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Code of Business Conduct & Ethics

Message from CEOQ

“Te assist each of us in fulfifing this responsibility, we have designed the following Business

Conduct and Ethics Code, which sats the standards of behaviour for how we should work and act
in different workplace situations.

The Business Conduct & Ethics Code documents our core values and principles. These values

. .determine -how. we.conduct our internal and. external activities, and provide. a basis for falr and

equal trealment of ail our employees. While looking to maximizing capability and performance, we
strive to maintain trust in alf our individual and business dealings and establish strong relationships
based on mutual respect, which is essential to building a strong reputation.

Each employes wil receive a copy of the Business Conduct & Ethics Code upon commencement
of their employment and the Code will form part of their employment terms. Every employee is
required to comply with the contenis of this Code ag this would help them avoid activities that
invoive or might appear to involve unethical behaviour

During the course of your employment, you will no doubt encounter 2 number of ethical dilemmas
and make difficult choices, or be confronted with a situation where you suspect a possible viotation
of the Codes and policies discussed in this document, In such a situation, you will need o pause
defer your decision until after you have consulted with your direct supervisor, manager or HR
Manager.

Please read this document thoroughly and familiarize yourself with the contents of the Codes and
related corporate Policies. Your managers and supervisors are expecied to offer guidance and
support 1o you and promote sompliance by ekample.

| hope that you will find this document useful as a personal primer on ethical business conduct,

now and in the future

Sincerely yours,
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Code of Business Conduct & Fthics

Summary of the Code
This Cade iy vour guide io ofbicsl snd vl conduct and serves g3 o romindsr of the
poticies, rofes aad faws that B¥ser your gorformancs

Business Ethics define how organizations conduct thelr activities in the word of commerce.

Encouraging good business ethics in an organization involves Implemeniing policies and

procedures that ensure that the actions of individuals ar the organization do not adversely affect
cthers. .

. This Code of Business Conduct covers a range of business practices and procedures, i does not
" cover every issue that tnay arise, but it sets ouf basic principies to guide ali empiovees and officers
of APM. In addition, the Company’s policies and procedures apply to all aspects of Company's
operations and all of our employees and officers are obligated to and must conduct themselves

accordingly.

The organization and its employees should never consider adhering to a code of ethics as a
hindrance {o their work; an unethical course of action may give the company or the employes
ST short-term benefits, but the benefits wilt not be sustainable and eventually valuable time and
£, .‘) - money wiill be wasted to fix tha problems resulting from unethical behaviour. Senior Management
is responsible for stressing the importance of good business ethics; shady business dealings do
not foster a positive environment for growth in the organisation.

About thiv Lode

APM (“the Company”) ‘Business Conduct and Ethics Code’ {“the Code®) is founded on our core
values and principies that define everything we do. However, it is essential to understand that the
Code cannot address every conceivable workplace sifuation. The principles contained in this Code’
will help you decide when a situation requires further thought or reference o a higher level of
managemeant.

{edng this Code

» Read through the entire Code.

s Think abdut how the Code applies to your job, and consider how you might handie situations
o avold improper, illegal or unethical actions.

« Use the questions and answers to help clarify situations that you may encounter.

= If you have guestions, ask your supervisor, manager, human resources or as appropriate.

v Visiation of the Tude

Those who violate the standards in this Code will be subject to disciplinary action, incluging
possibie dismissal. Furthermore, viclations of this Code may alse be violations of the law and may
resull in civil or criminal penalties for you, your supervisors andfor the Company.

Feporting vinlaifon of Fihics Code

All staff are encouraged 1o talk to supervisors, managers or other appropriate personne| about
observed behavior. which they believe may be iliegal or a violation of this Code of Conduct or
Company policy or when in doubt about the best course of action in a pafiacular sli ion. More
guidance is provided in the company’s whistle blowing policy. i
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Code of Business Conduct & Ethics

APM Mission, Vision and Quality Objectives

The sotions of 8 employses contribute Yo APR reputetion; tersfore, aff our employeas
it gothere fo efbival guidelines Juring thelr altempts {o athieve our rission, visien and
Quality obfsvtives.

Spr Wigitr

Our vision is "fo be one of the recognized and admired project buliders in Saudi Arabia and GCC”,

T We will achiéve this by Telving on the safeét most accurats, most time and cost effective

techniques and on a team of experienced, skilled and committed professionats. Qur motfo is "to

-build. @ win-win relationship with ocur customers and secure safe, professional business

refationships”.

L Miission

We are a diversified projects company carrying out onshore & offshore construction, as well as
O&WN activities for industrial, infrastructure, transporiation and civil projects.

Cemmitted to protect the environment in which we operate.

Deliver services that meet the clients' requirements and ensure high quality.

COur profitability is directed to company continues growth and providing satisfaciory retums 1o
sharehoiders,

G Guality Objeciives
The Company expects ifs employees to meet customer satisfaction by

+ providing high-guality projects that meet or exceed equipment specifications and
.consumer needs under all reasonable circumstances:

= furnishing services that refiably meet responsible standards of performance, efficiency,
and courtesy; and

furnishing accurate and sufficient information about its services, including details of
guaraniees and warranties.
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Code of Business Conduct & Ethics

APM Values

Dur business snd indlvidus! relaBionships are built o frust and respuct

Our foundation is bulit onour values, which differentiate us and guide ouwr individual and coliective
actions. We conduct our business in a sacially responsible and ethical manner. We respect the
law, support universal rights, protect the eavirenment and benefit the communities within which we
WOrK.

T4, Longderm Partierghips — We believe In forming strong. mutually beneficial and fong-term

relationships with cur suppliers, customers, business partners and the community.

2. Cramtivity — We use our creativity o find practical ways to overcome challenges, Cur
experience, technological capability and the collective technical expertise of our qualified

iechnicians enable us to overcome challenges and deliver vaiue,

3. High Performance — We strive to excel in everything we do; we always aim to exceed our

E]

customers’ expectations through disciplined application of cur guality assurance standards.

- 4, Divarsity — We recognize the uniqueness of all individuals and the different perspectives and

competencies they bring to the company. We are proud of our diverse workforce and the inclusive
environment that encourages all members of staff to participate in and contribute to the success of

. the company.

& Protecting Peopls snd the Envirenment — We are conscious of our respansibility towards the
health and safety of our workforce and the protection of our assets and the environment. People
are our most valuable asset.
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Code of Business Conduct & Ethics

Ethical Decision-Making

Ethical decision-making is essential o the success of our Company. Some decisions are
obvious and easy to make; others are nol. When faced with a difficult situation, asking
ourselves the questions below can help us to make the right ethical decisions.

Four "ves” answers are required to qualify an action as ethical and in line with APM Values,

¥ you believe an action may violate the laws and regulations, you should stop it immediately.
You may speak 16 your supervisor, unit manager or HR manager If you require information on
which laws apply {0 a given situation

H i3 PO T S e e oo . : s
2. kit corsisient with Company polioy?

if the proposed action does not comply with company poticy, you should not do it and in
certain cases, you might also need to report it to your supervisor, unit manager o HR manager

onsistent with the APM Way?

Consider whether the action would be consistent with our Compan'y‘s core Valuas.

AL ura sk e oS s the Fign o Cebed 8% ot -~
Fwmrs made pubile, would i be comforiable?

Ask yourself if you would make the same decision if you knew that it would be reported on the
front page of tomorrow's newspaper,




Code of Business Conduct & Ethics

Operational Excellence
AR strives o meiolaln 8 safe and healthy work soviommens snd fo prevest s
wossible workplace dvuries.

The Company strives o provide each employee and officer with a safe and healthy work
environment. Each employee and officer has the responsibility for maintaining a safe and
healthy workplass for all e_mp%oyées and officers by following environmental, safety and heaith
rules and practices and reporting accidents, injuries and unsafe equipment, practices or
conditions immediately. Viclence-and threatening behaviours are: strictly-not permitied.
Empiloyees and officers are expected to perform their Cofn;)any related work in a safe manner,
free of the influences of alcohol, illegal drugs or other controlied substances.

The Company expecis its employees and officers to follow all applicable environmental laws
and regulations. if you are uncertain about your responsibifity or obligation you should check
with your supervisor, unit manager or HR manager for guidance.

- Gestion: "l have been advised to follow 2 procedure that | believe will have a negative
impact on the environment? Wha_t should | do?

Apswer Don't make assumptions about the environmental procedures. Always check with
your supervisor/ manager to ensure you have fully understood the procedure you've been
asked te perform. If you suspect the procedure viclates environmental regulations, report your
concern {o seniar managament

Gusstion: “While working on a-task, | discovered that working conditions are unsafe and
different from what was expected when the job was planned. | believe that # would be unsafe
to continue o work in those conditions. What shouid | do?”

Anzwen You have the right to stop or not begin working, if you believe the work to be unsafe.
You must report your concemns o your supervisor, who will investigate and resolve the issus
promptly.

- Gusstion: “There is a program in place to identify and investigate injuries at workplace,
i However, | believe that that some accidents that have resulted in injuries were not reported, as
safety performance is a part of management’s performance appraisal. What should | do?”

answar s imperative that all injuries are reported and investigated to ensure preventive
measures are faken. You must notify your supervisor of any accident that occurs in the
workpiace. If your colleague does not report an accident, encourage him to do so or report it
vourself to your supervisor/manager.

ﬁ; eatypacs g
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© Code of Business Conduct & Ethies

Compliance with Laws, Rules and Regulaﬁons
Hix matier wied your gogftion f3, you muost obay the Law and spbold cur Compeny
Valuss

Compliance with laws and regulations means obeying the letters and the spirit of the Law, and
carrying out all business dealings such that we eam the highest respect among our customers,
suppliers, the government and the community at farge.

Oheying the law is the foundation on which this Company's ethical standards are built. All

.. employeas:and officers mustrespect and obey the laws, riles. andregulations. of the couniryin .
which we operate at all times. Although employess and officers are not expected 1o know the
details of each of these laws, rules and regulations, i is important to know encugh to
determine when to seek advice from supervisors, managers. or other appropriate management
personnei

Cuy Responsibiiities {0

o = Familiarize yourselves with the laws and regulations that apply to your day to day business
N ) activities and responsibifities.
' Comgfy with all applicable laws and regulations and communicate them to other members
of the team,
Understand the fevel of authority included in your gob anet ensure that you do not act
outside those limits.
= Ensdre that you act in accordance with contractual agreements or conditions that apply.
= Seek guidance, advicé and assistance from your difect supervisor, manager, or Legal
Advisor.where necessary,
*  Speak up if you suspect anyone in APM is breaching, or is about to breach the Company's
policies or local laws, or is engaging in activities that could harm the Company's
: reputation.
* Foliow the procedures illustrated in the APM Whistle- Bowmg Pohcy to report any
concerns thh regards {o violation of laws and regulations.

fatters i be gvolded (DO Tai:

" * Viclate, neglect or disregard any applicable laws or regulations, even if the intentions are
good.
= Find loophotes or other creative means to circumvent any law or regulation.
= Coniract on behalf of the company verbally or in writing if you do not have the authority to
do s0.
= Take matters info your own hands if you suspect somecne of breaking any lew or
regulation, or fail to inform management.

Swzmtion: “If | become aware of any unethical and iliegai activity, shoutd | report it to senior
management of {aik to my supervisor?”

3 et In accordance with APM Whistle-blowing Policy, it is not necessary for you to report
your concerns to the Senior Maﬁagement if the situation can be resolved through discussions
with your supervisorimanager. However if you feel Uncomfariable discussing the matter with
YDUF supervisorfmanager, you may report your goncerns to the Senior Management.

Questian “If 1 suspect a viclation of our guidelines, should | report it even if | am not entirely
surg that thare is a problem?”

Avmwer: As per APM Whistle-blowing policy, you are required to raport any syspectéa"“‘w
wrongdiolng. or violations, and your supervisor/manager is required to freat yourf‘re;goﬁ-wxﬁz
- and seriousness. Itis preferable to report a suspected wrongdoing thz évgnﬁuaii}m\ ‘

{0 be an issue than 1o ignore a possible violation, : £ ;




Code of Business Conduct & Eihics

Personal Conduct
Four comndoct both ot work and culsids work shouid be In socordance with the Boliciss
and Procedures datelied in this Code.

Our employees are our most vatuable resource. Their creativity, professional conduct and
persuasiveness are crucial to the success of the company and io its reputation in the market
place. Management and line managers have responsibilities towards their staff. The staff, in
furn, also has a responsibility fo ensure their actions and behavior does not viclate Company
policies regarding pearsonal conduct. The reputation of the Company rasis upon the mtegri%y
=~ and good conduct of our smpioyees. e o . S e e S

Flurrsan Rigivis

The Company understands the basic rights of iis employees. The Company seeks to condust

ifs activities whife respeacting the employees’ and officers’ human rights. There are two broad

categories of human rights. The first category concerns civil and political rights and.includes

. such rights as the right to fife and lberty, equalily before the law and freedom of expression.

3 The second category concerns economic, social and cultural rights and includes such rights

as the right to work, the right to food, the right to health, the right to education and the right to
social security.

~Diversity, Sisorivination and Harassment

As part of Company's ethical values, employees should learn from and admire the cultures in
which they work. The diversity of the Company's employees is a remendous asset. We are
firmfy committed to providing squal opporiunity, fair treatment and a harassment free work
environment to all employees, consultants, suppliers and business associates and will not
folerate any discrimination based on race, color, creed, religion, sex, national origin or any
other legally protected class.

Char Besponsibifities (30s)
Our responsibility to ensure that our actions do not violate Company policies regarding
personal conduct ars not limited 1o the ‘Dos” & ‘Don'ts’ below. Thess are merely guidelines for

our benefit.

= Be honest. open. fair and professionat in all vour dealings with customers, suppliers,
colleagues and other pariies

* Foliow the appropriate dress code and office timings during work hours

= Conduct business so itis clear fo customners, suppliers and lenders that you are not seeking
personal favours

= Familiarize yourself with the staff regulations relating to your department/position and
adhere to them without fail.

= Be awars of any travel restrictions. politicat or military disturbances in areas you plan to visit
on business

» Report any unethical behaviour or violations of policies to your direct supsrvisor, manager,
human resources or legal advisor. .

threats of violence or harassment at the workplace fo dlrec; " pe;wsor s
resources or legal advisor, I _ 5/‘.4 [N
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Code of Business Conduct & Ethics

Matlters to be avoided (BONTeh

= Engage ih violence or harassment at workplace against co-workers or any individuals you
have contact with during the course of your work,

= Put yourself or your colleagues at risk of injury.

= Reveal confidential, classified or sensitive information to a third party without prior approval
‘and authorization (See Proper use of Company Assels & Data).

v Pérsonally 88 of borrdw money from othef eiiplovess, suppliers of uther individuals you
come in contact with during the course of your job.

= Use your position as APM employees {o influence others for personal benefit,
s Accept oroffer gifts to influence decisions of third pariies {See Gifts & Enterfainment).
s Consume aicohot or drugs, it is to be noted that Saudi Arabia has strict faws prohibiting the

} use of, purchase of, and the trafficking of alcohol and drugs. The penaliy for drug trafficking
in Saudi Arabia is death. APM will report any violations io the refevant official authorities.

Giestion: T had an argument with a colleague that nearly turned into-a physical confrontation.
- 1 believe he may try o meet me outside. What should | do?”

Answer "Speak Immediately to your supervisor / manager. You may aiso notify security or the
local police department if the threat is serious.

~ N
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Code of Business Conduct & Ethics

Company Records, Internal Controls & Reporting
Falr srd ancurate books and secords are sssential for managhng APF's business

The Compéﬂy's records are a vital part of #s operation and as such they must be kept for a set
period. This is detailed in the company’s policies and procedures. No document, other than
that which qualifies as company records, must be retained past the time they serve a business
purpose.

RecordReeping, Finaocial Controls end Disclosures

The Company requires honest, accurate and timely recording and reporting of information in

order to make responsible business decisions. All business expense accounis must be

decumented and recorded aceurately ina timely.manner, if you are not sure whether a certain

expense is legitimate, ask your supervisor or controlier. All of the Company's bocks, records,

accounis and financial . statements must be maintained in reasonable detall, must

appropriately reflect the Company's transactions, must be promplly disciosed to the relevant

Qi authorities in accordance with any. applicable laws or regulations and must conform both fo
applicable Iocal legal requirements and to the Company's system of internal controls.
Business reccords and communications offen become public. The Company employee and
officers must aveid exaggeration, derogatory remarks, guesswork, or inappropriate
characterizations of people and companies that may be misunderstocd. This applies equally -
to emall, internal memos, and formal reports. Records should always be retained or destroyed
according te the Company's policfes and procedures. In accordance with those policies, in the
event of fitigation or governmental investigation, please consutt your direct manager, Human
Resource Manager or the Operations Manager or the CEQ.

internaf Controfs

Reliable internal controls are critical for praper. complete and accurate business conduct, The
company expects its employees to understand the internal controls relavant to their position,
and follow the policies and procedures reiated to those controls. The Company encourages all
-amployees to talk to their supervisors or manager immediatély if they ever suspect that a
control is not available or does not adequately detect or prevent inaccuracy, waste or fraud.

improper Infuenoe on Tendues of Aurliiors

Company Management and employees are prohibited from direcitiy or indirectly taking any
action to coerce, manipulate, mislead or fraudulently influence the Gompany's independent
auditors for the purpose of rendering the financial statements of the Company materially
misfeading. Prohibited actions include but are not limited 1o those actions taken to coerce,
manipuiate, mislead or fraudulently influence an audior {1} to issue or reissue a report on the
Company's financial statements that is not warranted in the circumstances {due o matarial
violations of generally accepted accounting principles, international financial reporting
standards, accepted auditing standards or other professional or regulatory standards}); (2) not
to perform audit, review or other procedures required by generally accepted auditing
standards or other professional standards, (3) not to withdraw an issued report; or (4} not fo
commiunicate matters to the Board of Directors, T

200, e
ting Feulations

aefitet e Comipany. If any smpioyee or officer has concerns of comph zr\? regd?d;‘geé 2y

Byditing matters of the Company, he or she must report any/a ‘I{@' ins to th

Finanvial Reporting )

£
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Code of Business Cenduct & Ethics

empioyees and officers to take this responsibility very seriously and provide prompt and
-accurate answers 10 nternal inquiries.

&g@fém&r 'ﬁﬁﬁwg

it i important that we ensure the acouracy of invoices issued. The invoices should represent
the actual time and recourses {manpower and / or equipment) delivered to the client,
Employess must accuralely prepare customers’ invoices without under or over-billing.

Snmrlaﬁy, {is equal!y tmportant to ensure the accuracy of involces received from supphezs

ﬁmwnw‘“g 5"*’&;}?}’

Business dealings should be open and honest, and transactions should be recordsd promptly
and atcurately. in line with the applicable accounting principles, alt accounting entries made in
the Company's books must be true, compilete, accurate and consistent. '

All employees must adhere to the foiic-wmg guidelines when making an entry in the Company
books:

= When reviewing or preparing financial information, ensure that the entries you make are
frue and not misieading, and that you have not omitted important information.

= [Jo not viclale Company Accounting polities and procedures,
= Ensure that every transaction is represented fairly and truthfully.
= - Never use creative accounting methods or ignore accounting pringiples.

As with all provisions for the Business Conduct and Ethics Code, if an employee believes that
an improper accounting or financial practice or procedure exists, he must report such practice
or procedure immediaiely. An improper fmancxai practice or procedure may include, but is not
hmni’ed e

B O_ver/understatement of revenue,

: ~*  Overfunderstatement of asseis and !iébéiities.

= Intentionally miscalculating depreciaticn expense, or changing depreciation methods and
rates.

s Unreasonable revaluation of fixed assets.
= Cregling fictitious sales/purchases.
= Understating or Overstating provisions.

= Manipulation of accounts receivable/payable balances.

Aogounting Fraud - Belgted Party Transaciions
Related parly transactions {RPT) can present high ievels of fraud risk to our business, if not
conducted and recorded af arm’s length.

in determining the eligibility of Related Party Transactions, the Company will consid
other faciors, the following:

: 13.
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Maintaining confidentiality

Fathure Io properly sscure and protect confidential business information son tvad o
the loss of businoes or offents snd ikl materiafly damage cur repiation.
Halriaiving Confidentisiity

All non-public information about the Company shoizi’d be considered confidential information,
Employees and officers who have access to confidential information about the Commpany or
any cther.entity are nof permitted to.use or share thatinformation-with outside third parties for
personal or third parly gains,

Do not pass on any confidential and/or inside Company information unless iegally required for
conducting the business of the Company. Never provide any inside or confidential information
fo any third party, especially i you suspact that such information may be used for an improper
purpose by the receiving third party,

Confidentiafity of informalios Relating fo Customers and Suppliers

Employees and officers must maintain the confidentiality of proprietary information entrusied
to them by the Company or its customers or subpliers, except when disclosure is authorized in
writing by the Finance Manager Or required by laws or regulations, Proprigtary Information
includes all non-public information. that might be of use fo competitors or harmful ic the

" Company or its customers 'or suppliers i disclosed. it includes information that suppliers and
customers have entrusted to us. The obiligation to preserve proprietary information continues
avan after employment ends,




Cade of Business -Cfenduct & Ethics

Conflicts of Interest _ 7
Any sotivity that has the appearancs of a confiict of inferesd, whether or oot an eotuad
confic! exisls, must B avaided,

A "conflict of interest” exists when a person’s private interest interferes in any way with the

interests of the Company. We always expect all empioyees and officers té actin the best
inferest of the Company. A conflict situation can arise when an employee or officer takes
actions or has interests that may maka |£ d;fftcuit 20 perform hzs or her Company work
“ohjectively and effectively.”

Conflicts of interest may also arise when an employee or officer, or 2 member of his or her
family, receives improper personal benefits as a result of his or her position in the Company.
Loans to or guarantess of obligations of employees and officers and thelr family members by
the Company may create confiicts of interest and in certain instances are prohibited by law. it
e is a-conflict of interest for & Company employee or officer to work for a competitor, cusiomer or
. supplier. You should. avoid any direct or indirect business connection with our customers,
suppliers or competitors, exéeptas required on the Company's'behalf. Conflicts of interest are
prehibited as a matter of Company policy, except as approved by the Board of Directors.

Conflicts of interest may not always be clear, soif youhave a question, you should consult with
your supetvisor. Any employee or officer who becomes aware of a conflict or potential conflict
shouid immediately bring it to the attention of a supervisor, manadger or other appropriate
personnei.

Sources of Confiicts of laterest

Potential conflicts of interests usually arise in four situations:

B Interest of Associate — When an employee. or a-member of his family has a significant
~interest (direct or indirect) in a joint veniure partrer, actual or potential competitor, supplier,
lender, service provider or client of the company.

i) Interest of refative — When an employee carries out a business activity with a joint venture
partner, supplier or customer of whom the employee's relative is the owner, parner,
sharehoider, officer or empioyee.

ifiy Gifts: When an employee or a relative accepts gifis, payments or services of more than
nominal value from a patential or actuatl joint interest partner, competitor, supplier, lender,
service provider or customer.

iv) Misuse of information — When an employee misuses information obtained in the course of
employment.

Managing Lordffcte of Interesis
Even if employees take all necessary measures lo avoid conflicts of interest, some situations
ieading to COl are inevitable. In such siluations, empioyees are expected Jofoll WL\\
traﬁsparency in thesr actons and ensure that alt relevant information is /apprspl’ately ;

lsciose ali relevant information if you believe that there is ¢

k\of a &gﬁm . )
%d na deCiSlDﬁ ar transactlon \
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* . Code of Business Conduct & Ethics

if you are involved in the decision making process, do not make a decision regarding a
- business transaction if you believe there might a conflict of interest.

iii. if you are responsible for administering a transaction and believe there may a conflict of
in_terest, obtain appropriate app;‘ovals before procéssing the ir'ansacticm. .

iv. Promptly report any breach of conflicts of interest po?tcy o your direct supervzsor manager,
human rescurces or legal advisor. S :

3 f;“ *‘—t:mmsfﬁfﬁgz;ﬁs {;.3&&}

= - Thoroughly read and familiarize yourself with the Company pohc:es regarding conflicts of
interests detailed:in this Cede.

*  Always place the Company’'s wider interests ‘ahead of any personal objectives in any
discussions or meetings, when acting on behalf of the company,

= Formally declare any interests. you may have in the transactions carried out by the
3 company.

»  Declare all interests in a ;bﬁni venture pariner, -actual or potential customer, supplier,
lender, sarvice provzder or a client of the company, eliher held by you or a relative {sither
by blood or marriage}.

»  Proactively anticipate and guard against any situations in which a confiict of interest might
arise.

» if a potential conflict of interest arises, discuss the transaction with the Company's
management before entering into the transaction.

* Managers and Internal Auditors must carry out periodic reviews of transactions and
business practices-to identify any exisiing or potential conflicts of interests,

= While recmatmg an employes, -adsquate ancﬁ appropriate background checks must be
carried out.

= Al individuals should disclose their relationships, up to Third Degree, with the Company's
empicyees to their manager and MR manager. The recruitment of staff having Third
Degree relationship wouid be subject to the Owner's approval.

Hatters i be avolidied (Don'tsl

= Take advaniage of inside information or use company’s assets and resources for your
personal gain or the improper benefit of others.

= Use your position within the company in @ manner that an aciual or potential conflict of
interest arises belween your direct orindirect inferests and the Company’s interests,

»  Participate in any business that compstes with the Company or engage in any activity that
might be seen as competing with the company.

= Accept gifts or entertainmant from clienis, suppliers or other third parties above the
nominal value defined in this Code (see Gifts & Entertainment).

Any activity that has the appearance of a conflict of interest — whether or not an actuaj gorzﬂ:ot

exists — must be avoided. If you are in a situation that could lead to a poterztlaé/cqnx

interest or can be perceived as a conflict, it should immediately be reporteds deurf

supewvsor manager, human resources or legal advisor, if. a;’;y of us sees a cﬁanf ;ct/ef mterest\
‘a

e ,___emust also report;t - L ) ,,,/
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Guestion: "I was recently hired in the purchases depariment and have the authorily to
contract with suppliers to supply materials 1o APM. My father owns a significant interestin a
company that has been supplying materials to APM for 2 number of years. Am | looking at a
potentiat conflict of interest?”

© Asswet: "Despite the fact that: APM has been purchasing from the vendor for a long time. an
" appearance of a conffict of interest has now been créated since you are part of the decision
making process velating to the selection of suppliers. You are requaired to disclose your
potential conflict of interest to your manager. The situation can then sasily be resolved if an

- Independent decision maker {g.g. your manager) acts instead.of you. - .

S =N
. Y."“*iffavo 'ﬁ"ij ’
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Gifts and Entertainment
Hlake businesy denisions impartielly end purely o ihe basis of spproprizte factors
sl as price and gusiity of servics

APM's policy on Gifts & Entertainment is designed to avoid situations where a customer,
supplier or any third party may try and gain influence over a member of staff, and to prevent
staff from seeking unfair influence over a customer or supplier.

- APM empil oyees ormanagers should not give or recewe expenswe gifts oF &nterzamment toor
“tiom peopie or compahies doing business with AP

Unless authorised by Senior Management, maost of the Company's staff are not authorized to
offer hospitality to Company’s suppliers and cusiomers, and should not accept hospitality if
offered. Any exception to this rule may only be authorized by the senior management
{provided that any such expenses are acceptable within the business norms).

Hent enturtaifment & socepting hospitaiity

For some empioyees, offering and accepting client hospitalily is an essential part of their job;
in such situations, the empioyees are allowsd to aceept hospitality from clients or suppliers, as
long as’

- =t is in the Company's interests.
- isin line with the value of hospitality oifered by APM and should not exceed SR 1000,

* The hospitality does not develop into a personal relationship, or cause the employee o
alter their decisions.

= The manager 5 informad about the social aspect of the business relationship and his
- approval is obtained prior to accepting the hospitality.

Ow reyvonsibiifias [ 0sh
= Make business decisions impartially and purely on the basis of approptiate faciors (price
quality of service, etc.)

= Only accept giffs, meals, entertainment or other forms of hospitality if they are of nominal
valug, do not excesd SR 300 and does not influence you to give special considerations or
to alter your decision.

= Evaluate appropriateness of accepting or offering Gifis & Enterfainment based on iotal
benefif offered or received, not just the single or individual benefit.

*  Befors accepting a gifi or hospitality, consider:
1. Would accepting the gift appear to affect your ability {0 make an impartial dacision?

2. Would APM offer similar personal benefit or business courtesy?

3 is there a valid business purpose that benefits the Company?

éﬂg@mor customer employee recuasts that you provide a gift ¢
ehangé%or‘f@vorabie treatment {e.g. discounis or favorable cred

Your dirget s‘(’:’pemser or manager immediately.
Tease ..‘.av. "?"

! 3% < et eih g
F.;

A,

,/




..Code of Business Conduct & Eltiics

if you are being offered an inappropriate gift, explain to the client or supplier that you are
bound by APM Code on accepting gifts, to-avoid causing offence.

Keep accurate and detailed records of all g1fts you have been offered or accepted and g;fts
you have offered to third partnes

Formally declare all gifts and other benefits you have received as an individual worth more
than SR 300, or the vaiue of all gifts received from oneé business. contact in one year — if
they exceed SR 300, in the Annuai Comphanca Dectaratlen Form in Annexure L

fWatters 1 be avelted (DONTs);

Offer or accept any privilege, benefit, gift or entertammem if it could be viewed by others as
unfairly influencing the recipient.

Accept gifis that are of inappropriate, excessive or frequent. '

Accept or offer cash and cash convertible gifts, favours or indugements that might influence
business transactions.

Accept any requests for gifts and/or other beneﬁg_s-from an empioyee of a client-or supplies.
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Working with Government Entities

Any viotations of laws and regulstions relating 10 goversment intersciions may put the
repuitation of the Tompany af serfous risk,

The Company and alt employees will follow all regulations applicable and associated with
government contracts and transactions. The Company and all employees wilt be truthful and
honest in alt aspecis of their dealings with government agencies and companies. The
Company will not do business with suppliers that do not follow the Company's policy of dealing

with the government or are prohibited from doing business with the government.

Cur Responsibiiities [DOs):
»  Familiarize yoﬁrs_efves with the laws and regulations before engaging in discussions with

the government official or agency.

=  Comply with ail laws and reguiations, and practices that apply to sales of services to
governmeant bodies.

= Comply with all appiicable laws and regulations regarding recruitment of contracting with
government officials.

*  Ensure that you adhere to the highest standards of honesty and integrity when dealing
with government officials or bodies.

= Ensure that all communications and submissions to government officials or agencies are
accurate and complete.

Ensure that the person dealing with the government official or agency has the authority to
do so. '

Viattars io be avolded (BON Ts)h

v Offers gifts or entertainment 1o government officials to influence their decision.

Breach any govémmem contracting requiements. or clauses, or make any contract
suibstitutions or amendments without a wriften approvat from the government officials.

* lgnore or disregard any laws or practices that apply to dealings with government officials.

* In some cases, there may be a conflict between laws and reguiations of two or more
government bodies. In such cases, ensure that you do not compromise on the interests of
either party. Consuit with the Senior Management and/ or Legal Advisor 1o understand
how to resolve the conflict properiy.
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Combating Fraud, Bribery & Corruption
AR has comunifisg o oresting an eyvirarnent et defers off Indhviduels Fom
tnduiging in frautfulent gotivities '

Fraud, bribery and corruption are serious threats o a company and its reputation. and must be
a concern to all employees. APM does not tolerate any fraudalent actions and is commiited to
preventing, detecting and investigating all forms of fraud. Comimitting such actions will resuit in
severe disciplinary action, including dismissals and, in'most cases, criminal prosecution.

Frevaniing frasg. - o

The Company relies on its internal control and personat integrity of employees and officers to
protect Company assets against damage and unauthorized use.

Empioyees and officers should net engage in any scheme to de-fraud anyone orthe Company
in viclation of the Company’s policy. Consequences will apply to any dishonest or fraudulent
activities, including misusing or stealing Company assets or cheating on travet and
entertairument expense reports, among other violations.

Ang-Bribery and Corrupiiog

Bribery ocours when you offer pay or seek to accept a payment fo influence s business
outcome improperly. No personal payment should be offered, paid, sought or accepted for

favorable treatment or to gain an unfair business advantage. Employees and officers must
foliow the applicable international and local anti-bribery and anti-corrupfion laws.

Oar rpsponeibiiftfes (DGsE
Siaff

= Read and fully understand the rules, codes and procedures in connection with preventing
fraud and corruption.

»  Cooperate fully with whoever is carrying out internal checks, reviews and fraud
investigations.

* Use Company’s funds, assets and other resources carefully and exercise caution when
handling cash payments, receipts or when dealing with suppliers.

* * Be alert when deafing with unusual events and transactions as these may indicate fraud.

= Report vour concems immediately in accordance with the Whistle Blowing Policy, if you
suspect that a fraud or act of Corruption has been committed or if you see any suspicious
avents.

= Conduct regular review of the Fraud & Corruption risks faced by the Company and
develop a Fraud & Corruption risk profile.
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= Ensure that their employees are aware of the Company's policies and procedures
regarding fraud and corruption and their responsibilities in relation to safeguarding
" company resources and promptly reporiing any suspicions.

= Strive to create an ‘environment in which their staff feels comfortable in approaching you
~ with any concerns or suspicions they may have.

= Ensure that appropriate Aminraud and Corrupiion fraining is provided to siaff.

= Take appropriate dzscnp?mary actasn agamst empioyees who fas m report fraucﬁ or other
" violations of the Code. o

+  Take appropriste legal actions against individuals involved in fraud and corruption.

Matters m e avoided (BON Ts)

= Faif to report any concerns or suspicions of fraud or corruption for fear of being wrong. It is
betier to report & suspected wrongdoing that eventually turns out riot fo be an issue than to
ignore a possible violation.

« Fail to report a concern or suspicion i the perpetrator In guestion is your supervisor or
manhager. ’

= Accept gifts, hospitality or benefits from third party which could appear to compromise your
integrity,

Executive Mansoementy Ling manaoers,

= Fail to review the risks associated with fraud and coruption and evaluate the
corresponding controls on 2 regular basis,

= Create an environment where your staff does not feel comfortable in approaching you with
any concerns or suspicions they may have, if you are a managsr.

» Fail {o implement the recommendations presented by the Intemal and External auditors
with regards to preventing and detecting fraud in the workplace.

Ferforming the services
it is everyone's duly to commil to the agreed upon scope of work with the client. APM
amployees should ensure that the agreed upon scopes are performed and should not engage

in additional work or additional assignments without APM prior written approval,

Any violations wiil be investigated and if they prove to be fraudulently committed to achieve
personal gains / benefits will be lead to immediate termination and prosecution.
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. Preventing Money Laundering

Faflure fo detect feﬁaa‘:&ﬂm@x and fransactons thet! place bs §¢ visk of being
sssociated with money laundering usfmij;s can severely damags our reputation

“Money laundering is the process of faundering the proceeds of criminal activities {narcotics,

terrorism, bribery and financial fraud) to hide them or make thern appear legitimate. Monay
laundering is a serious crime, punishable by Law in the Kingdom.

.APM is fully committed to ensuring that the Lompany complies with local and international

Anti-fwoney Laundenng laws and reguiataons Each of our departments is required to conduct
due diligence on any third party (supplier, customer, lender) they conduct business dealings
with, and fo take reasonable steps to prevent and detect suspicious forms of paymeni-

Failure to-detect refationships and transactions that place us at risk of being associated with _

money laundering can severely damage our reputation and may-result in criminal prosecution.
Lher responsibifities (D0Os)

*  Comply with all Anti-Money Laundering and terrorist financing laws and regulations.

= Implement 'Know your Customer’ procedures. Conduct a thorough due diligence and

“background checks on suppliers, clients and business. partners with whom the company

may have material transactions

= Report any suspicious transactions or warning signs of suspicious activities to Senior

Management and the Internal Auditor

» Undersiandth_e types of payment that are associated with money laundering {e,g. multiple
meney-orders, third party checks, batch payments of very high amounts)

Matters 30 be avoided (DON T
{ i

»  Deal with a customer, supplier, agent or business partner who provides insufficient, false
or suspicious information, or is looking to circurmvent reporting or recording keeping.

= Sell company services to a client who refuses to let us visit his site or base of operations

*  Accept payments made through instruments that have no identifiable link to the
customer/supplier

= Carry out transactions in locations of known terrorist activitiss, narcotics trafficking or
money laundering activities.

= Accept payments that are unusual in type or amount, and orders and purchases that are
inconsistant with a supplier's trade.

Engage in transactions involving offshore banks, unlicensed money remitiers or n
c:a! institutions, or those involving unknown bank accounts
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Proper Use of Company Assets & Data

Wa el have & respensiBiity o ogrotect the Company’s assews agsingt thed,

manharading, dermage end ansuthorized secess.

All empioyees and officers must protec! the Company's assets and ensure their efficient use.

Theft, carelessness, and waste have a direct impact on the Company's profitability. Al

Company assets are o be used for legitimate Company purposes only. Any suspected
incident of fraud or theft should be reported immediately for investigation.

- . lt-is the-obligation-of -all- emplovees -and- officers to-pretect the: Company’s -assets which -

includes the Company's proprietary information. Proprietary information includes intellectual
properly such as trade secrels, patents, trademarks, and copyrights, as well as business,
marketing ‘'and service plans, engineering and manufacturing ideas, designs, databases,
records, salary information and any unpublished financial- data and reports. Unauthorized use
or distribution of this information is a violation of Company policy. # could aiso be legal and
result i civil or criminal penalties. Each employee must take prior internal approval before
discussing proprietary information with third parly cutsiders or permit third parties o use the
Company's propriatary information. All employeas must respect the validity of trademarks,

-~ patents, copyrights and other protected infellectual property rights of others at alf imes and

seek authorized licenses for the use of such rights prior to using such materials.

e responsibifities (0gh

= Use company éssets oni'y for business, legal and. ethical activities. Occasional personal

use is acceptable as long as-you do not viclate APM's standards of acceptable behaviour,
Any occasion personal use should be with prior knowledge and approvat of your direct

SUPErviSor or manager.

= Protect assels against damage, unauthorised access, modifications, disclosure, misuse
and theft.

« Dispose of assets only afier prior approval and m accordance with the Company’s policy for
the disposal of assets.

=  Only share classified, confidential or sensitive information with authorised individuals and

with external parties that have signed confidentiality agreaments.

= Remain vigilant when sensilive data has been left in your care. and ensure it remains safe

at ail times, as this would protect us from potential abifity.

= Hold the company's trade secrets, 1P and other information in confidence, and consult the

Legal depantment before signing agreements relating to intellectual property

= Promptly report any violations of the Code o your supervisor, manager. or the CEO.

* Even if you have been asked by your direct supervisor or manager, only ac,g;é§
/})

P

information if you have the authority (o do so.
‘_,-‘K—%ﬁr,,-&
Pl By . . : . .
Gake L{?g es55 rights of employees who have been terminated
L)
Doy
Vedboflo¥e
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Matrers 1o be avolded {DONT'g)
= Install, remove or tamper with company’s assets without approval and authorisation

» Excessively Use Company's 'com_pmers,_telephones. emaiis;- fax and copy machines for

personal use

«Accept confidential information from a third party without consulting with the Legal Advisor.

"+ Discuss confidential information when communicating with the clisnt witho(t the benafit of a

-signed confidentiality or NDA agresment
= Sign a confidentiality agreement with a third party without prior review by the Legal Advisor.

» Misuse or manhandle personal data relating to our stakeholders {(employess, customers,

business partners, é:ontfactcrs,_suppliers)
= Dispose data relating to our stakeholders without pri_or approval
= lssue reporis or other inforrﬁa’téop to the_client.witﬁout pr'ior éu&horisation .
» - Share access codes and passwords with unauthbriseﬂ iﬁdivi:duais

* Violate any laws In relation to patents, copyrights and trade secrets and intellectual

properiy rights of externat parties
= Use, view, copy, dist;ébme, remove or alter information with authorization

* Fail to immediately revoke the access rights of employees éftér they have been terminated
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Competition and Fair Dealing
“Belng gobdis genfd business.” « Anitg Roddick, British foundsr o The Body Shop

We seek to outperiorm our competition fairly and honestly. We seek competitive advantages
through superior perf’omnance_= never through unethical or flegal business practices. Stealing

' proprietary information, possessing frade secret information that was obtained without the

owner's consent, or inducing such- disclosures by past or pfesent employees of other
companiesis prehibited, Each-employee and officer should endeavor to respect the rights of

.. -and-deal.fairly with the Company’s.cusiomers, suppliers, competitors and employess. ..

No emplpyée or officer should take unfair advantage of any co-worker, supplier, contractor or
agent through manipulation, concealment, abuse of privileged informiation, misrepresentation
of material facts, or any other illegal trade practice.

The Company and all of its employess will never propose to or enfef into any agreement ot
understanding with a competitor o fic prices, rig bids or sther terms of business. profit margins
or other aspects of competition for sales of the Company's services.

To maintain-the Company's valuable reputation built bver the past 10 years, compliance with
our quality processes ‘and safsty requirements is essential. All inspection and testing
documents must- be handled in - accordance . with all .applicable specifications and
requiremeants.

Personal use of social networking and third party websites

Cinformation pleesd on tha web carn sesily be misperpeiver and couse serious damage

to the company’s reputation.

Employees and officers are not authorized to represent the company on web platforms. If an
employee chooses to identify himself as.a2 Company employee or {o discuss matters related to
the Company in a social Web space, some readers may view him as an actual spokesperson
for the company, even though his web activily ie a personal project and personal expression.
Before an employee identifies him 7 herself as a Company employee on a web platform,
he/she must refer to and follow the Code of Conduct. applicable policies, and IT guidelines will
help him/her avoid miscommunication. Employees should ensure that their profile and related
web platform content are consistent with how they want to present themseives to colieagues
and-customers.
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Ethical Conduct for Executive Management

Benior Managemsnt 13 entrusted with the fask of snsuring that all relovarsd

stakehoiders’ inferesis sre recogrizey, profected and promoted

Senior Management fulfills a crucial role in the corporate governance and the overall success
and growth of the company. They are entrusied with the task of ensuring that all relevant
stakehglders’ interests are recognized, protected and promoted.”

““Mémbers of the Group's Senior Manageinent include:

Chief Executive Officer
Operations Manager.
Purchases Manager

MR and Admin Manager
Finance Manager

All members of senior management must ensure that the following principles and guidelines

are followed:

Maintain honesty and integrity in all’ individual and buéiness dealings, and take al

necessary steps to aveid conflicis of interests
Avoid violating any laws. rules and regulations, policies and procedures

Exercise due care and act responsibly when recording and disclosing financial information.
Provide fair, timely and accurate disclosures in reports and documents submitted fo
government bodies (e.g. SAGIA and Industry & DZIT)

Avoid violating your confidentiality agreements with third parties and protect all confidéntiaf
and sensitive data from unauthorized access and disclosure

Promate compliance and ethical business practices by example, and report any suspected
wrongdoing or violation of the laws and Company policies to the relevant party(s), in
accordance with APM Whistle-blowing policy

Ensure that any individual who has reported his concerns or suspected viglations in good
faith does not face rstaliation from fellow colleagues and respect the whistleblowar's

anonymity
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Administration of this code
Hatribution

Each employee will receive & copy of the Business 'Conduct & Ethics Code upon
commencement of their employment and the Code will form part of their employment terms.
Updates or changes to the Cod will be distributed fo all managers and smployees.

o)

dofe of nupervisors and managers

Supervisors and managers play & crucial role in ensuring compliance with the Company
policies and codes at their workplace, They are expectad to iead by example and create a
workplace envirenment that encourages compliance and ensure that employees under their
supervision undertake the necessary compliance training programs.

Helpful contact information
The following are the relevant officers contact details

i i

" Amr Badawy amrbadawy@apmse.com CEC 0507333437

Operations (558509311

Ayman Elbossiry ayman.eibpsssry@apmsae,com Manager

Hussain Al Mousa | hr@apmse.com - HR Manager 0590949790
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Closing Note

Our responsibilities te fulfil our legal and ethical obligations go beyond the contents of this _
Business Conduct and Ethics Code. We must all ensure that we do not breach any applicable
laws and regulations. If questions arise about matters of compliance and ethics, we shouid
seek duidance from our- supervisors and managers, or the HR Manager at the earliest
opportunity. '

_It is to be noted, however, that no set of written policies and procedures could fully define our

responssbxmzes to uphold our core vaiues and fulfii our iega and ethical obizgateorzs At times
we will all be faced with ethical dilemmas: in such a situation the best course of action would
be to ensure that our actions are in line with Company vaiues and ethics.

As g part of APM, you must be driven by a passion for excellence in everything you do, but
resuits must be achieved the right away — according 16 the ethical prmmples in our Code and in
a manner consistent with our vatues and principles

Uitimately, our canfidence must rést in our own judgement, our honesty integrity and the good
sense within each of us.
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CAnpernlix 1 - Anna! Complance Decleration Form

The ;Human Resources Manager
Arab Company for Projects & maintenance (APM)
“Al-Khobar - Kingdom of Saudi Arabia

‘Respected Sir,

i, beiﬁg an -employee of APM (‘the Company”) hereby acknowledge, confirm and

certify that: ' : '

i. 1 have received, read and understood the Business Conduct & Ethics Code of the
Company,

il. 1 ambound by the Code to the extent appficabie to my functions as an employee
ofthe Company;,”

i, During the year ended . b-have complied with all provisions of the Business

" Conduct & Ethics Code;

iv. - | am not aware of nor am I a party to any non-compliance with the Code.

v.. |"have not received any gifts of excessive value or inappropriate nature, or
offered any gifts to.influence the decision of an external party in my favor, or in
the favor of the Company '

{If you have received gifts more than the limits defined as per this Code, please
disclose the details separately}

Signed:

Name:

PesitionfJob title:

Department:

Date: / /




