Issue: 3 Date: 06/03/2022
Code of Conduct
A Procedure ISO 9001 ISO 45001 Clause: ISO 14001 Clause:
(For Third Parties) . A e
U G D C Clause: N.A | 6.1.3,7.1,7.4,9.1.2 6.1.3,7.1,7.4,9.1.2
e

UGDC-P-72 Page 1 of 12

United Gas Derivatives Company
UGDC

Code of Conduct Procedure
(For Third Parties)

UGDC-P-72

Consider for information only if not stamped




Issue: 3 Date: 06/03/2022
Code of Conduct
A Procedure ISO 9001 ISO 45001 ClI ISO 14001 Cl
. . ause: ause:
UGDC (For Third Parties) | Clause: NA | 6.3 7.1, 7.4 9.1.2 6.1.3,7.1,7.4.9.12
AN O AT e B et UGDC_P_72 Page 20f12

© © N o gk wbdhRE

[EEN
©

Table of Contents
What is the Charter of the professional conduct for UGDC?

Respectful work place

Health, Safety, Security and the Environment
Working with Third Parties

Confidentiality

Conflict of interest

Competition & anti-trust

Bribery and corruption

Money laundering

Receiving and Giving Gifts and Entertainment
Speak-up Duty

Consider for information only if not stamped

© ©O© 0 N N B b

[
N B O




Code of Conduct

Procedure
(For Third Parties)

N

UGgGD

Issue: 3 Date: 06/03/2022
ISO 9001 ISO 45001 Clause: ISO 14001 Clause:
Clause: N.A | 6.1.3,7.1,7.4,9.1.2 6.1.3,7.1,7.4,9.1.2

United Gas Deri C y
Sl O a0 _die ) S omTie !

UGDC-P-72

Page 3 of 12

What is the Charter of the professional
conduct for UGDC?

UGDC aims to operate in a way that reflects the
highest ethical standards. We operate within a
framework of principles, guidelines and policies
aligned with ethical, social and environmental
responsibilities to maximize the long term
sustainability of our business and the
communities in which we operate.

Accordingly, UGDC is committed to be fully
complied by the Egyptian laws, rules, regulations,
and UGDC principles and policies governing our
activities. To reinforce the standards to which we
are committed, UGDC developed this Third Party
Code of Conduct and expects our Third Parties to
Integrate, communicate and apply these
principles.

This Code of Conduct stands for UGDC'’s
fundamental commitment to comply with all
applicable legal requirements and the high
ethical standards set out in this Code.

The Code cannot describe every law, regulation
or UGDC requirement that may apply. The
Company has additional standards, instructions
and processes to further implement the principles
in the Code.

UGDC Employees who engage third parties such
as contractors, agents or consultants to work on
behalf of UGDC must seek to ensure that these
parties are aware of the code and should seek
their co-operation in adhering to the code -
including, where possible, a contractual
requirement to act consistently with the code
when working on our behalf.

All employees of Third Parties are required to
report suspected violations of law, rules,
regulations, and UGDC principles and policy
either through internal reporting channels or
through UGDC’s “Speak Up” as noted below.
This includes reporting misconduct by UGDC
employees with whom you do business as well.
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1. Respectful work place

At UGDC, we believe every employee is entitled
to fair treatment, courtesy and respect.

UGDC will not tolerate any form of abuse or
harassment, in any company workplace, toward
employees, contractors, suppliers, or others.

Basic rules you must follow:

Never

e Engage in behavior that could be
characterized as offensive, intimidating,
malicious or insulting.

e Engage in any kind of erotic actions

e Engage in any form of harassment with the

intent or effect of:

= Creating a hostile or intimidating work
environment, including one in which
employees may be driven to engage in
inappropriate work practices in order to
fitin’.

= Unreasonably interfering  with an
individual’'s work performance.

» Affecting an individual's employment

opportunity.
e Humiliate, denigrate or injure another
person.

e Make racial, religious, age-related, or erotic
jokes or insults.

e Distribute or display offensive material,
including inappropriate pictures or cartoons.

e Misuse personal information.

e Spread malicious rumors or use voicemail,
e-mail or other electronic devices to transmit
derogatory or discriminatory information

2. Health, Safety, Security and the

Environment

UGDC’s aspirations are — no accidents, no
harm to people and no damage to the
environment. We are committed to the
protection of the natural environment, to the
safety of the communities in which we
operate, and to the health, safety and

o) SVl aai Jas Ay .1
lac 5 &l sty ALY dldeall 3a Al Galige IS O e L)
b@c%ﬂbd&l\é\ywcﬁy&\uﬁcui_)ﬂ\)\:ugw )

D gl dile G (AN Al 20 681
S e sl e 4l Ca g O OSa bey Gl
e sl aadll o gl (g8 5l a8

al) Jel 4 BLa)sll o
dia 2l Ailinall g 3l JSS e JS3 ol o laysll
() Aie iy
Osilagall Led a8 L yi gl Alae Jae A dlay)
s g e Gl jles (B b5l (5o e agdl
Al sl 5 e (g )9S i A

ey dae 8 2l e N3l ol e Jaxdl .
e AY)

Jo paiall A8 el 48 hid) kil cllaY) A e
Aoal¥) el o JSAN 1 el sl cpall i jes )

Aoad il Glaslaal) Jlasiad 3eli) @

3l esismall 3l Jlasind 5 AaS 5 A e Cleld] i35 o
Gl s AV s S Lailu g e G5 5l (55 STV 3y )
Al sl oA sy Gl Claslea iy

dag) g QAS{U daddl g daall 2

O3 Y s Y il Lad Al Leie el (S Ll
ey O 5eyile ASHAL daall (338 A3l ) puza) Yy ¢lill
haa L ALGYL o Jesd ) Cladiad) Gedla Al
G el Gl ooqly dua ldall mea Gl Al
Aoy Aaeall ylae 26 o Abdlaall A yies A8,

Al 5 Aigall

Consider for information only if not stamped




Code of Conduct
Procedure
(For Third Parties)

N

UGgGD

Issue: 3 Date: 06/03/2022

ISO 9001 ISO 45001 Clause:
Clause: N.A | 6.1.3,7.1,7.4,9.1.2

ISO 14001 Clause:
6.1.3,7.1,7.4,9.1.2

United Gas Deri C y
Sl O a0 _die ) S omTie !

UGDC-P-72

Page 5 of 12

security of our people. Everyone who works
for/with UGDC has a responsibility towards
implementing HSE rules and policies.

Health, Safety & Security

UGDC is committed to providing all
employees — and those of other companies
working on our premises — with a safe and
secure work environment where no one is
subject to unnecessary risk. We recognize
that safe operations depend not only on
technically sound plant and equipment, but
also on competent people and an active
HSSE culture.

Always
e Comply with the requirements of the HSE

management system and the Security’s
at your work location — including the use
of relevant standards, instructions and
processes and with the Golden rules of
safety.

e Stop any work that becomes unsafe.

e Only undertake work for which you are
competent, medically fit and sufficiently
rested and alert to carry out.

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

e Ensure that those who work with you —
employees and other third parties — act
consistently  with UGDC’s HSSE
commitments.

e Promptly report 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:

e You are ever unclear about your HSSE
obligations.

e You have a concern about a potential or
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actual breach of HSSE law or a UGDC
HSSE requirement.

> Never

e Undertake work when your performance
Is impaired by medication prescribed or
otherwise.

e Possess, use or transfer illegal drugs or
other substances on company premises.

e Use threats, intimidation or other violence
at work

Environment

Wherever you operate, strive to minimize
any damage to the environment arising from
your activities.

In addition to fully complying with all legal
requirements, you shall constantly strive to
drive down the environmental and health
impact of your operations through the
responsible use of natural resources and the
reduction of waste and emissions.

Working to protect the natural environment
and the health and safety of the community
in which you operate.

Basic rules you must follow:

» You must play your part. Within your
area of work:

e Make sure that you implement work
assignments within the standards, rules
and regulations and policies of the
Company and/or of the government,
which ever are more stringent.

e Safely handle, transport and arrange for
the disposal of raw materials, products
and wastes in an environmentally
responsible manner.

e Promptly report any breaches of HSSE
laws or UGDC’s own HSSE
requirements.
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3. Working with Third Parties

UGDC’s suppliers play a critically important role
in our ability to operate. That is why UGDC
must choose suppliers carefully, based on
merit, and with the expectation that our
suppliers will act consistently with our
compliance and ethics requirements.

Therefore, selecting or working with
suppliers must be according to the following
Basic rules:

e Choose suppliers based on merit, avoiding
conflicts of interest, inappropriate gifts and
entertainment or any other kind of favoritism
that might compromise selection.

e Seek to do business with suppliers who
comply with legal requirements and who act
in a manner that is consistent with UGDC'’s
commitment to compliance and ethics as
outlined in this code.

e Help our suppliers understand UGDC’s
compliance and ethics requirements.

e Be alert to and report to line management
activity by suppliers that is inconsistent with
those requirements.

e Be careful not to give one supplier's
confidential business information (proposed
rates, winning bid information, etc.) to
another.

4. Confidentiality
“Protected Information and
Property”

At UGDC we regularly produce valuable, non-
public ideas, strategies and other kinds of
business information — ‘intellectual property’ —
which we own and need to protect just as we do
with other kinds of property. Because it is the
product of UGDC’s own hard work, various laws
allow UGDC to protect this information from use
by outsiders and Third Parties. Intellectual
property includes: confidential business
information such as: strategies and plans. —
Research and technical data. — Business ideas,
processes, proposals or strategies - Software

Intellectual
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bought or developed by the company.

In addition, other confidential business
information, such as personnel lists and supplier
data, must also be protected. Always protect
and never disclose any confidential UGDC
intellectual property or any other confidential
information .This is to ensure that we reap the
benefits of our own hard work and keep our
commitments to others. These obligations apply
throughout your signed Contract or Fax of
Commitment and continue after your contract
ends.

On occasion, we may need to share UGDC
intellectual property with Third Parties — for
example, so that you can work effectively with
us, you should never disclose such information
without prior written approval from the
company’s BOD and approved by UGDC legal.

5. Conflict of interest

UGDC expects from Third Parties and all staff
to be free from actual or potential conflicts of
interest. A conflict of interest occurs whenever
the prospect of direct or indirect personal gain
influence or appear to influence your judgment
or actions while conducting UGDC business.
Conflicts of interest can arise in the following
example:

Jobs and affiliations of close relatives:

The activities of close relatives sometimes can
create conflicts of interest, too. If you “Third
Party” learn that a ‘close relative’ works for
UGDC, you must promptly notify the department
Manager you are working with to determine if
action is required.
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6. Competition & anti-trust
Certain  arrangements  always
competition laws

break

» Never talk with or exchange information with

UGDC employees to:

e Influence, control or manipulate prices —
this can include setting minimum or
maximum prices, or ‘stabilizing’ prices.

e Influence, control or manipulate terms
related to price, pricing formulas, credit
terms, etc.

e Influence, control or manipulate a
competitive bidding process, including
arrangements to submit sham bids

7. Bribery and corruption

Bribery means giving or receiving an undue
reward to influence the behavior of someone in
government or business to obtain commercial
advantage.

Basic rules you must follow

e Forbid making, offering or promising to make
a payment or transfer anything of value,
including the provision of any service, gift or
entertainment, to government personnel and
other officials for the purpose of improperly
obtaining or retaining business, or for any
other improper purpose or business
advantage.

e Forbid making improper payments through
your employees, contractors, and partners
and even through UGDC employees.

Never

e Offer or make an unauthorized payment, or
authorize an improper payment (cash or
otherwise) to an official, or any related person
or entity.

e Attempt to induce an official to do something
illegal

e Offer or receive money (or anything of value),
gifts, kickbacks or commission, in relation to
obtaining business or awarding contracts.
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Establish an unrecorded ‘slush’ fund for any
purpose.

Do anything to induce or facilitate someone
else to break these rules

Permit an agent or representative of UGDC to
take questionable actions (‘looking the other
way’).

8. Money laundering

» Money laundering is the process by which
individuals or entities try to conceal illicit
funds, or otherwise make these funds look
legitimate. UGDC will not condone, facilitate
or support money laundering.

» You may be in a position to infringe ‘money

laundering’ laws, but there are two areas

which we all need to watch out for:

Irregularities in the way payments are made.

Suppliers, contractors or customers who

appear to lack integrity in their operations.

Payment Irregularities

UGDC supports anti-money laundering policies
by using procedures to avoid receipt of cash or
cash equivalents that are the proceeds of crime.
For example :

» Payments made in currencies other than that
specified in the invoice.

Attempts to make payments in cash or cash
equivalents.

Payments made by someone not a party to
the contract (unless approved in the
contract).

Payments to/from an account other than the
normal business relationship account.
Requests or attempts to make payments for
each invoice or group of invoices by multiple
cheques or drafts.

» Reguests to make an overpayment.
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9. Receiving and Giving Gifts and

Entertainment
At UGDC, we |Dbelieve that business
relationships founded on trust and mutual
advantage — where both sides benefit — are vital
to our success. We will strive to create mutual
advantage by understanding the needs of our
customers, contractors, suppliers  and
conducting ourselves honestly, responsibly and
fairly.
The exchange of gifts and entertainment can
build goodwill in business relationships, but
some gifts and entertainment can create
improper influence (or the appearance of
improper influence). Some can even be seen as
bribes that tarnish UGDC'’s reputation for fair
dealing or break the law.
‘Gifts and entertainment’ means anything of
value, e.g. discounts, loans, favorable terms on
any product or service, services, prizes,
transportation, use of another company’s
vehicles, use of vacation facilities and tickets.
As a general term, any acceptable gift under
the Code of Conduct shall not exceed the
value of USD 50; this amount will be revised
periodically by the Legal department and
approved by the KOs.

Always Unacceptable

Other types of gifts and entertainment are

simply wrong. These are never permissible, and

no one can approve them. These are:

» Any gift or entertainment that would be illegal
(i.e. in breach of local or international bribery
laws).

» Gifts or entertainment involving parties
engaged in a tender or competitive bidding
process.

» Any qift of cash or cash equivalent (such as
loans, stock).

» Any qift or entertainment that is offered for
something in return

» A gift or entertainment that you pay for
personally to avoid having to report or seek
approval for.
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10.Speak-up Duty

You must report any breaches or potential
breaches of UGDC’s compliance and ethics
commitments of which you become aware -
whether these relate to yourself, company’s
employees or others. You must similarly seek
advice if you are ever unsure about the proper
course of action.

It may seem easier to keep silent or look the
other way. But you are committed not to ignore a
legal or ethical issue that needs to be addressed.

If you have doubts regarding the answer of any of
these questions it is preferred to raise this issue
with “Legal Department” of our company.
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