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Setia

Anti-Bribery and
Corruption Policy

This Policy is written in Vietnamese and in English. Both language versions are considered
to be equally authentic. In the event of any discrepancy between the two aforementioned
versions, the English version shall prevail in determining the spirit, intent, and meaning of this

Policy.
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PART I: INTRODUCTION
1. S P SETIA'S ANTI-BRIBERY AND CORRUPTION POLICY

1.1. Ethics, honesty and integrity are cornerstones of our approach to
doing business.

1.2. Bribery and corruption are strictly prohibited. We take a zero-
tolerance approach to all forms of bribery and corruption both
within S P Setia and in respect of the actions of our agents,
business partners, contractors, service providers and other third
parties and associated persons.

1.3. We are committed to upholding the highest ethical standards in
our workplace and in all our business dealings and relationships
wherever we operate.

1.4. We will conduct our business operations and activities in full
compliance with the applicable anti-bribery and corruption laws of
all countries in which we conduct our business.

1.5. The purpose of this Policy is to:

1.5.1. set out our responsibilities and the responsibilities of those
working for us for observing and upholding our stance
against bribery and corruption; and

1.5.2. provide information and guidance to those working for us on
how to recognize bribery and corruption issues and the
procedures for dealing with such issues.

1.6. This Policy should be read in conjunction with S P Setia's Code of
Conduct and Business Ethics and the relevant standard operating
procedures referred to in this Policy including, among others, the
Whistleblowing Policy, Gifts and Hospitality Policy, Donations and
Sponsorship Policy, and Third Party Engagement Policy that are
implemented in Vietnam.

1.7. This Policy cannot provide definitive answers to every bribery
related question. Instead, this Policy aims to provide you with the
tools to identify potential bribery and corruption issues. When
these Iissues arise, immediately contact the Integrity and
Governance Unit (IGU) for further guidance.
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2. DEFINED TERMS

Unless otherwise defined herein, capitalized terms used in this Policy
shall have the meaning as ascribed to such term in the Code of Conduct
implemented in Vietnam. In addition, when used in this Policy, the
following terms shall have the meanings as below:

2.1 Director means a Director appointed to a Board of Directors of S
P Setia and in relation to Vietnam only, a Director includes (i) a
member of member’s council for S P Setia’s presence in Vietnam
in form of limited liability company, or (ii) a member of the board of
management or member of the executive committee for S P Setia’s
presence in Vietham in the form of joint stock company, or (iii)
director or general director as appointed by S P Setia as the sole
owner, or by the members’ council or by the board of management
of the entity in the form of limited liability company or joint stock
company, respectively.

2.2 Employee means any individual working at any level or grade
under the management, operation and supervision of S P Setia
regardless of the name of the agreement between the parties,
including officers, senior managers, trainees, secondees, agency
staff, whether full-time, part-time, permanent, fixed-term or
temporary.

2.3 Head means, in relation to an Employee, the head of a
department, head of a business unit, Director, General Director,
and where applicable as the context may require, a Divisional
General Manager, an Executive Vice President, a Senior
Executive Vice President, Chief Operating Officer or Chief
Executive Officer, Chief Operating Officer of S P Setia or Chief
Executive Officer of S P Setia, within the Employee’s reporting
line.

2.4 Integrity and Governance Unit or IGU means the integrity and
governance unit of S P Setia and further details of its
establishment are set out in the Whistleblowing Policy.

2.5 Public Official means an individual who: (i) holds a legislative,
administrative or judicial position of any kind; or (ii) who performs
public duties or exercises a public function for or on behalf of a
country or territory (or subdivision thereof) or for any public agency
or enterprise (including government linked companies and
enterprises, and state-owned or state-controlled companies and
enterprises); or (iii) is an official or an agent of a public
international organisation (such as the United Nations or similar
body).
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2.6 S P Setia means S P Setia Berhad and its subsidiaries and any
business entity which is directly or indirectly (i) wholly or majority
owned; or (ii) controlled; or (iii) managed by S P Setia Berhad,
details of which are available at: https:/www.spsetia.com/en-
us/corporate/business-performance/investor-relations.

2.7  Third Party / Third Parties includes anyone who at any time
performs (or who is intended to perform) services for or on behalf
of any entity in S P Setia, including anyone who is engaged (by
contract or otherwise) or paid to represent any entity in S P Setia
such as suppliers, distributors, business contacts, agents,
representatives, intermediaries, middlemen, introducers, sponsors,
consultants, contractors, advisers, and potentially Public Officials.

3. WHO IS COVERED BY THE POLICY?

3.1  This Policy applies to all Employees, Directors and Third Parties
wherever located.

3.2 Employees, Directors and Third Parties are expected, as part
of their normal duties, to do the following:

3.2.1 familiarize themselves with and comply with the Policy and
any policy and procedures which apply to their jobs issued
by S P Setia as amended from time to time;

3.2.2 participate in any anti-corruption training provided by S P
Setia; and

3.2.3 immediately report any actual or suspected bribe,
allegation of bribery made or offered by a Third Party,
Public Official, an Employee or a Director, or breaches of
policies and procedures which come to their attention to
their Heads or in accordance with the Whistleblowing
Policy.

3.3 In this Policy, any reference to “you” or “your” means any
person subject to this Policy.
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4. WHO IS RESPONSIBLE FOR THE POLICY?

4.1 The Board of Directors continues to lead S P Setia's anti-bribery
and corruption efforts and has overall responsibility for ensuring
this Policy complies with S P Setia’s legal and ethical obligations.
The Board of Directors will provide the necessary leadership,
resources and active support for management’s implementation
of this Policy.

42 The IGU has primary and day-to-day responsibility for
implementing and overseeing this Policy, and for monitoring its
use and effectiveness. The IGU shall regularly report to the Risk
Management Committee and ultimately the Board of Directors
concerning the implementation and effectiveness of this Policy.

4.3 The Chief Risk, Integrity and Governance Officer (CRIGO) is
responsible for reviewing the adequacy of this Policy and
regularly reporting on its implementation and matters arising
thereunder to the Risk Management Committee and ultimately
the Board of Directors of S P Setia, taking into account relevant
developments and evolving international laws and industry
standards. The CRIGO will oversee the development,
maintenance and testing of S P Setia’s anti-corruption standards
and procedures designed to evaluate and improve their
effectiveness.

4.4  Every Employee of S P Setia, Director and any Third Party acting
on behalf of S P Setia are responsible for understanding the
Policy. All queries regarding this Policy's interpretation and when
and how the rules apply in a given situation should be directed to
the IGU.

4.5 Management at all levels are responsible for ensuring that those
reporting to them are made aware of and understand this Policy
and are given adequate and regular training on it. The nature and
frequency of the training will vary depending on the role of the
individual and the likelihood that such person or entity will be
exposed to corruption issues. All Employees must ensure that
they complete any anti-corruption training that they are required
to undertake as directed by S P Setia’s Board of Directors and
management, from time to time.
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5. WHAT IS BRIBERY?

5.1 Bribery is the direct or indirect giving, promising, offering,
receiving, agreeing to receive, requesting or accepting of any
advantage or thing of value to or from any person in order to
influence them (whether corruptly or improperly or otherwise), or
another person in the exercise of their duty (or any other activity
closely associated with exercise of their duty), or to be so
influenced, or to retain, secure or reward an improper benefit
(Bribery). The advantage may include loans, gifts, entertainment,
charitable contributions, offers of employment, airline tickets,
vouchers, sponsorship, favours or other non- material interest,
examples of which include offering to reward through titles and
awards; election, appointment of positions; raising test scores;
promising to allow to graduate, enrollment at schools, attending
competitions, participating in performances abroad; sexual
bribery.

5.2 Employees, Directors and Third Parties must not engage in
Bribery in any form and must avoid any conduct that creates
even the appearance of Bribery occurring.

53 An example of giving a bribe would be you offering the
representative of a potential customer or a Public Official tickets
to a prestigious golf tournament, in return for providing business
or for granting a government project to S P Setia. In this example
you would be committing an offence as you are making the offer
to gain a commercial and contractual advantage. S P Setia may
also be found to have committed an offence because the offer
has been made to obtain business for S P Setia (whether or not
S P Setia is aware of the bribe). It may also be an offence for the
representative of the potential customer or Public Official to
accept your offer.

5.4  An example of receiving a bribe would be where a consultant
offers one of your family members a job, in return for you
instructing the consultant on a S P Setia project. In this example,
it is an offence for you to accept that offer and it is also an
offence for the consultant to make that offer.

5.5 Please remember that the recipient of the bribe need not be the
person who has agreed to help the person paying the bribe (as
the above example in paragraph 5.4 illustrates).

5.6  Particular care should be exercised when dealing with Public
Officials, especially in countries where Bribery is a known
problem. The Bribery of Public Officials is treated very seriously
by the authorities in all countries we operate in.
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6. PENALTIES FOR BRIBERY

6.1 In most countries, Bribery is a serious offence under local law.
For instance, in Malaysia, Bribery is punishable by heavy fines
and individuals may face imprisonment. Any conviction for
Bribery in Malaysia or another country will also cause serious
reputational damage to S P Setia and may severely damage S P
Setia's business.

6.2 Bribes given or offered by any person carrying out services for S
P Setia in order to retain business (or an advantage in the
conduct of business) for S P Setia may result in S P Setia being
convicted of an offence of failing to prevent that bribery, whether
or not S P Setia knew of the existence of the bribe.

6.3  Non-compliance with this Policy may result in severe criminal or
civil penalties which will vary according to the offence and which
could include imprisonment. Anyone acting in contravention of
this Policy may also face immediate disciplinary action up to and
including termination for cause in accordance with applicable
laws and the Internal Labor Rules.

6.4 S P Setia will also inform and work with the relevant local
authorities in relation to any case of Bribery committed by an
Employee, Director, Third Party or Public Official.

6.5 The IGU shall be responsible for investigating allegations of
Bribery by Employees and, where possible, Third Parties and
taking appropriate steps in response, such as the engagement of
external consultants for any such investigations.
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PART II: RISK AREAS

7.

Revision No.: 00

RISK AREAS AND S P SETIA'S RESPONSE

7.1. S P Setia has conducted a risk assessment of S P Setia's
exposure to bribery risks and S P Setia has a Risk Management
Policy, a Code of Conduct and Business Ethics, standard
operating procedures and staff training programmes to manage
those risks.

7.2. The potential risk areas for S P Setia include:
7.2.1 Engagement of Third Parties;
7.2.2 Interaction with Public Officials;
7.2.3 Sponsorship and donations;
7.2.4 Gifts and hospitality;
7.2.5 Facilitation payments and kickbacks;
7.2.6 Financial books and records, and internal controls; and

7.2.7 Recruitment.

7.3 We summarise S P Setia's policy in respect of the potential risks
highlighted above in the following section.

THIRD PARTIES

8.1  All dealings with Third Parties shall be carried out with the highest
ethical standards and shall comply with all relevant laws and
regulations in Malaysia or in the relevant country. Employees and
Directors must not circumvent S P Setia’s policies and procedures
by using a Third Party to do what S P Setia may not do itself.

8.2 Payments to a Third Party, when it is known or believed that there
will be a resulting bribe to a Public Official, an individual, or any
entity, are prohibited.

8.3  We must ensure that we know all Third Parties whom we engage

and that adequate due diligence checks have been carried out on
these Third Parties.
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8.4 Prior to S P Setia retaining or entering into a transaction that
involves a Third Party or involves other circumstances where there
may be a concern about compliance with Malaysian or applicable
local anti-bribery laws, S P Setia shall conduct an appropriate
‘risk-based due diligence" review to assure S P Setia that the
Third Party is a legitimate and trustworthy individual, company or
enterprise that will comply with anti-bribery laws and this Policy
and that other potential corrupt practices concerns are properly
reviewed. Please refer to the Third Party Engagement Policy for
more detailed guidance.

8.5 We expect that all Third Parties share our values and ethical
standards and, in particular, comply with this Policy. Relationships
with Third Parties must be appropriately documented using
approved terms and conditions that may include obligations to
comply with and a right to terminate for breach of anti-corruption
laws and/or this Policy, prohibitions against making or receiving
any bribes on S P Setia’s behalf, anti-corruption related
representations and warranties, requirements to keep proper
books and records and the right to conduct audits of the books and
records.

8.6 In particular, S P Setia will take measures reasonably within its
power to ensure that:

8.6.1 Any payment made to a Third Party represents no more
than the amount outlined in the written agreement with the
Third Party and is an appropriate remuneration for
legitimate services rendered by such Third Party;

8.6.2 No part of any such payment is passed on by the Third
Party as a bribe or is otherwise in contravention of
applicable laws or this Policy;

8.6.3 It maintains a record of the names and contract terms for all
Third Parties who are retained by it in connection with
transactions with Public Officials; and

8.6.4 The activities of the Third Party are monitored to ensure that
there is no breach of the applicable laws or this Policy.

Revision No.: 00 9 Effective: 1 January 2022



APPLICABLE TO VIETNAM ONLY Document no: SPSB-GRIG-VIET-POL02

9. INTERACTION WITH PUBLIC OFFICIALS

9.1 In the normal course of S P Setia's business, meetings may be
arranged with Public Officials (in Malaysia or in other countries).

9.2 All meetings with Public Officials must be held in an open and
transparent manner so as to avoid any perception of corrupt
behaviour being created. All meetings with Public Officials must be
properly minuted and the meeting minutes must be filed and
signed appropriately by the respective authorized signatories. Any
meeting minutes must be carefully checked beforehand for any
factual errors. In any case, it is very important to ensure that the
meeting minutes details the entire meeting.

9.3 As a general rule, Public Officials shall not be engaged by S P
Setia to provide S P Setia with services where such Public
Officials, by their appointment or nature of their duties, have
influence over any transaction and/or development undertaken by
S P Setia or is in a position of conflict of interest. If a Public Official
has relevant expertise that is required by S P Setia, and provided
that the Public Official is not in a position to influence, and is not in
conflict of interest, in respect of S P Setia’s transaction and/or
development, the IGU should be consulted on such engagement.
The engagement or appointment of any Public Officials to provide
services to or for and on behalf of S P Setia, should be tabled
through the Risk Management Committee and approved by the
Board of Directors of S P Setia Bhd.

9.4  Payment or reimbursement of any business expenditures, whether
reasonable or otherwise, to Public Officials is prohibited.

10. SPONSORSHIPS & DONATIONS

10.1 S P Setia may make charitable donations. However those
donations must be ethical and legal under Malaysian law and/or
the relevant local laws (where applicable). Please refer to the
Donations and Sponsorship Policy for more detailed guidance.

11. GIFTS AND HOSPITALITY
11.1 Excessively lavish or otherwise inappropriate gifts and/or

hospitality may constitute Bribery. Please refer to the Gifts and
Hospitality Policy for more detailed guidance.
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12.

13.

Revision No.: 00

FACILITATION PAYMENTS & "KICKBACKS"

12.1 Facilitation payments are typically small, unofficial payments
made to secure or expedite a routine task or service by a Public
Official or other person to which an individual or company is
otherwise legally entitled (such as speeding up the processing of a
visa application).

12.2 "Kickbacks" are typically payments made in return for a business
favour or advantage.

12.3 Facilitation payments and "kickbacks" are corrupt payments and it
is S P Setia’s policy that they shall not be made or accepted.

12.4 If you are asked to make a facilitation payment on S P Setia's
behalf, you must immediately report the incident (in writing) to the
IGU. All requests for facilitation payments must be reported in this
manner. If you face an extortion demand that involves explicit or
implicit threats to your personal safety and you have a reasonable
belief that you are in imminent jeopardy of serious bodily harm or
loss of liberty and no other prudent alternative is available, you
may make payments which would otherwise be prohibited. In such
circumstances:

12.4.1 You should always record in S P Setia’s books and records
the details including the reason for the payment, the date of
the payment and the identity of the recipient.

12.4.2 You should report the extortion payment as quickly as
reasonably practicable to the IGU to determine the action to
be taken.

12.5 You must avoid any activity that might lead to, or any activity that
may suggest, that a facilitation payment or kickback will be made
or accepted by S P Setia.

FINANCIAL BOOKS AND RECORDS, AND INTERNAL CONTROLS

13.1 S P Setia maintains detailed and accurate books and records and
maintains a system of internal controls that ensures accountability
for all of S P Setia's funds and assets. S P Setia will maintain and
make available for inspection accurate books and records, in
reasonable detail, that accurately and fairly document all financial
transactions, risk assessments and due diligence.

13.2 Books and records include: accounts, correspondence, invoices,
memoranda, tapes, discs, papers, books and other documents or
transcribed information of any type.
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14.
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13.3 All transactions must be truthfully reported pursuant to the relevant
regulations, policies and/or standard operating procedures, as the
case may be. Compliance will be monitored by Group Internal
Audit.

13.4 No payments may be made without correct supporting
documentation and in particular any "off-the books" payments or
other fraudulent practices: such as falsifying books and records to
disguise or cover up payments, payment of false or fraudulent
invoices, miscoding of the general ledger or falsifying expenses
reports (particularly to hide improper payments) are contrary to this
Policy and are prohibited.

13.5 Please refer to the relevant standard operating procedures for
more detailed guidance on the limited scenarios where cash is
permitted to make payments which are small in value.

RECRUITMENT PROCEDURES

14.1 While there is no absolute prohibition on hiring persons
recommended by others, hiring decisions ought not be based on S
P Setia’s business transactions. Offers of employment should not
be given in exchange for any benefit to be received by S P Setia,
and Employees or Directors should not offer employment in order
to seek any advantage in any business activity.

14.2 In accordance with that procedure, all new recruits must be subject
to the prescribed pre-employment screening procedures.

14.3 The Head of Group Human Resources and all Group Human
Resources staff responsible for recruitment must ensure that all
pre-employment screening procedures have been concluded
satisfactorily before any offer of employment is made.

14.4 All existing employees and Directors of S P Setia (at the date of

this Policy) should be subject to appropriate due diligence checks
as part of S P Setia's risk assessment.
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PART III: YOUR RESPONSIBILITIES
15. YOUR RESPONSIBILITIES

15.1 You must ensure that you read, understand and comply with this
Policy and the relevant standard operating procedures.

15.2 You are required to avoid any activity that might lead to, or
suggest, a breach of this Policy.

15.3 You must notify your Head or the IGU as soon as possible if you
genuinely believe or suspect that a breach of this Policy has
occurred, or may occur in the future.

15.4 You should be vigilant of the warning signs of Bribery (referred to
here as "red flags"), set out in Schedule 1 to this Policy.

15.5 The prevention, detection and reporting of Bribery are the
responsibility of all those working for S P Setia or under S P
Setia's control.

15.6 It is a disciplinary offence for you to not comply with the terms of
this Policy.

16. HOW TO RAISE A CONCERN

16.1 You should raise concerns about any occurrence or genuine
suspicion of misconduct or violation of this Policy at the earliest
possible stage by reporting any occurrence or suspicion
immediately in writing to the IGU. Please refer to the
Whistleblowing Policy for more detailed guidance. Such reports
may then be escalated by the IGU to the Risk Management
Committee, and ultimately the Board of Directors, as appropriate.

16.2 If you are unsure whether a particular act constitutes Bribery, or if
you have any other queries, these should be raised with your
Head or the IGU.

16.3 Once you have reported a suspicion or concern the matter should
not be discussed with any person other than those responsible for
investigating it until otherwise notified or the information is made
public.
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17.
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PROHIBITION AGAINST RETALIATION -— PROTECTION FOR THOSE
REPORTING BRIBERY

17.1 We understand that persons who refuse to accept or offer a bribe,
or those who raise concerns or report another's wrongdoing, are
sometimes worried about possible repercussions.

17.2 All reports of wrongdoing or improper conduct will be treated in
confidence and persons making such reports in good faith and on
the basis of genuine concerns will be protected from retaliation,
victimization and other adverse treatment. Please refer to the
Whistleblowing Policy for more detailed guidance.
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PART IV: GOING FORWARD
18. TRAINING AND COMMUNICATION

18.1 It is everyone's personal responsibility to understand this Policy
and the relevant standard operating procedures and your role in
following the Policy and procedures.

18.2 S P Setia is designing a training programme which expands on all
of the points raised in this Policy. That training will be designed for
Employees, Directors and Third Parties. The IGU is responsible for
designing, scheduling and implementing the S P Setia anti-bribery
and corruption training program.

18.3 Completion of anti-bribery and corruption training is compulsory for
all Employees.

18.4 Training on this Policy forms part of the induction process for all
new Employees.

18.5 All existing Employees and Directors will receive regular, relevant
training on how to implement and adhere to this Policy.

18.6 Training will be also provided to Third Parties, as appropriate. It
shall be compulsory for Third Parties to attend such training when
invited or requested to attend by S P Setia.

19. MONITORING AND REVIEW

19.1 The CRIGO and the Risk Management Committee will monitor the
effectiveness and review the implementation of this Policy
regularly considering its suitability, adequacy and effectiveness.
Any improvements identified will be made as soon as possible.
Internal control systems and procedures will be subject to regular
audits to provide assurance that they are effective in countering
Bribery.

19.2 All persons covered by this Policy are responsible for the success
of this Policy and should ensure they use it to disclose any
suspected danger, wrongdoing or improper conduct.

19.3 This Policy may be amended from time to time, and it is
responsibility of each Employee and Director to keep
himself/herself updated.

This policy has been approved by the Board of Directors on 23 November
2021.
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SCHEDULE 1

POTENTIAL RISK SCENARIOS: "RED
FLAGS"

The following are a list of possible red flags that may arise during the course of
you working for S P Setia and which may raise concerns under various anti-
bribery and corruption laws. The list is not intended to be exhaustive and is for
illustrative purposes only.

If you encounter any of these red flags while working for S P Setia, you must
promptly inform your Head or submit a report to the IGU:

I THIRD PARTIES

a) You become aware that a Third Party engages in, or has been
accused of engaging in, improper business practices.

b) You learn that a Third Party has a reputation for paying bribes, or
requiring that bribes are paid to them, or has a reputation for
having a "special relationship” with Public Officials that may
involve it making an unofficial payment to that Public Official.

C) A Third Party insists on receiving a commission or fee payment
before committing to sign up to a contract with us, or carrying out a
government function or process for us.

d) A Third Party requests payment in cash and/or refuses to sign a
formal commission or fee agreement, or to provide an invoice or
receipt for a paymentmade.

e) A Third Party requests that payment is made to a country or
geographic location different from where the Third Party resides or
conducts business.

f) A Third Party requests an unexpected additional fee or
commission to "facilitate” a service.

Q) A Third Party demands lavish entertainment or gifts before
commencing or continuing contractual negotiations or provision of
services.

h) A Third Party requests that a payment is made to "overlook”
potential legal violations.

i) You receive an invoice from a Third Party that appears to be non-
standard or customised.

) A Third Party refuses to comply with an audit request on the
tendering or contracting process.

K) A Third Party insists on the use of side letters or refuses to put
terms agreed in writing.

)] You notice that S P Setia has been invoiced for a commission or

fee payment that appears large given the service(s) stated to have
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been provided.

m) A Third Party pressurises you to urgently make payments or make
payments ahead of schedule for no apparent reason.

n) Normal tendering procedures are bypassed and/or a specific
contractor is favoured for a project for no apparent reason.

INTERACTION WITH PUBLIC OFFICIALS

a) You are asked to pay a fee (whether apparently legitimate or not)
to an individual Public Official personally and not to the relevant
government department.

b) You are asked to pay a fee (whether apparently legitimate or not)
to third party in cash or in a cash equivalent and no official receipt
is provided.

C) You are asked to approve the travel expenses or entertainment
expenses of a Public Official, but you can find no evidence of
proper authorisation by S P Setia (under the relevant standard
operating procedure) for that expense.

SPONSORSHIPS & DONATIONS

a) You are asked to make a donation to a political party in order to
show appreciation for S P Setia winning a public contract.

b) You are asked if S P Setia can contribute a lump sum for "charity"
or for a "development project” in the local area, however further
details are not given, even on request.

GIFTS AND HOSPITALITY

a) You are given a gift of cash or a cash equivalent such as vouchers
that may be exchanged for goods such as electronics, air miles,
gold, silver or bearer bonds.

b) You are given a very high value gift.

C) You are asked to authorise or pay travel or entertainment
expenses for a Public Official for no apparent business reason or
no evidence of proper authorisation by S P Setia (under the
relevant standard operating procedure) for that expense.

d) You are asked to pay for entertainment at night clubs or for
provision of sexual favours.

e) You are offered lavish or high-value travel/trips, entertainment
other benefits (i) before commencing or continuing contractual
negotiations or (ii) prior to or in the midst of an award of acontract
to a Third Party.

Effective: 1 January 2022
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\Y FACILITATION PAYMENTS & "KICKBACKS"

a) You are expected to make a payment (sometimes referred to as
"coffee money" or a gratuity) to a Public Official in order to
expedite/approve on an application.

b) An agent assisting you in a land purchase asks for a lump sum
amount to ensure the sale goes through without specifying what
the money isfor.

C) A Public Official asks for a special administrative fee to allow you
to submit an application and there is no official record of that fee
being payable.

VI FINANCIAL BOOKS AND RECORDS, AND INTERNAL CONTROLS

a) You notice that unusual paying arrangements have beenproposed
for a particular transaction (such as upfront payments for services
or payments in cash to a Third Party's bank account in an
overseas country).

b) An invoice received from a recognised Third Party business
partner appears to be unusual, for example it has a different type
face, the payee details are different to usual, and/or the invoice
number appears to be unusual.

C) An invoice for a large amount is received without any supporting
documentation, despite the sender having been informed that
supporting documentation is required.

d) The amounts indicated on an invoice that you have received are
far more than you would have expected for the service(s)
provided.

e) You notice that the description given on the invoice is false or
inaccurate.

VI RECRUITMENT

a) You find out that a prospective employee has been the subject of
bribery or corruption investigations in the past.

b) A prospective employee refuses to provide information on whether
they have been subject to a bribery or corruption investigation
before.

C) A pre-employment check on a prospective employee identifies that
they have been convicted of a criminal offence relating to bribery
or corruption, or that check reveals that the prospective employee
has not been truthful when declaring whether they have been
subject to investigations on or convicted of bribery or corruption.
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Setia

Chinh sach
Chong hoi 10
va tham nhiing

Chinh séch nay duoc viét bang tiéng Viét va tiéng Anh. C3 hai phién ban ngbn ngi¥ déu co
gia trj nhw nhau. Trong truromg hop khdng ¢ sw nhét quén gida hai phién ban duoc dé cép &
trén, phién ban tiéng Anh sé duoc wu tién 4p dung trong viéc xéc dinh tinh than, muc dich va
y nghia ctda Chinh sach nay.
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PHAN I: GI®I THIEU
1. CHINH SACH CHONG HOI LQ VA THAM NHUNG CUA S P SETIA

1.1. Pao dwc, sv trung thwc va tinh liém chinh 1a nén mong trong
phwong thirc kinh doanh cua chung t6i.

1.2.  Nghiém cdm céac hanh vi hdi 16 va tham nhiing. Chang t6i thi hanh
chinh sach khéng khoan nhwong déi véi tat ca cac hinh thirc hdi
|6 va tham nhiing trong pham vi t6 chirc ctia S P Setia va trong
hoat déng cla céac dai ly, déi tac kinh doanh, nha thiu, nha cung
cép dich vu va céc bén th&r ba khac cta chung t6i, cling nhw cac
ca nhéan cé lién quan.

1.3.  Chung ti cam két duy tri cac tiéu chuan dao dirc cao nhat tai noi
lam viéc, cling nhu trong tat ca cac giao dich kinh doanh va cac
moi quan hé cua chung t6i & bat ky noi dau chang téi hoat déng.

1.4. Chuang t6i sé tién hanh cac hoat dong thwong mai va hoat déng
kinh doanh cta minh trong tam thé hoan toan tuan tha luat chéng
hdi 16 va tham nhiing hién hanh tai tt ca cac quéc gia ma ching
t6i dang tién hanh kinh doanh.

1.5. Muc dich ctia Chinh sach nay la:

1.5.1. dat ra trach nhiém cla chung t6i va trach nhiém ctia nhirng
ca nhan lam viéc cho ching toi trong viéc giam sat va git
virng lap trwdng chong hoi 16 va tham nhiing; va

1.5.2. cung cép théng tin va hwéng dan vé phuwong thirc nhan
biét cac van dé hdi 16 va tham nhiing, cling nhw cac thu tuc
can tién hanh dé giai quyét cac van dé dé cho cac ca nhan
lam viéc cho chung toi.

1.6.  Nén doc Chinh sach nay cing v&i Bo quy tic tng x&r va dao ddc
kinh doanh cua S P Setia, bén canh cac quy trinh hoat dong tiéu
chuén lién quan dwoc dé cap trong Chinh sach nay, gébm cé: Chinh
sach Té giac, Chinh sach Qua ting va chiéu dai, Chinh sach
Quyén gop va tai tro, va Chinh sach Thué tuyén bén thi ba da va
dang dworc trién khai tai Viét Nam, trong sé nhirng chinh sach khac.

1.7.  Chinh sach nay khong thé dwa ra 1&i giai dap day dd cho moi cau
hdi lien quan dén van dé héi 16. Thay vao d6, muc dich cia Chinh
sach nay la nham cung cép céc coéng cu dé xac dinh cac van dé hoéi
16 va tham nhiing tiém &n. Khi nhirng van dé nay phat sinh, hay lién
hé ngay vé&i Pon vi Quan trj va Liém chinh (IGU) dé dwoc huwéng
dan chi tiét hon.

Bén sira déi sé: 00 2 C6 hiéu luc: Ngay
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2. CAC THUAT NG BUQ'C BINH NGHIA

Tri khi dwoe dinh nghia khéac trong chinh sach nay, cac thuat ngiy viét
hoa dwoc st dung trong Chinh sach nay sé mang y nghia nhw da quy
dinh cho thuat ngir dé trong B6 quy tic (rng x&r dang duwoc 4p dung tai
Viét Nam. Ngoai ra, khi dwgc st dung trong Chinh sach nay, cac thuat
nglr sau sé mang y nghia nhw bén dwai:

2.1 Giam déc nghia la mét Giam déc dwoc bdé nhiém vao Hoi dong
qguan tri cia S P Setia va chi hién dién trong pham vi Viét Nam,
Giam déc bao gdm (i) thanh vién héi déng thanh vién néu S P
Setia xuat hién tai Viét Nam dwéi hinh thirc cong ty tradch nhiém
hiru han hoac (i) thanh vién hoi ddéng quan tri hoac thanh vién ban
didu hanh néu S P Setia xuat hién tai Viét Nam dwai hinh thirc
coéng ty cb6 phan, hoac (iii) giam déc hodc tébng giam dbéc do S P
Setia chi dinh 1am chi s& hiru duy nhét, hodc do hdi ddng thanh
vién hoac ban quan Iy ctia phap nhan chi dinh néu S P Setia xuéat
hién tai Viét Nam dwéi hinh thire twong (rng la cong ty trdch nhiém
hi*u han hoac céng ty cb phan.

2.2 Nhan vién nghia |a b4t ky c4 nhan nao lam viéc & bét ky cap do
nao dwdi sy quan ly, van hanh va giam sat cta S P Setia, khong
phan biét tén théa thuan gitra cac bén, bao gébm can bd, quan ly
cép cao, thuwc tap sinh, nhan vién dwoc biét phai, nhan vién dai ly,
du ky hop déng lao déng toan thoi gian, lao ddng ban thdi gian,
lao dong cb dinh, lao déng c6 thdi han hay lao ddng tam thoi.

2.3 Trwéng bd phan, khi lien quan dén mdét Nhan vién, nghia 1a
ngwdi dirng dau bd phan, ngudi drng dau don vi kinh doanh,
Giam déc, Téng giam dbc, va néu bdi canh yéu cau, 1a Tdng giam
déc bd phan, Phé cha tich diéu hanh, Pho cha tich Diéu hanh cép
cao, Giam ddc Khéi van hanh hodc Giam dbc diéu hanh, Giam dbc
Khéi van hanh cla S P Setia hodc Giam déc diéu hanh cda S P
Setia trong trach nhiém béo cao cua Nhan vién.

24  DBon vi Quan tri va Liém chinh hoac IGU nghia la don vi phy
trach quan tri va liém chinh ctia S P Setia va nhitng chi tiét khac
vé viéc thanh lap don vi nay dwoc quy dinh trong Chinh sach To
giac.

2.5 CoOng chirc nghia Ia modt c& nhan: (i) gilr vi tri trong bd phan lap
phap, hanh chinh hodc tw phap dwéi bat ky hinh thirc nao; hodc
(i) thye thi cong vu hoac thye hién cac hoat dong cdng cdng cho
hay thay mat cho mot qudc gia hoac vung lanh thd (hoac phan khu
cla nhirng quoc gia hoac vung lanh thé nay) hodc cho bat ky co
quan coéng quyén hodc doanh nghiép cdng nao (bao gébm cac
cobng ty va doanh nghiép lién két v&i chinh phi va céac cong ty va
doanh nghiép thudc s& hiru nha nwédc hodc do nha nwéc kiém
soat); hoac (i) la quan chic hoac dai dién cla
Bén sira déi sé: 00 3 C6 hiéu luc: Ngay
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mot td chirc quéc té cong cdng (chang han nhw Lién Hop Quéc
hoac co quan twong tw).

2.6 S P Setia nghia la S P Setia Berhad va cac cong ty con cia S P
Setia Berhad va bat ky thwc thé kinh doanh nao dwoc S P Setia
Berhad trwc tiép hodc gian tiép (i) s& hiru toan bd hodc da sb;
hodc (i) kiém soat; hoac (iii) chiu sw quan Iy ctia S P Setia Berhad,
thdng tin chi tiét c6 tai:  https://www.spsetia.com/en-
us/corporate/business-performance/investor-relations.

2.7 Bén th ba/Cac bén thir ba bao gbm tat ca cac ca nhan tai bat
ky thei diém nao thwe hién (hoac cé y dinh thuc hién) cac dich vu
cho hoé&c thay mat cho bat ky phap nhan nao trong S P Setia, bao
gdbm moi phap nhan dwoc thué (theo hop déng hodc theo céch
khac) hoac duwoc thanh toan dé dai dién cho bat ky thuc thé nao
trong S P Setia nhw nha cung cép, nha phan phéi, dbi tac kinh
doanh, dai ly, dai dién, bén trung gian, bén madi gi¢i, nguoi givi
thiéu, nha tai tro, nha tw van, nha thau, cb van va cac Coéng chirc
tiém nang.

3. NHO’NG CA NHAN NAO LA POI TUONG CUA CHINH SACH?

3.1  Chinh sach nay ap dung cho tat ca Nhan vién, Giam doc va Bén
th&r ba & moi dia diém.

3.2 Nhw mot phan trong nhiém vu thdng thwong, Nhan vién, Giam
doc va cac Bén th&r ba dwoc yéu cau thwe hién nhirng céng viéc
sau:

3.2.1 tw lam quen va tuan thd véi Chinh sach va béat c tha tuc
va chinh sach nao khac ap dung cho cong viéc cua ban
than do S P Setia ban hanh, stra ddi theo thoi gian;

3.2.2 tham gia moi khda dao tao vé chong tham nhiing do S P
Setia cung cap; va

3.2.3 b&o céo ngay lap tirc cac hanh vi héi 16, cao budc héi 16 da
dién ra trong thwc té hoac bi nghi ngd do Bén th& ba,
Coéng chirc, Nhan vién hodc Giam dbc thwc hién, hodc cac
hanh vi vi pham céac chinh sach va thu tuc gay chu y cho
Trwdng bd phan hodc theo Chinh sach Té giéc.

3.3 Trong Chinh sach nay, bat c khi nao nhac dén “ban” ho&c “cia

ban” déu mang y nghia |a bat ky ca nhan nao la déi twong ap dat
cua Chinh sach nay.
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4. Al CHIU TRACH NHIEM VE CHINH SACH NAY?

4.1 H6i déng quan trj tiép tuc dan dat cac nd Ilwc chéng hdi 16 va
tham nhiing cia S P Setia va c6 trach nhiém chung trong viéc
dam bao Chinh sach nay tuan tha cac nghia vu phap ly va dao
dirc cua S P Setia. Hoi dong quan tri sé tién hanh chi dao can
thiét, cung cap cac ngudn lwc va tich cwe hé tro cho viéc thuc
hién Chinh sach nay cta ban quan ly.

4.2 IGU gilr trach nhiém chinh va thwo'ng nhat trong céng tac thyc
hién va giam sat Chinh sach nay, cling nhw giam sat hoat déng
str dung va hiéu qua cta Chinh sach. IGU sé thwong xuyén bao
céo cho Uy ban Quan ly Rai ro va cao nhat la Hoi dong quan tri
vé viéc thyc hién va hiéu qua cta Chinh sach nay.

4.3  Giam dbc Bd phan Rui ro, Liém chinh va Quan tri (CRIGO) chiu
trach nhiém xem xeét tinh day dd cha Chinh sach nay va thwong
Xuyén bao cao vé viéc thyc hién Chinh sach kém theo cac van
de phét sinh khi thyrc hién chinh sach cho Uy ban Quan ly Rui ro
va cubi cung la Hoi déng quan tri ctia S P Setia, trén co s& xem
xét nhirng phat trién cé lién quan va céc luat quéc té ciing nhw
tiéu chuan nganh dang lién tuc bién ddi. CRIGO sé giam sat
cobng tac phat trién, duy tri va thir nghiém céac tiéu chuan va quy
trinh chéng tham nhiing ctia S P Setia, dwoc thiét ké nham danh
gia va cai thién hiéu qua cla céc tiéu chuan va tha tuc nay.

4.4  Moi Nhan vién, Giam dbc cia S P Setia va Bén th® ba dai dién
cho S P Setia c6 trach nhiém hiéu Chinh sach nay. Tat ca céac
cau hai lién quan dén viéc dién giai Chinh sach nay, ciing nhw
thdi diém va cach thirc &p dung cac quy tdc Chinh sach trong
mét tinh huéng nhat dinh phai dwoc chuyén dén IGU.

45  Céac cap quan ly c6 trach nhiém dam béo nhirng ngwdi bao céo
cho minh nhan th&c va hiéu dwoc Chinh sach nay, ciing nhw
duwoc ddo tao day du va thwong xuyén vé Chinh sach. Ban chét
va tan suét cia khoa dao tao sé khac nhau tly thudc vao vai trd
ctia c& nhan va kha nang tiép xic véi cac van dé tham nhiing
cta ca nhan hay té chirc d6. Tat cd Nhan vién phai dam bao
minh hoan thanh moi khéa dao tao vé chéng tham nhiing ma
minh can tham gia theo chi dao cGa Ho6i ddng quan tri va ban
quan ly ctia S P Setia, tuy tirng thdi diém.
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5. HOILO LA GI?

5.1  Hbi 16 1a hanh vi trwc tiép hodc _gian tiép trao tang, hira hen, dé
nghi, nhan, ddng y nhan, yéu cau hodc chap nhan bét ky loi thé
ho&c dd vat c6 gia tri nao, cho hay tlr ca nhan bét ky, nham tao
anh hwéng dén ca nhan do (du do la hanh déng mang tinh chéat
tham nhiing hoac khéng hop thirc hoac & trong mét tinh trang
khac), hoac tao anh hwdng dén mét ca nhan khac dang thuc
hién nhiém vu ctia minh (hodc dang tién hanh bat ky hoat déng
nao khéc lién quan mat thiét dén viéc thi hanh nhiém vu cda ho),
ho&c twong tw d& gay anh hwéng, hoac dé gitr lai, bdo ddm hay
trao mot loi ich khéng chinh dang (Héi 16). Loi thé cé thé bao
gdm céac khoan vay, qua tang, trd choi giai tri, khodn quyén gop
tr thién, dé& nghj tuyén dung, vé may bay, phiéu mua hang, goi
tai tro, wu dai hodc cac loi ich phi vat chat khac, vi du nhw dé
nghi khen thudng thong qua danh hiéu va giai thuong; bau ctr,
bd nhiém chirc vu; nang diém thi; htra hen cho phep tt nghlep,
dang ky ghi danh vao trwong, dv thi, tham gia biéu dién & nwéc
ngoai; héi 16 tinh duc.

5.2  Nhan vién, Giam 'dc“')c va Bén thtr ba khong dugc tham gia vao
cac hoat dong Hoi 16 dwdi bat ky hinh thirc nao va phai tranh
thwe hién bat ky hanh vi nao cé thé khién tinh hudng Hoi 16 xuat
hién.

5.3 M6t vi du vé hanh vi dwa héi 16 1a ban tang mét vé tham dy mot
gidi thi ddu golf danh gia cho dai dién khach hang tiém nang
hoac Cong churc, déi lai ho sé cung cép co hdi kinh doanh hoéc
trao mot dw an cua chinh phi cho S P Setia. Trong vi du nay,
ban da cé hanh vi pham tdi khi dang dwa ra mét dé nghi dé dat
duoc loi thé vé thwong mai va hop ddng. S P Setia ciing cé thé
bi budc téi vi thwe hién I&i d& nghi d& nhan dwoc hoat ddng kinh
doanh cho S P Setia (cho du S P Setia c6 biét vé hanh vi héi 16
hay khéng). Viéc dai dién cta khach hang tiém nang hodc Céng
chtrc chap nhan 161 dé nghi cta ban ciing c6 thé 1a mét hanh vi
pham toi.

5.4 M6t vi du vé hanh vi nhan héi 16 1a tinh huéng mét vi ¢b van gl
mét 1&i moi lam viéc dén mét trong nhirng thanh vién gia dinh
cda ban, déi lai ban sé chi dan cho vi cé van vé mét dw an cta S
P Setia. Trong vi du nay, viéc ban chap nhan I&i dé nghi d6 la
hanh vi pham t6i va viéc nha tw van dua ra |&i d& nghj dé ciing la
hanh vi pham toi.

55 Vui long nho rang ngudi nhan héi 16 khéng nhat thiét phai la
ngwdi da dong y giip ngudi d& cho ngwdi dwa hdi 16 (nhw vi du
trén trong doan minh hoa 5.4).

5.6  Can dac biét than trong khi tiép xic véi cAc Cong chirc, dac biét
Bén sira déi sé: 00 6 C6 hiéu luc: Ngay
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¢ cac quoc gla no'i H0| 16 1a mot van dé ndi com. Cac chinh
quyén & tat ca cac quéc gia noi chung t6i dang hoat dong rat
nghiém tlc x ly van nan héi 16 Cong churce.

6. CAC HINH PHAT DANH CHO HANH VI HOI LO

6.1 O hau hét cac qudc gia, HGi 16 1a mét toi nghiém trong theo luat
phap dia phwong. Vi dy, & Malaysia, hanh vi Hbi 16 c6 thé bj phat
tién nang va cac ca nhan vi pham c6 thé phai d6i mat voi an tu.
B4t ky két an nao vé toi Hoi 16 & Malaysia hodc mét qubc gia
khac ciing sé tao ra nhirng thiét hai nghiém trong cho danh tiéng
cia S P Setia va co6 thé gay nén nhirng thiét hai nghiém trong
cho hoat dong kinh doanh cua S P Setia.

6.2 Céac khoan héi 16 do bat ky ca nhan nao thwe hién dich vu cho S
P Setia tdng hodc dwa ra dé& duy tri hoat ddng kinh doanh (ho&c
nhan dwoc lgi thé trong cdng tac tién hanh kinh doanh) cho S P
Setia c6 thé dan dén viéc S P Setia bj két t6i khéng ngan chan
hanh vi héi 16, bat ké S P Setia cé biét vé sy tdn tai cGa hanh vi
hdi 16 d6 hay khéng.

6.3  Viéc khodng tuan thd Chinh sach nay cé thé dan dén cac hinh
phat nang dan s hay hinh sy nang né tiy theo hanh vi pham toi
va c6 thé bj phat tu. B4t ky ca nhan nao hanh déng trai véi Chinh
sach nay ciing cé thé phai dbi méat véi hinh thiec ky luat ngay lap
tirc, ndng nhat va bao gébm cd chdm dit hop déng vi hanh vi
pham tdi theo luat phap hién hanh va Néi quy lao dong.

6.4 S P Setia cling sé thdng bao va lam viéc v&i cac co quan chire
nang dia phuong lién quan dén bat ky trwdng hop HOi 16 nao
dworc thwe hién b&i Nhan vién, Giam doc, Bén th(r ba hoac Céng
chue.

6.5 IGU sé chju trach nhiém diéu tra cac cao budc vé Hbi 16 cla
Nhan vién va cac Bén th& ba, va néu cé thé, thwc hién cac buwéc
thich hop dé déi pho, chadng han nhw clr cac c¢b van bén ngoai
tham gia vao bét ky cudc diéu tra nao nhw vay.
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PHAN II: CAC KHU VUC RUI RO

7.

Ban stra déi sé: 00

CAC KHU VU C RUI RO VA PHAN HOI CUA S P SETIA

7.1. S P Setia da tién hanh danh gia vé kha nang tiép can cac rai ro héi
16 cila S P Setia va S P Setia c6 Chinh sach quan ly rdi ro, B6 quy
tac gng Xt va dao dwrc trong kinh doanh, quy trinh hoat dong tiéu
chuan va chwong trinh dao tao nhan vién dé quan ly nhirng rui ro
do.

7.2.  Cé&c khu vuec rai ro tiém an déi véi S P Setia bao gdm:
7.2.1 Thué tuyén cac Bén thir ba;
7.2.2 Twong tac véi Cong chirc;
7.2.3 Taitro va quyén gop;
7.2.4 Qua tang va chiéu dai;
7.2.5 Cac khoan thanh toan béi tron va lai qua;
7.2.6 SO sach va hd so tai chinh, va kiém soat ndi bod; va

7.2.7 Tuyén dung.

7.3 Ching toi tom tat chinh sach clia S P Setia lién quan dén nhirng rdi
ro tiem an da néu trén trong phan sau.

CAC BEN THU BA

8.1 Tét ca céac giao dich v&i Bén th& ba sé dwoc thwc hién véi tiéu
chuén dao dirc cao nhat va sé tuan tha tat ca cac luat va quy dinh
c6 lien quan & Malaysia hodc & quéc gia cé lién quan. Nhan vién
va Giam dbc khéng duoc né tranh cac chinh sach va thd tuc ctia S
P Setia bang cach st dung Bén th& ba dé thwc hién céac hoat
dong ma S P Setia khong thé tw lam.

8.2  Céc khoan thanh toan cho Bén thi ba, khi dwoc biét hoac tin rang
sé cO mot Ighoén héi 16 cho Céng chirc, ca nhan hodc bat ky tb
chirc nao, déu bi cam.

8.3 Chung ta phai ddm bao minh biét r6 tAt ca cac Bén th&r ba ma

ching ta lam viéc cing va chung ta da tién hanh kiém tra hoat
dong tham dinh day du doi véi cac Bén thir ba nay.

8 C6 hiéu luc: Ngay
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8.4  Trwdc khi S P Setia duy tri hoac tham gia mét giao dich lién quan
dén Bén thir ba ho&c lién quan dén céac trwérng hop khac co thé
lam d4y lén quan ngai vé viéc tuan thi luat chéng hdi 16 hién hanh
cia Malaysia ho&c dia phuong, S P Setia sé& tién hanh danh gia
“hoat d6ng thdm dinh dwa trén rdi ro pht hop” nhdm dam bao voi
S P Setia rang Bén th& ba la mét ca nhan, cdng ty hodc doanh
nghiép hop phap va dang tin cay sé tuan tha luat chéng héi 16 va
Chinh sach nay, ciing nhu xem xét cac lo ngai v& hanh vi tham
nhiing tiém &n khac mét cach hop ly. Vui ldong tham khao Chinh
sach thué tuyén bén thi ba d& dwoc hwdng dan chi tiét hon.

8.5  Chung tdi mong rang tat ca cac Bén thir ba déu tuan theo céac gia
tri va tiéu chuan dao dirc cla chung tdi va dac biét 1a tuan tha
Chinh sach nay. Phai ghi chép cac mbi quan hé véi Bén thi ba
mét cach thich hop bang cach st dung cac diéu khoan va diéu
kién da dwoc phé duyét, co thé bao gobm cac nghia vu phai tuan
thG va quyén cham dat hop ddng do vi pham luat chéng tham
nhiing v&/ho&c Chinh sach nay, cAm thay mat cho S P Setia thuc
hién ho&c tiép nhan bat ky khoan héi 16 nao, cac thé hién va dam
bao lién quan dén cong tac phong chéng tham nhiing, cac yéu cau
lwu gitr s6 sach va hd so thich hop va quyén tién hanh kiém toan
sb sach va ho so.

8.6 Dac bhiét, S P Se’tia sé thuc ‘hién cac bién phap hop ly trong kha
nang ctia minh dé dam bao rang:

8.6.1 Moi khoan thanh toan dwoc thwc hién cho Bén th& ba
khéng nhiéu hon sb tién dwoc néu trong théa thuan bang
van ban v&i Bén th ba va la khoan thu lao thich hgp cho
céc dich vu hop phap do Bén thir ba cung cép;

8.6.2 Khdng mét phan nao cla khoadn thanh toan dé dwoc Bén
thir ba chuyén di dwdi hinh thirc hdi 16 hoac trai voi luat
hién hanh hoac Chinh sach nay;

8.6.3 Ludn duy tri hd so vé tén va cac diéu khoan hop déng dbi
véi tat ca cac Bén thd ba, lién quan dén cac giao dich voi
Coéng chtrc; va

8.6.4 Céc hoat dong cla Bén th(r ba dwoc giam sat d& dam bao
khong vi pham luat phap hién hanh hoac Chinh sach nay.

Bén sira déi sé: 00 9 C6 hiéu luc: Ngay
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Q. TUONG TAC VO'I CAC CONG CHUC

9.1 Trong qua trinh kinh doanh théng thwdng ctiia S P Setia, c6 thé sé
c6 cac cudc hop véi cac Cong chire (tai Malaysia hoac tai cac québc gia
khac).

9.2  Tét ca cac cudc hop véi Cong chire phai dwoc td chire cong khai
va minh bach dé tranh tao ra moi nhan thirc vé hanh vi tham
nhiing. Tt c& cac cudc hop véi Coéng chirc phai dwoc 1ap bién
ban hop 1& va bién ban cudc hop can phai dwoc lwu gitr va c6 chi
ky x4c nhan cta nhirng nguoi ky cé thAdm quyén twong ng. Can
kiém tra can than tat ca cac bién ban cudc hop trwdc dé xem céd
cac diém sai s6t nao hay khéng. Trong moi trwdng hop, ddm bao
bién ban cudc hop viét ré chi tiét toan béd cudc hop l1a yéu cau cuc
ky quan trong.

9.3  Theo nguyén tac chung, cac Cong chirc s& khéng dwoc S P Setia
thué dé& cung cép cho S P Setia cac dich vu & nhirng vi tri ma cac
Cong chuc do, tuy theo bd nhiém hodc ban chat nhiém vu cla ho,
gay ra anh hudng dén bét ky giao dich va’hodc phat trién do S P
Setia thwe hién hodc & vi tri gdy xung dét lgi ich. Néu S P Setia
can moét Coéng chirc cé chuyén mén lién quan va véi diéu kién
Cong chrc d6 khéng & vi tri cé kha nang gay anh hwéng va khéng
xung dét loi ich, véi giao dich va/hodc phat trién cta S P Setia, thi
nén tham khao y kién ca IGU vé tinh hudng thué Céng chirc nhw
vay. Viéc thué hodc chi dinh bat ky Céng chirc nao trong qua trinh
cung cap dich vu cho hoac thay mat cho S P Setia phai dwoc thao
luan qua Uy ban Quan ly RGi ro va dwoc sw chap thuan tlr Hoi
ddng quan tri ctia S P Setia Bhd.

9.4  Viéc thanh toan hodc hoan trd bat ky chi phj kinh doanh nao cho
Cong chure, du la hop ly hay khéng, déu bi cam.

10. TAITRO & QUYEN GOP

10.1 S P Setia c6 thé thwc hién cac khoan quyén gop t thién. Tuy nhién,
nhitng khodn déng gop dé phai pht hop vé mét dao dirc va hop
phap theo luat Malaysia va/hoac luat 1é dia phwong cé lién quan
(néu co). Vui long tham khao Chinh sach Quyén gop va tai tro dé
dwoc hwdng dan chi tiét hon.

11. QUA TANG VA CHIEU DAl
11.1 Qua tang va/hoac chiéu dai qua hoang phi hoac khdng phu hgp co
thé ciu thanh hanh vi Hbi 16. Vui 1ong tham khdo Chinh sach Qua

tang va chiéu dai dé dwoc hwdng dan chi tiét hon.

Bén sira déi sé: 00 10 C6 hiéu luc: Ngay
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12.

13.

Ban stra déi sé: 00

CAC KHOAN THANH TOAN BOI TRON & “TIEN LAI QUA”

12.1 Cac khoan thanh toan béi troon thwong la cac khoan thanh toan
nhé, khéng chinh thirc dwoc chi trd d& Céng chirc hodc nguoi
khac ddm bao hodc xuc tién mét nhiém vu hodc dich vu théng
thwong ma ca nhéxn hoac cong ty dwoc phép hwédng mot cach hop phap
(chang han nhw day nhanh qua trinh xt ly don xin thi thuec).

12.2 “Tién lai qua” thwong la cac khoan thanh toan dwoc thic hién dé
doi lai lgi thé hoac lgi ich kinh doanh.

12.3 Céc khodn thanh toan béi tron va “tién lai qua” la cac khoan thanh
toan dut 16t va khéng duwoc thyee hién hoac chap nhan theo chinh
sach clta S P Setia.

12.4 Néu ban, khi dang thay mat S P Setia, bi yéu cau phai thwc hién
mét khoan thanh toan bdéi tron, ban phai bao cao ngay sw viéc
(bang van ban) cho IGU. T4t ca cac yéu cau vé khoan thanh toan
bdi tron phai dwoc bao céo theo cach nay. Néu ban dbi mat voi
mét yéu sach tong tién bao ham s de doa ré rang hoac ngu y vé
an toan ca nhan cua ban than va ban tin twéng hop ly rang minh
sap gap phai nguy co tén hai co thé nghiém trong, hay méat tw do
va khéng c6 phwong an thay thé chinh dang nao khac, ban cé thé
thwe hién chi trd cac khodn thanh toan bj cAm nay. Trong nhirng
trwdng hgp nhw vay:

12.4.1 Ban phai luén ghi tredng hop chi tiét vao sé sach clia S P
Setia, bao gom ly do thanh toan, ngay thanh toan va danh
tinh cdia ngwdi nhan.

12.4.2 Ban nén bao céo khoan thanh toan téng tién nay cho IGU
cang nhanh cang tét dé xac dinh hanh déng can thyc hién.

12.5 Ban phai tranh moi hoat déng c6 thé dan dén hoéc c6 thé goi y
rang S P Setia sé thwc hién hoac chap nhan mét khoan thanh toan
bbi tron hoac “tién lai qua”.

SO SACH VA HO SO TAI CHINH, VA KIEM SOAT NOI BO

13.1 S P Setia duy tri sb sach va hé so chi tiét, chinh xac ciing nhu mét
hé théng kiém soéat ndi bd, ddm bao trach nhiém giai trinh déi voi
tAt c& cac quy va tai sén clia S P Setia. S P Setia sé& duy tri va sén
sang hd tro cac cdng tac kiém tra sé sach va hd so chinh xac,
theo mec d6 chi tiét hop ly, dé& lap hd so tat ca cac giao dich tai
chinh, danh gia rdi ro va thdm dinh mét cach chinh xac va ré rang.

13.2 S6 sach va hé so bao gom: tai khoan, thw tr, héa don, ban ghi
nh&, bang, dia, giay t&, sO ség:h va cac tai liéu khac hoac cac
théng tin dwgc sao chép dudi bat ky hinh thirc nao.

11 Cé hiéu luc: Ngay
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14.

Ban stra déi sé: 00

13.3 Tét ca céac giao dich phai dwoc bdo céo trung thwc theo cac quy
dinh, chinh sach va/hoac quy trinh hoat ddng tiéu chuan co lién
quan, tly tirng trwdng hop. Ban Kiém toan nodi bo cla Tap doan
sé giam sat qua trinh tuan tha nay.

13.4 Khéng thé thuc hién thanh toan néu khong lap tai liéu hd tro chinh
xac, dac biét la bat ky khoan thanh toan “ngoai sd sach” hoac cac
khodn thanh toan mang tinh gian 1an nao khac: chadng han nhw
lam sai léch sb6 sach va hd so dé& nguy tao hodc che day céac
khoan thanh toan, thanh toan cho héa don gia hoac héa don gian
lan, ghi ma sai s6 ké toan tdng hop hoac lam sai léch bao céo chi
phi (dac biét la dé che gidu cac khoan thanh toan khéng hop ly) &
cac hanh vi trai véi Chinh sach nay va bi nghiém cam.

13.5 Vui Idng tham khao cac quy trinh hoat déng tiéu chuan lién quan
dé nhan dwoc huwéng dan chi tiét hon vé cac trwdng hop han ché,
trong d6 tién mat dwoc phép st dung dé thwc hién cac thanh toan
c6 gia tri nhé.

THU TUC TUYEN DUNG

14.1 Mac du khéng cé quy dinh cAm tuyét déi nao dbi véi cong tac
tuyén dung danh cho nhirng ca nhan dwoc ngudi khac gidi thiéu,
nhwng quyét dinh tuyén dung khéng nén duwoc dwa vao cac giao
dich kinh doanh cGia S P Setia. Khéng nén trao co hoi viéc lam dé
ddi lay bat ky loi ich nao ma S P Setia nhan dwoc, va Nhan vién
hodc Giam déc khéng dwoc trao dé nghi tuyén dung dé tim kiém
bat ky loi thé nao trong moi hoat ddng kinh doanh.

14.2  Theo quy trinh do, tat ca nhixng nhan vién moi dwoc tuyén dung
deu phai thyc hién cac quy trinh sang loc trwéc tuyén dung theo
quy dinh.

14.3 Trwdng bd phan Nhan sw ctia Tap doan va tat ca nhan vién Nhan
sy cua Tap doan chiu trach nhiém tuyén dung phai ddm bao rang
tat c& céc thd tuc sang loc trwéc tuyén dung da dwoc hoan tat
thda dang truwdc khi dwa ra bat ky dé nghi lam viéc nao.

14.4 T4t ca cac nhan vién va Giam déc hién tai cia S P Setia (tai thoi

diém cta Chinh sach nay) phai dwgc tién hanh kiém tra tham dinh
thich hgp nhw mét phan trong danh gia rdi ro cia S P Setia.

12 C6 hiéu luc: Ngay
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PHAN Il: TRACH NHIEM CUA BAN
15. TRACH NHIEM CUA BAN

15.1 Ban phai dam béo rang ban da doc, hiéu va tgén thd Chinh sach
nay cling nhw cac quy trinh hoat déng ti€u chuan co lién quan.

15.2 Ban phai tranh thwc hién b4t ky hoat déng nao c6 thé dan dén
hoac ggi y cac hanh vi vi pham Chinh sach nay.

15.3 Ban phai thdng bao cho Trwdng bd phan cdia minh hoac IGU cang
sém cang tdt néu ban thwc sw cho rang hodc c6 nghi ngd rang
hanh vi vi pham Chinh sach nay da xdy ra hoac cé thé xay ra
trong twong lai.

15.4 Ban nén canh gidc voi cac dau hiéu canh bao vé Hoi 16 (& day
dwoc goi la “dau hiéu canh bao”), dwgc néu trong Phu luc 1 clda
Chinh sach nay.

15.5 Viéc ngan chan, phat hién va bao cao Héi 16 1a trach nhiém cda tat
cq nhirng ca nhan lam viéc cho S P Setia hoac ca nhan thuéc sw
kiém soat cla S P Setia.

15.6 Viéc khong tuan thd cac diéu khoan cia Chinh sach nay la mot
hanh vi vi pham ky luat.

16. CACH BAY TO QUAN NGAI

16.1 Ban nén bay té quan ngai v& bat ky trwérng hop xay ra hay nghi
ng® cé can clr ndo vé cac hanh vi sai trai hoac vi pham Chinh
sach nay trong giai doan s&m nhat cé thé, bang cach bao céo
ngay nhirng trwong hop hay nghi ngé& dé bang van ban cho IGU.
Vui 1dng tham khdo Chinh sach Té giac dé dwoc hwéng dan chi
tiét hon. Sau d6, IGU c6 thé dwa cac bao céo nhw vay Ién Uy ban
Quan ly Rui ro va tham chi cao nhat 1a H6i ddng quan tri, néu thich
hop.

16.2 Néu ban khong chac chan vé mét hanh vi cu thé c6 cau thanh Hoi
16 hay khdng, hoac néu ban co6 bat ky thac mac nao khac, thi hay
cho Trwédng bé phan cua ban hoac IGU biét.

16.3 Mot khi ban da bao cao nghi ng& hoac lo ngai cia minh, khéng
nén thdo luan van dé véi ai khac ngoai nhirng ngudi chiu trach
nhiém diéu tra van dé, cho dén khi c6 thdng bao khéac hodc thdng
tin dwoc cong khai.

Ban stra déi sé: 00 13 C6 hiéu luc: Ngay
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17. CAM CAC HANH PONG TRA BUA — BAO VE DOI VOI CAC CA NHAN
BAO CAO HANH VI HOI LO

17.1 Chung t6i hiéu rdng nhirng ca nhan tlr chdi nhan ho&c dwa héi 16,
hogc nhitng ca nhan bay té sy lo ngai hoac bao cao hanh vi sai
trdi cia ngwoi khac, déi khi lo lang sé phai chiu hau qua.

17.2 Tét ca cac bao cao vé hanh vi sai trai hodc hanh vi khéng phu hop
sé dwoc bi mat xtr ly va nhirng ca nhan bao cao mét cach cé thién
chi va trung thuc sé dwgc bao vé khdi cac hanh vi tra dda, tru dap
va cac hanh vi di x&r bat loi khac. Vui 1ong tham khao Chinh sach
Té giac dé dwoc hwdng dan chi tiét hon.

Ban stra déi sé: 00 14 C6 hiéu luc: Ngay
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PHAN IV: CHUONG TRINH BDAO TAO VA TRUYEN THONG
18. HUONG VE PHIA TRUOC

18.1 Tat ca moi ngwdi déu co trach nhiém hiéu Chinh sach nay va cac
quy trinh van hanh tiéu chuan lién quan, cling nhw hiéu vai tro cta
ban than trong viéc tuan theo Chinh sach va céac thu tuc.

18.2 S P Setia dang thiét ké mét chwong trinh dao tao mé réng danh
cho tat ca cac diém dwoc néu trong Chinh sach nay. Chwong trinh
dao tao dé sé dwoc thiét ké cho Nhan vién, Giam dbc va Bén th
ba. IGU chiju trach nhiém thiét k&, 1&n lich va thwc hién chwong
trinh dao tao chéng héi 16 va tham nhiing ctia S P Setia.

18.3 Tat ca Nhan vién bat budc phai hoan thanh khoa dao tao vé chong
hoi 16 va tham nhiing.

18.4 Chwong trinh dao tao vé Chinh sach nay 1a mét phan trong qué
trinh lam quen danh cho tat ca cac Nhan vién mai.

18.5 Tat cad Nhan vién va Giam doc hién tai sé thuong xuyén nhan
dwoc chwong trinh dao tao lién quan vé cach thirc thyec hién va
tuan tha Chinh sach nay.

18.6 Cac Bén thr ba cling s€ nhan dwgc chuwong trinh dao tao, néu
thich hgp. Cac Bén thir ba bat budc phai tham gia chwong trinh
dao tao khi dwoc S P Setia gvi I&i m&i hoac yéu cau tham dur.

19. THEO DOI VA DANH GIA

19.1 CRIGO va Uy ban Quan ly Rui ro sé theo ddi tinh hiéu qua va
thwérng xuyén danh gia coéng tac thuc hién Chinh sach nay dé can
nhac tinh phu hop, day dd va sw hiéu qua cta Chinh sach. Moi cai
tién dwoc xac dinh s& dwoc thwe hién trong thei gian sém nhét.
Céc hé théng va tha tuc kiém soat ndi bd sé duoc kiém tra thudng
xuyén d& dam bao rang nhirtng hé thdng va thd tuc dé van hiéu
qua trong cong tac phong chéng Hbi 16.

19.2 T4t ca nhirng ca nhan la déi twong cta Chinh sach nay chiu trach
nhiém vé sy thanh céng cta Chinh sach va phai ddm bao rang
minh s dung Chinh sach dé trinh bay moi nguy hiém, hanh vi sai
trai hoac hanh vi khéng dung dan dang ngo.

19.3 Chinh sach nay c6 thé duoc sira doi theo thoi gian, va moi Nhan
vién va Giam doc c6 trach nhiém tw cap nhat cac stra doi do.

Chinh sach nay dwoc Hoi ddng quan tri thdng qua vao ngay 23/11/2021.

Ban stra déi sé: 00 C6 hiéu luc: Ngay
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PHU LUC 1

TINH HUONG RUI RO TIEM AN:
“DAU HIEU CANH BAO”

Sau day la danh sach cac dau hiéu canh béo cé thé xay ra trong qua trinh lam
viéc cho S P Setia va c6 thé gay ra cac quan ngai theo cac luat chéng héi 16 va
tham nhiing khac nhau. Danh sach nay khéng phai 1a ban day da va chi nhdm
muc dich minh hoa.

Néu ban gap phai b4t ky d4u hiéu canh bao nao trong sé nhivng dau hiéu nay
trong qua trinh lam viéc cho S P Setia, ban phai nhanh chéng théng bao cho
Trwdng bd phan cdia minh hoac g&i bao cao cho IGU:

| CAC BEN THU BA

a) Ban biét Bén th&r c6 ba tham gia vao hoac da bi cao budc tham gia
vao cé(; hoat dong kinh doanh khéng dung dan. )
b) Ban biet Bén thi ba co tai tiéng vé viéc dwa hoi 16 hoac yéu cau

phai trd hdi 16 cho ho hoac co tai tiéng vé “nhivng mbi quan hé dac
biét” véi cAc Cong chirc co thé lién quan dén viéc thwc hién mot
khoan thanh toan khéng chinh thirc cho Céng chirc dé.

c) Bén th(r ba doi hoa hdng hodc thanh toan phi trwéc khi cam két ky
hop ddng v&i ching ta hay trwdc khi thwe hién chire nang hoac
guy trinh cua chinh phd cho chung ta.

d) Bén th&r ba yéu cau thanh toan bang tién mat va/hoac tr chbi ky
thda thuan hoa héng hoac théa thuan phi chinh thirc, ho&c tr chdi
cung cap héa don hoac bién lai cho mét khoan thanh toan da thuc
hién ttr trwdce.

e) Bén tht ba yéu cau thwc hién khodn thanh toan dén mét qubc gia
hodc vi tri dia ly khac véi dia chi cw tri hodc dia diém tién hanh
kinh doanh ctia Bén th ba.

f) Bén thir ba yéu cau mét khoan phi hodc hoa héng bd sung bat
ng® dé “tao thuan lgi” cho mét dich vu.

0) Bén th&r ba doi héi cac hoat dong giai tri hoac qua tang hoang phi
trwdc khi bat dau hoac tiép tuc dam phan hop déng hodc cung cép
dich vu.

h) Bén th& ba yéu ciu thwc hién mét khoan thanh toan dé “bé qua”
cac vi pham phéap luat tiém an.

i) Ban nhan dwoc mot héa don cd vé khong tuan theo tiéu chuan
hoac da dwoc tuy chinh tlr Bén thi ba.

i) Bén th& ba tlr chdi tuan tht yéu cau kiém toan cho quy trinh d4u
thau hodc quy trinh ky két hop déng.

k) Bén thi ba kién quyét st dung cac thda thuan bén |& hoac tw chbi
dwa cac diéu khoan da thda thuan vao van ban.

) Ban nhan thay rdng S P Setia da dwoc lap héa don cho khoan
thanh toan hoa hdng ho&c phi cé vé qua I&n véi (cac) dich vu

Ban stra déi sé: 00 C6 hiéu luc: Ngay
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dwoc cho 1a da dwoc cung cép.

m) Bén thw ba ép ban khan trrong thyc hién khoan thanh toan hoac
thwe hién khoan thanh toan trwéc thdi han ma khéng cé ly do rb
rang.

n)  Céc thi tuc d4u thiu thong thwdng bi bd qua va/hodc mét nha
thau cu thé dwoc wu tién lwa chon cho mét dw &n ma khéng cé ly
do rd rang.

I TUONG TAC VOI CAC CONG CHUC

a) Ban dwoc yéu cau trd mot khoan phi (cho du cé hop phap hay
khéng) cho mdt Cong chirc dwéi hinh thirc ca nhan chi khéng
phai cho co’ quan chinh pht c6 lién quan.

b) Ban dwoc yéu cau trd mot khoan phi (cho du c6 hop phap hay
khéng) cho bén th(r ba bang tién mat hodc bang vat twong
dwong tién méat va khéng nhan duoc bién lai chinh thirc nao.

c) Ban dwoc yéu cau phé duyét chi phi di lai hoac chi phi giai tri cia
mot Cong chirc, nhwng ban khéng thé tim thay bang ching nao
vé viéc S P Setia cho phép phu hop (theo quy trinh hoat déng
tiéu chuan lién quan) cho khoan chi do.

1l TAI TRQ & QUYEN GOP

a) Ban dwoc yéu ciu déng gop cho mot dang chinh tri dé thé hién
long quy trong khi S P Setia gianh dwgc mét hop ddng hanh
chinh.

b) Ban dwoc hdi xem S P Setia c6 thé déng gép mot khodn tién méot
lan cho “td chirc tlr thién” hodc cho “dw an phat trién” trong khu
vue dia phwong hay khoéng, tuy nhién, ban khéng dwoc cung cap
thdng tin chi tiét ngay ca khi da yéu cau.

IV QUA TANG VA CHIEU PAI

a) Ban duwoc tang mét mon qua bang tién mat hoac mét vat twong
dwong tién nhw phiéu mua hang c6 thé déi thanh hang hoa,
chéng han nhw d6 dung dién tt, s dam bay, vang, bac hoac trai
phiéu vé danh.

b) Ban dwoc tdng mét mon qua cé gia tri rat cao.

C) Ban dwoc yéu cau cap quyén hoac thanh toan chi phi di lai hoac
chi phi giai tri cho mét Céng chc nhung khéng c6 ly do céng
viéc ré rang hodc khéng cé bang chirng vé viéc duoc S P Setia
cho phép phu hop (theo quy trinh hoat déng tiéu chuan lién
guan) cho khoan chi dé.

d) Ban dwoc yéu cau tra tién cho dich vu giai tri tai cac cau lac bo
dém hoac cac dich vu ve tinh duc. ]
e) Ban dwoc cung cap cac chuyén di/chuyén du lich, cac dich vu

gidi tri xa hoa hoac c6 gia tri cao, cac lgi ich khac (i) trwdc khi bat

Ban stra déi sé: 00 C6 hiéu luc: Ngay
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dau hoac tiép tuc dam phan hop dong hodc (i) trudc hoac gitra
thoi diém trao hgp dong cho Bén thw ba.

V. CAC KHOAN THANH TOAN BOI TRON & “TIEN LAl QUA”

a) Dw kién la ban phai thanh toan (déi khi con goi 1a “tién ca phé”
ho&c tién tra nwéc) cho Cong chirc dé xdc tién/phé duyét don
dang ky.

b) M6t dai dién hé tro ban trong céng viéc mua dat yéu cau ban chi

tr& mot khoan tién mot 1an d& dam bao qua trinh mua ban dién ra
thuan lgi ma khéng néi ré sé tién dé6 dwoc ding vao muc dich gi.

c) M6t Céng chirc yéu cau mdt khodn phi hanh chinh dac biét dé
cho phép ban ndép don dang ky va khong cé hd so chinh thirc
nao viét vé khoan phi phai tra dé.

VI SO SACH VA HO SO TAI CHINH, VA KIEM SOAT NOI BO

a) Ban nhan thdy rang cac thda thuan thanh toan béat thuwong da
dwoc dé xuat cho mét giao dich cu thé (chang han nhw thanh
toan trwdc cho cac dich vu, hodc thanh toan bang tién mat gt
vao tai khoan ngan hang ctia Bén thir ba & nwédc ngoai).

b) Héa don nhan dwoc tr mot dbi tac kinh doanh Bén th& ba dwoc
tin nhiém c6 vé bat thwdng, chadng han nhw héa don cé kiéu chiv
in khac, chi tiét nguwoi nhan tién thanh toan khac véi théng
thuwong vazhodc sé hoa don cé vé bat thuong.

C) Nhan dwoc mot hda don cho mét khoan tién Ién ma khéng kém
theo bat ky tai liéu chirng minh nao, mac du nguoi gt da dwoc
théng bao rang bat budc phai c6 tai liéu chirng minh.

d) Sé tién ghi trén héa don ma ban da nhan dwoc Ién hon nhiéu so
véi mire ban dy kién dbi véi (cac) dich vu dwoc cung cép.

e) Ban nhan thdy mo ta trén héa don khéng dung hoac khéng chinh
X&c.

VIl TUYEN DUNG

a) Ban phat hién ra mét nhan vién xin viéc da tirng la dbi twong cla
céc cudc diéu tra hdi 16 hodc tham nhiing trong qua kht.

b) Mot nhan vién xin viéc t chdi cung cap thong tin ve viéc minh co
tirng bi diéu tra vé cac hanh vi héi 16 hodc tham nhiing truéc day
hay khong.

C) Quy trinh kiém tra trwéc tuyén dung dbi véi mot nhan vién xin
viéc xac dinh rang nguwdi d6 da tirng bi két an hinh sw lién quan
dén hanh vi héi 16 hoac tham nhiing, hodc quy trinh kiém tra cho
th4y rang nhan vién xin viéc da khéng trung thwc khi khai bao vé
viéc ho co6 tirng bi diéu tra hay bi két an lién quan dén cac van dé
héi 16 hoac tham nhiing hay khéng.

Ban stra déi sé: 00 C6 hiéu luc: Ngay
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