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Purpose
The Policy and Guidelines elaborate upon those principles, guiding PUTRADE’s person-

associated and business associates concerning how to deal with improper solicitation, bribery

and other corrupt activities and issues that may arise in the course of business.

The Policy and Guidelines are not intended to provide definitive answers to all questions
regarding bribery and corruption. Rather, they are intended to provide all person-associated
and business associates with a basic introduction to how PUTRADE combats bribery and
corruption in furtherance of the group’s commitment to lawful and ethical behaviour at all
times. Some of the guidelines are designed to prevent situations in which bribery and corrupt

practices may take root.

Scope
The Policy and Guidelines is generally applicable to PUTRADE’s person-associated and
business associates, as defined in “1.3 Application”, acting.on behalf of PUTRADE, unless

otherwise stated in the specific policies referred to in this Policy and Guidelines.

Responsibility

Refer “4.0 Governance.”

Definition
Refer “2.0 Definitions and Abbreviations.”
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Attachment

Attachment 1: Integrity Declaration Form for Business Associates
(WTCKL DP 10.13/F/001/22:1)

Attachment 2: Due Diligence Checklist (WTCKL DP 10.13/C/002/22:1)

Attachment 3: Provision/ Receipt of Gifts/ Hospitality/ Donation/ Sponsorship Form
(WTCKL DP 10.13/F/003/22:1)

Attachment 4: Provision/ Receipt of Entertainment (WTCKL DP 10.13/F/004/22:1)

Attachment 5: Gifts, Entertainment, Hospitality, Donation & Sponsorship Register
(WTCKL DP 10.13/F/005/22:1)

Associated Documents
1. Anti-Bribery and Anti-Corruption Manual - WTCKL DP 10.12
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1.0 INTRODUCTION

11 Overview

In line with Malaysian Government laws and regulations in combating
corruption, PUTRADE has heeled the call by committing to conduct its
business professionally and ethically with integrity and lawfully in compliance
with all applicable laws of Malaysia pertaining to bribery or corruption.

As part of the Anti-Bribery and Corruption Management System, PUTRADE
has designed the ABAC Policy and Guidelines, hereinafter also referred to as

“Policy”, which is aligned with requirements of, but notlimited to;

. Malaysia Anti-Corruption Commission Act 2009 (Act 694);

. Malaysian Anti-Corruption Commission (Amendment) Act 2018 (Act
A1567);

. Prime Minister's Department Guidelines “T.R.U.S.T” on Adequate

Procedures On “Pursuant to Subsection of Section 17A (5) of

Malaysia Anti-Corruption Commission Act 2009;

. Anti-Money Laundering, Anti-Terrorism Financing and Proceeds of
Unlawful Activities Act 2001 (Act 613);

. Penal Code Act (Act 574);

. Company Act (Act 777);

. Whistleblower Protection Act 2010 (Act 711);

. PUTRADE’s Anti-Bribery Management System;

. Corporate and relevant stakeholders (if any).

This Policy sets out overall policies, procedures and guidelines of PUTRADE
on all forms of bribery and corruption designed to prevent, detect and
respond to bribery and corruption, and comply with applicable anti-bribery

and corruption laws.
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In case of any ambiguity or inaccurate information in this Policy, kindly
consult Compliance Department for clarification. Where there is a conflict
between this Policy and applicable laws, the law prevails.

This Policy is subject to changes from time-to-time, is approved by the Board
of Directors of PUTRADE prior to take effect.

1.2 Objectives

This Policy aims to protect PUTRADE’s reputation and persons associated by
providing clear and unambiguous guidance to prevent PUTRADE or its persons
associated from falling into the bribery or corruption trap or being alleged to have
committed bribery or corruption.

This policy spells out for persons associated with PUTRADE the expected and
standard behaviours and guidelines when dealing with bribery or corruption in day-

to-day business operations and activities.

1.3 Application

This Policy is applicable to-the following stakeholders in the conduct of PUTRADE's
business operations and activities, unless otherwise stated in the specific policies in

this Policy:
. persons associated (internal party, i.e.; directors, partners or employees of
the commercial organization or persons who perform services for or on

behalf.of the commercial organization);

. business associates (external party, i.e.; clients, customers, joint ventures,
joint venture partners, consortium partners, outsourcing providers,
contractors, consultants, sub-contractors, suppliers, vendors, advisors,
agents, distributors, representatives, intermediaries, investors, public
officials, party officials, politicians and any person or body which performs

services for or on behalf of organization).
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2.0 DEFINITIONS AND ABBREVIATIONS

For the purpose of comprehending the contents of this Policy, the definitions and

abbreviations are stipulated as follows;

Agent

Bribery

Board of

Directors

Business

Associate

Shall have the same meaning as defined by MACC Act 2009,
i.e.: Any person employed by or acting for another, and includes
an officer of a public body or an officer serving in or under any
public body, a trustee, an administrator or executor of the estate
of a deceased person, a subcontractor, ‘and any person
employed by or acting for such trustee, administrator or executor,

or subcontractor;

e Shall have the same meaning as defined by ISO 37001:2016,

i.e.: Offering, promising, giving, accepting or soliciting of an
undue advantage of any value (which could be financial or
non-financial), directly..or indirectly, and irrespective of
location(s), in violation of applicable law, as an inducement or
reward for a person acting or refraining from acting in relation

to the performance of that person’s duties.

e It may also be defined as the act of corruptly giving, agreeing

to_give, authorizing, promising, offering, soliciting, receiving,
or agreeing to receive any gratification, whether directly or

indirectly.

Refers to a panel of individuals elected by organization’s

shareholder(s) to represent their interests.

Refer to an external party with whom the organization has, or
plans to establish, some form of business relationship includes
but is not limited to clients, customers, joint ventures, joint
venture partners, consortium partners, outsourcing providers,
contractors, consultants, sub-contractors, suppliers, vendors,

advisors, agents, distributors, representatives, intermediaries,
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investors, public officials, party officials, politicians and any
person or body which performs services for or on behalf of

organization.

Refers to organization’s formalized work and business ethics
applicable to all persons associated with PUTRADE and

business associates.

Refer to a company incorporated under the Companies Act 2016

[Act 777] and carries on a business in Malaysia or elsewhere.

Refers to situation where business, financial, family, political or
personal interests could interfere with the judgement of persons

carrying out their duties for the organization.

Refer to any entertainment offered or.received by organization
for its persons associated, business associates and other
stakeholders in the manner that complete expenses are borne by

the organization.

Shall have the same meaning as defined by MACC Act 2009,
i.e.. Act of giving or receiving of any gratification or reward in
the form of cash or in-kind of high value for performing a task in

relation to his/her job description.

Refers to the gratification given out by organization for charity,
humanitarian aid or to support local community welfare, whether

in-kind or by way of financial contribution.

Refers to any person who is in the employment with
organization, but not limited to executives, nonexecutives,

contract and part time employees.

Refer to entertainment offered or received by organization’s
employees or directors to/ from third parties with food and drink,
or in other forms of entertainment, in the manner that the

expenses to be borne by the organization.
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Refers to top management committee comprises of Chief
Executive Officer, Chief Operating Officer and Director of

Corporate Resources and Director of Property and Facility.

Is known as “EXCOM”.

Shall have the same meaning as defined by ISO 37001:2016
A2.21, i.e.: An illegal or unofficial payment made in return
for services that the payer is legally entitled to receive without
making such payment. It is normally a relatively minor
payment made to a public official or person with a certifying/
approval function in order to secure ‘or expedite the

performance of a routine or necessary action.

Is a small bribe, also known as “grease payment” or a “speed

payment”.

Refers to something is given voluntarily as token of appreciation

or respect, without requiring payment in return.

Shall have the same meaning as defined by ISO 37001:2016,
i.e.. A group or body that has the ultimate responsibility and

authority for an-organization’s activities, governance and policies

and to which. top management reports and by which top

management is held accountable.

Shall have the same meaning as defined by MACC Act 2009,

ie.

(a) Money, donation, gift, loan, fee, reward, valuable security,
property or interest in property being property of any
description whether movable or immovable, financial

benefit, or any other similar advantage;

(b) Any office, dignity, employment, contract of employment
or services, and agreement to give employment or render

services in any capacity;

(c) Any payment, release, discharge or liquidation of any
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loan, obligation or other liability, whether in whole or in

part;

(d) Any valuable consideration of any kind, any discount,

commission, rebate, bonus, deduction or percentage;

(e) Any forbearance to demand any money or money’s worth

or valuable thing;

(f) Any other service or favour of any description, including
protection from any penalty or disability incurred or
apprehended or from any action or proceedings of a
disciplinary, civil or criminal nature, whether or not
already instituted, and including the exercise or the
forbearance from the exercise of any right or any official

power or duty; and

(9) Any offer, undertaking orpromise, whether conditional or
unconditional, of any gratification within the meaning of

any of the preceding paragraphs (a) to (f).

e Giving and receiving gratification with corrupt intent, to
induce or reward the improper performance or refrain from
performing of recipient’s duties, to obtain or retain business
advantage, is considered has committed bribery or

corruption offence.

ISO 37001:2016  Is an International Standard established by the ISO specifying
generic requirements for establishing, implementing, maintaining,
reviewing and continuously improving anti-bribery management

system.

Limit of Authority ~ Refers to the approved document(s) stipulating the approving
authority and authority limits allowed for the board of directors

and executive committee of organization.
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Person Refer to directors, partners or employees of the commercial
associated/ organization or persons who perform services for or on behalf of
Associated the commercial organization.

person with a
commercial

organization

Political Official Refers to, political officer, member and person or body which

performs services for or on behalf of party.

Public Official Refers to any appointed or elected official, officer, or
employee who works at the expense of taxpayers or the
government or state owned, controlled or funded companies, or
any person working in specific functions or industries who are

defined or regulated as a government official'by local law.

Sponsorship Refers to support, either financially or by way of product and/ or
services for and event or activity organized by a profit/ non-profit
organizations, local‘communities, government departments or
agencies, primarily aimed at raising awareness of organization

profile.

Stakeholder Shall -have the same meaning as defined by ISO 37001:2016,
i.e.: Person or organization that can affect, be affected by, or

perceive themselves to be affected by a decision or activity.

Top Management.. Shall have the same meaning as defined by 1ISO 37001:2016,
i.e.. A person or group of people who directs and controls an
organization at the highest level. The top management of
PUTRADE is referred to the position of Chief Executive Officer,
Chief Operating Officer and Director of Corporate Resources,

Director of Property and Facility, and other Head of Departments.

Whistleblower Refers to a person (internal or external party) raising or reporting
concerns of wrongful activities or wrongdoings as defined in

organization’s Whistleblowing Policy & Guidelines.
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Anti-bribery and Anti-Corruption.

International Organization for Standardization, is a worldwide

federation of national standards bodies.
Malaysian Anti-Corruption Commission.
Putrade Property Management Sdn. Bhd.

Royal Malaysia Police.
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Classification of bribery and corruption offences and the penalties as defined by

Malaysian Anti-Corruption Commission and its penalties liable if a commercial

organization or employee is convicted:

Bribery and Corruption Offences

Sections 16 MACC Act, Offence of accepting

Section 24 (1), MACC Act, Penalty

gratification (Personal Liability):

Any person who by himself, or by or in

conjunction with any other person—

(a) corruptly solicits or receives or agrees to
receive for himself or for any other

person; or

(b) corruptly gives, promises or offers to any
person whether for the benefit of that
person or of another person, any
gratification as an inducement to or a

reward for, or otherwise on account of—

(A) any person-doing or forbearing to do
anything in respect of any matter or
transaction, actual or proposed or

likely to take place; or

(B) any officer of a public body doing or |
forbearing to do anything in respect |
of any matter or transaction, actual or
proposed or likely to take place, in
which the public body is concerned, |

commits an offence.
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for offences under sections 16, 17,
18, 20, 21, 22 and 23 (Personal

Liability):

Any person who commits an

i offence under sections 16, 17, 20,

21, 22 and 23 on conviction be

liable to;

(a) imprisonment for a term not

exceeding twenty years; and

(b) a fine of not less than five
times the sum or value of the
gratification which is the
subject matter of the offence,
where such gratification is
capable of being valued or is
of a pecuniary nature, or ten
thousand ringgits, whichever is
the higher.
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Section 24 (1), MACC Act, Penalty

accepting _gratification by agent (Personal‘;S

for offences under sections 16, 17.

Liability):

A person commits an offence if—

(@)

(b)

being an agent, he corruptly accepts or
obtains, or agrees to accept or attempts |
to obtain, from any person, for himself or |
for any other person, any gratification as
an inducement or a reward for doing or |
forbearing to do, or for having done or
forborne to do, any act in relation to his
principal's affairs or business, or for
showing or forbearing to show favour or
disfavour to any person in relation to his

principal’s affairs or business; or

he corruptly gives or agrees to give or |

offers any gratification to any agent.as an
inducement or a reward for doing org
forbearing to do, or for having done or
forborne to do any act in relation to his
principal's affairs or business, or for
showing or forbearing to show favour or
disfavour to any person in relation to his

principal’s affairs or business.
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imprisonment for a term not

exceeding twenty years; and

a fine of not less than five
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Section 18 MACC Act, Offence of intending to Section 24 (2), MACC Act, Penalty
deceive principal by agent (Personal Liability); | for offences under sections 16, 17,

A person commits an offence if he gives to an 8 20 21 2 ana 20 [Fercons

' Liability):

agent, or being an agent, he uses with intent

to deceive his principal, any receipt, account Any person who commits an
or other document in respect of which the offence under section 18 shall on
principal is interested, and which he has;conviction be liable to—

reason to believe contains any statement (a) imprisonment for a terfi’ not

which is false or erroneous or defective in any exceeding twenty years; and

material particular, and is intended to mislead
(b) a fine of not less than five

the principal.
times the sum or value of the
false or erroneous or defective
material particular, where such
false or erroneous or defective
material particular is capable
of being valued, or of a
pecuniary nature, or ten
thousand ringgit, whichever is

the higher.
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Section 21 MACC Act, Bribery of officer of |
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Section 24 (1), MACC Act, Penalty

public body (Personal Liability):

Any person who offers to an officer of any
public body, or being an officer of any public |
body solicits or accepts, any gratification as an ?

inducement or a reward for —

(@) the officer voting or abstaining from |
voting at any meeting of the public body |
in favour of or against any measure,
resolution or question submitted to the

public body;
(b)

the officer performing or abstaining from

performing or aiding in procuring, |

expediting,  delaying,  hindering orj

preventing the performance of, any |

official act;

the officer

(c) aiding in procuring. or
preventing the passing of any vote or the
granting of any contract or advantage in

favour of any person; or

(d) the officer showing or forbearing to show

any favour or disfavour in his capacity as

such officer,

commits an offence, notwithstanding that the
officer did not have the power, right or
opportunity 'so to do, show or forbear, orf
accepted-the gratification without intending so |
to.do, show or forbear, or did not in fact so do, |
show or forbear, or that the inducement or
reward was not in relation to the affairs of the

public body.
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?(a) imprisonment for a term not
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(b) a fine of not less than five times

the

gratification which is the subject

the sum .or value of
matter of the offence, where
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pecuniary nature, or ten

thousand ringgits, whichever is
the higher.
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Section 25 (2) MACC, Duty to

transactions (Personal Liability);

promised, or offered, in contravention of any

provision of this Act shall report such gift,

promise or offer together with the name, i |

known, of the person who gave, promised or
offered such gratification to him to the nearest

officer of the Commission or police officer.

Section 25 (3) MACC, Duty to report bribery

report bribery transactions

Any person to whom any gratification is given, | [EcsanallL igbilily),

Any person who fails to comply

- with subsection (1) commits an

offence and shall on conviction be
liable to a fine not exceeding one
hundred thousand ringgit -or to

imprisonment for a term not

exceeding ten years or.to both.

Section 25 (4) MACC, Duty to

transactions (Personal Liability);

Any person from whom any gratification has
been solicited or obtained, or an attempt has
been made to obtain such gratification, in
contravention of any provision of this Act shall
at the earliest opportunity thereafter report

such soliciting or obtaining of, or attempt to

obtain, the gratification together with the full
and true description and if known, the name of
both.

the person who solicited, or obtained, or
attempted to obtain, the gratification from him
to the nearest officer of the Commission or

police officer.

Page 18 of 63

Copyright © 2022 Putrade Property Management Sdn. Bhd.

report bribery transactions

(Personal Liability):

Any person who fails, without
reasonable excuse, to comply with
subsection (3) commits an offence
and shall on conviction be liable to
a fine not exceeding ten thousand
ringgit or to imprisonment for a

term not exceeding two years or to

ALL RIGHTS RESERVED. This Document contains trade secrets, proprietary and confidential information of Putrade Property
Management Sdn. Bhd. Disclosure or reproduction of any part of this document is absolutely prohibited without the express

written permission of Putrade Property Management Sdn. Bhd.



2 é ABAC POLICY AND GUIDELINES
- / K"‘{%’Ek%ﬁ@gg PRUIR DocumentNo : WTCKLDP 10.13  Issue No - 01
Effective Date : 01 November 2022

Section 28 (1) MACC, Attempts, preparations, Section 28 (1) MACC, Attempts,
abetments and criminal conspiracies preparations, abetments and

punishable as offence (Personal Liability): ' criminal conspiracies punishable as

Any person who— offence (Personal Liability):

(a) attempts to commit any offence under Any person commits such offence
e Bt jand on conviction be liable to
jpunishment provided for such

(b) does any act preparatory to or | offence.

furtherance of the commission of any |
offence under this Act: or Section 28 (2);

(c) abets or is engaged in a criminal;"Any provision of@this et which

conspiracy to commit any offence under contains a refgfenceMg n offence
{bis et under any specific provision of this
' Act shall'be read as including a
reference to an offence under
subsection (1) in relation to the
offence  under that specific

provision.

Section 28 (3);

fParagraph (1)(@) shall not apply

where an attempt to do any act is
gexpressly made an offence under
this Act, and paragraph (1)(c) shall
not apply to the case of an
abetment of an offence as provided
for under section 164 of the Penal
Code.
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Section 17A (1) MACC Act, Offence by | Section 17A (2) MACC Act,

commercial organization (Corporate Liability); | Offence by commercial

organization (Corporate Liability);

A commercial organization commits an
offence if a person associated with the  Any commercial organization on
commercial organization corruptly gives, ' conviction liable to a fine of not less
agrees to give, promises or offers to any | than ten times the sum or value of
person any gratification whether for the benefit | the gratification which is the subject
of that person or another person with intent— | matter of the offence, where such

(a) to obtain or retain business for the gratification is capgielgy of DSing

; s valued or is of pecuniary nature, or
commercial organization; or orie ol BN =0

one million ringgits, whichever is

(b) to obtain or retain an advantage in the the higher, or to imprisonment for a

conduct of business for the commercial N
term not exceeding twenty years or

organization. to-both.
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Section 17A (3) MACC Act, Offence by Section 24 (1), MACC Act, Penalty
commercial organization (Personal Liability): ;for offences unders sections 16,

When an offence is committed by a 17,18, 20. 21, 22 and 23 (Personal

i izati i Liability):
commercial organization, a person — | Liability)
(@) who is its director, controller, officer or | Any person who commits an

partner: or offence under sections 16, 17, 20

321, 22 and 23 on conviction be

(b) who is concerned in the management of liable to:

its affairs, i
‘(a) imprisonment for.a term not

at the time of the commission of the | : .
| exceeding twenty years; and

offence, is deemed to have committed

that offence unless that person proves (b) a fine of not less than five

that the offence was committed without tmegythe stfor value of the

his consent or connivance and that he QEUTIcNGA which is  the

exercised due diligence to prevent the subject matter of the offence,

commission of the offence as he ought to upere such grafification s

have exercised, having regard to the capable of being valued or is

nature of his function in that capacity and of a pecuniary nature, or ten

thousand ringgits, whichever is
the higher.

to the circumstances.
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4.0 GOVERNANCE

All persons associated with PUTRADE are responsible for the implementation of the
Anti-Bribery and Corruption Management System whereby it is crucial for each
individual to comprehend and apply them within their roles and responsibilities with

compliant and ethical manners.

Roles Key Responsibilities

Governing Body a) Endorses commitment and stances towards prohibition
of bribery and corruption practices in the business
conduct within PUTRADE;

(Board of Directors)

b) Approves the Anti-Bribery and Corruption Management
System including its policy and objectives and ABAC
policies and guidelines, and ensures alignment to

PUTRADE'’s vision and strategic direction; and

c) Maintains oversights on ABAC governance, provision of
appropriate resources, implementation of best practices
of Anti-Bribery and Corruption Management System
and ABAC policies and guidelines, periodic review and
continual improvement to adequately address the
effective operation and conformance of ABAC

programs.

Top Management a) Formulates overall direction on the establishment,

(Chief EXecutive implementation, maintenance and periodic review and

Officer, Chief
Operating Officer and

continually improvement of Anti-Bribery and Corruption
Management System including its policy and objectives,

snd biraciorof and ABAC policies and guidelines to adequately

Corporate Resources, address the relevant requirements of stakeholders for

Director of Property managing bribery and corruption risks;
and Facility, and other | b) Ensures the integration of Anti-Bribery and Corruption

Head of Departments) Management System including its policy and objectives,
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and ABAC policies and guidelines into day-to-day

operations of key organization function such as human

resource management, purchasing and finance, and

enhance the underlying controls of bribery and

corruption risks;

c) Provide resource allocation and investment in a robust

and effective implementation of Anti-Bribery and

Corruption Management System including its policy and

objectives, and ABAC policies and guidelines;

d) Provide adequate training and awareness for persons

associated with PUTRADE on the importance of

effectiveness and conformance of " anti-bribery and

corruption programs;

e) Communicates both internally and externally regularly

on the importance of effectiveness and conformance to

the Anti-Bribery_and Corruption Management System

including its policy-and objectives, and ABAC policies

and guidelines:

f)  Promotes appropriate ABAC culture within PUTRADE
including promoting culture of integrity and compliance

in managing bribery and corruption risks, directing and

supporting personnel to contribute to the effectiveness

of Anti-Bribery and Corruption Management System;

and

Encourages persons associated with PUTRADE and is

business associates to raise report of suspected and

actual bribery and corruption events through establish

whistleblowing channel, ensures their identity is kept

confidential, and no retaliation or discrimination or

disciplinary action taken on them.

h) Report periodically to Board of Directors performance of

Anti-Bribery and Corruption Management System and

any allegations of serious or systematic bribery and
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corruption.
Compliance a) Oversees the establishment and implementation of Anti-
Department Bribery and Corruption Management System including

its policy and objectives, and ABAC policies and
guidelines conforming to the defined requirements by
laws, international management system, corporate and

relevant stakeholders;

b) Provides advice and guidance to persons associated
with PUTRADE on to issues related to Anti-Bribery. and
Corruption Management System including its policy and

objectives, and relevant policies and guidelines;

c) Ensures establishment and implementation of internal
controls are reasonable to  manage bribery and

corruption risks;

d) Coordinates periodic internal audit to assess the
adequacy and operating effectiveness of PUTRADE's
anti-bribery and corruption controls and corruption

management processes;

e) Reports on the performance and effectiveness of the
Anti-Bribery and Corruption Management System to the

governing body and top management appropriate; and

f) Raises issues or concerns in relation to Anti-Bribery and
Corruption Management System and significant
corruption risks to governing body and top

management.

Employee a) Executes the Anti-Bribery and Corruption Management
System including its policy and objectives, and ABAC
policies and guidelines with integrity and compliant

manners;

b) Integrates the bribery and corruption controls into

business activities and processes; and
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¢) Reports on suspected and real bribery or corruption
offences through the PUTRADE whistleblowing

channel.
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5.0 BUSINESS ETHICS

All persons associated with PUTRADE and business associates are expected to be
committed in discharging their duties professionally and ethically with integrity and abiding
the laws. PUTRADE has established for reference;

e Employee Handbook — Set out PUTRADE'’s vision, mission and"values
statement, policies, rules, disciplinary and grievance procedures, other information

related to employment laws and regulations besides employee perks.and benefits.

e Code of Business Conduct — Set out PUTRADE’s principles, standards and the
moral ethical expectations that applicable to persons associated with PUTRADE
and business associates as they interact in PUTRADE" business. It is an integral
part of anti-bribery and corruption compliance efforts to prevent bribery or

corruption offences.

As an assurance of acknowledgement on understanding and agreement on adherence to
the Employee Handbook and Code of Business Conduct, all persons associated with
PUTRADE and business associates dealing in PUTRADE’s business are required to sign

Integrity Declaration Form for Business Associates (Attachment 1).
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6.0 DUE DILIGENCE

Due diligence related to bribery and corruption is a process carried out on persons
associated with PUTRADE and business associates to assess carefully and fully, including
identifying any red flags that may indicate a higher risk associated with possible integrity.

issues or bribery and corruption risks.

It is PUTRADE's policy to conduct due diligence checking (pertaining to anti-bribery and

corruption), as follows:

* Basic and/ or enhanced due diligence shall be conducted on all subjects (i.e.
persons associated with PUTRADE or its business associates) based on the

table below prior to their employment, appointment or engagement of service:

0 Area 0 O gage B d d d O O
ployee P : Proje ended
0 ASSO : Recipie 0
APpO s Donation o
of Directo HONS O .
= D D
Legitimacy of the o =Telell{e=1o][ B All Business All Transactions of
organisation Associates Projects, Donations
The shareholders details or Sponsorships,
of the organisation etc.

Basic financial
information of the

organisation

Conflict of interest All Employees
between the organisation, | and Directors
or individual with the

organisation’s business or,

personnel
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Focus Areas Hiring of Engagement as| Transactions of
Employees Business Projects, Intended
and Associates Recipients of
Appointment Donation or

of Directors Sponsorship

If the intended transaction E\eI&=]eJell[e=I["BM All Business All Projects,

Donations or

contradicts with the Associates

applicable local laws, Sponsorships
regulations or PUTRADE’s

policies

Understanding of how the Not applicable
service will be carried out

and delivered

Market pricing or salary All Employees

benchmarking comparison | and Directors

Shareholding or All Directors Not applicable

directorship in other

organisations

ENHANCED DUE DILIGENCE

The extenttowhich the IR Lol Business B ER

organisation has a system Associates

with transaction

to manage bribery and
value above
RM15,000 per
annum or that

corruption risk, including

consideration

on their integrity culture

entity may deal with

History of involvement or | All Employees | external party Sponsorships with
alleged involvement in and Directors | When performing | value above
bribery or corrupt activities, service for RM1,000.00 per
fraud, money laundering PUTRADE occasion
activities, etc.
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Focus Areas Hi

Employees and

Appo

Directors

If the subject is or
affiliated with Public
Official or a politically

exposed person.

All Employees
and Directors

ABAC POLICY AND GUIDELINES
Document No
Effective Date

WTCKL DP 10.13
01 November 2022

Issue No 01

Transactions of

| Engagement as |

ring of
Business Projects, Intended

intment of Associates Recipients of
Donation or

Sponsorship

Business Sponsorships with
Associates value above

with transaction | RM1,000.00 per
value above occasion
RM15,000 per

annum or that
may deal with
external party
when performing
service for
PUTRADE

o

e Due diligence performed

shall have a validity of two (2) years and should there

be any renewal of service/ contract/ appointment within the two (2) years,

re-performance of due diligence is not required;

Re-performance of due

diligence is required for renewal of service/ contract/

appointment after the two (2) year validity period; and

In the event updated circumstances or information are made known to

PUTRADE, PUTRADE shall reassess such situations to determine if additional
controls, including termination of services, need to be implemented.

P
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6.1 Due Diligence Methods and Approaches

The methods or approaches in performing these checking include, but not

limited to, the following:

6.1.1 Basic Due Diligence

(a) Direct engagement, including via an officially documented

questionnaire or information request addressed during an interview;

(b) If an interview is conducted, the interviewer's assessment, including
assessment of the interviewee’s belief in integrity and willingness to

comply with PUTRADE'’s policies;

(c) A search of publicly available information, including a search on the
internet and media, from government authorities (e.g. Companies
Commission of Malaysia or. MACC’s website), or public database
search (e.g. CTOS, CCRIS), etc.; and

(d) Assessing legitimacy and financial status of the organisation/ entity,
and understanding its major shareholders and directors through

requesting the following pertinent documentation from the subjects:
¢ Certificate of Registration/ Incorporation (e.g. Form 9);

o Certificate of Change of Company name (e.g. Form 13), if any;
e Corporate Profile;

e Latest Annual Return; and

e Latest Financial Statements.
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6.1.2 Enhanced Due Diligence

(a) Making enquiries with appropriate other parties;

(b) A search of a list of debarments, sanctioned, blacklisted, or
suspended organisation, entities, or individuals who are restricted
from contracting with public, government-related, or international

organisation or entities;

(c) Via the use of integrity and background declaration formand conflict
of interest declaration form completed by the subject to declare on
the subject's background situations, such as conflict of interest

situations, or criminal records; and

(d) Appointing external parties with relevant expertise to assist in the

due diligence process, if required.

Note that with regards to-documents, information or data provided,
including the declaration forms, PUTRADE shall take reasonable
steps to verify the accuracy and completeness of key information
provided, e.g.. Qualification of candidate for employment, cross-
validation between a supplier’s track record versus industry players’

testimonial.

6.2 Due Diligence Outcome and Findings

PUTRADE shall exercise judgement based on the information and data
obtained to determine if it is appropriate to proceed with the intended business

relationship.

PUTRADE has adopted the following policies for any employment, appointment,

or engagement in relation to due diligence findings:
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(a) PUTRADE shall not engage with any person, organisation, or entity which
has been convicted or undergoing prosecution for a financial or commercial
crime, including financial fraud, bribery, money laundering or terrorism

financing;

(b) PUTRADE shall not be involved in any transactions, arrangements, or

contracts which are not compliant with local laws and regulations; and

(c) PUTRADE shall not consider having any business relationship with any
person, organisation, or entity which has, in the due diligence checking

process:
e knowingly submitted false, inaccurate or misleading information; or

e knowingly submitted a false or forged document.

6.3 Due Diligence Approvals

The outcome and clearance of due diligence checks shall be approved by the
Group Chief Executive Officer (GCEO) by submitting the Due Diligence
Checklist (Attachment 2).

In circumstances where the duediligence checks are on the GCEO or persons
connected to the GCEO, the clearance of the due diligence checks shall be
approved by the Group Managing Director.

6.4 Documentation

Information and data obtained during the conduct of the due diligence checking
process, including verbal communication and internet searches, and the
consideration made arising from the outcome of the due diligence process shall

be documented and retained as records by respective process owners.
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FACILITATION PAYMENT

A facilitation payment is a small bribe also known as ‘grease payment” or “speed

payment” typically solicited to facilitate or expedite of routine transaction or service to

which the person or organization making the payment is legally entitled to receive:

Facilitation payments can be in many forms such as cash, gifts, vouchers or tickets.

71

Making Facilitation Payment

PUTRADE prohibits accepting or obtaining, either directly or indirectly,
facilitation payments from any person for the benefit of the employee himself or
for any other person who is subject to the Code of Business Conduct. The reason
underlying this prohibition is that facilitation payment'is seen as a form of bribery

and corruption.

All persons subject to the Code'of Business Conduct must not offer,
promise, give, request, accept or.receive anything which might reasonably be
regarded as a facilitation payment. If you receive a request or if you are offered
facilitation payments,you must report it through Whistleblowing channel.

Refer Whistleblowing Policy for detailed guidance.

If it can be proven that such facilitation payments are legitimate, the said payment

can be made and are accompanied by an official receipt of payments.

Page 33 of 63

Copyright © 2022 Putrade Property Management Sdn. Bhd.

ALL RIGHTS RESERVED. This Document contains trade secrets, proprietary and confidential information of Putrade Property
Management Sdn. Bhd. Disclosure or reproduction of any part of this document is absolutely prohibited without the express written
permission of Putrade Property Management Sdn. Bhd.



X . ABAC POLICY AND GUIDELINES
) l’?{ﬁ{fk’ﬂ%@ﬁg CRIIEE DocumentNo : WTCKL DP 10.13 Issue No : 01
Effective Date : 01 November 2022

7.2 Extortion Payment

However, there are certain situations or circumstances where you are faced with
having to make facilitation payments to protect your life, limb or liberty. In
dangerous situations like this, you are allowed to make payments, but you must
immediately report to your Head of Department and EXCOM. Making facilitation
payment in such a situation is the only exception which can be used asa defence

when faced with allegations of bribery and corruption. .
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GIFT, ENTERTAINMENT & HOSPITALITY

It is customary in doing business the giving and accepting of gifts, entertainment or

Hospitality to maintain good business rapport or as a token of appreciation. However, in

some instances, the giving and accepting of gifts, entertainment or hospitality ‘can

reasonably be construed as bribery or corruption, especially when it is perceived to

improperly influence business decisions.

PUTRADE does not tolerate and prohibits the giving or accepting of gifts; entertainment

or hospitality to avoid being construed as bribery or corruption.

8.1

Gift, Entertainment and Hospitality Policy

In principle, persons associated with-PUTRADE shall avoid from giving and

accepting gifts, entertainment or hospitality-as it may fall into a situation of conflict

or potential conflict of interest which leads to misconstruction as bribery or

corruption.

When giving or receiving a gift, entertainment, or hospitality, the following

principles shall be adhered to:

Genuine: given clearly as an act of appreciation, with no ill intention to
persuade or influence decisions;

No obligation: gifts, entertainmeht, or hospitality shall be given without any
obligation, return of favour, or expectation from the recipient;

No undue influence: not be seen as intended for, or capable of, achieving
undue influence over a transaction or decision (either business decision or
in relation to decisions by public authorities or regulators) or compromising
integrity and objectivity in the performance of one's duties;

Made openly: the gift, entertainment, or hospitality is not made in secret
and undocumented. The purpose, approvals given, and value shall be

documented:;
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e Legality: does not contradict to relevant laws governing the giver and the
recipient;

e Accords with stakeholder perception: the gift, entertainment, or
hospitality given would not be viewed unfavourably by stakeholders were it
made known to them;

e  Proportionate: the value and nature of the gift, entertainment, or hospitality
is not disproportionate to the occasion, e.g. gift or meals of a certain value
given to the GCEO of an organisation may be deemed appropriate but one
of the same value given to a Junior staff may be deemed excessive;

e Conforms to the rules governing the giver or _the recipient: gift,
entertainment, or hospitality made shall be in line with the rules or code of
conduct of the recipient's organisation. This. means when giving gifts,
entertainment, or hospitality, persons associated with PUTRADE shall
understand the counterparty organisation’s policies on gifts, entertainment,
and hospitality; and

o Infrequent: gifts, entertainment and hospitality are not given overly

frequent.
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8.2 Allowable Gifts

PUTRADE may provide or accept gifts of nominal value (i.e. below RM500 on

each occasion) which fall under the following categories;

e Corporate gifts marked with company name and logo such as thumb

drives, table calendars, pens diaries, notepads, t-shirts, or mugs;

e Festive or ceremonial gifts, for specific occasion, such as hampers, dates,

“kuih raya” or mandarin oranges.

* Tokens of appreciation provided during an official event such as plaques,

ornaments or door gifts; or

e Perishable items such as flowers, fruit, orfood.
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8.3  Giving Gifts

ABAC POLICY AND GUIDELINES

WORLD TRADE CENTRE®
Document No

Effective Date

WTCKL DP 10.13
01 November 2022

IssueNo : 01

Receiver Range Limit Category of Gifts Approval Level
Public Officials | Not more than Allowable gifts Group Chief
and others RM500 Executive Officer

VIP/ VVIP who are
not serving with
the Government

More than Allowable gifts Group Chief
RM500 up to Executive Officer
RM1,000

More than Other than Group Chief
RM1,000 allowable gifts Executive Officer

All request to provide gifts by persons.associated with PUTRADE shall obtain
approval by submitting the Provision/ Receipt of Gifts/ Hospitality/ Donation/
Sponsorship Form (Attachment 3) to Group Chief Executive Officer.
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8.4  Accepting Gifts

Recipient needs to notify the Group Chief Executive Officer to declare the
acceptance of gifts within 5 working days of receipt by completing and
submitting the Provision/ Receipt of Gifts/ Hospitality/ Donation/
Sponsorship Form (Attachment 3).

Category of Gifts Disposition of Gifts Approval Le

Allowable gifts with * Recipient keeps the gifts; or | Group Chief

value not more than 1 Executive Officer
» Share the gifts among
RM500

recipient’s department staff.
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