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Egyptian Maintenance Co.

Code of Conduct

Tone from the top.

EMC has -an ever-increasing multicultural workforce
and asset portfolio across a number of countries. This
rapid growth <together with an evolving regulatory
landscape <presents its own unique set of challenges.
Our Corporate Values have been developed to address
these challenges and sustain our continued growth.

EMC’s “Code of Conduct” is a tool to help us make the
right choice in every situation and is one of our guides
to doing the right thing in our business.

Adherence to our code of conduct is a prerequisite for
working at EMC. It gives guidance towards our daily
challenges, and helps to do things right, and by this
protect EMC’s reputation. These guidelines apply to all
of us independent of in which country we are, offshore
as well as onshore, managers as well as employees.

To make EMC to succeed with that, we have to build a
good culture and act with integrity.

We believe that EMC employees are fully capable of
making the right decisions when faced with difficult
choices and that they will be guided by their good
judgment. However, We should never feel that we
“have to do it alone” when we are unsure of what is the
right thing to do. One of the responsibilities we share is
to seek guidance from our managers or other internal
sources when we need it.

Never be afraid to ask for advice if you are in doubt
about what is the right thing to do in a situation. Please
have the courage to speak up if you see anything that
appears to breach this Code. Your concerns will be
considered seriously.

As you read this entire code of conduct on the following
pages, be guided by its expectations and continue to
support EMC’s professionalism by adhering to our
values in your work every day.

%: < =2 i
Dr. Sami Wehbe
Managing Director

Issue 03, Dated 29 /08 /2023
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Eng. Khaled Ibrahim
Chairman & Managing Director
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Egyptian Maintenance Co.

Anti-Bribery & Anti-Corruption Policy
Egyptian maintenance company “EMC “is an Egyptian
company specialized m Provision of maintenance,
overhauling, fabrication and construction activities for
oil,gas, petrochemicals and other industrial enterprises.

EMC strive to prevent bribery and corruption and
uphold the highest standards of integrity,
accountability and professionalism in the conduct of
the businesses. This is consistent with EMC’s core
values.

EMC achieves this through:

e Complying with the related laws and regulations by
inculcating integrity, transparency and accountability
in all aspects of business.

e Prohibiting employees from soliciting, accepting and
offering bribes and any form of corruption.

e Ensuring all employees and business associates adhere
to this Policy and the related procedures.

e Promoting a culture of integrity by providing channels
for reporting of any suspected acts of corruption and
improper conducts.

e Providing full mdependence of the anti-bribery
compliance function.

e Implementing a training program to increase Anti-
Bribery & Anti-Corruption awareness.

e Top management commitment for Continual

improvement.

This policy 1s applicable on all EMC’s employees, as
well as EMC’s external providers.

EMC top management reviews this policy to ensure its
continuous compatibility and that it is well understood

at all company levels as well as it 1s being available to
all stakeholders.

Dr. Sami Wehbe
Managing Director

Issue 01, Dated 24/09/2023
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Eng. Khaled Ibrahim

Chairman & Managing Director
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WE CARE

R ance OUR COMMITMENT TO YOU

Our Culture -“WE CARE”
WE CARE ABOUT OUR COLLEAGUES

Why? We need each other to achieve our goals

Through:
» Responsible leadership
o Commitment
* Mutual respect
e Open Communication
 Personal development

WE CARE ABOUT OUR SHAREHOLDERS

Why? We wish to be an attractive com

Through:
* Value
e creation
e Accountability
» Development
* Responsiveness

WE CARE ABOUT OUR CUSTOMEF

Why? Our customers’ success is g I
Through:

« Commitment to our customers’ requirem
e Performance kS

e Mutual trust
e Capability and technology
« Involving our suppliers and partners:

WE CARE ABOUT OUR SOCIETY

Through
e Commitment
* Sustainable development
« Social responsibility

EMC CODE OF CONDUCT
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WE CARE

WAINTENANCE OUR COMMITMENT TO YOU

EMC’S Values

These values are vital to our success, and have helped us create a culture that is
defined by those we care about our customers, our colleagues, our shareholders
and our society.

EMC’s Corporate Values represent the most essential elements of our current
and future success. They describe what is most important about how we conduct
our business with each other, our partners, customers, vendors, competitors,
governments and communities in General.
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EMC Core Values

» We believe in protecting the health, the safety and environment of our
employees, clients and subcontractors.

« We focus on our client’s satisfaction as our ultimate target.

» We act professionally and fairly in dealing with our vendors, sub-contractors and
partners.

« We believe in treating with EMC employees with respect and dignity.

* We believe in teamwork and good communications.

» Business ethics and integrity is our standard.

« We believe in developing the competence and capabilities of EMC employees.

» We reward excellent performance of individuals & groups, and appreciate

* success.

* We care about customers, colleagues, shareholders and society.

EMC CODE OF CONDUCT
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WE CARE

WAINTENANCE OUR COMMITMENT TO YOU

COMPANY

1. Introduction and Overview

Our Code is an official statement that explains what every employee in EMC should
do and behave in the performance of his or her daily work, when dealing with our
colleagues, our customers, our shareholders & owners of the company, and our
society in General.

Our values and behaviors are the foundation for our Code of Conduct. We made it
short and simple, since we want to focus on the most important principles and
expectations rather than specifying detailed rules.

It also represents the commitment of EMC to do the right thing, and serves as a
valuable guidance how EMC - the management and its employees - adhere to laws,
rules, and business values.

Our code provides the ethical guidelines and expectations for conducting business
on behalf of EMC. It cannot address every issue that we may encounter, but it does
provide guidance for situations when the right choice is not clear.

Overview

EMC CODE OF CONDUCT
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OUR COMMITMENT TO YOU

1.1 Compliance with laws and regulations

The EMC Code of Conduct
represents our commitment to
comply with all applicable STANDARDS
legal requirements in the = ‘
countries where we operate, POLICIES
and--our  commitment ' to

conduct our business in an

ethical manner.

1.2 To whom the code applies

Compliance with this code is the responsibility of all EMC employees; it enables
EMC to succeed and grow, today and in the future.

Certain external partners of EMC serve as an extension of the company. They are
expected to adhere to the spirit of the code when working on behalf of EMC.

1.3 Employee responsibilities

All EMC employees should strive to maintain the highest ethical standards and
create a sense of fellowship and a common, value-based culture.

In particular:

< Be familiar with the information contained in this code and the company
compliance policies.

* Promptly report concerns about possible violations of laws, regulations or this
code to your supervisor, the Compliance Officer or through other appropriate
channels.

e Act in a manner that is safe, ethical and consistent with applicable laws and
regulations, EMC values & Requirements.

EMC CODE OF CONDUCT
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WAINTENANCE OUR COMMITMENT TO YOU

COMPAN

1.4 Additional Responsibilities for EMC leadership

If you are in a leadership position, you are also expected to meet the following
responsibilities:

* Help create a work environment that recognizes effort, appreciates teamwork,
encourages continuous learning, and values mutual respect and open
communication.

* Never ask an employee to do what you could be prohibited from doing yourself.

< Be a reference for employees. Communicate to employees about how the code
and compliance policies apply to their daily work.

« Serve as a role model for the highest ethical standards and work to create and
sustain a culture that demonstrates care and concern for our colleagues.

» Be proactive, Take reasonable actions to prevent and identify misconduct within
your work group and report situations that might affect the ability of employees
to act ethically on behalf of the company.

« Create an environment where employees feel comfortable asking questions
about and reporting potential violations of the code and compliance policies.

» Take prompt action to correct business conduct that is inconsistent with the code
or compliance policies.

Seek assistance from other supervisors or the Compliance Officer when unsure of
the best response to any given situation. If you supervise agents, representatives,
business partners or service providers, ensure that they understand their
compliance obligations.

EMC CODE OF CONDUCT
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OUR COMMITMENT TO YOU

1.5 Protection from retaliation

Regardless of the type of misconduct reported, or the method of reporting that is
chosen, EMC —after investigation- will not tolerate any employment discrimination or
retaliation against anyone who makes report of an alleged violation of the code or
the compliance policies.

Such retaliation is a violation of the local laws in many countries in which we operate.
We take claims of retaliation seriously. All such claims will be thoroughly
investigated and, if proved, retaliators will be disciplined up according to

the applicable Laws.

EMC CODE OF CONDUCT
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1.6 Accountability and discipline

« Violating relevant laws, regulations, principles of this code or company policies
or encouraging others to do so, exposes the company to liability and puts EMC’s
reputation at risk. Therefore, such actions may result in disciplinary sanctions up
to and including termination of employment.

¢ You should understand that violations of laws or regulations might also result
in legal proceedings and penalties, including, in some circumstances, criminal
prosecution according to the applicable Laws.

1.7 Seeking guidance and reporting breaches of the code
Most concerns you are likely to face can be resolved by working with your
supervisor, but you also have the option to ask questions or report illegal or
suspicious activities by contacting
* The compliance officer (Eng. Ahmed Gamal)
You also can call our helpline:
* Egypt: 00202 26189999 &002026189960

Remember: If you become aware of any activity by a colleague or business partner
that you believe may violate the law or the code, bring it to the attention of your
supervisor or the Compliance Officer.

EMC CODE OF CONDUCT
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2.1 Health and Safety
Our Standard

We aim to provide a safe, secure and healthy work environment where zero
injuries, protection of assets and safe and efficient business practices are the goals.

Employee Responsibilities
We can only achieve our goal of a safe, secure and healthy work environment
through the active participation and support of all employees. Therefore it is your
responsibility to:
» Create and maintain a work environment that encourages open communication. The more
we communicate, the better we can respond to any unsafe or non-compliant situations.
» Make sure you are familiar with the laws, regulations, policies, and procedures that apply
to your job.
 Notify your supervisor immediately about any discharge of hazardous substance or any
situation that could pose a threat to you or your colleagues’ health or safety, or that may
damage the environment.
» Cooperate in all investigations to determine the root cause of incidents.
» Cooperate with efforts to seek and maintain external certifications of our management
systems (such as OHSAS, 1SO...) doing so helps ensure that we are continuously
improving our systems, products and services.

EMC CODE OF CONDUCT
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OUR COMMITMENT TO YOU

2.2 Substance and alcohol abuse
Our Standard

EMC is committed to providing a safe and productive work environment.

An important part of our effort is to ensure that the workplace is free from use of
illegal drugs, the misuse of legal drugs, and the abuse of alcohol.

Anyone who is under the influence of illegal drugs or alcohol while conducting
business for EMC could create an unsafe work environment and may therefore be
subject to discipline.

Employee Responsibilities
* While at work or on company business, you should be alert, and always ready
to carry out your work duties.
* You must never be at work or on EMC business with illegal drugs or alcohol
present in your system.

EMC CODE OF CONDUCT
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Our Standard

Caring for our colleagues begins with mutual respect. This means we value the
diversity of our work force and the unique talents and differences that each of us
brings to EMC.

We need each other in order to achieve our goals. We know it is important to
encourage personal and professional growth through continued development of our
abilities and talents. Caring for our colleagues also means we should respect each
other’s’ opinions and interact in a civil and courteous way never in an offensive,
harassing, or threatening manner.

Respect also means never unlawfully discriminating in our hiring, promotion and
business dealings.

Employee responsibilities

« Treat all colleagues, business partners, customers and visitors with

* respect.

¢ Maintain a work environment that is free from harassment.

« If possible, speak up and tell a person if you are upset by his or her actions or
language. Explain why and ask him or her to stop

* Make a formal complaint if the matter is serious or a direct approach is not
successful.

< Don't distribute or display offensive material.

EMC CODE OF CONDUCT
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OUR COMMITMENT TO YOU

Warning Signs — harassment
* Unwelcome Remarks, gestures or physical contact.
» The display of indecent explicit or offensive pictures or other similar materials.
« Sexual or offensive jokes or comments.
» Depiction of harassers as victims or of victims as complainers.

 Remember: Behavior that a colleague or others find unwelcome,

humiliating, intimidating or hostile may be harassment.
You should avoid actions that could be viewed as harassment and you should be
especially alert to behaviors that may be acceptable in one work environment but
not in another.

EMC CODE OF CONDUCT
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OUR COMMITMENT TO YOU

Our Standard

EMC is committed to provide quality products and services to our customers and business
partners. At EMC, we are committed to deliver the right product the first time, every time. We
must all put quality into everything we do.

As a consequence of our commitment to providing value to our customers in a responsible
way, we also hold our business partners and contractors accountable for complying with our
standards of quality.

EMC’s management system complies with, and is certified to, the relevant international
standard for Quality Management Systems (ISO 9001).

Employee responsibilities

« EMC’s best method of execution for ensuring quality shall be used with any
activity, task or project.
Define task and identify risk by consider all risks, obstacles and possible
changes in advance.
Check all internal and external requirements to avoid quality deviations and
negative incidents.
* Manage risks to facilitate the desired end result.
Execute with precision and according to plan. Handle any changes that emerge
as a new task.

EMC CODE OF CONDUCT
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OUR COMMITMENT TO YOU

3.2. Fair Competition and Anti-Trust

Our Standard

EMC believes in free and fair markets. We compete in a legal, prudent and

ethical manner on the basis of the quality of our products and services. We are
committed to compliance with fair competition and anti-trust laws that apply in
the markets in which we operate.

These laws are intended to prohibit practices that restrain trade or unduly limit free
and fair competition. They often include provisions against conspiracies to fix prices,
as well as attempts to achieve or maintain monopoly power.

Remember: Fair competition and anti-trust laws are complex and can have an
impact on EMC’s business in many ways, including with regard to its suppliers,
production and sales. Violation of anti-trust laws can have serious consequences for
EMC and the employees involved. EMC can receive substantial fines,

employees can in some jurisdictions be sentenced to individual fines and/or
imprisonment, agreements can be declared null and void, and third parties (including
customers) can file claims for damages.

EMC CODE OF CONDUCT
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Employee responsibilities

Do not agree with competitors on prices or market sharing.

Do not enter into any other form of agreements with customers, suppliers,
competitors or others that are intended to unfairly limit competition. The legal
department must always be consulted well before EMC agrees to participate in
a consortium, joint venture or any other cooperation agreement

Never discredit competitors. When publicly commenting on competitors, limit
your comments to information.

Do not share information with a competitor about our customers and other third
parties, pricing or market strategies.

Don’t discuss any aspect of bidding with any of our competitors.

Never discriminate unfairly in terms of price or services between similar
customers.

Only Use sub-contractors when it is necessary to successfully execute a
contract. EMC must never cooperate with subcontractors in a way that
preventsthe latter from being or becoming a competitor to EMC.

Do not enter into joint purchasing agreements without consulting the involved
departments in advance, as there are situations where joint purchasing can be
prohibited by anti-trust laws.

If you are unsure of appropriate practices, consult with the legal department or
the Compliance Officer.

EMC CODE OF CONDUCT
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3.3. Bid Rigging

Our Standard

Bid

rigging is coordination between competitors on prices or other terms in tenders:

allocation of tenders, or coordination of behavior in tender procedures. Bid rigging
is prohibited.

Employee responsibilities
You should not:

Allocate tenders with competitors.

Agree that a potential bidder shall refrain from submitting a tender.

Coordinate prices, calculations or terms in a tender procedure.

What to do In case of an investigation by the competition

authorities (or where applicable by other authorities)

Authorities may write or call EMC to obtain information concerning EMC’s
business, ongoing mergers and acquisitions in the industry, general market

is sues, or suspected violations of the competition rules. Always contact the legal
department general manager or any other member of the legal department
with out delay if you receive such information requests.

When there is a suspected violation of the antitrust rules, the authorities can
also conduct surprise inspections (“dawn raids”) at EMC’s premises and in the
private homes of employees. Sometimes police officials will accompany the
inspectors during the initial phase of the inspection.

In the case of a surprise inspection at EMC’s premises, the reception desk shall
immediately notify the legal department general manager or any other member
of the legal department and invite the inspectors to wait in a waiting room.

EMC CODE OF CONDUCT
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Our Standard

We respect the confidential and proprietary information of third parties, and we do
not engage in unethical or illegal means to obtain confidential information or
proprietary data belonging to others.

Employee responsibilities
It may occur that EMC employees receive sensitive business information from
competitors or other market players. Appropriate action can only be decided on a
case-by-case basis, so any such occurrence must be reported to the Compliance
Officer or the legal department general manager without delay. You should always
commit to the following:
 You should not accept or review confidential information belonging to others
without a written confidentiality agreement.
 If you come across confidential information of a customer or competitor, you
should prevent further disclosure of such information and report the fact to the
Compliance Officer or the legal department general manager without undue
delay.
* Never solicit confidential information from any third party.

EMC CODE OF CONDUCT
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3.5. Confidentiality and Appropriate Contact withCompetitors

Hkﬁ-_" =
Our Standar

Information exchange between actual or potential competitors is prohibited if they
may have a potentially restrictive effect on competition.

Employee responsibilities

« EMC employees having contact with actual or potential competitors must ensure
that all meetings are conducted on the basis of a predefined agenda and that
minutes are drawn up from meetings and telephone calls in order to substantiate
a legitimate purpose.

* Do not express yourself in a way that can be misunderstood in relation to
antitrust issues, market conditions, or EMC’s market behavior.

* Do not communicate commercially sensitive information or information that can
be used to predict EMC’s future market conduct. Note: Always be aware
of situations where others can get access to confidential information such
as when talking on your mobile phone while waiting at the airport, working
on your lap top or having a conversation on speaker phone.

¢ Do not initiate cooperation with actual or potential competitors that directly or
indirectly impacts EMC’s or any competitor’'s market behavior or market access
without consulting with the Compliance Officer or the legal department general
manager in advance.

EMC CODE OF CONDUCT
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4.1. Conflicts of Interest
Our Standard

All EMC employees must avoid actual or apparent conflicts of interest in all their
service for EMC. We have a fundamental obligation to make sound business
decisions in the best interests of EMC« undistorted by personal interests.

MANAGING CONFLICT OF INTEREST

A conflict of interest exists when your personal interests interfere, or appear to interfere, with
your independent judgment on behalf of EMC. We must not use our position at EMC for
inappropriate personal gain or advantage, either for us or a member of our family.

Because it is impossible to describe every potential conflict of interest, EMC relies
on each of us to exercise sound judgment, to seek advice when appropriate and to
adhere to the highest standards of ethics and integrity.

Employee responsibilities:
If you become aware of an actual or potential conflict of interest, immediately
disclose the situation to your supervisors or the Compliance Officer. In addition, keep
in mind the following:-
¢ Avoid situations where you might be involved in hiring or supervising any close
relative.
* Never use your position at EMC, or confidential information you have gained
through your work, for personal gain.
< Don't allow your personal relationships with contractors and suppliers to
inappropriately influence business decisions.
< Don’t accept gifts or hospitality that might place you under an obligation - or
might appear to do so.
» Avoid being compromised and avoid even the appearance of conflicts of interest.
« Always disclose an actual or potential conflict of interest to your supervisor.

EMC CODE OF CONDUCT
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< Always make business decisions in the best interest of EMC.
* Remain aware of how personal activities can lead to potential conflicts, such as
accepting gifts or hospitality from a supplier.

If a customer, contractor or supplier of EMC employs a household family member of
you, you must disclose this to your superior and supervisors in the individual projects
you participate in to ensure that appropriate procedures may be implemented to
avoid the appearance of a conflict of interest.
Employees must disclose any positions as directors of other companies to their
immediate supervisor and the Compliance Officer. Employees cannot accept board
positions that is time consuming or for which they will be paid without the approval of
the Compliance Officer and the chairman.

4.2. Receiving Hospitality, Entertainment and Gifts

Our Standard

Relations with suppliers and customers are part of our business and require our attention
and care. Entertainment, hospitality and gifts include anything of value, such as meals, travel,
concerts and sports events.

Receiving hospitality, entertainment or gifts may create a conflict of interest and create the
appearance of a lack of impartiality.

EMC employees shall not solicit for themselves anything of value from anyone in
return for any business or service.

The acceptance of improper, lavish or excessive gifts or entertainment in connection

EMC CODE OF CONDUCT
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with business that exceed 1000 LE is strictly prohibited in all circumstances, in such
cases Offers of hospitality, entertainment or gifts must immediately be reported to
Compliance Officer.

Employee responsibilities
The value of what you can receive is seldom specifically regulated. Therefore, you
must always evaluate if laws prohibits you from accepting an offer of gifts or
entertainment.
Hospitality, entertainment and gifts of minimal value provided in connection with
business meetings that not exceed 1000 LE are not considered to create a conflict
of interest.
EMC policy’s is that you may accept the following:
* Refreshments and meals in connection with business meetings.
» Advertising or promotional items.
¢ You should never accept hospitality, entertainment or gifts of any value in the
following instances:
* When an attempt is being made by the donor of the hospitality, entertainment or
gifts to inappropriately obtain a favorable action by EMC.
¢ |n an attempt to induce you to do anything that is prohibited by law, regulation or
this code.
« When it is intended to gain an unfair competitive advantage by improperly
« influencing a decision, or is given in order to obtain confidential, proprietary
* information of EMC.
If not permitted by local law.

EMC CODE OF CONDUCT
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4.3. Providing Hospitality, Entertainment and Gifts
Our Standard

Providing hospitality, entertainment or gifts could be used as a bribe. Even if the
intent is not corrupt, it is still a risk that the recipient is unduly influenced;
Inappropriate gifts or entertainment may cause embarrassment to EMC and damage
our reputation.

Any attempt to influence a person, by providing hospitality, entertainment or gifts, in
order to award business to EMC is strictly prohibited.

Employee responsibilities
In limited circumstances, providing hospitality, entertainment and gifts may be
allowed, but in these cases, the offer or gift must never be intended to
inappropriately influence a decision, and they must also meet the following criteria.
< Be directly related to EMC’s business, such as the sale of its products and
services, or otherwise directly support EMC’s business interests.
» Be legitimate, reasonable in amount and appropriate under the circumstances.
¢ Not be improper in any way, and be in accordance with applicable laws and
acceptable good business practice.
¢ Be modest and infrequent.
< Be acceptable under the policies of the company employing the recipient.
» Be approved by the supervisor of the highest ranking employee attending the
event.
Prior approval for hospitality, entertainment and gifts must be received from the
concerned authority as stated in the manual of authority MOA.
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4.4. Providing Hospitality, Gifts and Entertainment to
Public Officials

Our Standard

EMC is strictly against all forms of corruption, and appreciates that many Regulatory
authorities in which we operate are particularly concerned about bribery of public
officials. Accordingly, EMC will apply extra attention when it comes to hospitality,
entertainment and gifts to public officials.

Employee responsibilities
You should never provide any hospitality, entertainment or gifts to a public official if
there is a government tender.
In limited circumstances, hospitality, entertainment or gifts to public officials may be
permitted. The following are examples of commonly permitted exceptions:

» A small gift or token provided after the purchase decision is made.

¢ Promotional items, such as umbrellas, caps, pens, and calendars that bear the

EMC logo.

 Catering during business meetings and negotiations.
In all cases, prior written approval is required by the concerned authority as stated in
the manual of authority for any hospitality, entertainment offered to a public official,
family member or close business associate of a public official, regardless of value.
Remember: Any attempt to influence public officials or private persons, directly or
indirectly, to award business to EMC or to take any other action favorable to EMC by
providing hospitality, entertainment or gifts to them is strictly prohibited.

EMC CODE OF CONDUCT
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Red Flags

Red flags are circumstances
that alert a reasonable person
that illegal or improper conduct
has occurred, or that there is
a heightened risk that such
conduct may occur. In each

‘such instance, further inquiry,
due diligence, and consultation
is necessary before action is
taken.

The examples set out below
are not exhaustive. If an
employee has knowledge of
any of these red flags, extra
caution must be applied.

R T — 0

Examples of red flags:
» Doing business in a country that is perceived as being corrupt or high-risk.

» Allegations that the party has made, or is likely to make, improper payments to
public officials.

« Refusal to guarantee past or future compliance with business principles set out
in the bribery, anti-money laundering and anti-terrorism laws and regulations, or
reluctance to answer due diligence questions.

 Providing insufficient, inaccurate, or suspicious information.

« Existence of formal or informal investigations by law enforcement authorities or
prior conviction.

* Any suggestions that laws, regulations or EMC polices need not be followed.

* Any suggestions that otherwise illegal conduct is acceptable because it is the
norm or custom in a particular country.

« Failure to have in place an adequate compliance program or code of conduct, or

EMC CODE OF CONDUCT
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refusal to adopt one.

» Use of shell companies.

» Relationship or close association with a public official.

< Refusal to identify a principal or beneficial owner.

A public official requests, urges, insists or demands that a particular party,
company, or individual be selected or engaged by EMC.

« Refusal to execute a written contract or a request to perform services without a
written contract.

* Requirement of an unusually high commission.

« Insistence on payment in cash or cash equivalent.

« Insistence on payment outside of the country in which services are to be
performed (especially offshore jurisdictions with bank secrecy laws).

¢ |Insistence on payment to a third party or intermediary.

» Request for advance payment or increases in compensation, such as bonuses
or success fees.

< Sharing of compensation with others whose identities are not disclosed.

» Refusal to provide adequate invoices or providing suspicious ones.

 Offering to provide or providing false invoices.

4.5. Protecting Our Assets
Our Standard

EMC'’s property and assets must be treated in a proper manner and only be used for
its intended purposes. Generally, EMC property is meant solely for business
purposes, though incidental personal use, such as local telephone calls, appropriate
personal use of e-mail, minor photocopying, printing, or computer use is
permitted.
All physical property, including equipment and supplies, must be protected from
misuse, damage, theft, or other improper handling.
All employees, and anyone acting for or on behalf of EMC, must preserve the
confidentiality of EMC’s proprietary and confidential information and data, including
intellectual property, and ensure that it is kept confidential and secure.
To ensure the proper care for and use of our assets in the best interest of the
company and its shareholders, it is your responsibility to:

« Not remove company equipment from our facilities without obtaining a prior
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approval from your Supervisor, and that is for business purposes Use our
information systems: including emails, in accordance with the IT Security
Policy.

Confidential information and proprietary information includes, but are not limited
to, the following:

Intellectual property, including trade secrets, secret processes and information
regarding past, present, or future products and services.

Pricing and cost information

Information concerning current or potential customers or suppliers
Manufacturing techniques and processes, or other research and technical
information, that is not generally known

Sales and marketing data.

Any other non-public information that could be harmful to EMC or useful to
competitors if disclosed.

Information that would provide an unauthorized user with an unfair competitive
advantage which it would not otherwise have.

Use our information systems, including E-mail in accordance with the IT security
policy.

Not disclose confidential or propitiatory information unless specifically
authorized to do so

Keep propitiatory information confidential and secure.
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Our Standard

The email system is EMC’s property and is intended for business purposes
only. Occasional, incidental, appropriate personal use of the email system is
permitted if it does not interfere with the performance of your work.

Employee responsibilities

Non-work related email shall be saved in a separate folder from work related
e-mail, marked “private”.

Sending unsolicited bulk email, chain letters or joke e-mails from an EMC email
account is prohibited as well as sending email containing virus- or other
malware.

The email system shall not be used for personal commercial purposes or any
illegal purpose.

The email system shall not be used for the creation or distribution of any
disruptive or offensive messages, including offensive comments about

race, gender, disabilities, age, sexual orientation, religious and political

beliefs, or national origin.

Don’t send confidential information to unattended fax machines or printers

Do not discuss confidential information loudly or openly when others might be
able to hear.
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e Do not share EMC'’s proprietary information with customers or suppliers without
proper approval.
« Be mindful when reading confidential documents in public places.

4.7. Accurate Books and Records

Our Standard
Our books: records and accounts must always be prepared honestly and in
accordance with applicable legal requirements. All financial information must be
correct, registered and reproduced in accordance with Egyptian accounting
principles.
EMC is committed to conducting its business in accordance with an effective system
of internal controls over financial reporting.
Such internal controls are implemented to ensure that:
» Transactions are executed in accordance with company regulations and Manual
of authority “MOA”.
« Transactions are recorded as necessary to permit preparation of timely and
accurate financial statements.
e Assets of the company are safe guarded.
Failure to keep accurate and complete books and records is a violation of EMC’s
policy. There is never a justification or an excuse for falsifying records or
misrepresenting facts. Such conduct may constitute fraud and can result in civil and
criminal liability for you and for EMC.
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Remember: All business transactions on behalf of EMC must be
reflected accurately and fairly in the company accounts.

Employee responsibilities

It is the responsibility of each employee to understand the requirements relevant
to their position and follow the procedures related to these requirements. You must
gain approval from a person with the right level of approval authority for every
transaction before carrying it out, and ensure that accurate and true records of such
transactions are maintained. It is your responsibility to ensure that all records
prepared by you, including expense claims and time sheets, are accurate and
correct.

You are expected to contact the relevant process owner immediately if you suspect
that a control does not adequately detect or prevent inaccuracy, waste or fraud of the
company’s assets.

If you are uncertain about the validity of any entry or financial process, or believe you
are being asked to create a false or misleading entry, data or report, whether
financial or non-financial, contact your immediate supervisor or the Compliance
Officer.

You are also expected to cooperate fully with auditors by responding to questions,
providing documentation and clarifying transactions and reported data as required.
To ensure proper record management, the company has set out certain document
retention obligations which must be observed by all employees. These retention
periods are the minimum that should apply. If there are applicable local laws or
regulations that specify a longer period, the retention period should be extended
accordingly.

Also, you should observe the following:
» Always store and preserve records so that they are safe and protected.
« Classify and store records in accordance with EMC record control procedure.
» Dispose of books and records only in accordance with our record control procedure.
« If you become aware of litigation, investigations, or audits, suspend all record destruction.
* If you change jobs or leave EMC, transfer custody of all relevant books and records.

EMC CODE OF CONDUCT
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5.1. Corporate Responsibility
Our Standard

Corporate responsibility is about how wealth is created, how business affects
people, the environment and society. EMC, as a responsible company, takes this
into account and we see ourselves as a good citizen. We recognize ethical business
practice and have a zero tolerance policy on corruption as a critical aspect of
sustainability.

Responsibility

We believe that through our business operations we make a significant, positive
contribution to society. We also understand that society provides the framework that
allows our business to thrive. We therefore believe we have a responsibility to
society to continue to create services, employment and business opportunities that
add value.

EMC CODE OF CONDUCT
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EMC and Employees Responsibilities
» We will respect the laws and human rights provisions of all the countries where
we operate.

¢ We will not engage in child labor practices.

» We will treat and compensate all employees equally and fairly.

¢ We will support the freedom of labor unionism.

* We will strive to be a leader in business ethics.

» We will work to be an attractive company for employees and business partners
— one that creates value, is accountable and responsive.

¢ We will remain engaged in dialogue with community representatives with the
aim of advancing transparency and sustainable development.

« We will take responsibility for ensuring that our operations meet applicable
government and Company standards.

* We will work according to internationally recognized environmental
management principles, and comply with national environmental legislation.

« We will work ambitiously, through continuous improvement, for a healthy work
environment and safe and secure conduct according to internationally
recognized health and safety management principles and practices and
applicable law.

» We will safely handle, transport and arrange for the disposal of raw materials,
products and waste in an environmentally responsible manner.

« We will promptly report any breaches of environmental protection laws or EMC’s
policies.

« We will participate in all required training so as to develop and improve your
skills and knowledge and perform your job safely and in an environmentally
sound manner.

EMC CODE OF CONDUCT
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5.2. Anti-Corruption & Bribery

/

Our Standard

EMC is firmly opposed to all forms of bribery and corruption, and will comply with
anti- corruption laws and regulations that are applicable everywhere we do business.
Any form of bribery and corruption will harm EMC and EMC’s reputation in the
market place and will not be tolerated.

EMC has a zero tolerance policy on corruption and bribery.

Bribery typically includes payment of bribes to public officials and commercial or
private parties.

Anti- corruption laws typically state that any person shall be liable for corruption, for
him or other persons, who requests or receives an improper advantage or accepts
an offer of an improper advantage in connection with a position, office or
commission.  The rules applies to both the person giving or offering a bribe (active
bribery)« and the person accepting and receiving a bribe (passive bribery).

These criminal offences and the collaboration to such may lead to criminal liability
for the individuals involved and also for EMC as a company. EMC also risks having
to pay compensation for any damage or loss suffered due to bribery committed by
EMC or the company’s employees.
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It is prohibited to:

« Offer or give anything of value to an agent, representative, intermediary or
employee of another company or a public official to influence any action in
connection with the recipients’ position or in relation to that company’s
affairs or business.

« Offer or give any improper advantages such as improper commissions,
brokerages, kickbacks, rebates or other compensation to an agent,
representative, intermediary or employee of another company or a public official.

« Deprive another company of the honest and faithful services of its agents,
representatives, intermediaries or employees. To that end, EMC shall not
provide hospitality, entertainment or gifts that are excessive in amount or
frequency that would give rise to the appearance of improper conduct.

« EMC employees shall:

» Always deal with other companies fairly, openly and honestly, and not in a
corrupt manner.

e Comply with the bribery laws of the countries in which we conduct business or
work.

Facilitation Payments

Facilitation payments are payments made to induce public officials to perform their
functions or services to which a person has legal or other entitlement.

EMC does not accept that any facilitation payments are made to any public officials
anywhere in the world .
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5.3. Integrity Due Diligence on Third Parties
Our Standard

EMC will only do business with third parties - meaning companies, persons or
entities other than EMC or EMC employees — that conduct business ethically and do
not subject EMC to criminal or other liability, or cause EMC reputational harm. EMC
will therefore conduct integrity due diligence on third parties to ensure that their
reputation, background and abilities are appropriate and meet our ethical
standards.

Employee Responsibilities

No employees may contractually commit EMC to any third party before such third
party has been due diligence approved.

Conducting due diligence will minimize EMC’s risk by helping to avoid relationships
which may implicate EMC through the misconduct of its business partners.

It is therefore vital that we:

¢ Do not conduct business with a supplier« business partner or other third party that
may subject EMC to criminal or other liability, or cause reputational harm.

e Ensure that appropriate due diligence has been conducted before committing
EMC contractually with a supplier, business partner, agent, customer or other
third party.

« Not do anything through another party acting on our behalf that we are not

« allowed to do ourselves

If you become aware of any unethical business conduct by an EMC supplier or
provider of services, speak up and contact your super- visor or use EMC’s
established compliance reporting channels.
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5.4. Political and Charitable Contributions
Our Standard

EMC will not make contributions to political parties, candidates or campaigns for
public office. EMC employees are neither encouraged nor discouraged from making
political contributions, but must do so in their own name, on their own behalf and not
as representatives of the company.

Employee responsibilities
If you consider making a charitable contribution on behalf of EMC, the following must
be observed:
 Charitable contributions on behalf of EMC must be approved in advance as per
the EMC Manual of Authority
* You must never make a charitable contribution with the intent to improperly
influence someone.
« All charitable contributions made on behalf of EMC must be accurately
recorded in the company’s books and records.

EMC CODE OF CONDUCT
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5.5. Global Trade Compliance

Our Standard

In order to further foreign policy« protect national security, and achieve other vital
objectives, most countries have adopted national laws that regulate global trade.
Many of these laws stem from international treaties on export control and may
include economic and trade sanctions, anti-boycott laws, and laws intended to
combat money laundering and the financing of terrorism and other criminal
activities.

Regulations governing global trade are complex and often change. In order for EMC
to operate in full compliance with applicable local laws and international agreements,
employees are required to stay up to date on current export control regulations. In
particular, employees that handle the shipment, sale or electronic transfer of
information or software must be aware of export control regulations.

Keep in mind that the regulations do not only apply to the physical goods that are
being shipped across borders. Transferring technology or information electronically
across borders can also be an export, including software transfers.

Remember: EMC can face severe fines, both criminal and civil, should we fail to
comply with export control regulations. In addition to fines, EMC can lose exporter
privileges, and individuals who violate the regulations can also face fines and
imprisonment.

Always seek advice if you have doubts about an export transaction.

EMC requires that all international commercial shipments be handled only by
approved freight forwarders and custom clearing agents. Carrying an item from one
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Country to another is considered an export, or re-export, and is subject to applicable
trade compliance regulations.
Only under limited circumstances should an item be hand carried. In such cases the
following is required:

» Approval of the Compliance Officer.

* Required documentation.

e Declaring the item if required by law from the country you are leaving and to

customs officers in the country you are entering.
e Paying all required customs duties or import tariffs.

EMC CODE OF CONDUCT
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Egyptian Maintenance Co.

Code of Conduct

Tone from the top.

EMC has -an ever-increasing multicultural workforce
and asset portfolio across a number of countries. This
rapid growth <together with an evolving regulatory
landscape <presents its own unique set of challenges.
Our Corporate Values have been developed to address
these challenges and sustain our continued growth.

EMC’s “Code of Conduct” is a tool to help us make the
right choice in every situation and is one of our guides
to doing the right thing in our business.

Adherence to our code of conduct is a prerequisite for
working at EMC. It gives guidance towards our daily
challenges, and helps to do things right, and by this
protect EMC’s reputation. These guidelines apply to all
of us independent of in which country we are, offshore
as well as onshore, managers as well as employees.

To make EMC to succeed with that, we have to build a
good culture and act with integrity.

We believe that EMC employees are fully capable of
making the right decisions when faced with difficult
choices and that they will be guided by their good
judgment. However, We should never feel that we
“have to do it alone”” when we are unsure of what is the
right thing to do. One of the responsibilities we share is
to seek guidance from our managers or other internal
sources when we need it.

Never be afraid to ask for advice if you are in doubt
about what is the right thing to do in a situation. Please
have the courage to speak up if you see anything that
appears to breach this Code. Your concerns will be
considered seriously.

As you read this entire code of conduct on the following
pages, be guided by its expectations and continue to
support EMC’s professionalism by adhering to our
values in your work every day.

Dr. Sami Wehbe
Managing Director

Issue 02, Dated 02 /11 /2021
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Chairman & Managing Director
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Egyptian Maintenance Co.

Anti-Bribery & Anti-Corruption Policy
Egyptian maintenance company “EMC “is an Egyptian
company specialized m Provision of maintenance,
overhauling, fabrication and construction activities for
oil,gas, petrochemicals and other industrial enterprises.

EMC strive to prevent bribery and corruption and
uphold the highest standards of integrity,
accountability and professionalism in the conduct of
the businesses. This is consistent with EMC’s core
values.

EMC achieves this through:

e Complying with the related laws and regulations by
inculcating integrity, transparency and accountability
in all aspects of business.

e Prohibiting employees from soliciting, accepting and
offering bribes and any form of corruption.

e Ensuring all employees and business associates adhere
to this Policy and the related procedures.

e Promoting a culture of integrity by providing channels
for reporting of any suspected acts of corruption and
improper conducts.

e Providing full mdependence of the anti-bribery
compliance function.

e Implementing a training program to increase Anti-
Bribery & Anti-Corruption awareness.

e Top management commitment for Continual

improvement.

This policy 1s applicable on all EMC’s employees, as
well as EMC’s external providers.

EMC top management reviews this policy to ensure its
continuous compatibility and that it is well understood

at all company levels as well as it 1s being available to
all stakeholders.

Dr. Sami Wehbe
Managing Director

Issue 01, Dated 24/09/2023
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Eng. Khaled Ibrahim

Chairman & Managing Director
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