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Scope

This Code of Conduct applies to all employees, contractors, and stakeholders associated with Company. It is
designed to establish clear standards for expected behavior and ethical practices across all operational aspects.
Adherence to these standards is required to maintain the integrity and reputation of Company. This document
will guide interactions both internally and with external partners.

Audience

This policy is intended for all representatives of Company, which includes full-time and part-time employees,
temporary staff, as well as independent contractors. It extends to any third-party personnel engaged in
activities or projects on behalf of Company. The guidelines set forth herein aim to steer all interactions within
and outside of Company, ensuring a unified approach to ethical business conduct.

1. Professionalism
Professionalism is the cornerstone of Company's work culture. Everyone is expected to exhibit a high level of
professionalism in all areas of their work.

e Dress Code: Employees should maintain professional attire that aligns with Company's guidelines,
taking into consideration the nature of their role and responsibilities. The dress code not only reflects
the organization's image but also the seriousness with which employees approach their work.

e Communication: All communication, whether verbal, written, or digital, must be clear, respectful, and
mindful of cultural diversity. It should reflect the values and image of Company. Proper
communication practices help prevent misunderstandings and promote a cohesive work environment.

e Punctuality: Timeliness is crucial. Employees are expected to be punctual for all work commitments,
which includes meetings, project deadlines, and other business obligations. This not only
demonstrates respect for colleagues' time but also enhances productivity and efficiency.

2. Integrity and Honesty
Integrity and Honesty are fundamental values at Company. All employees are expected to embody these
principles in their daily activities.

e Conflicts of Interest: Employees must diligently avoid situations where personal interests might
conflict with those of Company. If any potential conflicts of interest arise, they should be disclosed to
management immediately to be addressed appropriately.

e Transparency: Open and transparent actions in all business dealings are essential to build and
maintain trust with colleagues, clients, and partners. Transparency should be a guiding principle in all
transactions, decisions, and communications within the company.

e Reporting Unethical Behavior:Company promotes a culture of openness and accountability.
Employees should report any unethical behavior or code violations promptly, whether through direct
communication with their manager or using the anonymous reporting tool provided by Company. This
policy serves to protect whistleblowers and ensure that concerns are addressed effectively and
confidentially.



3. Respect for Others
Company is dedicated to upholding a respectful and inclusive workspace for all individuals. Respect for others

is not only a core value but an operational necessity.

Equality: All colleagues must be treated with respect and fairness, irrespective of their role,
background, gender, race, or personal beliefs. The promotion of equality fosters an inclusive and
harmonious working environment.

Harassment and Discrimination:Company has a steadfast zero-tolerance policy against all forms of
harassment and discrimination. Employees are encouraged to report any incidents immediately,
ensuring they will be addressed with urgency and confidentiality.

Collaboration: Effective collaboration across various departments and projects is strongly encouraged.
Employees should respect the input and contributions of others, fostering a cooperative atmosphere
that encourages innovation and collective success.

Work Environment: Contributing to a positive work environment is everyone's responsibility. Each
individual should strive to create a safe and nurturing space where all team members feel valued and
empowered to contribute their best work.
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