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4.

0.

Record Keeping

4.1

4.2

4.3

All employees of Fico-YTL are to ensure that they undertake proper record keeping of
all commercial arrangements, transactions, accounts, communications and information,
particularly where it is required in law. Employees must never delete, destroy or discard
any records without authorisation and particularly where it is to hide a wrongdoing or a
mistake.

Any falsification or improper alterations of records are strictly prohibited. This includes
that an employee of Fico-YTL should not be giving instructions to any other person,
including colleagues and third parties, to prepare or approve false or misleading records
to either hide the true nature of the records, or to achieve an improper purpose that will
otherwise be in violation of any laws or policies of the company or the Fico-YTL.

Any discrepancies or inaccuracies within a record must be immediately and properly
resolved with appropriate corrections, including informing any related parties who need
to know of such corrections.

Personal Data Protection Notice

5.1

5.2

Fico-YTL respects and is committed to the protection of employee's personal information
and privacy. The Personal Data Protection Notice issued to employees explains how
Fico-YTL collects and handles employee information in accordance with YTL Group’s
requirements and the local regulations.

Allemployees of the Fico-YTL, particularly employees who have access to personal data
of any persons, whether employees, consultants, customers, suppliers, and/or any related
party whereby personal data is processed and accessed, must not unlawfully use, access
and/or revise such personal data for any purpose or reason. All employees are to ensure
that such personal data processed within Fico-YTL is protected at all material times and
in compliance with the applicable laws.

Confidential and Proprietary Information

6.1
6.2

6.3

6.4

Fico-YTL greatly values and protects all confidential and proprietary information.
Proprietary information includes but is not limited to emails, documents and all other
files, electronic or otherwise, edited and/or stored on Fico-YTL equipment and are
considered to be the exclusive property of the Fico-YTL.

All employees of Fico-YTL are expected to exercise the highest possible standards of
professionalism, ethics and integrity in order to protect the Group's confidential
information, assets and standing and ensure the proper use of the same.

Employees of Fico-YTL may have access to confidential and proprietary information
during their employment with the Fico-YTL. Such information cannot be shared,
disclosed or utilised for personal gain or any other gain to any individual, business or
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8.3

8.4

8.5

8.6

8.7

8.8

b)  Solicit or create business opportunities for themselves or anyone related to them in
the course of their employment with the Fico-YTL, particularly where it is a conflict
of interests with Fico-YTL unless otherwise approved by executive director(s) of the
Fico-YTL;

c)  Abuse their employment position in any manner to bring any personal, financial or
other advantage for themselves or their relatives which is contrary to their
employment and interests of the Fico-YTL; or

d)  Use of any of the Fico-YTL's assets, data, intellectual property or resources, or
abusing any loopholes in the Fico-YTL's process and procedures for personal
interests and gain.

A conflict of interest may arise where:

a)  An employee has a personal relationship or financial or other interest that would or
could potentially interfere with his existing obligations or exercise of judgment in
decision making as an employee of the Fico-YTL; or

b)  Where a supervisor or a person in a position to determine the remuneration and/or
promotion of a subordinate is in a personal, romantic or intimate relationship with
the subordinate.

All employees of Fico-YTL are obliged to disclose and report in writing as soon as
practically possible concerning all potential and real conflicts of interest, stating in detail
the facts, nature and extent of the conflict. This written report should be made ecither to
the employee's immediate supervisor(s) and/or executive director(s).

All employees of Fico-YTL must take prompt action in eliminating the said conflict if
requested to do so by the Fico-YTL. Fico-YTL has the sole discretion in determining the
nature of conflict of interests and the next steps or disciplinary action to be taken in
relation to it.

Where it is found that an employee of Fico-YTL is engaged in any activity that is in
conflict of interests with Fico-YTL which provides personal and monetary gain, whether
directly or indirectly, particularly where it is at the expense and loss of the Fico-YTL,
Fico-YTL is entitled to claim compensation for such unlawful profiteering from the
conflict of interest, which may include deduction of the employee's salary until such
payments are repaid in full or legal action against the employee.

External Board Membership:

Employees of Fico-YTL are allowed to serve on the boards of government agencies or
bodies and/or incorporated or unincorporated entities outside Fico-YTL only under
exceptional circumstances, provided that prior written approval has been obtained from
the said employee's immediate supervisor or executive director. The exception to this is
where such board appointments relate only to businesses or entities that were formed by
non-profit organisations, such as social or community-related clubs or associations.
Political Activities:
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a)  Allemployees of Fico-YTL have the right to participate as individuals in the political
process of their local jurisdiction provided that all acts pertaining to the same are
carried out entirely of the employee's own volition, in his’/her own time and using
his/her own resources. The employee must ensure at all times that such activities will
and do not have any impact on his/her performance at the workplace.

b)  The employee must ensure that his/her political views are clearly communicated as
his/her personal political views and that it is not reflective of the position adopted by
Fico-YTL and/or any of the companies under the Fico-YTL, if any.

c) Ifany employee of Fico-YTL has any interest or intends to hold any key position as
an office bearer in any political party, this interest or intention must first be disclosed
to his immediate supervisor and head of department.

d)  Anydirector of any company under Fico-YTL who has any interest or intends to hold
any key position as an office bearer in any political party must disclose such interest
or intention to the General Director of Fico-YTL.

e) Employees of Fico-YTL are not permitted to endorse any political act, activity and/or
event or political donation using the Fico-YTL's name, reputation and/or connections.

Insider Trading

9.1

9.2

9.3

9.4

Any employee of Fico-YTL who is in possession of market sensitive information is
prohibited from trading in the securities of the listed companies of YTL Group or any
other listed company if that information has not been made public. Foreign laws on insider
trading may apply where the information concerns companies listed outside of Vietnam.
This prohibition extends to any act of disclosing the insider information to another person,
including family members and friends, if the employee knows or reasonably knows that
the other person would make a trade in reliance on that information, even if the employee
does not derive any direct economic benefit from the trade.
An "insider" refers to a person who possess information that is not generally available and
which, upon it becoming generally available, would have a material effect on the price or
the value of securities.
The scope of information is wide and includes inter alia:
a)  Matters of supposition and other matters that are insufficiently definite to warrant
being made known to the public;
b)  Matters relating to the intentions or likely intentions of a person;
c)  Matters relating to negotiations or proposals with respect to commercial dealings or
dealing in security;
d)  Information relating to the financial performance of the YTL Group;
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e) Information that a person proposes to enter into, or has previously entered into one

or more transactions or agreements in relation to securities or has prepared or
proposes to issue a statement relating to such securities; and

f)  Matters relating to the future.

Employees are encouraged to consult with his or her manager or supervisor if they are
uncertain of the status and nature of the information they possess.

10. Anti-Bribery & Corruption

10.1

10.2

10.3

10.4

10.5

10.6

10.7

Fico-YTL is determined to maintain a work environment where trust is of paramount
importance.

All employees of Fico-YTL are required to adhere to the YTL Group’s Anti-Bribery &
Corruption (ABC) Policy which clearly sets out the Company's policies in various matters
that relate to bribery and corruption.

All companies under the Fico-YTL, and/or their employees shall refrain from offering,
promising, giving, demanding or receiving anything of value to them in the form of bribes
and/or any other improper gratification.

All employees of Fico-YTL must refrain from any acts of bribery which takes the form of
offering, promising, giving, demanding or receiving anything of value to anyone in the
form of bribes, kickbacks and/or any other improper gratification (including gifts,
hospitality and entertainment) to improperly influence the outcome of any transaction,
whether it is for their own personal benefit or for the benefit of the Fico-YTL.

Fico-YTL strictly does not tolerate any bribes given for purposes of obtaining or retaining
business for Fico-YTL or provides an advantage to the businesses of the Fico-YTL. Fico-
YTL does not tolerate any such acts ot bribery even in a personal capacity.
"Gratification" shall include but not be limited to anything of monetary and non-monetary
value or benefit to the person. Gratification can be money, donation, gift, loan, fee, reward,
valuable security, property or interest in property, movable or immovable property,
financial benefit, office, dignity, employment, contract of employment or services,
agreement to give employment or render services in any capacity, any offer, undertaking
or promise, whether conditional or unconditional, of any gratification, including favours
or promise not to do something which is of value or beneficial to the recipient.
Gratification does not have to be directly received by the employee, but it can also be
received by anyone related to the employee that is beneficial, of value or advantageous to
the employee.

Any gifts to be given by employees of Fico-YTL to any third parties, if at all, must only
be under circumstances which are approved by the employee's head of department or
Human Resource Department. It should only be a token gift either for purposes of
expressing appreciation or for customary and festive purposes. Such gifts should not at
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11. Anti-Money Laundering

I1.1 "Money laundering" concerns the process of engaging with and/or concealing, directly or
indirectly, the identity of the proceeds of illegal activities or converting the illegal

proceeds to a legitimate source of income or asset.

11.2 All employees of Fico-YTL are prohibited from dealing in any money laundering
activities and must comply with the applicable anti-money laundering laws.

11.3 In the event that any employee has a reasonable suspicion of money laundering activities
being conducted as part of the Fico-YTL's business, employees are expected to alert their

immediate manager or supervision to the same.

12. Whistleblowing

12.1 The Company encourages employees to raise genuine concerns, including the reporting
of unlawful, unethical or questionable behaviour, in confidence and without risk of

reprisal.
12.2 The policy covers, but is not limited to:
a)  Abuse of Power;
b)  Bribery;
c) Breach of laws and statutory requirements;
d)  Criminal Activity;
e)  Conflict of Interest;
f)  Danger to health and safety or the environment;
g)  Sexual harassment;
h)  Fraud;

i) Unauthorised and intentional overpayment to suppliers or under any contract;

J)  Misuse of any property belonging to the Fico-YTL;
k)  Gross negligence;
)} Theft or embezzlement; and/or

m) Non-compliance with Fico-YTL (or any company under the Fico-YTL) policies,

including cover-up of any of the above in the workplace.

12.3 If any employee of Fico-YTL has concerns about any of the matters set out above or that
the integrity of Fico-YTL is being compromised in any other way, the employee should
bring this to the attention to the Whistleblowing Channel as set out in the established
Whistleblowing Policy, which includes the line manager, head of department, Human

Resource Manager, Internal Audit or Legal.

12.4 Fico-YTL does not tolerate retaliation against employee for any genuine reports made in
relation to any commission of misconduct as stated above by any employee of the Fico-

YTL.
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