL.

COMPLIANCE WITH ANTI-BRIBERY AND ANTI-CORRUPTION LAWS

& REGULATIONS

All those acting for or on behalf of PETROJET are required to comply with

this Code, including:

A. No one acting for or on behalf of PETROJET shall, either directly or
indirectly, offer, make, promise, approve or authorize the making of any
"Prohibited Payment" to a "Government Official" or Non-"Government
Official".

B. No one acting for or on behalf of PETROJET shall, either directly or
indirectly, offer, make, promise, approve or authorize the making of any
payment to any other person or entity knowing or having reason to
believe that that person or entity will, directly or indirectly, offer, make,
promise, approve or authorize the making of any "Prohibited Payment"
to a "Government Official" or Non-"Government Official".

C. No one acting for or on behalf of PETROJET shall, either directly or
indirectly offer, make, promise, approve or authorize the making of any
"Facilitation Payment" to a "Government Official" or Non-"Government
Official".

D. No one acting for or on behalf of PETROJET shall rebate, refund, kick-
back or otherwise pay, directly or indirectly, to an "Agent" or Business
Partner, or its employees or other representatives, any portion of a
payment made to PETROJET, other than with prior approval.
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PETROJET

VIl. COMPLIANCE WITH LAWS THAT PROHIBIT COMMERCIAL BRIBERY
PETROJET employees do not offer or accept bribes. The direct or indirect
offer, payment, soliciting or acceptance of bribes in any form (including
favors) by our employees, is unacceptable.

All those acting for or on behalf of PETROJET are required to comply with
the following:

A

PETROJET directors, officers and employees shall not offer, pay,
promise or give, directly or indirectly, anything of value to an "Agent",
representative, intermediary or employee of another company with the
intent to influence the recipient’s action in relation to that company’s
affairs or business.

PETROJET directors, officers and employees shall not offer, pay,
promise or give, directly or indirectly, any improper commissions,
brokerages, kickbacks, rebates or other compensation to an "Agent",
intermediary or employee of another company.

PETROJET directors, officers and employees shall not provide to an
"Agent", intermediary or employee of another company hospitality,
entertainment or gifts that are excessive in amount or frequency that
would give rise to the appearance of improper conduct.
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VIII. HOSPITALITY, ENTERTAINMENT, GIFTS AND PROMOTIONAL

EXPENSES

PETROJET recognizes that in certain circumstances, exchanging gifts,
entertainment or hospitality with clients and vendors is an acceptable
business practice that contributes to good business relationships provided
that all such gifts or entertainment are nominal in value, and must never
compromise the integrity of our business relationships.

The giving or receiving of any gifts, entertainment, hospitality or other
benefit that creates a feeling of embarrassment or obligation on the part of
the recipient is prohibited under this Code and is illegal under the laws of
most countries.

All Hospitality, Entertainment, gifts and Promotional Expenses must be
accurately recorded in the registers and records of PETROJET.

A. Expenditures for "Government Officials" and Employees of Private

Commercial Companies

1. The prior written approval of the respective Branch General
Manager is required for any Hospitality, Gift or Entertainment
offered to a "Government Official", Close Business Associate of a
"Government Official", or Employees of private commercial
companies regardless of value, unless (1) meals and
refreshments not exceeding 350 Egyptian Pounds are provided in
connection with a meeting on the premises of PETROJET and
such offer does not violate the policies of the "Government
Official’s" agency, or Private Commercial Company or (2) items of
minimal value that bear the PETROJET Name or logo are
provided as corporate gifts and such gifts do not violate the
policies of the "Government Official’'s" Agency or Private
Commercial Company.

2. PETROJET shall not pay or reimburse for the travel expenses,
such as airfare, hotel accommodations, meals and other
incidentals, of "Government Officials" or Employees of private
commercial companies unless related to bona fide promotional
visits or training, whether required by contract or otherwise. Even
in those circumstances, advance approval must be obtained from
the relevant financial authority.
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All requests for reimbursement must be supported by valid third party
invoices or receipts evidencing the expenditure for which
reimbursement is requested. A request for reimbursement must
include the date, the names and business association of all those in
attendance, and the business reason for the expenditure.
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IX. COMPLIANCE WITH ANTI-MONEY LAUNDRING AND ANTI-
TERRORISM LAWS AND REGULATIONS
PETROJET directors, officers and employees shall not knowingly:

A

Engage in any financial transaction involving property, funds or
monetary instruments which, directly or indirectly, promotes or results
from criminal activity punishable under the laws of any country.
Receive, transfer, transport, retain, use, structure, divert, or hide the
proceeds of any criminal activity, or aid or abet another in any such
action.

Engage or become involved in, finance or support financially, or
otherwise sponsor, facilitate, or assist any terrorist person, activity or
organization.

Aid, abet or otherwise become involved in any arrangement that would
result in a violation of this Code of Conduct by any person.

Make, receive or otherwise engage in any "Prohibited Transaction".
Engage in any transaction or otherwise conduct business with a
"Designated Party".

Full compliance with the Egyptian Anti-Money Laundering Law of 2002
and its amendments, and any relevant laws applicable in branches in
other countries.
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X. CHARITABLE CONTRIBUTIONS

A

All charitable contributions must comply with all Applicable Laws and
Regulations. Such contributions made on behalf of PETROJET must
be authorized in advance and in writing, by the relevant Financial
Authority who should ensure that charitable donations are not used as
a substitute for bribery.

PETROJET employees, acting solely for themselves and with their
own assets, may make contribution they desire, So that such
contributions have no connection to the Company or any of its
customers.
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XI. POLITICAL ACTIVITIES

PETROJET is committed to absolute neutrality towards political activities in the
areas in which it operates. PETROJET'’s policy is not to make any financial
contributions to political candidates, elected representatives, political parties or
religious institutions, both within Egypt and abroad.

All employees should not practice any political activities within the company,
support or not support candidates or party representatives, and respect all other
employees and their beliefs.

PETROJET always respects the freedom and personal political affiliations of its
employees. However, these affiliations should not affect the activities or image
of Petrojet, as well as the company's neutrality towards political and religious
activities.

Every employee has the right to participate in political life in person, the
employee is fully responsible for his or her participation in political life.

PETROJET
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XIl. CONFLICT OF INTEREST

A. PETROJET personnel must not participate in activities that create, or
even appear to create, conflict between personal interests and the
interests of the Company, or that compromise ability to make objective
decisions for PETROJET.

B. PETROJET personnel shall immediately disclose to a supervisor any
actual or potential conflict of interest, for example, involving:

1. Investment in, or having any financial involvement with, any
customer, contractor, supplier or competitor of PETROJET.

2. Employment, including acting as a contractor or consultant, by
another entity, such as a customer, contractor, supplier or
competitor of PETROJET.

3. Receipt of fees, commissions or any other compensation from a
customer, contractor, supplier or competitor of PETROJET.

4. Participation in any activity that may give the appearance of
unapproved disclosures of PETROJET confidential or proprietary
information.

5. Direct dealings with an entity such as a customer, contractor,
supplier, or competitor of PETROJET that employs a Family
Member.

6. Usurpation of a PETROJET corporate opportunity for personal
gain.

C. All directors, officers, and employees shall disclose periodically any
financial interest, either held in their own name or that of a Family
Member, in any entity doing business with PETROJET or any of its
directors, officers, employees, subsidiaries, affiliates and joint
ventures. And in the case where the activity has already been done, it
should be immediately disclosed.

D. It is understood that whether there exists a situation of conflict of
interest is not always easy to establish, and so, it is compelling for
employees who have inquiries regarding conflict of interest to address
the Compliance Committee.
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XIlil. CONFIDENTIAL AND PROPRIETARY INFORMATION

A

All PETROJET personnel shall treat all information related to
PETROJET or any of the employees or subcontractors or vendors
carefully.

No one acting for or on behalf of PETROJET shall disclose
confidential proprietary information unless specifically authorized by
the Company to do so in advance.

No one acting for or on behalf of PETROJET shall solicit the
confidential proprietary information of another entity, including the use
of illegal or unethical means such as misrepresentation, deception,
espionage, bribery, or "Prohibited Payment", or will make use of the
confidential proprietary information of another entity in conducting
PETROJET business.

In the event that anyone acting for or on behalf of PETROJET comes
into contact with the confidential or proprietary information of another
individual or entity, the person having contact with the information
must contact his Direct Supervisors or Managers.

Intellectual property rights of others must be protected and respected
such as patents, copyrights and trademarks, and such intellectual
property shall not be intentionally infringed or improperly used.

All PETROJET personnel shall not post or declare any news on media
(Social Media — Printed Media — Published Media...etc) about

PETROJET without having permission to do so.

PETROJET
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XIv.

QUALITY

Petrojet is committed to apply quality management system in
compliance with the international standard ISO 9001:2015, which is
considered a tool that helps in; assigning jobs clearly, coordinating
work plan, and increasing efficiency in the whole company, achieving
the company objectives and enhance its market position through:
Increase the company competitive advantage and enhance the client’s
relationship, Establishment and improvement of a complete set of
integrated documents and procedures to contribute in enhancing the
operations efficiency, Increase the company efficiency and achieves
the required effectiveness

PETROJET’s top management are highly committed to the quality
management system effectiveness and continual improvement in
compliance with the requirements of the international standard of ISO
9001: 2015

And also PETROJET’s top management are highly committed to
follow-up the evaluation of the general performance to guarantee the
efficiency and effectiveness of PETROJET’s quality management
system and its continuous improvement in compliance with any
changes according to ISO 9001 and this is according to the
information from measuring the customer satisfaction and
performance evaluation.
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PETROJET

XV.

A

DOCUMENTS AND RECORDS

PETROJET shall maintain complete documents, records and accounts

that conform to professional standards of accounting and that, in

reasonable detail, accurately and fairly reflect all transactions,

including all expenditures, invoices, expense reports, receipts,

disbursements, vouchers, and other disposition of assets.

All financial books, records and accounts must be sufficiently detailed

to:

1. Permit the proper classification of transactions for financial
reporting; and

2. Provide reasonable assurances that transactions are recorded as
necessary to permit the preparation of financial statements in
conformity with The Egyptian accounting standards.

All transactions must be recorded contemporaneously,

accounting period in which they are executed.
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PETROJET

XVL.

A

CERTIFICATIONS OF COMPLIANCE BY EMPLOYEES

All directors, officers, managers and employees, shall certify upon

initial employment, and periodically thereafter, that he or she:

1. Has read and understands the PETROJET Code of Conduct.

2. Has not made any "Prohibited Payment" or "Facilitation Payment"
to any "Government Official" or any payment that would constitute
Commercial Bribery, and understands that he or she may not
make such payments.

3. Has not engaged or participated in, or authorized, a "Prohibited
Transaction", and understands that he or she may not engage or
participate in, or authorize, in such a transaction.

4. Has no knowledge of any actual or suspected violations of the
PETROJET Code of Conduct or Applicable Laws and Regulations
except as has been fully disclosed to PETROJET.

5. Understands his or her obligation to report actual or suspected
violations of the PETROJET Code of Conduct or Applicable Laws
and Regulations and to whom to make such reports.

6. Understands that any violation to PETROJET Code of Conduct or
any of the Applicable Laws and Regulations may result in the
application of appropriate disciplinary action for each violation
according to the company's Regulation of Disciplinary Penalties.

It is the responsibility of the Human Resources Department to ensure

that all certifications are executed in a timely fashion, and that the

Compliance Committee is notified of any refusals or failures to execute

the certifications.

All executed certifications of officers and employees shall be

maintained in the General Department for Human Resources with a

copy in the personnel file of the individual officer or employee and

shall be retained for a period of ten (10) years. All executed
certifications of directors shall be maintained by the General

Department for Human Resources and retained for a period of ten (10)

years.
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PETROJET

XVIL.
A

OBLIGATION TO REPORT VIOLATIONS
It is the duty and obligation of all PETROJET directors, officers and
employees to promptly report any actual or suspected violation of this
Code of Conduct or any Applicable Laws and Regulations.
PETROJET officers and employees who fail to report any actual or
suspected violations of this Code of Conduct or of any Applicable
Laws and Regulations may be subject to the application of appropriate
disciplinary action according to the company's Regulation of Violations
and Disciplinary Penalties.
Retaliation against a person making a report of illegal, improper, or
unethical conduct will not be tolerated. Any PETROJET employee
who retaliates against a person making a report in good faith shall be
subject to disciplinary measures according to the company's
Regulation of Violations and Disciplinary Penalties.
It is the responsibility of all PETROJET directors, officers, managers
and employees to cooperate fully and truthfully with any inquiry
conducted by or on behalf of PETROJET. Failure to provide such
cooperation may result in disciplinary action.
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XVIIl. DISCIPLINARY ACTION

Violation of this Code of Conduct or any of the Applicable Laws and
Regulations may result in disciplinary action matching with each violation
according to the company's Regulation of Violations and
Disciplinary Penalties.

Compliance with this Code of Conduct shall be an element considered for
promotion.
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XIX. AUDITS OF COMPLIANCE
A. Audits of PETROJET Compliance
1.  The Compliance Committee shall ensure that:

(i) Each General Department shall perform an annual
assessment to measure the extent of its employees'
commitment to the Code of Business Conduct to be used
as a guide when conducting internal and external audits.

(i) Internal audits of compliance with this Code of Conduct
are conducted annually;

(iii) Internal audits shall address, at a minimum,

a. the manner of implementation, operation, coverage
and effectiveness of this Code of Conduct and
whether and in what respect the Code should be
amended to enhance its effectiveness;

b. Whether the accounting and control procedures and
the books and records of PETROJET conform to, or
are maintained in accordance with, the
requirements of this Code of Conduct and all
Applicable Laws and Regulations;

c. Whether PETROJET directors, officers and
employees have been appropriately trained and are
familiar with their duties and responsibilities under
the Code of Conduct;

d. Whether the Code of Conduct has been properly
disseminated and effectively enforced; and

e. Whether appropriate steps are being taken to
ensure that "Agents" and Business Partners have
effectively implemented standards of business
conduct applicable to the work performed for, or
services provided to, PETROJET, that contain the
essential elements of this Code of Conduct.

2. The findings and conclusions of such audits shall be reported to
the Compliance Committee.
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PETROJET

Audits of Compliance by Consultants" & "Business

Partners".

1. PETROJET shall, in its sole discretion, exercised in good faith,
have the right to appoint independent accountants that
PETROJET reasonably determines are acceptable, to have full
and unrestricted access to, and conduct a review of, all records
related to the work performed for, or services or equipment
provided to, PETROJET, and report to PETROJET any violation
of law, as provided in the contract, And PETROJET has the right,
if necessary, to review financial department of "Agents" /
"Consultants" to ensure their compliance with the Code of

Business Conduct

"Agents",

2. The independent audit shall address:

(i) the effectiveness of existing codes of conduct ;

(i) the origin and legitimacy of any funds paid to
PETROJET;

(iiif) the books, records and accounts of the "Agent", or any of
their subsidiaries, joint ventures or affiliates, related to
work performed for, or services or equipment provided
to, PETROJET.

(iv) All funds received from PETROJET in connection with
the work performed for, or services or equipment
provided to, PETROJET.
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XX.

ENGAGEMENT OF "AGENTS", "CONSULTANTS" AND
"BUSINESS PATNERS"

All PETROJET transactions, including those with customers,

suppliers, agents, intermediaries and any other third parties

(“Business Contacts”), must be lawful.

PETROJET will only do business with third parties that conduct

business ethically and do not subject PETROJET to criminal or other

liability or cause PETROJET reputational harm.

PETROJET will therefore conduct due diligence on third parties to

ensure that their reputation, background and abilities are appropriate

and meet our ethical standards.

Requirements of Due Diligence

1. Due diligence is conducted to ensure that those who will act on
behalf of, for, or with PETROJET, its subsidiaries, affiliates and
joint ventures (1) have not violated, and have not been charged
with violations of, the law; (2) do not exhibit a propensity to violate
the law or the conduct set out in this Code of Conduct; (3) will
conduct their affairs in accordance with the highest ethical
standards; and (4) have not been, and will not become, involved
in conduct that could subject PETROJET to liability or public
embarrassment.

2. Due diligence shall be conducted in accordance with the

procedures and requirements set out in Attachment B to this Code
of Conduct.
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XXI. TRAINING AND EDUCATION

An effective and mandatory training and education program for all

directors, officers, managers and relevant employees of PETROJET shall

be established, periodically updated, and conducted.

A. The compliance training program shall, at a minimum:

1. Address the requirements and prohibitions of this Code of
Conduct and all Applicable Laws and Regulations; and

2. Explain the due diligence procedures and identify the common
circumstances that are indicative of illegal or improper conduct,
including Red Flags.

B. Records of each training session, including the date and duration of
the session, training materials used, the name and position of the
trainer, shall be maintained in the Training Department for a period of
ten (10) years.
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XXIl. DRESS CODE

PETROJET does not operate a formal dress code for its employees, other
than for those who are provided with uniform and/or protective clothing in
accordance with the nature of their respective jobs and in line with the
approved procedures for each case.

However, employees must ensure that their attire is appropriate for the
location and situation in which they are working and that they present a
professional image and one that reflects the corporate culture and
reputation.

In general, personnel attire should not be provocative or cause offence to
those with whom they have contact whether be they clients, colleagues or
public.
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XXIll. CORPORATE IMAGE & BRAND

PETROJET Employees shall treat its brand as an asset which needs to be
protected, the value of the brand should always be ahead of any other
work related issues, to always build the brand in the favor of our
stakeholders.

Maintaining & protecting PETROJET’s image is a must do action from all
PETROJET's employees, which will perfectly Inspires confidence in
stakeholders who deal directly with PETROJET through:

A. Corporate Identity

B. Personal Attitude & Behavior

C. Communication

PETROJET's employees shall always behave in conformity with the
policies, procedures and the principles detailed in this code.
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PETROJET

XXIV.

USE OF IT RESOURCES

PETROJET provides I.T. resources (electronic mail "e-mail" and Internet
access) to some employees to facilitate the normal activities of their jobs
as appropriate.

I.T. resources must not be used for any illegal or unethical purposes and
should not generally be used in accordance with the relevant policies as
follows:

Internet Usage Policy which cover, but not limited to:

1.
2.

3.

Internet usage should be for business purposes only.

A report including all websites visited by users and time spent will be
maintained and stored by the IT Department.

Downloading files from internet will be only authorized upon
verification with the IT Department and based on the verification of
licensor's authorizations

No chatting programs or sites are allowed.

Document who has access to determine who can perform Web
browsing, what Web sites users can access, and when they can
access those sites. Some newer Web browsing content control
systems can even categorize sites and control who can access
certain categories of sites and for how long.

Document the method for reporting who is browsing the Web, what
sites they are visiting, who those reports will be delivered to, and how
often.

Log all web browsing activity, making sure to record the username,
and make it clear in the policy that this is a company practice.

Ensure that all employees are aware of the company’s Web browsing
policy. This is important since most employees will browse the Web
every day and the security policy about Web browsing is something
that will most likely affect them.

Not to download unsigned ActiveX controls unless they are approved
by IT Department.

PETROJET E-Mail Usage Policy, which cover but not limited to:

A

Prohibited Use

The PETROJET email system shall not to be used for the creation
or distribution of any disruptive or offensive messages, including
offensive comments about race, gender, hair color, disabilities, age,
pornography, religious beliefs and practice, political beliefs, or
national origin. Employees who receive any emails with this content
from any PETROJET employee should report the matter to their
supervisor immediately.
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B. Personal Use
Using a reasonable amount of PETROJET resources for personal
emails is acceptable, but non-work related email shall be saved in a
separate folder from work related email.
Sending chain letters or joke emails from a PETROJET email
account is prohibited. Virus or other malware warnings and mass
mailings from PETROJET shall be approved by PETROJET Virus
Protection Operations before sending. These restrictions also apply
to the forwarding of mail received by a PETROJET employee.
C. Monitoring
PETROJET employees shall have no expectation of privacy in
anything they store, send or receive on the company’s email
system. PETROJET may monitor messages without prior notice.
PETROJET is not obliged to monitor email messages.
D. General Rules
1. All PETROJET staff will get an email address under the
PETROJET domain and this address should only be used for
business correspondence. No private correspondences are
allowed on regular basis
2. No Email addresses will be assigned to outsiders or contractors
unless a clear approval from the relevant line managers is
obtained
3. For internal correspondences staff are encouraged to make use
of the shared folders to give access to other staff for large files
(for example over 20MB), rather than information as attachment
to emails
4. Spam emails will be restricted and monitored by the IT
department.
5. IT is strictly forbidding the transmission of emails with content
that may have political, discriminatory and sexual content and in
general non business related content.
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RED FLAGS

Red Flags are circumstances that should alert a reasonable person that
illegal or improper conduct is substantially likely to occur and therefore,
further inquiry is necessary before a proposed action is taken.

The examples set out below are not exhaustive. If an employee has
knowledge of any of these “red flags,” he or she must immediately report it
to the management before any payment, business transaction or other
action is taken involving the person or firm associated with the red flag.

A. Red flags respecting possible "Prohibited Payments" include:

1. Doing business in a country that is perceived as being high-risk;

2. Allegations of "Prohibited Payments" having been made in the
past;

3. Refusal to warrant past or future compliance with Applicable Laws
and Regulations;

4. Refusal or reluctance to answer due diligence questions, or
providing insufficient, inaccurate or suspicious information in
response to such questions;

5. Misrepresentations or inconsistencies in the information provided
to PETROJET;

6. Refusal to execute a written contract, or a request to perform
services without a written contract;

7. Allegations related to integrity; or allegations concerning
reputation for illegal, improper, or unethical conduct;

8. Any suggestion that Applicable Laws and Regulations or the
PETROJET Code of Conduct need not be followed;

9. Insistence on payment in offshore jurisdictions with bank secrecy
laws;

10. Insistence on payment to a third party;

11. Sharing of compensation with others whose identities are not
disclosed;

12. Refusal to provide adequate invoices or the provision of
suspicious invoices.

B. Red flags respecting possible violations of anti-money laundering and
anti-terrorism laws and regulations include:
1. Inclusion on lists of Designated Persons, including those of the
United Nations, or association with such individuals and entities;
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1.
12.

13.

14.

Connection to or financial dealings in countries either identified as
being non-cooperative with international efforts against money
laundering by the Financial Action Task Force (FATF) has issued
an advisory;

Refusal to disclose or to provide documentation concerning
identity, nature of business, nature and source of assets;

Proffer of false, misleading or substantially incorrect information
and documentation;

Refusal to identify a principal or beneficial owner;

The party appears to be acting as an "Agent" for an undisclosed
principal or beneficial owner, but is reluctant to provide
information, or is otherwise evasive, regarding the identity of the
principal or beneficial owner;

Engaging in transactions that appear to have been structured so
as to avoid government reporting requirements;
Concern about compliance with government
requirements;

Lack of concern regarding risks or other transaction costs;

reporting

. The party wishes to engage in a transaction that lacks business

sense, economic substance or apparent investment strategy;
Assets well beyond the party’s known income or resources;
Request that funds be transferred to an unrelated third party or to
a jurisdiction other than the one in which the party is located,
particularly if located in an “off shore” bank secrecy or tax haven;
The party, or any person associated with the party, is or has been
the subject of any formal or informal allegations (including in the
reputable media) regarding possible criminal, civil or regulatory
violations or infractions; and

The independent due diligence conducted by PETROJET
uncovers allegations that raise concerns regarding the party’s
integrity.

PETROJET

Page 40

aseall ae Diglate e Lo Ly canan ) Al A el ol caa Jal )
¢ o el @y o (FATF) U8 0o J)se¥) Just 33840 3 5l

¢ 5aY) jian s Aoy s Jenll dagda s 4y 50 (3l 30 5 a5l e CalSI) b
¢S an damaa je ol Alloas o Akals 3505 5 e slea 4l

¢ gt 2uiinall o lllall dyaa j2ad

o sheall w20 iy (lee e 88 Gl Coylal "US S AV Calall Cojeay
tagiinal) oY) Cahll 3y e CRSSH 8 Aal pea £ sl sl aie

e sSall & DY) il il it bpa Caad Ll say ) @Bl 3 Lol A3Y)

e Sall 3L il ol 5OV ol G

¢ AY) O ldaall oIS ol jlalie iy 3 2 sa 5 pae

Ll i) ) LBy ) ) ciigall i dim 3 Jsad) LAY Gkl iy

(Al g 4y el

€AY G A g yaall 3 ) sadl 5 Jaall Jsat) e

Vs ol dae s AT e b ADe 3 pe i Gl ) J)sed) i s
ot 3RS yiny 5l A el Ay puddl (aday (IS (3 Rl 5 S 3] Lagus

Al A L) peny e sl Agany leled) Jae 4 dasi y pad gl 5l A Gakll ¢S

5 tclillae o dpardaii 5f dgne 5f dglia Sl Gl (R gmadl 2oy dilay &

Coglae 5 ) asl e oo Cans i el ) Al e Tual o Al A ) CRESS
DAY Gl Al ol

A1
A2

A3

14

Rev. (4)

(2]
(©)
=)
m
(©]
T
v
c
=
Zz
m
(%]
()
(2]
(©)
Zz
=)
c
()
-]
R0
m
-
=
(9]
(7]



A PETROJET

ETROJET
| ATTACHEMENT B ppr— |

(2]
(©)
=)
m
(©]
T
v
c
=
Zz
m
(%]
()
(2]
(©)
Zz
=)
c
()
|
R0
m
-
=
(9]
(7]

DUE DILIGENCE Allgall AGY (aadl)

Rev. (4)
Page 41



A
f.v
ETROJET

www.petrojet.com.eg

(_;QUM aadll
ol

Page 1 of 7




A

ETROJET

www.petrojet.com.eg

e o oo S LY Gaagy M s 5 AS 8 JBNAYY gl bl (Sl (e 13am Y e e sp i) 13
aL.;s‘d\&Q&@A\ﬁg@\yulaulUAL@:.AU}.\EIJ:MX\,T/JL@_;U}AJL@JQ&M\a&ﬂ\idﬂ\umgﬁﬂ\m‘}!\
A0 il Al (3 janai Y gl 5/ 5 salanld @lglu ff/ 535d o o sk el sy ol Jali Vg
u\.}.\.\u\)!\‘_g-ﬂ.\u\ﬂ dLAS‘}(‘)AY‘ )J\J\L@_m;)_\}g@ﬂ\ﬂh)@M\u\M\ﬁm@}

4 Clallaaally DlaiuY) A casiua) 138 3
w)mmLuHUAM@\JJ@LM)uL}A}\d)m\)m;\d}w}\‘).\AAL;\LF.LAA.\"UAJSAJM"
4.3‘).\‘\4..\.\&1‘— &-&A.\XW)AL;\}\/JL«J“.’JLI“JMJ}“d\s‘}}‘dM}\{J‘)S‘)AW‘}SAb‘)‘J‘Ls“sﬂ(‘tuhaﬂj“t.\‘)\d\}‘
‘ul.c.up‘ukud\}\/}@mu}ﬂ\an@dlw@uww\m)}auﬁ

laall s alac Y 5 da gandl 0¥ 515 JUlaY1 5 215 W15 ) AN 53 815 212a 5 oLV Ly 2y " Juaiall adlddi

AV AS il Jualds PRXCA eI |

r LS JalsY 5 lal oyt

S e A Y] Sy ) (ad Al g5 o) o

:(w:‘Y\

ENER|

-

Page 2 of 7




A

ETROJET
www.petrojet.com.eg

1) 9ally (Bl Lagh b La aad 2 0.2

Kﬂ\whid\.@.&w:\&u _i

Al sl lld b Ly ¢ AS,E0 3 Granlial) / AL (3 sis claalb Al

Jgcalall Ol @l gl cpe (ST AS 3l Al il o 3G sl cillaall (e dais o

AYVAS Al AS A A8 5 Gunald 1S cans) i 55 o oS 55 Al gana (ge 6 e AN il ) Al B

Llagh) sf 4 il 5 Y sandl e gine 5 aludl) AadlSa 5 3YAY 5 Jlae V) J ki Al AS il Ay (e 4 5
O sSall g asall i 6 Slaall

(A ALY ce ) a0 .3

oo ¢odlel 22 52 Gaaill Caa AS a8l Q31 B 6 el GaladY) Ga sl da |1
) O sSall s e pg i sall GalABY) 5l G sSall (il s el (g ) s2ns
O ¥ Soae S (il g e | 5IS Ol 5 G

o slaiy/la slat il Cila 1 (pa oliaf Jpualiil slae ) o s cpnts a1 S 13

3 ik sl sl 2 bl el 1 ks sl ansall oY)
0 asd Sodelz2 502 Qﬁ_@\mw;;}%\ g\;ﬁ@gﬁJm uam“y\wéieh 2

2Ll Jpnaliil) elac | o o cpnis Ala ) il 13

Jaall d8dle Y

Page 3 of 7




A

ETROJET

www.petrojet.com.eg
| ("‘*4 dj}m&\j‘&.ﬁ)&;é‘b\)}d:j\i‘)wé‘abj\ig}hulsj\gﬂ).‘m{))and.% 3
?g.q)S;
O Y
Gy il o A< @ Ja s dealiill S5 s ¢ aniy Y S 1Y)
O o Lo dadl 1y syl aly e o ) e gl S e | 4
a8 )il
O by
Gl S5 a o SL ALY s 1)
0O o O A GaesSall cplg sl ae Jalaill (e Sl o sal) 25l sl da |5
el DS 5 5f S pandl el gl of il IS plls Blage  a g iy
O Y

¢AS paadl s el ¢ gl () LeS saian A Aeadll Aala s ¢ olial e 8 () sall eland 83 a0 ¢ peiy Ala ) S 1)
Claa) yo (ya e (38 ) 5wl pa (Sha s oo i1 3 ) sall o Wi a5 8 ALl AadlSey ol SV 8 Cilia gadl) S 1Y) Loy ¢ (&
2Uaf G sS3a Gae SaAN Caysall e g pad 55 5SSl dadlSa Ly Ll S Cilia gl

" . L e U TR S U‘Ad““ﬁs‘;‘;’& JJ}AS\(‘;.\.H‘

pa O
Y O
i O
¥ O
pad O
Y O

Page 4 of 7




A

ETROJET

www.petrojet.com.eg
O e o . o 6
fa58 5l lgie (Y pald (4o sane A gne (gl l) 2 sall b
O Y
(0L U3 6 L) Aidaall 3 g8l ol by i) Juealdi obiol S5 a1 ¢ ped Ay S 13
. € € € £ € € '7
| p 3l Gl 38 (Leds e ) L nde O (gl 5l e sana (e gl ) 2 5all b
e sl ase e gl b sl Lagd Leila) aad 51 /5 Lgalgll o5 ) Allle Jilisa
Aloal) Ax8l<a s of oyl 68
O y ol sl oyl 58
olial Jpnaldill HS3 o - caniy Aplayl cul< 1)
Jaaladl) sl Jsall o
€ € € € € € '8
| pxd ailige o @l ne ol aliael (e gl Sl Ao gena B gme @l ) 25l b
il (gl laty Lo aily) gl / 5 kgl o5 5l dalle Jilsa ) 58al A8 (st )
- y ¢ ulail) o Jlia) ¢yl o8 Aiaa ol Agilia ol Ay o) f Abliad 5l dage 3a

obial Jpealdill HS3 o - caniy Alay) cil< 1)

Jaaladl) sl sl o

Page 5 of 7




A

ETROJET

www.petrojet.com.eg

bl (3se agd 5 Bl iy el 2B il (ALalS 5 488y 5 daina Lgil 5 Lgaand a3 28 03le i 5 ) S0l il () g
A gedrslala IS e @all il e s i AS A BRI edl)

A sall e A e o2 o gi o ¢ A5l ) e e,y

-

.................................................................................................................................. s

.................................................................................................................................. e-u‘Y\

FRR

.................................................................................................................................. =

.................................................................................................................................. Foull

.................................................................................................................................. -\JJAS\@.J

-

sy s aladiay

iy jadall 3 51)

s S0 sl s g3 sl 138 St i€ 13) L e 2Ly Gaaliad) LAY ag e 20a 5l ddle

O AL aa o Ll e 1
] 4 glhaall claiional) gran (30 a3 Ja 2

= O Al b As ) Lt @lal Al AdaY) catinl] g pt..un&,“ d; -

.................................................................................................................................. b sl

.................................................................................................................................. ansl)

FRR

.................................................................................................................................. =

.................................................................................................................................. Foull

Page 6 of 7




A

ETROJET

www.petrojet.com.eg

s gl 5y

sl e 288 el Cadi g cpd ) gall e aludll AadlSa Gl i) 350 ) Raal je Cadd

Page 7 of 7




h
f.v
ETROJET

www.petrojet.com.eg

SUPPLIER DUE DILIGENCE
QUESTIONNAIRE

Page 1 of 8




[}

ETROJET

www.petrojet.com.eg

The Due Diligence Document is a part of PETROJET code of business conduct and ethics
intended to ensure that all the activities carried out by PETROJET, its affiliates, suppliers
and/or subcontractors are in compliance with anti-corruption laws and do not involve or
appear to involve bribery and/or other corrupt behaviour and/or breach of any relevant
export control laws.

Please supply the documents requested (in English, translated if necessary) and complete
all questions in the questionnaire.

In this document the terms:

“government official” shall mean any director, manager, executive, officer, consultant
or employee (including any person acting in any official, administrative or judicial capacity)
of any central or local government department, agency or instrumentality thereof and/or
of any enterprise which is not publicly listed on a recognised stock exchange in which such
government owns an interest and/or of any public international organisation.

“Connected person” shall mean parents, grandparents, brothers, sisters, spouses,
children, first cousins, nephews, nieces, uncles and aunts.

1. Please provide the following Company details:

a. Full legal name of the entity which is the proposed Supplier:

b. Name and title of person completing the questionnaire on behalf of Supplier:

Name:

Title
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2. Please supply the following in relation to the Supplier:

A.

B.

A copy of the certificate of incorporation of the Supplier.

[}

ETROJET
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A list of the shareholders’/equity owners of the Supplier, including postal addresses
and indicating any known to be nominees (unless the Supplier is an entity listed on

a recognised public stock exchange)

the last three years

A list of the officers, directors, and key employees of the Supplier.

Copies of the annual accounts or financial statements of the Supplier for each of

If the Supplier is part of a group of companies, the name, place of incorporation
and relationship to the Supplier of the ultimate parent entity of that group.

Copies of the Supplier’s code, procedure or policy addressing business, ethics, anti-
corruption, commission payments and entertainment of or gifts for customers or

government officials.

3. Please answer the following questions:

Place tick or check the appropriate check box depending on whether you are completing this

form by hand or electronically

1. | Are any of the persons included in the Supplier’s lists under
questions 2B and 2C above, government officials or are
their connected persons, government officials or have
they previously been government officials?

Yes

No

If YES, please give details below of the appointments they hold/have held.
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2. | Are any of the persons included in the Supplier’s lists under
questions 2B and 2C above or their connected persons | Yes O
currently or have they previously been involved in a
business relationship with a person who is or was a
government official? No O

If YES please give details of the business relationships they hold/have held.

'Name | Details of business relationship

3. | Is or was the Supplier owned, controlled or managed by any
government or any government official? Yes O

No O

If YES please state below details of this arrangement and how control of the
Supplier is/was effected and continue on separate sheet by reference to this
question if necessary.

4. | Will payments be made to a bank account in the name of
the Supplier and in a jurisdiction in which the Supplier is | Y€S O
registered?
No O

If NO, please state below the reason and details.
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5. | Will the Supplier use sub-suppliers to interact with
government officials on behalf of PETROJET, including Yes O
freight forwarders, customs brokers, shipping agents or visa
expeditors? No O

If YES, please state below the names of the sub-suppliers, the service they will be
providing (freight forwarding, customs brokerage, etc.), whether anti-corruption
compliance due diligence reviews have been carried out on the sub-supplier and
when and provide and attach copies of said anti-corruption due diligence reviews
carried out on such sub-suppliers listed below.

Name of sub- Service to be | Compliance Due Date of Anti-
supplier Provided Diligence corruption Due

Review Carried Diligence
out review

Yes

No

Yes

No

Yes

No

Yes

No

Yes

o oo oo oo o oo

No

6. | Is the Supplier (or any member of its group) subject to any

; .. O
sanctions or restrictions? Yes

No |

If YES, please state below details of the applicable sanctions or restrictions
(including countries).
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7. | Is the Supplier (or any member of its group or any of its
directors, officers or managers) under investigation or are | Yes O
matters pending or has it been charged and/or convicted in
relation to any alleged or admitted violation of anti-
corruption laws or measures? No O

If YES please state details of each investigation, charge or conviction below.

Name of director, Details of investigation, matter pending, charge or

officer, key conviction
loyee, etc.

8. | Is the Supplier (or any member of its group or any of its
officers, directors and key employees) under investigation | Yes O
or are matters pending or has it been charged and/or
convicted in relation to any alleged or admitted breaches of
administrative or criminal or civil fraud laws or measures? No O

If YES please state details of each investigation, charge or conviction below.

Name of director, Details of investigation, matter pending, charge or

officer, key conviction
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I confirm that the answers given above have been checked and are true, accurate and
complete.

Further, I have read and understood PETROJET’'s Code of Business Conduct & Ethics and
confirm that the Supplier agrees to comply with it.

As a director of the Supplier I am fully authorised to sign this response on behalf of the
Supplier.

FOR PETROJET OFFICIAL USE ONLY
Supply Chain Management Department Review and sign off

Place tick or check the appropriate check box depending on whether you are completing this form by hand or
electronically

a. All questions answered?
b. All requested documents provided?
C. All other documents referenced by Supplier provided?
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Country SCM Director / Manager

Legal Department Review and sign off
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The Supplier anti-corruption due diligence questionnaire responses have been reviewed and the Supplier is

approved.

Country legal Director / Manager
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To see a wrong and not to expose it,
is to become a silent partner to its
continuance.

= Dr. John Raymond Baker




G g — AV ) gl Gl lSLe) 2 ga5) 5 LAY Ao

contents

04 oAl 1.
04 gAY Al 2,
04 RO PWPIE AN PP P 3.
05 ) e E30Y) dslee 4.
06 A sgaall o il 5.
06 Adlaall g dalalal) el 6.
07 4 7.
07 ALY (e Ailasl) 8.
o7 Ol Lalsiay) 0.
07 ol oadll 7 pdlal) Gdall Sl e 10.
09 duatyl dualss 11,

PETROJET 2019 3



® PETROJET 2019

Pl G bl Jsnl s Jlaadl J (e £V Ll daadl e Jaly 8Ll 3 g sl 5 LAY i oy
el ol Y5 el bl st gl il Al 5 A 5l 5 aY) 6 su ol Coeadl) ¢ s T Jlia ) Jie Uadlly
il pal) 433 I e sl 30 s (e ol QAT e ) g8 e das

Ja13 elpm ¢ ALY @l lad) oty GEI b, (Se 2SI e $30Y1 el ja) / dlin s
Seadll o eInY) a3 e Gurlaad) las e ¢ L la Sl 34

L}A;g_us.\.'i:\gu;‘;c-mj\ JTRSJJ.S\L',;JR:‘);;&M\E"#' 3 sall (e 258 B O )5 Aal8) agall e
Al ) ey

£ 5h Tl 234 (a4l

oo Ol G sl e N5 By e St Yo (g se e ol (s gl il sall men o e S €
Em&ﬁ;\é%\ﬁj\@Yﬁcgg\&g#ﬁL@\

s o e gl Ad) e g ABNAY) e ABM e LSl aas paaty CRSS aa S e
¢ 48 53l G sie

‘&M\o&&&mm&\}ﬁ\g\ﬁ‘\)ﬁ}ﬁo
J_w;m@)@cw@\d}\@&h@éy\@a@'&‘)b}0

AEEY) (e oA

Sldnia g Bl e A 050 agdslae o il e B G S (il sall Of e2a Al A3 XS5

dalad e Yoy ¢ WAl Gaglaall 58] e agiSai s (il gall pan ) Cargys JISEY) (e JS3 (L dlase
A, s sl AKad)

£ A s 2

Ostiay s osiay oAbl oda elgi ) Aiil) b op AY) ) asdy ol ) sae by YT il sl ey
CAY) U e L o Sia g 485 jme ISLeI (4l e E3UY) A

Gyl ¢ guus ¢ bl o gun 15313
the ol Joa gl 08 E30Y) (il gall Sy ¢ ale JSoy
AS 30 Sl 51/ 5 salsl ge G slaiy o
o Jpanall il slad el cins oy o

s Y e Bl jliel (Say e

ol s o geall 3 4 ge (e s Al adey ady i) Jany o

4 PETROJET 2019



oary il g Al cilujlaally ol £ gon Allaial) Cigliall aran (8 E3LY) Cpiligall Lo Gy
teh dl o ALY

led (may Al Shalaall @lly Ly ¢ laall aiadl o (s gl dana papes A JleeY o
Ay Baly 38 A1 pually Jlaall (g0 ab e IS5 ) gganll i () 5ila sall

L) sl ol A8 ) Shian Pt 3ol ol 36 yu o
¢ Jsadl 4y = padll e aladin) e

Sl Jainadl JUiaY) o

¢ dagiall julaall (3 )3 e

Aablll 43l el o

ol e il

sl s (il sl palad (5 55

Qs e &30y dlae 4

Aoan ST 5aY) maay i JUSEY e Yy (S iy Al g sla cpila sal) e s 0 pgall 00
Capdal G atall paall o bl Caiiadls JuaitW) Yl cila el e g ¢ caglae Las Ladie
el Al G § Y Jm gl i ¢ 5 5SAl (B Sl paddll a3l padl i il

Tl oo £3Y) Aads

o g iy (alidl daaw slug ¥ Jin 4e 3y 5 A EOL S Gaaal) e ity o dladl e VT e
casdl) Ay bl Capdall ol paliad) el Al (e 3 sea aa Aty Gl 2ay el Ciaa 5 B 2l
ledle Lo seaiall Juaiy) il 58 JDA (e 42d ) 2l sl Co il 5 bl el el 30 S 1Y Ll

(AS ) Jas Lgy J sl Gl ) s olallaall Aoy ae (i jlas W Lay) | DAY 5 gl &l gl (3liay

Ol sall e £3) o) Allsall 038 30 o paE ye ol jads a8 ¢ el glae Jalad ol Al e S 1)
AY Aal Juaill elle oo GV el A (Gl il s dball adl)
19745 cAl) Ll ahaiuly cailgdl e 5| (COBC@petrojet.com.eq s S u nll)

gl andy Al Cllaglaall & L

¢ Lgd adiiiall ol dd 5 peall lillaall ale ) shaia

s @l il e s e e ax e Jpalill @

peb )5 A aidal) (aladl) eleuly daid o

¢ Aia 1 il lae 4] (ads o olauly dails

¢ g 4l ALy olid oo 158 Jsa Jpalii 0

(AT GILRYY §HAS 8N ) 5 leall ded 4y 5085 M cang ) sa Lo

¢ hiaa Ll a5l o e e} duaudl 5 ARLaal o guall B A ¢ Can g o) ¢ A Lae

¢ Cle)ya) AA3Y el 3aana Sl s sl

PETROJET 2019



® PETROJET 2019

¢ calall 1 el cutils (add of clande
Jgacd)mﬁuj&b&%)m‘ﬁjc.k@\eﬂp-&;ms;ﬁ&d@y‘dymjﬂu\O

TP PN PP TR L

(Ga8all)

Aoyl @Al ol sa) b Aubid) o3 i pey AaiBlay Ague A8 sl Cojealll 448 B Y ) i
Azl eledle ) aiand ¢ Uoli ey (S 13 Alall iy il sl 5 o il aead Gy GISaY) o dlasall

s Gl 13 e (i ) o3LAS Cang o) ja) gl s gl sda 8 el aniilly
¢ e gl GG Y IS 1) 5 ¢ oo 38 Uad iy S 1Y Lo yyas e

sl Bl s ¢ Jsadl Lilia) 3 s (ol aiad ¢ il e 3y dall QASS 1 ek (e as ol ) Jalill o
‘UA;Y\ ‘)JLAA@LQ.;:\.:}L«AJ :\M.nl\..\

l;x&‘d C'.:ls,gs;ﬂ\ raku'&)\é“ Y"ﬁ“ ul.SA\)“ J.ﬁ d.)\.c} feS b &S&Q&M\ ;\‘);“ ‘;‘! :‘\S‘)ﬁd\ @uﬁu}
cilia 1B (f () sy |38 1Y) Biat B2 8 sl o A Bine G AS AN Hsan (Sl ¢
LLal) of aiay Lexie o elgd] ol ol ol ) o Gaaill clillae o b ada) 55 Gty padd 5l gty

s ST 2y 5l QU Riad ) 5 pilie | 58S o) cangy ¢ 4aliind 5l Sadl) e oY) Lia ) aae Alla 8
(COBC@petrojet.com.eq)

A genall &l 5

Bggn elia) o Bliall AN e oy Calisall Jla e ol Jpene JS Cadal e E3UY) 4 38
cillial) o 1) 5 LAY aa ¢ b ey Glae (S 3 ol S (55K Jrny e (UalidYT) (il
SSaall o 05 Y B VAN a8 ¢ Ll L JalS JS y sell sUAl e Y 38 Al ) A il

Lo &0 3530 an o) Lo prana S GGl o)y ol (8 Ladh andl)

Jagi 5 (5 51Sa Aflaan (e 3TN 8 aeliy Cogns 138 Y AoV 5 Jaaliill apais o (il sall a2y
Gaadll ¢l ya)

Adladl) g Al sl 6
¢ GaY Gaad g Aese e iy ol S A Al ¢ Al o3gd W5 A ey (6 5K bl ol 81 aa an 1))
EOVL (sasty el S8 o iy ¢ o WS i die e Al Gaddll o) ja) g dasl S ol
Lo alaall e glaal) 385 (ol Caal 5l (a jal

S ) ¢ R (s L ol ol RS 5 i (558 s 5 ¢ (Bl s ¢ (13
39-9:1:\ Silel 2y Joady 28 g Sl PRLT

6 PETROJET 2019



e Ll sl daall (e Ld Gl Y Al o3¢l B85 Lgie &3 At 3l A se el @851 ) iy Leie
il 138 adhy al Le ¢ £3YL a5t A Gaddll (e JS ) Gatl) Cilalisial £30) oy Cagu -
sSall 8 eleal gl anaca &5 ) (Lalail) (asdll s ¢ Jsgae el e s sSal

AS A 0l (e Lo il e slaally 305 51 sen Cida i Clelea¥] (b a -

4 7

¢y aay adiall dysa o SN axed 3 geall IS Jatug a s U< el Coladl puen pe Jalall 2
b sall Jigas sl lilall Gl ) sl Jgmse pling B ¢ panaa IS8 Alud) B Gidaill dal e
O 05Ss 8 4l A Al 3 pplad VA (e o) el sl (e Al & ) laa dasisd) (e @l ¢ 5AY)

S A e CRBSN (sl e 0sS B c cVall oda (& A il @ i) g 5 el

O oSal ) ¢ e anl g Ledde Alall <3 Gal LY pues b ¢ il ja Y oda 24 4h oy 2 )
Lom A 30

Y (e Aleall 8

:\ﬁﬂ)hg‘ﬂ‘)\.&jdé&. 3lati e glaa 2SS j“&)&:‘(‘-‘ﬂl“:‘-‘-’ “pasy celﬁc J}Lﬁime&l‘ﬂ\ pash
Gl ) il sl apeal O AS5AL Geae ¥ sl A oo Shaill Gt ¢ oS0 Bl (3T A

s (63 a3 AS LA ol A ey (5 SAN e £ UYL Blaty Lad Calh sl 138 gy o 58y Ay il
P Al ) S s e S B ) S ALY aa ga o aed S 1Y)
Aslia) el el A, duadl 4 gaie Al (COBC@petrojet.com.eg s Sy a sl
G s Ll b gaiadll & AS )L S/ 5 00 A L (e JS Ga o e 3olaY) ST G aag

- Al Llaayl 9

Ala & o) 501 Ll U8 e lallaall 5 £l il jlaall 5 Lo dliall @ slad) ¢ g EVa en o Lliia ) 23
Sl ey LLEAY) (e 2SI Gail) o) ja) 5l 3308 e s asall Gkl e cang ¢ Lgie ¢ 00V A5 dallae ¢ aa
333 Al Cilel ja ) Jualds @lly 8 Ly ¢ Allally dlall il

oilaall aaall [ dlaall (o il Gl 55e 10
Dbl el /el Capliall e can

&}ﬁ}#dﬁ)‘\ﬂ;@);ﬂ‘éﬁ}i‘dAGAJMu}aAQ@MBJM&JL;A\%&A.
¢ 5_uhad Alialy Gl Y S 13 ¢ 215,01 s

il ¢ g Ja (5 sSAl ady A (adlll (e il steall (e (Saa Ha8 ST e Jsanll e

£l shall JS asdle] g A iy A S skl G 1 je d sl e L ¢

PETROJET 2019



® PETROJET 2019

u&:tm}”&\;\PJ&L\aﬁc‘)ﬁy:ﬂm‘&a&h!uﬁ@d:ﬂgkd@iuUuBJM\HﬁE-
38, il

Y A 7 g alall ol U el pa Y 138 o g el Jilsdl) 28S ce gL

O ¢ Al i LAY cpa ST gl aa) g Lladl B I0Y1 uagr O el ppaall [ pdilall Gyl o quny
s d0lsal) (S5

Kﬂd\dﬁwbﬁ\iéﬂu\ .
¢ 4S8l d8 (e Gripmal) G LA Cllead) oxa je J8 (e Gaiall
Lo Ada 30 e

Lelda Al o) of A5 30 Y Gl 4000 ABLY) jlde) ¢Say

Llls anay ¢ 3Ll s jlas o g aany G ra el e s ¢ dil asas pde e Ll paall ey e

A ey Capeahy Y 8 G el ey o
AS il Lg‘)';i)“ albd) Siled ! ad s sa Caaaaill g s (U8 )i) dulh(ﬁo

(AT Aale Al gl ¢ Lga Aoyl § 3] Gau sl A 5lE sl ja) & sam e Jrilly b Fpail) (o o

Biad I 5f el padl) Y ALl ) sms ¢ Copeatl ¢ g 8 el L3l uadl [ ol o s 13
REEN]

o Lo S 0S5 et L e S Ll aal /bl Copiall il i Gl 301 alad) puad) e
e s 23 in ¢ A 501 ol 4 v i AS 15) sy (LA o) A s e lin (5
Z\.S).J\“M\EJ\J\‘J‘

14 Ot 13, 280 gl (K5 W 13) sy 14 e 8 liiad (5 gty pan ) S50 gliall §3U) s
A Y Aaad 1) el a4 ¢ gy

8

PETROJET 2019



s A 2 )

Juaiy) Jualss 11

Lo sale Aubud) 038 (ge 4 ansdl) 855830 Cilel ) plal cpib sall paen o Gang ¢ Caglaall 5,60 e
Y el bl uaal / pdlaal) Gl ) coaal) e @l g sl

DALl /) Gapdal) ) sl e b0 atey e i€ 13 ¢ and adll 3 5S2e ga LS oS
Lalall Juatl Jualis jig ) Joaall (b ¢ Llall 5000 L)) laaeat i S 13 ) AKEA) s
Alall @l LI ol g sasally

;\Sﬂ\w,,\.‘u.\ﬁm

cngt 44 . : . pedll o i ydall g

Al AN ddad iy m.sobh@petrojet.com.eg Ta Jada , udiga bbaiilly Al
(1A

el Aadla Aiat iy | Ahmed.fouad@petrojet.com.eg A8 daaf udiga | el il ale

Aglladd) ddhiall cile g i

kh@petrojet.com.eg

al ) JA i

XS):J‘ o) A busa
Adladl) ddkaiall

48 i) dshaial) cle g e

maldarawy@petrojetit.com

G0 dana udiga

XS):J‘ o) A busa
48 ) ddhial

PETROJET 2019




Petrojet

Whistle Blowing Policy

BLOW THE
WHISTLE

; g% ON WRONGDOING

fj
BETROJET
- —



To see a wrong and not to expose it,
is to become a silent partner to its
continuance.

= Dr. John Raymond Baker
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1. Purpose

Whistle blowing inside the work place is defined as the reporting by workers or
ex-workers of wrong doing such as fraud, malpractice, mismanagement, breach
of laws, code of business conduct & ethics or any other illegal or unethical act
either on the part of management or by fellow employees.

A whistle blowing policy/procedure shows how concern about malpractice, either
inside or outside the company, can be raised whilst protecting whistle blowers
from the threat of victimization or dismissal.

It is important to strike a balance between the right of the individual member of
staff to speak freely and the right of the Company or colleagues to protect
themselves against false or malicious accusations.

The purpose of this policy is to:

e Ensure all employees feel supported in speaking up in confidence and
reporting matters they suspect may involve anything improper, unethical
or inappropriate;

e Encourage all improper, unethical or inappropriate behavior to be
identified and challenged at all levels of the organization;

e Provide clear procedures for the reporting of such matters;

e Manage all disclosures in a timely, consistent and professional manner;
and

e Provide assurance that all disclosures will be taken seriously, treated as
confidential and managed without fear of retaliation.

This policy document confirms that staff will be able to express their concerns
without fear of being victimized, or penalized in any way. It aims to encourage
and enable staff to raise concerns internally, rather than ignoring the problem or
taking it outside the organization.

2. Responsibility to report

Employees must not assist or authorize others in activities that breach this
policy, or conceal or fail to report any known or suspected breaches by others.

3. Types of misconduct, malpractice and irregularity

In general, employees can report concerns about something that:

Goes against orders and/or policies of the Company’s policies;

Falls below established standards or practice;

Could be viewed as improper conduct; or

Makes the individual feel uncomfortable and goes against their experience
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of right and wrong.

Employees should report all concerns about misconduct, malpractices and
irregularities. A few examples of these are:

e Actions which endanger the health or safety of any individual, including
risks to employees or the public as well as other workers;

Damage to the environment;

Theft or misuse of Company’s property or assets;

The unauthorized use of funds;

Possible fraud or corruption;

Serious departure from standards;

Acts of harassment and bullying;

Any type of discrimination;

Serious breach of laws and regulations.

4. Process of reporting

It is important that all staff raise their concerns as soon as possible rather than
wait until they become more serious. When concerns arise, staff should first
contact their direct supervisor or line manager. If the direct supervisor or line
manager is the person named in the complaint, then it should be referred to the
next senior manager.

Reporting Procedure — how to raise a concern?

You should first ensure the incident happened for a reason of corruption or
misconduct, and to have an evidence for it, then you should raise your concern
with your line manager/supervisor by talking to them about it. You have the right
to ask for the matter to be treated confidentially.

If you feel your concerns are being ignored, you may feel unable to raise the
issue with the staff. In these cases, you should contact the Compliance
Committee (Email: COBC@petrojet.com.eg) or by phone using the Hotline
19745,

What information should be provided?
We request that, where possible, you include the following information:

e An outline of the known or suspected wrongdoing;

Details, to the best of your knowledge, about when, where and how it

occurred;

A list of the names of those suspected of being involved

A list of the names of anyone who may have relevant information;

Details of how you came to know about the suspected activities;

What, if any, do you estimate the value of the loss (to the company or

other parties);

e What, if any, breaches of internal controls, policy, procedure or
regulations you believe took place;
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¢ Any specific recommendations you have for actions;

e The names of anyone who you have discussed or reported this incident
to;

e Your name and contact details. Please note — these will be kept
confidential as far as is reasonably practicable; and

¢ The date and time of making the report.

Investigation

The management will decide how to respond in a responsible and appropriate
manner under this policy. An investigation will be conducted as quickly and
sensitively as possible in accordance with all relevant laws and regulations. If
appropriate, you will be regularly informed on the progress of these
investigations and any action to be taken. The purpose of this investigation is:

e To establish if a wrongdoing has occurred, and if so to what extent; and
e To minimize the risk of further wrongdoing, to prevent any further loss of
assets, damage to reputation and to protect all sources of evidence.

The company will endeavor to handle investigations as fully, promptly and fairly
as possible. Most investigations will be managed internally, but the company
may appoint an external investigator or an investigating team if they think it is
appropriate. The form to be used by the management for investigations is given
in Event Reporting form (Available in Appendix 1, and filing the form is optional).

Any person found to be involved in any wrongdoing will be subject to
investigation, disciplinary procedure or may have their contract terminated.
Where it is believed that criminal activity has taken place, the matter may be
reported to the police and appropriate legal action taken.

If reporting individuals are not satisfied with the investigation or its conclusion,
they should write directly to the Compliance Committee (Email:
COBC@petrojet.com.eg) or the company’s Internal Auditor (Email:

mkamel@petrojet.com.eg).

5.  Anonymous reports

Concerns may be reported anonymously at the employee's option. The
company shall maintain the anonymity of the person(s) making the complaint to
the fullest extent reasonably practicable. It is to be noted, however, that legal or
business requirements may not allow for complete anonymity. Also, in some
cases it may not be possible to proceed with or properly conduct an
investigation unless the reporting individual identifies themselves.

Employees are encouraged to provide the details since this will help in verifying
the credibility of the complaints and facilitate conducting of investigation.
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6. False reports

If a reporting individual makes a complaint in good faith pursuant to this policy
and any facts alleged therein are not confirmed by a subsequent investigation,
no action will be taken against the reporting individual. In submitting complaints,
reporting individuals should exercise due care to ensure the accuracy of the
information reported.

If, after an investigation, a complaint is found to have been made for malicious
or frivolous reasons or otherwise not submitted in good faith, the person making
the complaint could be subject to disciplinary action.

Where alleged facts reported pursuant to this policy are found to be without
merit or unsubstantiated:

— The conclusions of the investigation will be made known to both the
reporting individual, unless such individual submitted the complaint on an
anonymous basis, and to the person(s) against whom any allegation was
made in the complaint.

— The allegations will be dismissed and all documentation and information
related thereto will be removed from the Company’s records.

7. Confidentiality

All concerns will be treated in confidence and every effort will be made not to
reveal the identity of the whistle blower. However, in order to investigate the
matter properly, the investigating officer may need to ask for files or question
other employees, so it is impossible to guarantee complete confidentiality. Some
cases are clearly so serious that police may have to be involved. In these cases,
it may be necessary to reveal the identity of individuals.

While these procedures are being carried out, all relevant parties have a duty to
ensure, where possibly that the issue is kept confidential.

8. Protection from retaliation

Retaliation against an individual, who, in good faith, has made a complaint,
disclosed information relating to a complaint or otherwise participated in an
investigation relating to a complaint, is prohibited regardless of the outcome of
the investigation. The company shall not discharge, demote, suspend, threaten,
harass or in any manner discriminate against an employee in the terms and
conditions of employment based upon any lawful actions of such employee with
respect to good faith reporting of complaints or participation in a related
investigation.

If you believe that your rights against retaliation or discrimination have been
violated may file a complaint with Compliance Committee (Email:
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COBC@petrojet.com.eg) or the company’s Internal Auditor (Email:
mkamel@petrojet.com.eg).

Who will investigate the case and take appropriate actions, Management must
ensure that the right of whoever was involved in reporting and/or participating in
the investigation of a genuine Reportable Activity is safeguarded.

9. Record retention

Records shall be kept for all reported misconducts, malpractices, and
irregularities by the Compliance Committee. In the event a reported irregularity
leads to an investigation, the party responsible for leading or conducting the
investigation shall ensure that all relevant records relating to the case is
retained, including details of corrective actions taken.

10. Responsibilities of the direct supervisor/line manager:
The direct supervisor/line manager should:

¢ Interview the member of staff privately within five working days, or straight
away if there is a risk of loss of life, or if the matter involves serious injury;

e Get as much information as they can from the person making the
complaint about the malpractice.

e Discuss with the individual what further steps should be taken and keep
informed of any actions;

e Advise on the best way forward if the matter does not fall under the
Company’s Whistle Blowing Procedure;

e Report all matters raised under this procedure to the GM and / or the
Compliance Committee.

The direct supervisor/ line manager should recommend to senior management
one or more of the following options, that the matter to be:

¢ Investigated internally by the Company;

¢ Investigated by external auditors appointed by the Company;
o Reported to the Police;

e Considered closed with no further action by the Company.

The following examples can be considered grounds on which no further action
need be taken.

e The manager is satisfied that there is no evidence and it is unlikely that
malpractice has occurred, is occurring or is likely to occur.

Petrojet Co.



e The manager believes that the individual is not acting in good faith.

e The matter is already (or has been) the subject of proceedings under one
of the Company’s other procedures or policies.

e The matter is already the subject of legal proceedings, or has already
been reported to the Police, or another public authority.

If it is alleged that the Supervisor / Line manager is involved in the malpractice,
the matter may be referred to the GM or the Compliance Committee.

The GM who receives the direct supervisor/line manager's recommendations
must ensure that it is acted on fully unless there is a good reason for not doing
so. If there is a good reason for ignoring the recommendation, it must be
reported to the Company’s independent Board Member.

The whistle blower will be informed formally on the outcome of any
investigations within 14 days. If the individual has not had a response within 14
days, they may appeal to the Compliance Committee.

11. Contact details

When raising concerns, all staff should follow the procedures listed in section 4
of this policy. This usually involves talking to their direct supervisor/line manager
in the first instance.

But as stated in the same section, if you feel unable to talk to your direct
supervisor/line manager about the problem or you want to escalate it to a more
senior officer, the following schedule provides the relevant senior officers’
contact details:

Title Name Email Address Notes
Chairman of the
Chairman Assistant Mohamed Sobh m.sobh@petrojet.com.eg Compliance
Committee
Business  Development | Ahmed Fouad Ahmed.fouad@petrojet.com.eg Chairman of the
General Manager Anti-Corruption
Committee
Chairman Assistant for | Khaled Ibrahim kh@petrojet.com.eg Northern Area
Northern Branch Projects
Chairman Assistant for | Mohamed Darawy maldarawy@petrojetit.com Eastern Area
Eastern Branch Projects
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