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Mpeambyna
Kogoekc noBegeHMAa - 3TO KOHUeNuuA,
onuchiBaKwWans npaBuna noBeAeHUA BCex
coTpyaHukoB HTEL. OH obbeauHseT Haw
OpUeHTUp Ha cobnwaeHne 3aKOHOB MU
MHCTPYKUWA, ocobbie TpeboBaHUAMKM K

3TUKe noBegeHMA W NATb PyKoBOAAWMX
MpMHUMNOB, KOTOpble CNOCOBCTBYWNT ycnexy
Hawero 6u3Heca.

3To TpeboBaHMe, KOTOpPOE Mbl  [OMXHb
npeabABNATL CaMu K cebe M OAHOBpPEMEHHO
obeuwaHue no OTHOWeHWH K Hawum
napTHepam.

Haw koaekc noBeAeHUA AWHAMUYEH, OTKPbIT
K U3MeHeHuAM. [lpaBoOBble HOPMbl MOryT CO
BpeMeHeM W3MeHATbCA, a BMecTe C Tem
MOryT MOABNATBCA W HOBble TpeboBaHUA K
noBeaeHun.

BbiTb 4YacTbw KoMnaHuu HTEL, paspenathb
€e MWAEHTUYHOCTb, 3HaYuT 6paTb Ha cebs
JIM4HYK OTBETCTBEHHOCTb 3a TO, Y4TO
npoucxoguMT B KOMNaHWK. Mbl MOHUMaeM,
4TO NWOOA AONKHOCTHOW NPOCTYNOK MOXeT
noBpeaAuTb He TONbKO Hawemy ycnexy, HO
TakKXe W penyTauuu KOMNaHuuv, KOTOpaAs
CKnaasiBanacb rogamm U3 OTBETCTBEHHOrO,
npefaHHOro OTHOWEeHUA K paboTe coTeH ee
COTPYAHUKOB.

Mbl  OONXHBI NpUAEPKUBATLCA CTaHAAPTOB
noeegeHus, no3ToMy AONKHOC THBIX
NPOCTYNKOB AONYCKATb HEeNb3A.
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Preamble

Our Code of Conduct is the framework
for guiding the behavior of all people
in the HTEL. It joins our standard of
respecting laws and regulations with
the special requirements regarding
ethical behavior and with the five
Guiding Principles that enable our
success in business. It is a demand
that we make of ourselves as well as a
promise that we communicate to those
outside the company.

Our Code of Conduct is dynamic; it is
not closed to new behavioral norms.
Legal norms can transform over time,

and new regulations can serve to
clearly define behavioral
requirements.

Being part of the HTEL and sharing its
identity requires that each and every
individual accept responsibility. We
are aware that a single incident of
misconduct can damage not only our
success, but also the reputation that
the company has acquired through the
commitment demonstrated by our people
on a daily basis. We have to adhere to
behavioral standards.
Misconduct will therefore
tolerated.

not Dbe
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BeseneHune

Ana ye2o mel pabomaem?
Kak mei xomum pabomame ?

Komnauua HTEL oTBe4YaeT Ha nepssblit
BOMPOC CO CBOEWA TOYKM 3PEHUA: Mbl XOTUM
CTaTb Anuaepom B obnactu ycnyr WUT-
MHTerpaumm. lNpu  3TOM Mbl  CTpeMUMCA
cTaTb CaMOA YyBaxaemMoh KOMNaHuWeh B
HawewW oTpacau.

HacToAwuid KoAekC noBeAeHUMA COTpyAHUKA
oTBe4YaeT Ha BTOPOW Bonpoc: “Kak Ml
XO0TUM paboTaTb?”, - Ha OCHOBaHWM Tpex
PYKOBOAAWMX KOPNOPaTUBHLIX MPUHUMNOB:

e [lonoxXuTenbHblie BneYyaTneHuna
KNMEeHTOB - ABUXYIWAA Cuna pasBuTua
busHeca.

e B3aumMHOe yBaxeHuWe U 4YeCcTHOCTb -
0CHOBAa HalWWX peweHWrh U NOCTYNKOB.

e OTKpbITaA AUCKYCCUA NpU MNPUHATUK
peweHWA 1 pewnuTeNbHOCTb NpU ero
AanbHeulwen peanusauuu.

OHM OMUCLIBAWT TO, KaKWMU JONXKHb 6biTb
HaWW AenoBble OTHOWEHWA, B3auMoAenCTBUEe

BHEWHWMKM napTHepamMu W Konneramu B
npeaenax KOMNaHUM. ITWU MPUHUMUNLI TakKxe
CAyXaT OCHOBOW Kojaekca nosegeHusn,
06bACHAKWero nX 3Ha4yeHue ans
exeaHeBHOW paboTsl.

B uenom Hawy 3apavy MOXHO

oxapakTepu3oBaTb Kak paboTy Haa Tewm,
4TO6bl BHYWUTb NWAAM aosepue. [loBepue -
3TO OCHoBa NKW6Oro COTpyAHU4EeCTBa.
Heobxoaumo NOMHUTb, 4yTO, 4TObbI
[OBUTBCA NOBEpPUA, HYXHO NPOWATW AONT Ui
U TPYAHbIW NYTb, @ NOTEpPATb €ro npu 3TOM
MOXHO B OAHO MrHOBeHMe. B 3TOM M ecTb
rnasHbii  cmbicn Code of Conduct: oH
nokasbiBaeT HaM, KakK 4epe3 exeAHeBHYH
paboTy HaWTU KpaTyaWwuin NyTb K AOBEpUH
KnueHToB. OH Takxe AaeT Ham HarnsafHbie

Introduction

What are we working for?
How do we want to work?

HTEL answers the first question from
its point of view: we want to become a
leader in the field of IT integration
services. At the same time, we strive
to become the most respected company
in our industry.

This employee code of conduct answers
the second question: “How do we want
to work?”, Based on three guiding
corporate principles:

e Positive customer experiences are
the driving force behind business
development.

e Mutual respect and honesty - the
basis of our decisions and actions.

e Open discussion in decision making
and decisiveness in its further
implementation.

They describe what our business
relations should be, interaction with
external partners and colleagues
within the company. These principles
also serve as the basis for a code of
conduct that explains their importance
for daily work.

In general, our task can be described
as working to instill confidence in
people. Trust 1is the basis of any
cooperation. It must be remembered
that in order to gain confidence, you
have to go a long and difficult path,
and you can lose it in an instant. This
is the main meaning of the Code of
Conduct: it shows us how to find the
shortest path to customer trust
through daily work. He also gives us
clear examples of how we should behave
so as not to lose our good reputation
by negligence.
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npumepbl TOro, Kak Ham cneayet ceba

BeCTU, 4TO6bl NO HEOCTOPOXHOCTU He
noTepATb Hawy Ao6pyw penyTauui.

K «komy umeem  omHoweHue  KoOeKc
noBedeHusn?

HacToAwuMiA KoAaekC noBeAeHUA OTHOCUTCA
KO BCeM COTpyAHMKam komnaHuum HTEL: oT

JupekTopos n TON-MeHeaXMeHTa no
pyKkosoauTeneu oTAenos " pPA#OBbIX
paboTHUKOB. Ero npuHUMNb B PaBHOW

CTeneHn OTHOCATCHA M K KOHCY/NbTaHTaMm, a
Takxe NOAAM, paboTa KOTOPbIX
3KBUBA/NIEHTHA paboTte COTPYAHUKOB
KOMNaHuWK, Hanpumep, K paboTHUKam no
KOHTPaKTy.

Mocne npouenypsl BHeApeHWA  Koaekca
noBeAeHUA COTPYyAHUKA, BCe COTPYAHUKMU
KoMnaHuu HTEL ponxHel cobnwaaTb MecTHoe
3aKOHOAATeNbCTBO, npasuna "
npeanucaHua. 3TUYECKHU " neranbHoO
BepHoe noBeAeHWe HaxoauTca B coepe
OTBEeTCTBEHHOCTU  Kax[oro CoTpyAHUKa.
Pabo4yaa obcTaHOBKA B KOMMNAHWM [OJIXHA
CNocobCcTBOBaTL TaKOMy NOBEAEHWUH, He
cTasnA LUEeHHOCTH 6usHeca Bblwe
LeNnoCTHOCTU U CNNOYEHHOCTU KOoNnekTuBa.
OpyrvmMmu  cnoBamu, ™Mbl  XOTUM AOCTUYb
HaWwuMx  uenen, COXpaHAA MNpu  3ITOM
OTBeTCTBeHHoe obpa3uoBoe nosBeaeHue.

Ana pykosoauTenei 3TO O3HavaeT OwiThb
ANA  CBOMX MNOAMMHEHHbBIX MOAenb ANA
noapaxaHua, CBOUMM AEeNCTBUAMU
nokassiBaTb TO, KakK HaAo ceba BecCTw.
PykoBOAWTENU AONXHb FrapaHTUpoBaTb, H4TO
MX paboTHUKM 3HAKOMBl C  KOAEKCOM
noBefeHUA W NPUAEpPXMBAKNTCA ero.

Mbl  6yaem npuHMMaTb  COOTBETCTByHWWUe
mepbl B cnyyae npeaHamepeHHoro
Henopobawwero nosegeHua B paMmkax
AEACTBYHWMX 33aKOHOB WM WHCTPyKUuin. AnA
obecnevyeHus BO3MOXHOCTH
npouHpopmMupoBaTh cooTBeTCTBylWUe

MHCTaHUMKM 0 Henoaobawwem NoBefeHUU, Mbl

To whom does the code of conduct
relate?

This code of conduct applies to all
employees of the company HTEL: from
Directors and top management to
department heads and ordinary workers.
Its principles apply equally to
consultants, as well as to people whose
work is equivalent to the work of
company employees, for  example,
contract workers.

Following the procedure for
implementing the employee code of
conduct, all HTEL employees must
comply with 1local 1laws, rules, and
regulations. Ethically and legally
correct behavior is the responsibility
of each employee. The  working
environment in the company should
contribute to this behavior, not
putting business values above the
integrity and cohesion of the team. In
other words, we want to achieve our
goals, while maintaining responsible
exemplary behavior.

For managers, this means to be a model
for their subordinates to follow, to
show by their actions how to behave.
Managers must ensure that their
employees are familiar with and adhere
to the code of conduct.

We will take appropriate measures in
the event of intentional misconduct
within the framework of existing laws
and regulations. In order to provide
the opportunity to inform the relevant
authorities about the inappropriate
behavior, we want to create an
environment in which employees can
report misconduct without fear of
negative consequences.
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XOTUM CO3aaTb O6CTAHOBKY, B KOTOpPOW
COTPYAHUKU CMOTYT CcoobumuTb O NpoCTynke
6e3 cTpaxa OoTpuuaTeNbHbIX NOCNEACTBUNMA.

2.PYKOBC

nAaume

OoOpNOPATUBHbBIE NMPUHUUNDb

2.1 MNonoxuTenbHbie BNeYaTNEHUA KAUEHTOB
- ABUXYWas cuna pa3suTua bBusHeca.

BceMm u3BeCTHO, 4TO nerye cKasaTb, 4Yem
caenatb. [lonoXuTenbHbie BnevYaTNeHUA -
3TO TO, C YeM CTa/iKMBaeWbCHA He KaxAbli
AeHb. OHM NOABNAWTCA, Hanpumep, Korpaa
Yyenosek  Bnepsble  AEPXUT B pykKax
MHHOBAUMNOHHbIK NpoAyKT, nonyvaer
f6e3ynpeyHo OKa3aHHyWw yCayry; Koraa
paau Hero KTO-TO npoxXoauT
«[ONONHUTENbHYK MUMK», K ero npobnemam
OTHOCATCA C  [AONXHbIM  BHUMaHMEM U
paspewawT wux 6bICTPO, WAM KOrAa OH
nony4aeTt npodpecCUoHaNbHbIe KOHCYNbTauuu
Ha NPOTAXEHUW BCero COTpPyAHUYEeCTBa.
Ana  Toro  4T1O06BI CcTaTb  Haubonee
yBaxaemoi KOMMaHuen B Hawen oTpacnum,
Mbl LOJIKHBI COBEpWeHCTBOBATLCA,
NpUAepXMBaTbCA KypCa OpUEHTauum Ha
3aKa34yuka MW npaBUNbHO OUEHMBATbL €ro
noTpebHOCTH Ha pPaHHUX cTaauax
COTpyAHMYecTBa, npesoCcxoan ero
OXMAaHUA, KOrpa 3TO BO3MOXHO. WMEHHO
NO3TOMY Mbl NOCTOAHHO aHaNU3MpyeM Hawe
B3auUMOAEWCTBUE C 3aKa34YWKOM HapaBHe C
aHa/M30M NMpoAyKTa M CepBUCOB.

Mbl NpekpacHO OCO3HaeM OTBETCTBEHHOCTb,
KOTOpYH  Mbl  Hecem nepej  Hawumu
KAveHTamu. OHU AOBEpANT HaM, U Mbl He
XOTUM, f[a U He MOXeM no3Bo/UTb cebe
noaBecTM UX. Ml npuaepxuBaemca BCex
puau4eckux TpeboBaHMN nNpu  OKa3aHuu
ycnyru 3akasuuky. UHPopmauuw o KnumeHTe
Mbl cobupaem, obpabaTbiBaem u UCNONb3yem
Kak BHYTpM KOMNaHuu, Tak u B paboTe
oTaena npoaax UCKNYUTENbHO B
COOTBETCTBMM C HAWUMKU MNONUTUKAMU U
COOTBETCTBYHWUMU MECTHLIMM 3aKOHaMM.

Guiding

'@ ]

corporat:

2.1 Positive customer experiences are
the driving force behind business
development.

Everyone knows that it is easier said
than done. Positive impressions are
something that you don’t face every
day. They appear, for example, when a
person for the first time holds an
innovative product in his hands,
receives impeccably rendered service;
when someone passes an “extra mile” for
him, his problems are treated with due
attention and resolved quickly, or
when he receives professional advice
throughout the entire collaboration.
In order to become the most respected
company in our industry, we must
improve, adhere to the customer
orientation course and correctly
assess its needs in the early stages
of cooperation, exceeding its
expectations when it is possible. That
is why we constantly analyze our
interaction with the customer along
with the analysis of the product and
services.

We are well aware of the responsibility

we bear before our customers. They
trust us, and we do not want, and
cannot afford to let them down. We

adhere to all legal requirements when
providing services to the customer. We
collect customer information, process
and use both within the company and in
the work of the sales department solely
in accordance with our policies and
relevant local laws.

Needless to say, we do not draw the
line between visible and hidden work,
because the success behind the scenes
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Camo coboi pa3symeeTcA, Mbl HEe NPOBOAUM
rpaHuuy  Mexay BUAMMOM U CKpPLITOW
paboToi, NOCKO/NbKY ycnex «3a Kyaucamu»
aBTOMAaTUYHeCKH obecneyusaeTt HaMm
ycnewHoe B3aMMOAeWCTBUE C 3aKa34MKOM.

2.2 B3auMMHOe yBaXeHWe WU YeCcTHOCTb -
OCHOBa HawWX peweHWW U NOCTYNKOB.

Mbl nocTynaem B  COOTBETCTBUM C
3TUYECKMMUA MNPUHUMNEMKU U NOAYMHAEMCA
3aKkoHam ¥ nonutukam. Ecam 6ol 3TO He
6blI0 OCHOBOW HaWWUX AOeWCTBUHA, Mbl 6Bbl
noasepranu komnaHuw HTEL ¥ Hac camux
3HaYuTenbHoMy GUMHAHCOBOMY PpUCKY, a
Hawy penyTauuw - ONacHOCTU. BaxHeWwue
npasuna, umenwme HenocpeacTBeHHOe
OTHOWEeHWe K 3TOMY npUHUUNY, nNoApPO6HO
onucaHbl B lnase 3

«TpeboBaHMA K NOBEAEHWUH COTPYAHUKOB».
B komnaHuu HTEL ™Mbl CTpeMMMCA K CO3[aHUK
aTmocdeps B3aUMHOIo AoBepusa ]
NOHUMaHWA, YBaxaA  WHAMBUAYANbHOCTb
Kaxgoro 4enoseka, AEWCTBYA YeECTHO #
OTKpbLITO, MNOOWPAR  WHAMBUAYaNbHOE W
KynbTypHOe  pa3Hoobpa3ue. byab 71O
pa3Huua B BO3pacTe, none, penurum wuau
cnocobHoCTAX, NPOUCXOXAEHUU Unu
CeKCcyanbHOW OopueHTauuum, - HTEL ueHuT
coeobpasne Kaxaoro CBOero COTpyAHMUKA.
Mbl yBaxaem CBOUX 3aKa34uKkoB,
napTHepoB, MOCTaBWWKOB WU aKUWOHEpPOB,
paBHO KakK ¥ obwecTtsBo B uenom.

Mbl He Tepnum HenpaBOMOYHYH0
AMCKPUMMHAUMK WM AOMOraTenbCTBa HU B
KakoM BuAE, HW BHYTPU KOMNAHWUU, HU B
AEenoBbIX OTHOWEHUAX.

Mbl NOCTOAHHO aHanuaupyem CoObBCTBEHHbIE
OelCTBUA U noBeseHue U nocnefoBaTeNbHO
UCKNI4aeM noBeAeHMe, KOTOopoe MOxXeT
CYUTATbCA  HE3TUYHLIM, NPOTUBOMNPABHbLIM
WA HeCOOTBETCTBYHWWM HAWUM NONUTUKAM.

2.3 OTKpbITas [AUCKYCCUMA NpU MNPUHATHM
peweHnas W pewnMTeNbHOCTb nNpu  ero
AanbHenwen peanusaumu.

automatically ensures our successful
interaction with the customer.

2.2 Mutual respect and honesty is the
basis of our decisions and actions.

We act 1in accordance with ethical
principles and obey laws and policies.
If this were not the basis of our

actions, we would put HTEL and
ourselves at considerable financial
risk, and our reputation would be at
risk. The most important rules

directly related to this principle are
described in detail in Chapter 3.

"Requirements for the behavior of
employees."

At HTEL, we strive to create an
atmosphere of mutual trust and
understanding, respecting the
individuality of each person, acting
honestly and openly, encouraging
individual and cultural diversity.

Whether it is the difference in age,
sex, religion, or ability, lineage, or
sexual orientation, HTEL values the
individuality of each employee.

We respect our customers, partners,
suppliers and shareholders, as well as
society as a whole.

We do not tolerate unlawful
discrimination and harassment in any
way, either within the company or in
business relations.

We constantly analyze our own actions
and behavior and consistently exclude
behavior that may be considered
unethical, illegal or inappropriate to
our politicians.

2.3 Open discussion in decision making

and determination in its further
implementation.
Our  culture of cooperation is

characterized by an emphasis on the
goals of the entire company HTEL,
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Hawa KynbTypa coTpyAHuYecTBa
XapakTepu3yeTCA aKUeHTOM Ha Uenax Bcewn
komnanHuu HTEL, cooTBeTCcTBMEM eaUHOMY
KOpnopaTUBHOMY NpuUHUMNY. YTO6b AOCTUYDL
3TOro, Mbl  MbICIMM  YHUBEpPCanNbHO ¢
MHTEepHauuoHanbHoO. Mbl He  npuemnem
ONTUMU3ALUKN pelleHUid, KOTOpas npuHeceT
noNb3y HECKO/NIbKUM NIAAM, YWeMNAA npu
3TOM UHTepech 6ONbWMHCTBA.

Mbl  BbiICNywMBaem MHEHMe Apyrux nigen,
obcyxaaem TeMbl OTKPbITO ]
npopecCcUoHanbHoO, aKTUBHO cobupaem
OT3biBbl U CTPEMUMCA HaAWTKU NpaBUNbHOE
peweHue. Ecnu  Mbl  KpUTUKyeMm, TO
noaBepraemM  KpUTUKeE  He  Jiaew, a
npobnemy .

ToNnbkO OBMEeH MHEeHUAMU MOXEeT NPUBECTHU K
NPUHATHIO NYYWEro pelweHus.

Mbl  NONHOCTbI0 nNOAAEpKMBaEeM KOMaHAHble
peweHWA W HanpasBnAeMm BCH Hawy 3Hepruw
Ha ocywecTBnaeHue  3TUX naeu Ha
npakTuke.

Mel nopnepxuBaem  KynbTypy  OTKPbITOM
KOMMYHWKaLWm B KOMMaHum ] no
BO3MOXHOCTH npusnexkaem Hawux

COTPYAHUKOB K npoueccam reHepupoBaHuAa

uaen, nNPUHATUA peweHUn u YyCTpaHeHua
npobnem.
3. TpeboBaHMA K NOBEAEHMIO,

CBA3aHHblIe C cobnaeHuem

ITUHECKUX NPUHUUMNOB.

3TUYeCKUe MNPUHUMUNBL U YBAXUTEeNbHOe
noBeaeHne nNO OTHOWEeHWw Apyr K Apyry
ABNANTCA HEOobXOoAUMbIM YCNOBUEM AOBEpPUA.
Mbl paboTaem B COOTBETCTBUM C MECTHbLIMKU
3aKkoHamum, Hawumm PykoBOAAWLMMK
MpyHUMNaGMn M BHYTPEHHUMU NpaBuUIaMu
KOMNaHuu. B cuTyauuax, ANA KOTOPbLIX He

cywecTByeT  3aKoOHOAaTeNnbHOW  CUCTEMb
OrpaHuyeHun, Mbl BejeM cebn B
COOTBETCTBUM C TeMU Xe  BbICOKUMM
cTaHpaapTamu, cobnwaeHun KOTOPbIX

oxugaem U OT Apyrux. [enas 3TO, Mbl

compliance with a single corporate
principle. To achieve this, we think
universally and internationally. We do
not accept the optimization of
solutions that will benefit several
people, while harming the interests of
the majority.

We listen to the opinions of other
people, discuss topics openly and
professionally, actively collect
feedback and strive to find the right

solution. If we criticize, then we
criticize not the people, but the
problem.

Only an exchange of opinions can lead
to a better decision.
We fully support team decisions and

direct all our energy to the
implementation of these ideas in
practice.

We maintain a culture of open
communication in the company and,
whenever possible, involve our

employees in the process of generating
ideas, making decisions and solving
problems.

O compliance wit

Ethical principles
behavior towards each other are a
necessary condition for trust. We
operate in accordance with local laws,
our Guidelines and company internal
rules. In situations for which there
is no legal system of restrictions, we
behave in accordance with the same high
standards, the observance of which we
expect from others. By doing this, we
set ethics as a criterion of behavior.

and respectful
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yCTaHaBAMBaem 3TUKY KaK KpUTepui
noBegeHuA .

3.1 JlenoBble B3aMMOOTHOWEHUSA.

[loBepue, 4HeCTHOCTb W BbLICOKAA CTeneHb
HEe3aBUCUMOCTH B NPUHATUK busHec
peweHur XxapakTepulyeT Hawu Aenosbie

OTHOWeHWA C napTHepamu. CuTyauummn, B
KOTOpbIX YaCTHble WHTepechl WAW /IM4Hble
BbiIrOAbl  BAWAKNT Ha fAeN0oBble peweHUus,
ABNAKNTCA HEAONYCTUMbIMKU .,

3.1.1 Jlenosbie B3aMMOOTHOWEHWUA C
K/IMEHTaMu.
Cnocob6 B3aumomeWcTBMA C  KAUMEHTaMu

OKa3biBaeT A0/NrOCpOYHOe BO3AeHCTBME Ha
UMUOX KOMMNaHuM. [O3TOMYy OYeBMAHO, HTO
Mbl BCcerga Begem cebAa 3TUYHO WM B
COOTBETCTBUM C NpaBuUNaMU, MNPUHATHIMA B
AaHHOW obnacTu, Tpebywwen AeNUKATHOrO

OTHOWEHUA. Heckonbko npakTU4yeckKmx
NpUMEpoB: ™Mbl 3BOHUM HAWKUM KJAUEHTaM
TONBKO B peksaMHbiX UenAx, Korga 3To
npaBoMepHO. Kpome TOro, Mbl He
pekoMeHayem NpoOAYKTh unu ycnyru
K/IMeHTaM ec/M ACHO, YTO OHU B HUX He
HYXAawTcA.

AKTUBHaa kKoppynuusa

lna nopgnepxaHuAa OOBEpUA HaAWMX KNWEHTOB
Mbl OTKa3biBaeMCA OT B3aUMOAENCTBUA C
KakKumMn-nnbo ¢opmamu Koppynuuu u paxe
AENCTBUAMU, KOTOpble MOryT ObiTb Takum
obpa3om MCTONKOBaHbI. Ham He
NO3BONUTENbLHO nNpeanaraTtb, obewaTb UM
rapaHTUpoBaTb HeneranbHble Bblr0Abl
MECTHbIM UNK 3apybexHbiM rocyaapcTBEHHbIM
cnyxawum, TaK xe, Kak W auduam,
OTBETCTBEHHbIM 32 TMNpPUHATUE peWeHUn u
paboTawwmMm B 4aCTHOM CeKTope, C Uenbk
NONYYeHUA NpUBUNErUA WUNKM BAUAHUA Ha
NPUHATUE peweHne B MNONb3Y KOMNAHUKU
HTEL. 06 3TOM 0COH6EHHO BaXHO MNOMHUTL,
KOrga Aeno KacaeTcs noAaapkoB WU

3.1 Business relationships.

Trust, honesty and a high degree of
independence in making business
decisions characterizes our business
relationships with partners.

Situations in which private interests
or personal benefits affect business
decisions are unacceptable.

3.1.1 Business with
customers.

relationships

The way customers interact has a long-
term impact on the company's image.
Therefore, it is obvious that we always
behave ethically and in accordance
with the rules adopted in this field,
requiring a delicate attitude. Some
practical examples: we call our
clients only for advertising purposes,
when it is legitimate. In addition, we
do not recommend products or services
to customers if it is clear that they
do not need them.

Active corruption

To maintain the trust of our clients,
we refuse to interact with any forms
of corruption or even actions that can
be interpreted in this way. We are not
allowed to offer, promise or guarantee
illegal benefits to local or foreign
government officials, as well as
decision-makers in the private sector,
in order to obtain privileges or
influence decision making in favor of
HTEL. This is especially important
remember when it comes to gifts
invitations to business receptions
events.

In the case when an official or a
decision-maker working in the private
sector asks us to do so, we will inform
our top managers about the incident or
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NpUrnaweHnin Ha [Aenosble Npuembl WM
MEepOonpUATUA.
B cny4dae, Kkorga AONXHOCTHOE NUUO WUAU

4YenosBeK, OTBETCTBEHHbIW 33 MNpPUHATHUE
peweHusa, paboTawwuMii B 4aCTHOM ceKkTope,
NMONPOCUT HAC NOCTYNUTb Takum obpasom,
Mbl NPOUHPOPMUPYEM HAWKUX TON-MEeHeakeposB
O AAHHOM WMHUMAEHTE unu coobuwmm o6 3TOM
HanpAMyw [AupekTopy KOMMaHWK.

B kaxaoaHeBHOW paboTe COTPYAHUKWU Hawewn
KOMMNaHWM pyKOBOACTBYWTCA nNpaBunamm wu
npuHUMNamuM onpeaeneHHbMM B AHTU -
KOpPPYNUMOHHOW MONUTUKE HaWen KOMMAHWUM.

3aKassl AnA rocyfapcTBEeHHOro cekrtopa

FocyAapCTBEHHbIA CEKTOp ABNAETCA BaXHbIM
33aKa34MKOM KOMNaHuWM. Mbl npuaepxusaemcs
onpeaeneHHbix NpaBusl, OTHOCAWMXCA K
npoueaype 3aKNYEeHnA KOHTpakTa,
CBA3aHHOro C roc.3aka3amu, a TakKk xe
0COB6EHHO  XeCTKWUX  MNOCTAHOBNEHUA U
npasun Ana u3bexaHua HeHaanexauwero
B/IMAHUA Ha pelweHue BoOnpoca.

MpaBuna ToOprosau

KomnaHuAa HTEL akTuBHO BOB/Ne4YeHa B
MexAyHapoAHYyH  TOpProBAw  ToBapamMu U
yCcnyramu 7] noanepxusaeT MWPOBYH

KOMMep4Yeckyw AeATeNbHOCTb. Mbl cnepyem
cyuecTByHWUM 3aKoHaMm TOprosnu n
AencTByeM B COOTBETCTBMM C nNpaBuiamm
uMnopTa 7] 3KcnopTa, a Takxe
3KOHOMUYeckoro smbapro.

3.1.2 JlenoBble OTHOWEHUA C KOHKYpEeHTamu

report it directly to the Director of
the company.

In their daily work, our company's
employees are guided by the rules and
principles defined in our company's
Anti-Corruption Policy.

Orders for the public sector

The public sector is an important
customer of the company. We adhere to
certain rules relating to the
procedure for concluding a contract
related to government orders, as well
as particularly harsh regulations and
rules to avoid undue influence on the
resolution of the issue.

Trading Rules

HTEL is actively involved in
international trade in goods and
services and supports global
commercial activities. We follow the
existing trade 1laws and act in
accordance with the rules of import and
export, as well as the economic
embargo.

3.1.2 Business relations with
competitors

HTEL recognizes that open competition
is the primary component of the free

market system, as it provides
Komnauma HTEL npu3HaeT, 41O OTKpbiTasa | efficiency, economic development and
KOHKYpeHUUA ABNAETCA nepBu4HbIM | innovation.
KOMMOHEHTOM CcuUCTeMbl CBOb6OAHOrO pbiHKa, | We pay special attention to the
TakK Kak 3To obecneyusaeT | observance of legal parameters
3¢ppeKTUBHOCTb, 3KOHOMMYeckoe pa3suTue | relating to the protection of open
M WMHHOBAUWUWU. competition in all our business
Mol  obpawaem ocoboe BHMMaHuMe  Ha | agreements and relations with third
cobnwpeHve NpaBoBbiX napameTpos, | parties. This is especially important
Kacawwmxcsa 3awmTsl oTkpbiTo# | for agreements with competitors and
KOHKYpeHUuuMu, BO BCex Hawux paenoswix | third parties in situations where
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COrNaweHWAX W NpU B33aUMOOTHOWEHUAX C
TpPeTbUMU CTOPOHAMU. ITO OCOBEHHO BaxXHO
OANA  COrnaweHWn ¢  KOHKYpeHTamu U
TPpeTbMMU CTOPOHaMM B CUTYyauUAx, rpae
CYMTaeTCA, 4TO CornaweHun mMoryT
NOTEeHUManbHO NpPenATCTBOBaTb OTKPbITON
KOHKYpPEeHUUU . Mbi He 3aHUMaeMCA
¢duKkcuMpoBaHMeM UEH U He y4vacTByem B

HeneranbHbiX nonbiITKax perynupoBaTtb
B/IMAHME pblHKa CpeAuM KOHKYpeHToB. Mbl
nogaepxuwBaeMm cnpasegnuebie cAenku C

HaWUMK NApPTHEPaMU U KOHKYPEHTaMu U He
u3Bnekaem Bbirogy u3 csobombl AeACTBUNA.
Bonee TOro, Mbl He pacnpocTpaHsaem
NOXHYK WHPOpMAUMID O NPOAYKUMM UM
yCnyrax  HaWux  KOHKYPEHTOB M He
npeanpvHMmMaemM  Kakux-  naubo  apyrux
HeYeC THbIX waros ana DOCTUXKEHUA
KOHKYpeHTOoCnocobHoro npeumywectsa. Msl
OTKPLITO BbICTYNaem NPOTUB UCNOJIb30BaAHUA
NPOMLILNEHHOrO  WNWOHaxa B  KavecTse
cpeacTBa NONyYeHUa uHPopMauuMm O Hawux
KOHKYpeHTax.

3.1.3 [lenoBble OTHOWEHUA C NOCTaBWWKaAMKU

Mbl nopaepxuBaeM C HaWWMKU NOCTABWUMKAMMU
OTHOWEeHWA, KOTOpble OCHOBAaHbI Ha A0OBEepwUu
“n fobponopaaoYHOCTH. B CBOW o4epeab Mbl
paccyuTbiBaeM, 4TO HawuM NOCTaBWMKHK
OTHOCATCA K HaM C TOW Xe CTeneHbH
HYeCTHOCTU U YyBaXeHuA.

3aKynku OCywecCcTBAAKTCA B COOTBETCTBUM
C 3akoHamu ¥ npasunamu Pecnybauku
KasaxcraH. Kaxapih pa3, korga 370
BO3MOXHO, KomnaHuAa HTEL oba3biBaeT BCex
CBOMX nocTaBwWMKoBs NpuaepXUBaTbLCA
obwenpuHATLIX npasun TOpProBau 7]
npeanoyuMTaeT paboTaTb C NOCTaBWWMKAMM,
KOTOpble He HaHOCAT CBOEW AeATEeNbHOCTbH
BpeAa penyTauuuM KOMNAHUM U KOTOpble
ABNAKNTCA COUUANBHO OTBETCTBEHHbIMM.

MOCTaBWMKKW OYEHb YacCTo MOryT 6biThb
3aKkas4Mkamu. Ml BO3jgepxuBaemcs  OT
NONYHYeHUs BbLIrOAbl OT TakUX CUTyauuin W,
Kak npaBwWno, pasfgensem [AesTeNbHOCTb,

agreements are considered to
potentially interfere with open
competition. We do not fix prices and
do not participate in illegal attempts
to regulate market influence among
competitors. We support fair deals
with our partners and competitors and
do not benefit from freedom of action.
Moreover, we do not spread false
information about the products or
services of our competitors and do not
take any other dishonest steps to
achieve a competitive advantage. We
openly oppose the use of industrial
espionage as a means of obtaining
information about our competitors.

3.1.3 Business relations with

suppliers

We maintain relationships with our
suppliers that are based on trust and
integrity. In turn, we expect our
suppliers to treat us with the same
degree of honesty and respect.

Purchases are made in accordance with

the laws and regulations of the
Republic of Kazakhstan. Whenever
possible, HTEL commits all its
suppliers to adhere to generally

accepted trade rules and prefers to
work with suppliers who do not harm the

company's reputation by their
activities and who are socially
responsible.

Suppliers can often be customers. We
refrain from taking advantage of such
situations and, as a rule, we share
procurement and sales activities.
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CBA3aHHYW C 3aKynkamum v AeATeNbHOCTb,
CBA3aHHYW C NpoAaxamu.

NaccuBHana koppynuua

Mbl NpuHMMaem 6u3HEC peweHuAa TONbKO Ha
6naro komnauumh HTEL, oTbpacbiBas npu
3TOM JIUYHbIE UHTepechl. Mbl He no3sonfem
0Ka3blBaTb BAUAHME Ha TMNPUHATUE HaWKUX
bu3HeC peweHuih C nOMOWbI MNpPeANoOXeHUH
unu obewaHuh OT NOCTABWWMKOB, KOTOpbIE
MOryT rapaHTUpOBaTb HaM He3aKOHHble
BbIrOfpbl, Mbi He NpUHUMaem Takux
npeanoxeHuin. Tak xe Mbl He Tpebyem oOT
HaWwux nocTaBWMKOB nenatb Ham
NPOTUBO3aKOHHbIE MNPeaOXeHUA .

Mbl faxe He XOTWUM, 4TObbl Ka3anocCb, 4TO

cywecTteyeT BO3MOXHOCTb TMOBAMATL Ha
Hawu 6u3HeC peweHuAs C NOMOWbH TaKUX
nNpeanoxXeHuun. B cnydae, Koraa,
Hanpumep, BO3HUKaeT COMHEeHue,
[onycTumMo nm MPUHATL noaapok,
npurnaweHue Ha 6HBuU3HEC npuem UK
MeponpuaTue oT 3aKa34uka unu
nocraswuka, ™Mbl obpawaemcs K TON-
MeHeakMeHTY Komnauuu HTEL.

Echm Ham npepnoxunun, noobewanu wunu

rapaHTUpOBanM He3aKOHHble NpeuMylecTsa
WAKU BBIFOAY, Mbl MHPOPMUPYEM BbiEC TOAWMX

MeHeaxepoB uau  coobwaem  [upekTopy
HTEL.

MapannenbHbie 3aKYNKW

OTaen 3aKynok OTBEeTCTBEHEeH 3a
Hagnexauwee npuobpeTteHMe TOBapoB M
ycnyr Ha naeanbHbixX yCNOBUAX.

MapannenbHbie 3aKynku MOryT nNpuBecTU K
ywepby ana komnaHuu HTEL. Mo3atomy BCe
npoueaypsi, CBA3aHHble C  MNOKYNKOW,
AONXHbBl NPOXOAWTb TONBKO 4epe3 oTaen
3aKynok.

Passive corruption

We make business decisions only for the
benefit of the HTEL companies,
discarding personal interests. We do
not allow us to influence the adoption
of our business decisions with the help
of offers or promises from suppliers
that can guarantee us illegal
benefits, we do not accept such offers.
We also do not require our suppliers
to make us illegal proposals.

We do not even want it seemed that
there is an opportunity to influence
our business decisions with the help
of such proposals. In the case when,
for example, there is a doubt whether
it is permissible to accept a gift, an
invitation to a business reception or
an event from a customer or supplier,
we turn to the top management of HTEL.

If we are offered, promised or
guaranteed illegal advantages or
benefits, we inform the superior

managers or inform the Director of
HTEL.

Parallel purchases

The purchasing department 15
responsible for the proper acquisition
of goods and services under ideal
conditions. Parallel purchases may
cause damage to HTEL. Therefore, all
procedures associated with the
purchase should take place only

through the purchasing department.
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3.2 O6paboTka mHbopmauum.

be3onacHOCTb fAaHHbIX

KomnaHuAa HTEL yaensert OrpoMHOe
BHUMaHue noanepXxaHuw 6e3onacHoCcTH
OaHHbIX, TaK KakK 3TO UMMeeT 3Ha4dyuTesNlbHoe

BAMAHME HA ycnex 6u3Heca u ummuaxa
KOMMNaHUM Cpean WMPOKOW OBWEeCTBEHHOCTH.
BoT noyemy Mol 3awuuwaem  AaHHble
KOMNAaHUU, KNWEHTOB U COTPYAHUKOB BCEMU
NOAXOAAWNMMU TexXHUYeCKUMU "
OpraHu3auUMOHHbIMKU cpeacTBamu,
UMEHWMMUCA B Hawem PpacnopsXeHuu, B
uenax npeaoTBpaWeHus
HEeCaHKUMOHWPOBAHHOI O AOCTYNAa K HUM, WX
XUWEHUA, yTpaThl W NpexaeBpemMeHHoro
yAANeHuA.

KoHOMAeHUMANBHOCTL AaHHbIX

Mbl 3Haem 0 BecbMa AENMKATHOM XapakTtepe
NepCoHaNbHbIX A3HHbIX HaWWUX K/WEHTOB,
COTPYAHUKOB, NOCTaBWWKOB "
obpabaTbiBaemM BCH 3Ty wuHbOpMauuw C
MaKCUManbHOW  KOHOUAEHUMANbHOCTbH B
uenax eé 3awuTthl. Kaxpgoe nuuo HeceTr
OTBETCTBEHHOCTb 3a nopaepxaHve

BLICOKOrO YpOBHA 6€30MacHOCTM B pamKax
CBOMX MNOBCEAHEBHbLIX 3aAau.

Pa3sHoobpa3Hsie TexHu4yeckue “
OpraHvW3auuoHHbIe Mepbl NOAAEPXUBAKNT HawWM
YyCUNUA, HanpaB/ieHHble Ha obecneyeHue
KOHPUAEHUMANbHOCTH nepcoHaNbHbIX
AaHHbIX. Mol cobupaem u obpabaTbiBaem
AaHHble TONBKO C NepcoHanbHOro
cornacua, B CAyYasx, Korpa YéTKui
npaBoBOW CTaHAapT NO3BONAET 3TO, WU
ecnu 3TO HeobxoAuMO ANA  BLINONHEHUA
[OroBOpHbIX obsA3aTtenbctB. Kpome TOro,
Mbl cobupaem, obpabaTbhiBaeM M MCNONb3yeMm
NUYHYKH  WHPOpMauuKw Tonbko B obveme,
HeobxoaAuMOM ANA ee Luenesoro

3.2 Information processing.

Data security

HTEL pays great attention to
maintaining data security, as it has a
significant impact on the success of
the business and the company's image
among the general public. That is why
we protect company data, customers and
employees with all the appropriate
technical and organizational means at
our disposal in order to prevent
unauthorized access to them, their
theft, loss and premature deletion.

Data confidentiality

We know about the very sensitive nature
of the personal data of our customers,
employees, suppliers and process all
this information with the utmost
confidentiality in order to protect
it. Each person is responsible for
maintaining a high level of security
as part of their daily tasks.

A variety of technical and
organizational measures support our
efforts to ensure the confidentiality
of personal data. We collect and
process data only with personal
consent, in cases where a clear legal
standard allows it, or if it is
necessary to fulfill contractual
obligations. In addition, we collect,
process and use personal information
only to the extent necessary for its
intended purpose. We respect the
rights of those whose data we collect,
process and use.
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Ha3Ha4yeHMA. Mbl yBaxaem npaBa Tex auu,
AaHHble o} KOTOPpbIX Mbl cobupaem,
obpabaTeiBaeMm M UCNONb3yeM.

Obulana KoOHOUAEHUMANBHOCTL

B AOMNoNHeHue K TexXHU4eCKum 7
OpraHU3auMoHHbM Mepam AnAa obecneyeHus
KOHPMAESHUMANbHOCTHU AAHHBIX BCe 0b6A3aHbl
OXPaHATb OnepaTUBHbIE UHTepechl. Mo3ToMy
Mbl  6e€3 HeobxoaMMOCTM He nepenaém
MHOOPMALMID O KOMNAHMKM Nuuam u3BHe. Mol
COXpaHAeM  KOHOUAEHUMANbHOCTb  TaKOW
uHbopMaumMM B IMYHbLIX  Becepax  uaum
pa3rosopax no TenepoHy C Konneramu B
obwecTBeHHblXx MecTax  (Hanpumep, B
obwWeCcTBEHHOM TpaHcnopTe). Mol 3awvwaem
AOKYMEHTbl HaweW KOMMaHuu OT NHOONLITHLIX
rnas.

3.3 MNpepoTBpaweHne KoOHPNUKTA UHTEpecoB

Komnawua HTEL nonaraet, 4TO /IUYHble
MHTepechl COTPYAHUMKOB He HaxoAATCA B

NPOTUBOPEY UM c KOpNopaTUBHbIMMU
MHTEepecamu.
KOHGAMKT  MHTEpecoB B pe3ynbTaTte

BTOPUYHOW 3AHATOCTH

BTOPUYHOW 3aHATOCTbK ABNAETCA Nwbas
33aHATOCTb BHE OCHOBHOro Mecta paboTsl,
npu KOTOPOW TPYAOBOW pecypcC COTpyAHUKA

[OCTyneH TpeTben CTOpOHe, BHe
3aBUCMMOCTU OT TOro onnadYuMBaeTca 3Ta
paboTa nnu HeT. CamocToATenbHan
npeanpuHMMaTeNbCKaa AEATEeNbHOCTb Takxe
noanagaeTr noa  KaTeropuw  BTOPUYHOW
3aHATOCTH.

Ham He pa3peweHO uMeTb NHWOYHW BTOPUHHYK
3aHATOCTH, KOTOpas nocAaraer Ha
uHTepechl KoMmnaHuu HTEL, ocobeHHO ecnu
3Ta AEATeNbHOCTb 3anpeueHa No NPUYMHaM
KOHKYPEeHUMK .

General confidentiality

In addition to technical and
organizational measures to ensure data
confidentiality, everyone is obligated
to safeguard operational interests.
Therefore, we do not unnecessarily
transfer information about the company
to persons from outside. We maintain
the confidentiality of such
information in personal conversations
or telephone conversations with
colleagues in public places (for
example, in public transport). We
protect the documents of our company
from prying eyes.

3.3 Avoiding conflicts of interest
HTEL believes that the personal
interests of employees do not conflict

with corporate interests.

Conflict of interest as a
secondary employment

result of

Secondary employment is any employment
outside the main place of work at which
an employee’s labor resource 1is
available to a third party, regardless
of whether this work is paid or not.
Self-employment also falls under the
category of secondary employment.

We are not allowed to have any
secondary employment that encroaches
on the interests of the company HTEL,
especially if this activity is
prohibited for competitive reasons.
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4.1 06wme nonoxeHus

COTpyAHWKM KOMMAHUMK NpU B3auUMOAENCTBMUM
C rocynapCTBEHHbMW OpraHamMum u  uX
npeacTaBuTeNAMU obsa3aHbl cobnwpaTtb
NPUHLMMNbI 3aKOHHOCTKU, A06POCOBECTHOCTH,

Npo3payvyHOCTH " yBaXeHus K
OrpaHUYeHnamM, yCTaHOBJ/IEHHbIM
AEWCTBYHWUM aHTUKOPPYMUUOHHbIM "

3TU4eCKUM 3aKOHOAaTeNnbCTBOM PECI'IyEU'IIp‘IKH

KasaxcTtaH.

wboe B3aumoaencTBue [ONKHO WCKAWYaTb
HegonycTumoe BNUAHKE, KOHQAMKT
MHTepecoB wunu  GopMupoBaHUE  IMHHOM

3aBUCUMOCTMU Mexay COTPYAHMKOM KOMMaHuu
M rocyAapCTBEHHBIM CAYXaluM.

4.2 Mogapkn M 3HaKuU BHUMAHUA

. CoTpyaHukam 3anpewaertca Bpy4aTb
nnu npepnaratb rocyaapcTBEeHHbIM
CAyXawum noaapku, BHE 3aBUCUMOCTU OT
nx GOpmbl, CTOMMOCTM U HaAMEpPEeHUi.

- He AonyckKaeTcA nepepada
CYBEHUpOB, 6oHycoB, CKMAO0K,
cepTUPUKaTOB, MaTepuanbHbIX LEHHOCTEH,
BK/IYAA npeameThl CUMMBONIMHECKOT O
xapakTepa, ecim  3TO  MOXeT  6bITb
pacueHeHoO KakK nonbiTKa MNOBAUATL Ha
AENCTBUA AONKHOCTHOrO nuua.

. UcKkn4YeHnAa BO3MOXHbI TONLKO MNpU:
- cTporo cnyxebHom,
$opmMann30BaHHOM XapakTepe MeponpuUATUA ;

- COrnacoBaHuM C pykoBoguTenem u
KOMMA3aeHC -opuLepom;
- HanU4uu COOTBETCTBYHWEro

NMUCbMEHHOro 0boCHOBaHUA.

4.3 MeponpuATUA U pa3BlieYeHuA

4.1 General Provisions

Company employees, when interacting
with government authorities and their
representatives, must adhere to the
principles of 1legality, integrity,
transparency, and respect for the
restrictions  established by the
current anti-corruption and ethical
legislation of the Republic of
Kazakhstan.

Any interaction must exclude undue
influence, conflicts of interest, or
the creation of personal dependency
between the company employee and the
government official.

4.2 Gifts and Tokens of Appreciation
Employees are prohibited from giving
or offering gifts to government
officials, regardless of the form,
value, or intention.

It is not allowed to give souvenirs,
bonuses, discounts, certificates, or
any material items, including symbolic
ones, if they could be perceived as an
attempt to influence the actions of a
public official.

Exceptions are permitted only when:

- The event is strictly official and
formalized;

- Approval 1is obtained from
supervisor and compliance officer;
- A written justification is provided.

the

. MpurnaweHue rocygapcTeeHHbiX | 4.3 Events and Entertainment

CNAyXawuMx Ha KynbTypHble, crnopTusHbie, | Inviting government officials to
AOCYyroBble uau KOopnopaTuBHble | cultural, sports, leisure, or
MEpONpuUATUA  3arnpeueHo, ecau Takue | corporate events is prohibited unless
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MEeponpuATUA He  UMenT  oduuuanbHoOro
AenoBOro xapakrtepa.
. Y4yacTue roccnyxaumx B

MEepOonpUATUAX, OPraHU30BAHHbLIX KOMNaHWen
(koHdepeHuuu, dopymbl, CemMuHapbl) ,
AONYCKAeTCA TONbKO MNpu:

- Hanu4yum opuumansHoro
NPUrNaweHus;

- cornacosaHuuM ¢opmaTta y4acTua C
33aKa34UKOM;

- OTCyTCTBMM OMHAHCMPOBAHUA AoOCYyra
3@ CHET KOMMaHuM, 33 MUCKJIHWYEeHUEM

CnyxebHO 0H6OCHOBAHHBIX PacxoaoB.

4.4 KomaHAMpPOBKM M MOKpbITUE pacxoAos
. KomnaHua He Bnpase
OpraHu3oBbiBaTb, GUHAHCUMPOBATL WUAU WHbLIM
obpa3om copencTBOBaTb KOMaHAMPOBKaM
rocyAapcTBEeHHbIX CNyxawmx, 3a
UCKNYeHnem cny4aeB, kKorpa:

- noesaka odpopmneHa yepes
opuumanbHoe cnyxebHoe npurnaweHue;

- UmernTCAa COOTBETCTBYyHWME
COrnacoBaHUA M pa3pelweHUua rocopraHa;

- BCe pacxogpl 3aA0KYMEHTUPOBaHbl WU
He MpeBbilawT [eN0BOM HeobxoaAUMOCTH.

. OnnaTa npoespa, NpoxXuBaHuA,
NMUTAHMA U MHbIX pacxofoB [ONycKaeTCA
TONbKO npu HaNnM4um NMUCbMEHHOr 0
COrnacoBaHMA C  WpUAUYECKUM U/ unu
KOMMNNIaeHC-0OTAENIOM.

4.5 JlInyHbie yCNyrv v npuBuNErvu

“ KaTeropuyecku 3anpeuweHo
npegocTasneHue rocyAapCTBEHHbIX
CNYXAWUM:

— NUYHBIX ycnyr (norucTtuka, BuW30Bas
noaaepxka,  OpraHuM3auua  nNoesfok v
Tulls):

- NKBbIX HemMaTepuasbHbIX BbirOA4
(BKNWYaR TPYyAOYyCTPOUCTBO

pPOACTBEHHUKOB, cogencTeue B opopMneHuu
AOKYMEHTOB, obecneyeHue TPaHCNOPTOM,
NPOXWBaHMEM BHE AENOBbIX Ueneu).

B Takxe 3anpeweHo npeanaratb WAK
npeaoCTaBNATb YCAYrU TpeTbuUM Auuam oOT
UMEHU roCCAyXalWMX UAU B MUX WHTepecax.

the events have an official business
nature.

Participation of government officials
in company-organized events
(conferences, forums, seminars) is
allowed only if:

- An official invitation is provided;
- The format of participation is agreed
upon with the client;

- No entertainment expenses are
covered by the company, except for
business-related costs.

4.4 Business and
Coverage

The company may not organize, finance,
or otherwise facilitate business trips
for government officials, except when:
- The trip is arranged through an
official service invitation;

- The relevant approvals and
permissions from the state authority
are in place;

Trips Expense

- All expenses are documented and
limited to what 1is necessary for
business purposes.

Payment for travel, accommodation,

meals, and other expenses is allowed
only with written approval from the
legal and/or compliance department.

4.5 Personal Services and Privileges
It is strictly prohibited to provide
government officials with:

- Personal services (e.g., logistics,
visa support, travel arrangements);

- Any non-material benefits (e.g.,
employment for relatives, assistance
with documentation, provision of
transport or accommodation outside of
business purposes).

It is also prohibited to offer or
provide services to third parties on
behalf of or for the benefit of
government officials.
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4.6 3anpeTt Ha geicTBua oT umenn Cisco

. CoTpyaHuKy 3anpewaeTtcAa OT UMEHM
KOMMaHuum, Cisco nnu napTHEpPCKOW
CTPYKTYpbI:

- Bpy4aTb MaAu obewaTb NOAAPKWU;

- npefocTaBNATb becnnaTHble
NuueH3uu, Aemo-obopyaosaHue,
TeXHUYeCKYyHw NOAAEPXKY ;

- onnayuBaTb MepoOnpuATUA, MNOEe3[KHu,
NUTaHue unum UHble pacxoapl
npeacTaBuTenein rocopraHos;

- N6bIM obpa3om dopmupoBaTh
Bne4yaTneHue o} MY HOW

3dWHTEepecoBaHHOCTHU WK ﬁﬂaFOABDHOCTH.

4.7 OTBETCTBEHHOCTb M OTYETHOCTb

B Kaxablh COTpYyAHUK 0b6A3aH:

- cobnwpatb HacToswue npasuna b6es
UCKJINYEHWIA;

- npu COMHEeHuM — obpawatbcAa 3a
KOHCy/NbTauvehn B HpUAUYECKUH oTaen wuau
K KOMnnaeHc-oduuepy;

- He3aMme4/UTeNlbHO  JdoknageiBaTb O
NwboM  HapyweHuu, nonbiTke [AaB/EHUA,
npocbbax o npeaocTaBNeHUM BbIrog OT
roCcyfapCTBEHHBIX CAyXawmx.

. HapyweHue  yKa3aHHbIX  MOJIOXEeHWUH
paccMmaTpuBaeTcA KaK cepbe3Hoe

AMCUUNAMHApHOE HapyleHue W BAeYET Mepbl
B COOTBETCTBMM C TpyAoBbIM KOAEKCOM M
BHY TPEHHUMM HOPMaTUBHbIMM aKTamu
KOMMaHUU .

4.8 lapadiTuM gnAa COTPYAHUKOB

FapaHTuu ANA COTPYAHUKOB, COObWMBWKUX O
dakTax Koppynuuu:

KomnaHua rapaHTupyer, 4yTo  nwbow
COTPYAHUK, COOBWMBWKMIA O NpeanosaraemMom

dakTe Koppynuuu nyTem obpaweHua no
aapecy compliance@htel.kz , a Takxe
NW6BLIM  UHBIM  AOCTYMHBIM eMy cnocobom,

He3aBuCcuMmo OT TOro, caenan nu OH 3TO
dHOHUMHO WNKU yKa3an CBOW NepCOHalibHblE
AaHHble, He noABeprHeTcAa:

® AUCUMNNMHAPHBIM B3bICKaHWUAM;

4.6 Prohibition on Acting on Behalf of
Cisco

Employees are prohibited from acting
on behalf of the company, Cisco, or any
partner structure to:

- Give or promise gifts;

- Provide free licenses,
equipment, or technical support;

demo

- Pay for events, trips, meals, or any
other expenses of government
representatives;

- Create any impression of personal
interest or gratitude.

4.7 Responsibility and Reporting
Every employee is obligated to:

- Comply with these rules without
exception;

- Consult with the legal department or
compliance officer in case of doubt;

- Immediately report any violations,
pressure, or requests for benefits
from government officials.

Violation of these provisions 1is
considered a serious disciplinary
offense and will lead to consequences
in accordance with the Labor Code and
the company’s internal regulations.

4.8 Guarantees for Employees

Guarantees for employees who report
instances of corruption:

The Company guarantees that any
employee who reports an alleged
instance of corruption by contacting
<z , or by any other
means available to them, whether
anonymously or by providing their
personal data, will not be subjected
to:

compliance@htel.kz

e disciplinary sanctions;
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® YBOJIbHEHUK
paboTtopaTens;

no UWHUUMaTUBE

* /uvweHuw HOHYCOB, NPEMUN WU WHbLIX
Mep MaTepuanbHOro BO3AEUCTBUA;

®  WUHbIM BUAaM penpeccuu unu
HEeraTUBHOro BO3AENUCTBUA, BKAWYAA
NOHUXEHWE B AONKHOCTHU, nepesoj Ha
MeHee BbirOAHble YCNOBMA TpyaAa WM
co3paHue HebnaronpuATHOW paboyew

aTmocdepbl.
B cny4ae ecnM JMUYHOCTb COTPYAHUKA,
noaaswero coobweHne aHOHUMHO, byaeT
packpeiTa (No ero XenaHuw wUau no
obcToATEeNnbCTBaM nena), KomnnaeHc -
cnyxba “ pYKOBOACTBO KOMMaHuu
06s3yKwTCA obecneynTb ero  3auuTty OT

nwbbix ¢dopMm npecnefoBaHUA UAUM_ A3ABAEHUA

CO_CTOpOHbI _KONner, DVKOBOQHTEHEﬁ [
MHBIX Nnud.

Niobbie AencTBuA, HanpasieHHble Ha
npecnepoBaHue  WAM  ywemneHue  npas
COTpyAHUKA, coobumBwero O Koppynuuu,
byayT paccMmaTpuBaTbCA KOMMNAHUEW Kak
rpyboe HapyweHue TpyAOBOW AUCUMNAWHLI K
NPUHLUMNOB  KOPNOPATUBHOW  3TUKM, C
nocneayowmm npumeHeHuem mep
OTBETCTBEHHOCTU K BUHOBHLIM NWLAM.

9. Bonpocbl, coBerTl 7
NnepcrneKkTuBbl

“Kak Mol xoTum paboraTtb?”  Kopekc
NOBeAEHUA  Hawel KOMNaHUM  COAEpPXUT

MHOrO YTBEepXAeHWW, NONb3YyACb KOTOPbIMU
Mbl MOXEeM CO03AaTb aTMocdepy noBepus B
KOMMaHUWM U NEeNCcTBOBaTb B COOTBETCTBUM
C 3aKkoHoM. HO B xoae exeaHeBHOW paboTbl

MOryT  BO3HMUKHYTb  BOMpPOCb, KOTOpbie
KOAleKC NOBEAEHUA He OXBaTbiBaeT. B 3ToM
cny4ae B nNepByw oyepeab  cneayeTr

06paTUTBLCA K PyKOBOAUTENW OTAena.

- dismissal at the employer’s

initiative;

e deprivation of bonuses, rewards, or
other forms of financial incentives;

e any other forms of reprisals or
negative impact, including demotion,
transfer to less favorable working
conditions, or the creation of an
unfavorable work environment.

If the identity of an employee who
submitted a report anonymously is
disclosed (either at their own request
or due to the circumstances of the
case), the Compliance Department and
the company’s management undertake to
ensure their protection from any form

of harassment or pressure from
colleagues, supervisors, or other
individuals.

Any actions aimed at persecuting or
infringing wupon the rights of an
employee who reported corruption will
be regarded by the company as a gross

violation of 1labor discipline and
corporate ethics principles, with
subsequent application of 1liability

measures to those responsible.

Luestions, tips

perspectives

“How do we want to work?” Qur company's
code of conduct contains many
statements, using which we can create
an atmosphere of trust in the company
and act in accordance with the law. But
in the course of daily work, there may
be questions that the code of conduct
does not cover. In this case, first of
all you should contact the head of the
department.
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Cmbichn BO BBEeAeHUU npasun nMmeeTCcAa
TONBKO B TOM Chny4ae, eCc/u HapyweHWA
cBoeBpeMeHHO HaKa3biBawTCA. MosaTomy

cnegyet coobwatb 060 BCex HapyweHWUAX.

KOHTaKTHas uHbopmauus anna obpaueHui :

There is a sense in the introduction
of the rules only if violations are

punished in a timely manner.
Therefore, all violations should be
reported.

Contact information for requests:

TenepoH: +7(7172) 559000.
3n.noyta: compliance@htel.kz

OupekTop TOO HTEL \ /
Xymue M. M.

Phone: +7 (7172) 559000.
E-mail: compliance @htel.kz

Director of HTEL
M.Zhumin




