TMF Group Whistle-blower policy — Politika o
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POLITIKA O PRUAVITEUIMA NEPRAVILNOSTI TMF
GRUPE

uvoD

»~Postupanje s integritetom” jedna je od temeljnih
vrijednosti u TMF Grupi koja, zajedno s drugim
vrijednostima te naSim Kodeksom pona3anja,
formira model ponasanja koji bismo trebali slijediti
svaki dan. TMF Grupa je privriiena najvisim
standardima transparentnosti, odgovornosti i
integriteta. Kako bi se potaknuli i zastitili ti vaZni
aspekti eticki ispravnog ponaSanja, TMF Grupa je
donijela  globalnu  ,Politiku o prijaviteljima
nepravilnosti” kao svojevrstan mehanizam za i
unutarnje i vanjske sudionike TMF Grupe da istupe i
oglase se o potencijalnim nepravilnostima na
odgovaran i ucinkovit nacin. U smislu navedene
Politike, unutarnjim i vanjskim sudionicima smatraju
se, izmedu ostalih, i: zaposlenici TMF Grupe, ¢lanovi
drustva, klijenti, suradnici, dobavljaéi, bivsi
zaposlenici TMF Grupe, kao i potencijalni zaposlenici
koji su u postupku zaposlenja.

Direktor Grupe za ,,Risk & Compliance” imenovan je
kao odgovorno i nadleZno tijelo u TMF Grupi da:

- provede navedenu Politiku

- osigura da su mjere zastite sadriane u
navedenoj politici postivane

- nadgleda razvoj situacije u vezi svake
podnesene prijave i radnji poduzetih s time
u vezi

- vodi interne istrage i imenuje struénjake za
vodstvo u specifi¢nim slucajevima

- izvjestuje o podnesenim prijavama i
radnjama poduzetim s time u vezi Odbor za
reviziju TMF Grupe.

1. SVRHA | OPSEG TMF-ove GLOBALNE POLITIKE O
PRUAVITEUIMA NEPRAVILNOSTI

Navedena Politika donesena je kako bi omogudéila
unutarnjim i vanjskim prijaviteljima TMF Grupe da
prijave bilo kakve eticki sumnjive nepravilnosti u
vezi s TMF Grupom, njene direktore, zaposlenike,
dobavljace, trece strane ili bilo koju fizi¢ku ili pravnu

TMF GROUP WHISTLE-BLOWER POLICY

INTRODUCTION

“Acting with integrity” is one of our core values at
TMF Group and along with our other values and our
Code of Conduct Policy, forms the behavioural
compass that we should measure ourselves by every
day. TMF Group is committed to the highest
standards of transparency, accountability and
integrity. To encourage and protect these important
aspects of ethical behaviour, TMF Group has
introduced the global “Whistle-blower Policy” as a
mechanism for both internal and external
stakeholder of TMF Group to speak up and voice
possible concerns in a responsible and effective
manner. For the purpose of the mentioned Policy,
the internal and external stakeholders of TMF Group
include, but are not limited to: TMF Group's
employees, shareholders, clients, contractors,
suppliers or associated parties, former employees,
as well as potential employees acquiring
information in the course of the recruitment
process.

The Director Group Risk & Compliance has been
appointed as the responsible and competent
authority within TMF Group to:
- execute the mentioned Policy
- ensure that safeguards contained in the
mentioned Policy are respected
- oversee the maintenance of the concerns’
reports raised and subsequent actions taken

- lead internal investigations and appoint
subject matter experts for guidance on
specific cases

- report about the concerns raised and
subsequent actions taken to the Audit
Committee of TMF Group.

1 AIMS AND SCOPE OF TMF’s GLOBAL WHISTLE-
BLOWER POLICY

The mentioned Policy is designed to enable TMF
Group’s internal and external whistle-blowers to
report any (suspicion of} ethical concerns in relation
to TMF Group, its directors, officers, employees,
providers, third parties or any individual or legal
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osobu ili osobu koja bi mogla imati sadasnji ili prosli
odnos s kompanijom.

U TMF Grupi svi su sudionici potaknuti prijaviti
nepravilnosti s povjerenjem i bez straha od osvete.

Navedena Politika utvrduje postupke prijavljivanja
etickih nepravilnosti i osigurava da ¢e navedena
pitanja biti ozbiljno i na odgovarajuci nacin rijesena.
Takoder, pruza osiguranje da TMF Grupa ne tolerira
uznemiranje ili bilo kakav drugi oblik osvete protiv
bilo kojeg prijavitelja nepravilnosti koji istupi u
dobroj vjeri.

U naloj kompaniji eticka nepravilnost je takvo
ponasanje koje je opasno, nezakonito, nepravilno,
neeti¢no ili na drugi nacin neprikladno unutar nase
organizacije te je protivno nasim politikama i
vrijednostima.

Eticke nepravilnosti ukljucuju, ali nisu ogranicene na
indikacije o:
- financijskim  malverzacijama,
djelima ili prijevarama,
- poreznim utajama,
- nepostivanju pravnih i zakonskim obveza,

kaznenim

- opasnostima za javno zdravlje i sigurnost
osoba ili degradaciji okolisa,

- kriminalnim aktivnostima,
- nepostivanju Kodeksa ponasanja ili kakve
druge interne politike TMF Grupe,

- drugom neprikladnom ponasanju,
diskriminaciji, neetitnom ponasanju ili
pitanjima koja bi mogla prouzrokovati

ozbiljan reputacijski rizik, i/ili
- pokusajima da se prikrije bilo 5to od gore
navedenog.

Kodeks ponasanja TMF Grupe obvezuje na
postupanje u skladu s etikom i integritetom. Svaki
zaposlenik TMF Grupe ili osoba koja postupa u ime
TMF Grupe odgovorna je za podrZavanje Kodeksa
ponasanja ili bilo koje druge politike TMF Grupe.

Navedeno ukljucuje i istupanje i oglasavanje o

person or who might have a current or previous
relationship with the company.

At TMF Group, we appreciate an open-door culture
where all stakeholders are encouraged to raise
concerns and can do so with confidence in the
available channel and without any fear of
retaliation.

The mentioned Policy sets out the procedures for
reporting ethical concerns and ensures that these
matters will be taken seriously and followed up on
appropriately. It also provides reassurance that TMF
Group does not tolerate harassment or any other
form of retaliation against any whistle-blower who
speaks up in good faith.

At our company, and ethical concern is a conduct or
behaviour that is dangerous, unlawful, irregular,
unethical or otherwise inappropriate within our
organisation and goes against our policies and
values.

Ethical concerns include, but are not limited to,
indications of:
- financial malfeasance, wrongdoing or fraud,

- tax evasion or its criminal evasion,

- failure to comply with legal and statutory
obligations,

- dangers to public health and safety of
persons or the degradation of the
environment,

- criminal activity,

- failure to comply with the Code of Conduct
or any other internal TMF Group policies,

- other improper conduct, discrimination,
unethical behaviour or issues that could
lead to serious reputational risk, and or

- attempts to conceal any of the above.

TMF Group’s Code of Conduct requires a
commitment to ethics and integrity in all we do as a
firm. Every TMF Group’s employee or person acting
on behalf of TMF Group is responsible for upholding
TMF Group’s Code of Conduct or any other TMF
Group Policy.

This includes speaking up and voicing ethical
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etickim nepravilnostim putem tzv. ,Speak Up
Channela”: http://www.tmf-group.com/speakup

concerns through the so called “Speak Up Channel”:
http://www.tmf-group.com/speakup

Navedena Politika nije donesena da ispituje
financijske ili poslovne odluke rukovodstva TMF
Grupe ili lokalnog rukovodstva, niti bi trebala biti
koristena kako bi se ponovo razmatralo kakvo
pitanje koje je veé razmatrano i ispitano u nekom
drugom postupku.

Treba imati na umu da odredene jurisdikcije mogu
imati  specificne definicije nepravilnosti  koje
ispunjavaju uvjete za prijavljivanje u skladu s
politikom o prijaviteljima nepravilnosti u takvim
jurisdikcijama i/ili postupcima koje bi trebalo uzeti u
obzir prilikom istupanja. Kao i uvijek, lokalno
zakonodavstvo uvijek moZe dopuniti zahtjeve
Grupe. Prema potrebi, lokalni postupci moraju
odraZavati stroZe lokalne zakonske odredbe.

Detaljan  postupak prijavljivanja  nepravilnosti
sukladno primjenjivom zakonodavstvu u Republici
Hrvatskoj opisan je u Pravilniku o postupku
unutarnjeg prijavljivanja nepravilnosti i postupku
imenovanja povjerljive osobe i njezinog zamjenika
koji €ini prilog 1.

2. POVJERUIVOST | ANONIMNOST

TMF Grupa e sve eticke nepravilnosti prijavljene
putem Speak Up Channela u smislu navedene
Politike tretirati na povijerljiv i osjetljiv naéin. Sve ¢e
se uciniti kako bi se identitet prijavitelja
nepravilnosti tretirao s povjerljivo$éu.

Bilo kakva informacija pruZena od strane prijavitelja
nepravilnosti putem Speak Up Channela koja bi
mogla otkriti njegov identitet neée biti otkrivena ili
podijeliena medu ovlastenim osobljem koje prima i
rieSava prijave, izuzev ukoliko bi to bilo izrigito
potrebno. TMF Grupa nede otkriti identitet bilo
kojeg prijavitelja nepravilnosti koji je zatraZio da
njegov identitet ne bude otkriven. Pristup prijavama
od strane neovlastenog osoblja je izri¢ito zabranjen.
Navedena povijerljivost u tretiranju se jednako
odnosi i na identitet, odnosno informacije koje bi
mogle otkriti identitet svjedoka itd.

The mentioned Policy is not designed to question
financial or business decision taken by the
Management Board of TMF Group or local
management, nor should it be used to reconsider
any matters which have already been addressed
under grievance, harassment, complaint,
disciplinary or other procedures.

Note that certain jurisdictions may have specific
definitions of concerns that qualify to be raised
under a whistle-blower policy in such jurisdictions
and/or procedures that should be considered when
Speaking Up. As always, local legislation may always
supplement Group requirements. Where needed,
local procedures must reflect stricter local legal
provisions.

Detailed procedures of reporting irregularities in
accordance with the applicable legislation in the
Republic of Croatia is described within the Rulebook
on internal reporting of irregularities and
appointment of confidential person and its deputy
which is attached hereto as Schedule 1.

2 CONFIDENTIALITY & ANONYMITY

TMF Group will treat all ethical concerns raised
through the TMF Group Speak Up Channel within
the context of this Policy in a confidential and
sensitive manner. Every effort will be made to treat
the reporting individual’s identity with appropriate
regard for confidentiality.

Any information provided by a whistle-blower
through the TMF Group Speak Up Channel which
could reasonably be expected to reveal their
identity will not be revealed or shared beyond
authorised staff members receiving and following
up on the report and only where strictly necessary.
TMF Group will not reveal the identity of any
whistle-blower who asked that their identity
remains confidential. Access to any report by non-
authorised staff members is strictly prohibited.
Equally, the identity of any parties in the
investigation must be taken care of with the same
duty of care in protecting the identity and or
information that might identify witnesses,
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U TMF Grupi potiu se sigurnost i povjerljivost
kanala za prijavljivanje nepravilnosti, kao i
anonimnost u prijavljivanju. Takoder, prijavitelji
nepravilnosti mogu se identificirati na siguran i
povjerljiv naéin. Anonimna informacija jednako je
vaZna kao i ona ispred koje stoji imenovani prijavitelj
nepravilnosti.

Povjerljivost i neosveéivanje su dva najvaznija
podrucja gdje su prijavitelji nepravilnosti zasticeni te
¢e sve biti uéinjeno kako bi navedeno bili nasi najvisi
prioriteti prilikom ispitivanja prijava.

3. MJERE ZASTITE/NEOPRAVDANE NEPRAVILNOSTI

Kada se prijavljuju etitke nepravilnosti, prijavitelji
nepravilnosti moraju:
- otkriti informaciju u dobroj vjeri i
utemeljena na opravdanim razlozima,
- osigurati to¢nost informacije,

- pruZiti dovoljno informacija koje ¢e
omoguciti odgovaraju¢u procjenu prirode,
opsega i hitnosti pitanja, kao i istraZivanje
gdje je to potrebno {npr. o involviranim

osobama, vremenskom tijeku dogadaja,
lokaciji, potencijalnim svjedocima itd.),

- ne postupati zlonamjerno ili optuZivati
lazno,

- ne traZiti kakvu osobnu korist ili generalno
osvetu.

TMF Grupa priznaje da odluke da se istupi i oglasi o
nepravilnostima moZe biti teska za donijeti, zbog
¢ega se i jata pouzdanost u dostupan sustav
prijavljivanja i poti¢e se sve sudionike da ne
okoliaju prilikom prijavljivanja  nepravilnosti.
Ukoliko je nepravilnost prijavljena u dobroj vjeri i
utemeljena na opravdanim razlozima, prijavitel]
nepravilnosti bi se trebao osjeéati samouvjereno.

TMF Grupa ne tolerira osvetu u bilo kojoj formi (kao
npr. suspenzija, otkaz, uskradivanje treninga,
smanjenje plaée, nepravedan tretman ili druge
sliéne mjere) protiv bilo koga tko istupi u dobroj
vjeri. U TMF Grupi se osveta definira kao ukor ili

informants etc.

At TMF Group we promote the secureness and
confidentiality of our whistle-blower channel and
we welcome anonymous reports. Meanwhile, we
offer the possibility for whistle-blowers to identify
themselves in a secure and confidential manner.
Anonymous information is as important for TMF
Group to act upon as named reports.

Confidentiality and non-retaliation are two
important areas in which whistle-blowers are
protected. All steps will be taken to ensure these are
our utmost priorities when treating and
investigating reports.

3 SAFEGUARDS/UNJUSTIFIED CONCERNS

Please note that when raising an ethical concern,
whistle-blowers must:

- disclose the information in good faith and
on reasonable grounds,

- believe it to be substantially true and
exercise due care to ensure the accuracy of
the information,

- provide sufficient information to allow for a
proper assessment of the nature, extent and
urgency of the matter, as well as due
investigation when necessary (e.g. people
involved, events timeline, location, potential
witnesses etc.),

- not act maliciously or make false
allegations,

- not seek any personal gain or general
vengeance.

TMF Group recognises that the decision to Speak Up
about a concern can be a difficult one to make,
which is why we reinforce the trustworthiness of
the channel available and encourage all
stakeholders not to hesitate in raising concerns
within the spirit of the mentioned Policy. If the
concern is raised on reasonable grounds and in good
faith, the whistle-blower should feel confident in
their action and will be supported even if the
concern reported is proved to be unfounded.

TMF Group does not tolerate retaliation in any form
(such as suspension, dismissal, withholding of
training, wage reduction, unfair treatment or other
similar measures) against anyone who Speaks Up in
good faith. At TMF Group, we define retaliation as
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kazna dobivena kao rezultat prijavijivanja eti¢ke
nepravilnosti. Svaka Stetna radnja poduzeta protiv
prijavitelja nepravilnosti tretirat ée se ozbiljno te ¢e
se poduzeti odgovarajuée radnje kako bi se
prijavitelja nepravilnosti po potrebi zastitilo. Mogu
se poduzeti i disciplinske mjere protiv osoba koje bi
sprjecavale prijavljivanje, osveéivale se prijaviteljima
nepravilnosti ili na drugi nacin kriile obveze iz
navedene Politike.

Prijavitelji nepravilnosti imaju pravo na uéinkovit
pravni lijek i pravedno sudenje kada su involvirani u
optuzbe, kao i pravo na zastitu svog identiteta kroz
internu istragu. Ukoliko prijavitelj nepravilnosti,
medutim, zloupotrijebi prava iz navedene Politike ili
iznese zlonamjerne optuZbe, i to u mjeri da ta osoba
ustraje u optuzbama iako iscrpna istraga ne
potvrduje navodne ¢injenice, mogu se poduzeti
disciplinske mjere te, u takvim okolnostima, zaitita
ne moZe biti zajaméena.

4. KAKO PRUAVITI NEPRAVILNOST

4.1. Nas Speak Up Channel

Svaki sudionik koji Zeli prijaviti eti¢ku nepravilnost,
postaviti pitanje ili provjeriti $to je s postoje¢om
prijavom, = moZe  pristupiti  http://www.tmf-
group.com/speakup ,Speak Up Channel-u” TMF
Grupe na jeziku koji preferira.

Alat pruZza ucinkovit, neovisan, siguran i
transparentan proces radi prijavljivanja, pracenja i
upravljanja etickim nepravilnostima prijavljenim u
TMF Grupi. Ovaj kanal je centralizirani nadin za i
unutarnje i za vanjske prijavitelje nepravilnosti da
istupe, uz osiguranje potpune uskladenosti s
primjenjivim zakonima i propisima (odnosno GDPR-
om, EU Direktivom o prijaviteljima nepravilnosti),
kao i uz jamcenje povijerljivosti i zaitite identiteta.
Tri su nacina na koja se moZe koristiti Speak Up
Channel:

4.1.1. Postavljanje pitanja

U slucaju da se Zeli postaviti eti¢ko pitanje ili pitanje
u vezi s uskladenosti ili se pak Zeli postaviti upit
vezan uz politiku kompanije, svatko moZe postaviti
upit putem Speak Up Channela TMF Grupe. Ova

reprimend or punishment received as a result of
reporting and ethical concern. Any detrimental
action taken against a whistle-blower as a
consequence of their use of the whistle-blowing
channel will be treated as a serious matter and
appropriate action will be taken to provide the
whistle-blower  with necessary  protection.
Disciplinary action may be taken against persons
who hinder reporting, retaliate against whistle-
blowers or otherwise breach the duties outlined in
the mentioned Policy.

Whistle-blowers have the right to an effective
remedy and fair trial when involved in the
allegations, as well as protection of their identity
throughout the internal investigation. If the whistle-
blower, however, abuses the rights under the
mentioned Policy or makes malicious allegations,
and to the extent that this person persists in the
allegations even while in-depth investigation shows
no substantiation of the alleged facts, disciplinary
actions may be taken, and in such circumstances
protection cannot be guaranteed.

4 HOW TO SPEAK UP

4.1 Our Speak Up Channel

Any stakeholder wishing to report an ethical
concern, ask a question or follow up on an existing
report may access our web-based TMF Group
“Speak Up Channel” http://www.tmf-
group.com/speakupand do so in their preferred
language.

The tool provides an effective, independent, secure
and transparent process to report, follow up and
manage ethical concerns raised at TMF Group. This
channel is the centralised way for both internal and
external whistle-blowers to report, while ensuring
full compliance with applicable laws and regulations
(i.e. GDPR, EU Whistle-blower Directive), as well as
guaranteeing confidentiality and identity protection.
There are three ways to use the Speak Up Channel:

4.1.1 Ask a Question

Should an ethics or compliance related question or
an inquiry regarding a company policy arise, anyone
can submit a query via the TMF Group Speak Up
Channel. This option aims at addressing daily
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opcija ima svrhu postavljanja svakodnevnih pitanja u
vezi poslovanja koja se ne mogu kvalificirati ako
eticka nepravilnost. Izborom ove opcije, pitanja se
postavljaju anonimno i s povjerljivoséu.

Primjeri pitanja su:

Mogu li prihvatiti dar od dobavlja¢a s kojim nasa
organizacija razmatra moguénost poslovanja?

Mogu li se pridruZiti klijentu na u cijelosti plaéenom
putovanju?

4.1.2. Prijava incidenta

Ova opcija se koristi kada se Zeli prijaviti eticka
nepravilnost kako je definirana navedenom
Politikom.

Izborom ove opcije prijavitelj nepravilnosti morat ée
ispuniti  kratak upitnik o etickoj nepravilnosti
prilikom ¢ega bi trebao dati 5to je vise moguce
informacija kako bi omogucio daljnju istragu. Sustav
podriava mnoge jezike, omoguéavajuci prijavitelju
nepravilnosti da izrazi svoja opazanja na jeziku koji
mu najbolje lezi.

4.1.3. Razgovor s pojedincem

Ukoliko to prijavitelj nepravilnosti preferira, moze
usmeno razgovarati s pojedincem u povjerenju
umjesto da ispunjava upitnik, i to tako da pozove
naseg predstavnika preko broja koji je dodijeljen za
svaku driavu posebno te naveden na listi koja se
nalazi na poéetnoj stranici sustava pod , Call us”.

Telefonski pozivi nisu snimani, a prijavitelj
nepravilnosti diktira putem telefona prijavu nasem
predstavniku koju ¢e predstavnik, prije nego ju
podnese, protitati prijavitelju nepravilnosti radi
osiguranja njene toc¢nosti.

4.1.4. Sto se dogada nakon $to se podnese prijava?

Svaka prijava generirat ¢e poruku potvrde zajedno s
brojem za pristup. Potom (e sustav traZiti da se
kreira lozinka i sigurnosno pitanje pomoc¢u kojih ¢e
se prijavitelj nepravilnosti moéi ponovo prijaviti u
sustav u bilo koje vrijeme radi provjere statusa

business questions that do no qualify as ethical
concerns. By choosing this option, questions are
raised anonymously and confidentially.

Example questions can be:

Can | accept a gift from a vendor with whom our
organisation is considering doing business?

Can | join a client for an all-paid trip?

4.1.2 Report an Incident
This option shall be used to report an ethical
concern as defined under the mentioned Policy.

By choosing this option, the whistle-blower will be
asked to fill out a short questionnaire about the
ethical concern and should provide as much
information as possible to enable the investigation
and follow-up steps. The channel supports multiple
languages, enabling the whistle-blower to express
their observations in the language they feel the
most comfortable to use.

4.1.3 Talk to an individual via the hotline

Should a whistle-blower prefer, they may choose to
verbally speak to an individual confidentially, rather
than fill out a questionnaire. They can do so by
calling and speaking with one of our provider’s
representatives. To dial in, the number assigned to a
specific country can be selected from the list
provided on the channel’s landing page under the
section “Call us”.

Phone calls are not recorded. When raising an
ethical concern via the hotline, the whistle blower
dictates their report to our provider's
representative. Before the representative submits
the report, they will read it back to the whistle-
blower to ensure its accuracy.

4.1.4 What happens after | submit a report?

Every report will generate a confirmation message
that we received the information alongside with an
access number. The system will then ask that a
password and security question be created — the
whistle-blower should remember to save this
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istrage u vezi podnesene prijave, kao i radi davanja
daljnjih informacija koje bi mogle biti od koristi za
samu istragu.

Nakon 3to se analizira podnesena prijava, slucaj ce
biti dodijeljen sluzbeniku za istragu te ¢e istraga
zapoceti. Prikupljene informacije ée se analizirati, i
ukoliko e to biti potrebno, pitat ée se daljnja pitanja
kroz sustav. U slucaju da je prijavitelj nepravilnosti
odludio ostati anoniman, mo¢i ée uéi u sustav tako
da prijavi sa spomenutim brojem za pristup i
lozinkom.

Na kraju istrage, ukoliko ée nepravilnost morati biti
potkrijepliena daljnjim dokazima, poduzet ée se
daljni koraci i mjere.

Prijave e se Cuvati unutar alata kroz period od 10
godina, podevsi od datuma kada je interna istraga
zatvorena ili od datuma kada je dokazano da je
prijavljena eticka nepravilnost neutemeljena.

Dolje opisani proces ocrtava glavne korake u
procesu istrage. Vodi¢ o istrazi etickih nepravilnosti
je dodatan dokument koji pruza detaljnu proceduru,
kao i uloge i odgovornosti u istoj.

#Risk & Compliance” Grupe analizirat ¢e svaku
eticku nepravilnost prijavljenu putem Speak Up
Channela i:

- odrediti sluzbenika za istragu — $to je prije
moguée po zaprimanju prijave o eti¢koj
nepravilnosti, kako bi ocijenio je i
nepravilnost moze biti dokazana;

- ukljuditi u istragu strucnjaka, ukoliko bi to i
kada bilo potrebno;

- organizirati istragu prijavliene eti¢ke
nepravilnosti, uklju€ujudi potvrdivanje $to je
viSe moguce indikacija koje je zaposlenik

dao;

- izvijestiti o svim prijavljenim eti¢kim
nepravilnostima i rezultatima istrage
Odboru za reviziju TMF Grupe, s

preporukama za daljnje radnje;

- u mijeri u kojoj se prijavitelj nepravilnosti
identificirao, zatraZiti potvrdu okolnosti
navedenih u prijavi eticke nepravilnosti;

information as it will enable them to log back in at
any time and check the status of the investigation,
as well as to provide any new information that may
help the process.

After analysing the report, an issue owner, also
called an investigation officer, will be assigned to
the case and an investigation process will follow.
The information provided will be analysed and, if
applicable, further questions may be asked through
the system. Should the whistle-blower have chosen
to remain anonymous, they can access the system
to provide a reply by applying the unique access
number and password.

At the end of the investigation, should the concern
be substantiated, appropriate steps and measures
will follow.

The reports will be kept in the tool for a 10 years’
period, starting from the date when the internal
investigation is closes or the date when the reported
ethical concern is proven to be unsubstantiated.

4.2 Reports follow up and/or investigation

The process described below outlines the main
steps in the investigation process. The Ethical
Concerns Investigation Guidance is an additional
document which will provide the detailed step-by-
step procedure, as well as roles and responsibilities.

Group Risk & Compliance will analyse every ethical
concern reported via the Speak Up Channel and:

- designate an investigation officer (Issue
Owner) — as soon as possible upon receipt
of an ethical concern, to assess if the
concern can be substantiated;

- involve a subject matter expert, as and
when necessary;

- arrange for the investigation of the ethical
concern raised, including the verification of
as many of the indications identified by the
concerned employee as possible;

- report all ethical concerns raised and the
result of the investigation to the Audit
Committee of TMF Group, with
recommendations for subsequent actions;

- to the extent that the whistle-blower has
identified themselves, request confirmation
of the details as set out in the report of the
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- o tijeku istrage prijavitelj nepravilnosti bit ¢e
obavijeSten putem Speak Up Channela
najkasnije u roku od tri mjeseca od dana
kada je prijava zaprimljena.

Prijavitel] moZe zahtijevati informaciju o statusu
istrage i/ili o tome S3to je po pitanju eticke
nepravilnosti napravljeno, koja ¢e mu biti dana kada
¢e i ukoliko to biti mogudée.

Gdje istraga eticke nepravilnosti potvri da postoji
kakav dokaz kriminalne aktivnosti i aktivnosti koja
ukazuje na neuskladenost {pravnu ili regulatornu),
sluzbenik za istragu trebao bi o tome informirati
direktora Grupe za ,Risk & Compliance” i
rukovoditelja Grupe ,Legal Corporate” koji ¢e
poduzeti odgovarajuce aktivnosti kako bi se
navedeni incidenti prijavili nadleznim pravosudnim
tijelima.

Direktor Grupe za ,Risk & Compliance” i rukovoditelj
Grupe ,lLegal Corporate” ¢e osigurati da su takvi
incidenti uredno prijavijeni i da je po pitanju istih
napravljeno sve u skladu s primjenjivim zakonima i
propisima, kao i internim politikama, kao i da
nijedna interna istraga ne rezultira u ometanju od
strane TMF Grupe bilo kakve formalne policijske,
sudske ili zakonske istrage.

U pojedinim jurisdikcijama, prijavitelj nepravilnosti
prijavu moZe podnijeti eksterno odredenim tijelima
ili regulatorima. TMF Grupa preporuca svojim
zaposlenicima da prvo iscrpe interne opcije prije
nego krenu prijavljivati eksterno. Bilo kakva prijava
eksterno trebala bi:

- se podnijeti samo u sluéaju nedostataka
internih procedura, izuzev u slucéaju da
zaposlenik ima dobro opravdane razloge
vjerovati da c¢e prethodna interna prijava
voditi ka ozbiljnim osobnim posljedicama;

- se podnijeti u dobroj vjeri; i

- sadrZavati informacije na proporcionalnom
temelju.

ethical concern;

- feedback on the investigation will be
provided to the whistle-blower via the
Speak Up Channel within no more than

three (3) months from the
acknowledgement of the receipt of the
report.

The whistle-blower may request information about
the status of the investigation and/or how the
ethical concern is being handled, which will be
provided if and when possible, amongst others,
subject to legal and regulatory constraints.

Where the investigation of the ethical concern
confirms that there is evidence of possible criminal
and non-compliant (legally and/or regulatory)
activity, the investigation officer should inform the
Director Group Risk & Compliance and the Head of
Group Legal Corporate who will take the
appropriate action to handle this as an incident to
be reported to the competent judiciary authorities.

The Director Group Risk & Compliance and the Head
of Group Legal Corporate will safeguard that such
incidents are handled in accordance with all
applicable laws and regulations, as well sa internal
policies and that as such, ensure that any internal
investigation does not result in obstruction by TMF
Group of any formal police, judiciary or regulatory
investigation.

In certain jurisdictions, the whistle-blower has the
choice of reporting externally to specific authorities
or regulators. TMF Group highly recommends
employees to first exhaust the internal options
before notifying externally. Any  external
notification:

- should only be made in case of insufficient
follow-up from any internal procedure,
unless the employee has well-founded
concerns that prior internal notification will
lead to severe personal consequences;

- should be done in good faith; and

- should contain information on a
proportional basis.
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5. ISTRAGA

Sluzbenik za istragu mora slijediti sljedece korake:

Nakon 3to mu je dodijelien slucaj eticke
nepravilnost u rad, sluibenik za istragu
provodi cjelokupnu i detaljnu istragu
tilekom koje traZi razjainjenja okolnosti
prijavijenje nepravilnosti. Gdje ¢ée to biti

potrebno, traZit ¢ée se pomoé drugih
potrebnih strucnjaka.

SluZbenik za istragu mora informirati
zaposlenika protiv kojeg je podnesen

prigovor 3to je prije moguée, ali pod
uvjetom da isto ne kompromitira internu
istragu, izuzev ukoliko bi ovo predstavljalo
prekrsaj o ,dojavi“. U bilo kojem slu&aju,
bilo koja osoba identificirana u prijavi ima
pravo pristupa podacima koji se eksluzivno
odnose na nju i moZe traZiti izmjenu ili
brisanje nepotpunih ili krivih informacija
koje se odnose na nju. Kako se bi se
ostvarilo takvo pravo, mora se kontaktirati
sluzbenik za istragu.

Zaposlenik TMF Grupe koji bi trebao biti
sasluSan kako bi se &ula i njegova strana
price ima pravo na pratnju zastupnika
prilikom bilo kojeg intervjua ili saslu3anja
odrZanog unutar ove istrage.

Ovisno o prirodi teZine ¢ina koji se istraZuje,
sluzbenik za istragu se treba konzultirati s
direktorom Grupe za ,Risk & Compliance” i
rukovoditeljem Grupe za ,Legal” u vezitoga
treba li s predmetnim sluéajem upoznati i
policiju, sudstvo ili zakonsku vlast. Gdje se
utvrdi da su primjenjivi zakoni/propisi u vezi
s konkretnim slutajem prekrieni/vrio
vjerojatno prekrseni, o navedenom ¢ée se
odmah obavijestiti rukovoditelj Grupe za
»Legal”.

Po zavrSetku istrage, nakon izabiranja
statusa ,zatvorena“, sluzbenik za istragu ée
sastaviti sazetak u kojem ée navesti sustinu
prijavliene eticke nepravilnosti ukljuéujuci
sve nalaze i preporuke za daljnje
mjere/radnje. Ovisno o ozhiljnosti prijave,
direktor Grupe za ,Risk & Compliance”
moZe revidirati i dodati svoje preporuke.

5 INVESTIGATION PROCEDURE

The investigation officer must follow the following

steps:
®

After being assigned to an ethical concern, a
full investigation of the details, clarifications
and verification of the concern raised should
be sought. Where needed, the assistance of
other subject matter expert(s) might be
required.

The investigation officer shall inform the
employee against whom the complaint is
made, as soon as is practically possible, and
as long as it does not compromise the
internal investigation proceedings, or unless
this would constitute a “tipping off” offense.
In any event, any person identified in a
report will have the right to access the data
exclusively related to them and can ask
modification or deletion of incomplete or
wrong information in their regard. To
exercise such right, the investigation officer
must be contacted.

Where a TMF Group employee will be heard
to obtain their side of the story, the
employee has the right to be accompanied
by a representative at any interview or
hearing held under the provision of these
procedures.

Depending on the nature of the serious act
of misconduct under investigation, the
investigation officer should consult with the
Head of Group Legal and the Director Group
Risk & Compliance whether the matter
should be brought to the attention of the
police, judiciary or regulatory authorities
under the applicable laws and regulations.
Where laws/regulations have been found to
have been/likely to have been breached,
these will be immediately reported to the
Head of Group Legal.

At the conclusion of the investigation, after
selecting the status “Closed”, the
Investigation Officer will fill out a summary
regarding the substantiation of the ethical
concern raised including all findings and the
recommendations for subsequent actions.
Depending on the severity of the report, the
Director of Group Risk & Compliance may
review  and add any  additional
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Detaljnije objasnjeni koraci mogu biti pronadeni u
Vodiéu o istragama nepravilnosti. Whistle Blower
Investigation Guideline

Prilog 1

Sukladno ¢€l. 20. i ¢l. 21. Zakona o zastiti prijavitelja
neprévilnosti (Narodne novine br. 46/22; dalje u
tekstu: Zakon), drustvo TMF Croatia d.o.0. za usluge
(skraéeno TMF Croatia d.o.0.), sa sjediStem u
Zagrebu, Radnitka cesta 80, registrirano kod
Trgovackog suda u Zagrebu pod brojem MBS:
080522547, OIB: 67773825289 (dalje u tekstu:
Poslodavac), donosi na dan 2023. godine

sljedeci:

PRAVILNIK O POSTUPKU UNUTARNJEG
PRUUAVUIVANJA NEPRAVILNOSTI | POSTUPKU
IMENOVANJA POVIERUIVE OSOBE | NJEZINOG

ZAMIENIKA

l. Opée odredbe

Clanak 1.
Uz globalnu Politiku o prijaviteljima nepravilnosti
TMF Grupe kojom se na globalnoj razini ureduje
od
ovim Pravilnikom o

postupak prijavljivanja nepravilnosti strane
zaposlenika TMF Grupe,
postupku unutarnjeg prijavljivanja nepravilnosti i
postupku imenovanja povjerljive osobe i njezinog
zamjenika (dalje u tekstu: Pravilnik) ureduje se
postupak unutarnjeg prijavljivanja nepravilnosti na
lokalnoj razini, odnosno kod Poslodavca, prava
osoba u postupku prijavljivanja, obveze Poslodavca
u vezi s prijavljivanjem nepravilnosti, postupak
imenovanja povijerljive osobe i njezinog zamjenika,
kao i druga pitanja vaZna za postupak prijavljivanja
nepravilnosti i zastitu prijavitelja nepravilnosti.

Izrazi u ovom Pravilniku koji imaju rodno znaéenje
koriste se neutralno i odnose se jednako na muski i
Zenski rod.

recommendations.

More detailed step-by-step can be found in the
Whistle-blower Investigation Guideline. Whistle
Blower Investigation Guideline

Appendix 1
Pursuant to Art. 20 and Art. 21 of the Law on the

Protection of Whistleblowers (Official Gazette No.
46/22; hereinafter: the Law, TMF Croatia d.o.o0. for
services (abbreviated as TMF Croatia d.0.0.), with
headquarters in Zagreb, Radni¢ka cesta 80,
registered with the Commercial Court in Zagreb
under registration number: 080522547, PIN:
67773825289 (hereinafter: Employer), on _____
2023. adopts the following:

RULEBOOK ON THE INTERNAL WHISTLE-BLOWER
POLICY PROCEDURE AND PROCEDURE OF AN
APPOINTMENT OF CONFIDENTIAL PERSON AND ITS
DEPUTY

|. General provisions

Article 1
In addition to the TMF Group Whistle-blower Policy,
which regulates the procedure for reporting
irregularities by TMF Group employees on a global
level, this Rulebook on the internal whistle-blower
policy procedure and procedure of an appointment
of confidential person and its deputy (hereinafter:
the Rulebook) regulates the internal reporting
procedure irregularities at the local level, i.e. with
the Employer, the rights of persons in the reporting
process, the Employer's obligations in relation to
reporting the procedure for
appointing a confidential person and deputy, as well
as other issues important for the procedure for
irregularities and the protection of

irregularities,
reporting
whistle-blowers.

Terms in this Rulebook that have a gender meaning
are used neutrally and refer equally to men and
women.
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Clanak 2.
Pravilnikom se propisuje zastita osoba koje
prijavljuju  nepravilnosti koje su obuhvaéene

podrugjem primjene utvrdenim u élanku 4. Zakona.

Nepravilnost, u smislu ovog Pravilnika, su radnje ili
propusti koji su protupravni i odnose se na podrucje
primjene i propise navedene u élanku 4. Zakona ili
Su u suprotnosti s ciljem ili svrhom navedenih
propisa.

Clanak 3.
Poslodavcu je zabranjeno spriecavati ili pokusati
sprieavati prijavljivanje nepravilnost, pokretati
zlonamjerne postupke protiv

nepravilnosti, povezanih osoba te povjerljivih osoba

prijavitelja

i njezinih zamjenika.

Poslodavac se ne smije osveéivati ili pokusavati
osvecivati ili  prijetiti  osvetom  prijavitelju
nepravilnosti, povezanim osobama te povjerljivoj
osobi i njezinom zamijeniku zbog prijavijivanja
nepravilnosti, odnosno javnog razotkrivanja, a ove
osobe uZivaju svu zastitu predvidenu Pravilnikom,
Zakonom i drugim propisima od takvih protupravnih

postupaka.

Osvetom iz stavka 2. smatraju se postupci utvrdeni u
€lanku 9. i drugim odgovarajuéim odredbama

Zakona.

Poslodavac ne smije prijavitelja nepravilnosti staviti

u nepovoljan  poloZaj zbog prijavljivanja

nepravilnosti.

Clanak 4.

Prijava nepravilnosti ne smatra se povredom

¢uvanja poslovne tajne.

Il. Postupak unutarnjeg prijavljivanja nepravilnosti

Clanak 5.

Article 2
The Rulebook prescribes the protection of persons
who report irregularities that are included in the
scope of application established in Article 4 of the
Law.

Irregularity, in the sense of this Rulebook, are
actions or omissions that are illegal and relate to the
scope of application and regulations specified in
Article 4 of the Law or are contrary to the aim or
purpose of the said regulations.

Article 3
The Employer is prohibited from preventing or
attempting to prevent the reporting of irregularities,
initiating malicious procedures against the whistle-
blower, related persons and confidential persons
and their deputies.

The Employer must not retaliate or attempt to
retaliate or threaten to retaliate against the whistle-
blower, related persons and a confidential person
and their deputy for reporting irregularities or public
disclosure, and these persons enjoy all the
protection as stipulated by these Rulebook, the Law
and other regulations against such illegal actions.

Revenge referred to in Paragraph 2 shall be
considered the procedures stipulated in Article 9
and other relevant provisions of the Law.

The employer must not put the whistle-blower in a

disadvantageous position due to reporting

irregularities.
Article 4
Reporting of irregularities is not deemed as the
breach of keeping a business secret.
Il Procedure of internal reporting of irregularities

Article 5
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Postupak unutarnjeg prijavljivanja nepravilnosti
zapotinje dostavljanjem prijave nepravilnosti (dalje

u tekstu: prijava) povijerljivoj osobi.

Prijava se moZe podnijeti u pisanom ili usmenom
obliku. oblik svaki  oblik
komunikacije koji osigurava pisani zapis.

Pisani ukljucuje

Ako je prijavu zaprimila osoba koja nije nadleZna za
postupanje po prijavi nepravilnosti, duzna ju je bez
odgode i bez izmjena proslijediti povjerljivoj osobi uz
¢uvanja koje je saznala

obvezu podataka

navedenom prilikom.

Clanak 6.
Prijava nepravilnosti sadrzi podatke o prijavitelju
nepravilnosti, nazivu Poslodavca, podatke o
prijavljenoj osobi i/ili osobama ili prijavljenom tijelu,
informacije o nepravilnostima i opis nepravilnosti
koje se prijavljuju, datum prijave te eventualno
druge podatke potrebne za postupanje i odluéivanje

po prijavi.

Svaka osoba koja sudjeluje u postupku po prijavi
nepravilnosti duzna je Stiti podatke koje sazna iz
prijave.

Clanak 7.

Prijavitelj nepravilnosti vlastorucno potpisanu
prijavu u pisanom obliku moZe podnijeti neposredno
povjerljivoj osobi, a moZe ju poslati i poStom ili
internom dostavom uz napomenu “Za povijerljivu
osobu — ne otvarati” ili ju moZe dostaviti putem
elektronicke poste na adresu navedenu na mreznim

stranicama Poslodavca.

Prijavitelj nepravilnosti prijavu moZe podnijeti i
usmeno telefonom ili drugim sustavima glasovnih
poruka, a na zahtjev prijavitelja nepravilnosti, i na
fizickom sastanku u razumnom roku, o ¢emu se vodi
koji  potpisuju prijavitelj

zapisnik o prijavi

nepravilnosti i povjerljiva osoba.

The procedure of internal reporting of irregularities
begins with the delivery of the report of
irregularities (hereinafter referred to as: report) to a
confidential person.

The report can be submitted in written or oral form.
Written form includes any form of communication
that provides a written record.

If the report was received by a person who is not
competent to act on the report of irregularities, he
is obliged to forward it without delay and without
changes to a confidential person with the obligation
to keep the information he learned on the said
occasion.
Article 6

The report of irregularities contains information
about the whistle-blower, the name of the
Employer, information about the reported person
and/or persons or the notified body, information
about the irregularities and a description of the
reported irregularities, the date of the report and
possibly other data necessary for handling and

deciding on the report.

Every person who participates in the procedure for
reporting irregularities is obliged to protect the
information he learns from the report.

Article 7
The whistle-blower can submit a handwritten report
in written form directly to a confidential person, and
can also send it by mail or internal delivery with the
note "For a confidential person - do not open" or
can deliver it via electronic mail to the address
specified on the Employer's website.

The whistle-blower may submit the report orally by
telephone or other voice message systems, and at
the request of the whistle-blower, at a physical
meeting within a reasonable time, which is recorded
in a report signed by the whistle-blower and a
confidential person.
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Radi lakseg postupanja prijavitelja nepravilnosti,

Poslodavac moZe omoguéiti i prijavijivanje
nepravilnosti putem posebnog obrasca koji ée uéiniti

dostupnim na svojim mreznim stranicama.

Osim prijavljivanja nepravilnosti sukladno Zakonu,
prijavitelj nepravilnosti moZe isto prijaviti putem tzv.
“Speak up Channel” na nacin koji je detaljno opisan
u Politici o prijaviteliima nepravilnosti TMF GRUPE.

Clanak 8.
U sluéaju da se za podnosenje prijave upotrebljava
telefonski uredaj ili drugi sustav glasovnih poruka na
kojem je moguce napraviti zvuéni zapis, povjerljiva
osoba ima pravo evidentirati usmenu prijavu, uz
suglasnost prijavitelja nepravilnosti, na jedan od
sljedeéih nacina:
e zvucnim zapisom razgovora u trajnom i
dostupnom obliku ili
® potpunim i to€nim prijepisom razgovora koji
izraduju djelatnici koji su odgovorni za
postupanje s prijavom.

Ako se za podnosenje prijave upotrebljava telefonski
uredaj ili drugi sustav glasovnih poruka na kojem
nije moguce napraviti zvuéni zapis, povjerljiva osoba
ima pravo evidentirati usmenu prijavu u obliku
tolnog zapisa razgovora koji zapisuje djelatnik
odgovoran za postupanje s prijavom.

U slucaju da prijavitelj nepravilnosti zatraZi sastanak
s povjerljivom osobom u svrhu podno3enja prijave
na nacin iz stavka 2. ovog Pravilnika, povjerljiva
osoba suglasnost  prijavitelja

nepravilnosti, vodenje potpune i toéne evidencije sa

osigurava, uz

sastanka u trajnom i dostupnom obliku.

In order to make it easier for whistle-blowers to act,
the Employer reporting of
irregularities through a special form that will be

may enable the
made available on its website.

In addition to reporting irregularities in accordance
with the Law, the whistle-blower can also report
through the so-called Speak up Channel” in the
manner described in detail in the

Article 8
In the event that a telephone device or other voice
message system on which it is possible to make a
sound recording is used to submit the report, the
confidential person has the right to record the oral
report, with the consent of the whistle-blower, in
one of the following ways:
e with a sound recording of the conversation
in a permanent and accessible form or
e a complete and accurate transcript of the
conversation made by the employees who
are responsible for processing the report.

If a telephone device or other voice message system
is used to submit a report, on which it is not possible
to make a sound recording, the confidential person
has the right to record the oral report in the form of
an accurate record of the conversation written
down by the employee responsible for handling the
report.

In the event that the whistle-blower requests a
meeting with a confidential person for the purpose
of submitting a report in the manner referred to in
Paragraph 2 of this Rulebook, the confidential
person ensures, with the consent of the whistle-
blower, that complete and accurate records of the
meeting are kept in a permanent and accessible
form.
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