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1. Introduction

INCOM Egypt Co. is committed to applying the highest possible standards in terms of
openness, integrity and accountability. In line with this commitment, we encourage
applicants, customers, suppliers or contractors who have serious concerns about any
aspect of the organization's work to contact us.

2. Objectives

e Encouraging you to transparently express concerns about negligence and professional
misconduct.

e Assuring you that your concerns will be taken seriously.

¢ Provide information on how to raise your concerns and how Company responds.

¢ Encouraging a higher level of responsibility and accountability.

¢ Improving the internal control environment.

e Assist in moving towards operational excellence.

3. Reporting negligence and professional misconduct

Professional negligence and misconduct covers a range of concerns, including but not
limited to the types of activities that must be reported:

e Fraud or corruption

e Poor financial management

e Use of public funds without a license

¢ Physical, emotional or sexual abuse

e Failure to comply with legal obligations

¢ Threatening the health and safety of the individual

e Damage to the environment

Criminal offences

¢ Non-compliance with the rules of financial procedures and contracts

® Favoring a contractor or job seeker without convincing justification

e Unfair treatment

¢ Deliberate concealment of information related to any previously mentioned subject.

4. Procedures

You must immediately report your concerns in writing by sending a complaint through
the complaints box or by going to the Administrative Affairs Department, as soon as
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you suspect a failure or professional misconduct. The complaint will be investigated
and submitted to the higher management.

Your identity will be kept confidential unless you choose to reveal it. The earlier you
report your concerns, the easier it will be to take action.

When reporting a concern, provide as much information and detail as possible. In
particular, you should provide us with the full names of the persons involved or who
know what is going on. These may include the names of Income Egypt employees,
applicants, clients, suppliers, and contractors as well as dates of events and any
relevant documents. This will help focus on the main issue quickly.

5. Confidentiality

INCOM Egypt understands that you may be reluctant to provide information about any
wrongdoing or offensive actions. Thus, the company realizes that most whistleblowers
wish to express their concerns in complete confidentiality, and this is guaranteed by the
confidentiality measures followed by the company's board of directors.

6. Whistleblower Protection

All concerns raised within the framework of these procedures will be taken seriously
and a decision will be made as to whether or not an investigation is appropriate in this
case. In some cases, the investigation may lead to disciplinary action.

INCOM Egypt's Board of Directors will not tolerate any cases of harassment or causing
harm to anyone, and will take appropriate measures to protect you if you report it in
good faith. Any employee found to have harassed or caused harm to a job applicant,
customer, supplier or contractor who reports it will face disciplinary action.

7. Appreciation

Based on the nature and seriousness of the report submitted, the person who reported
the violation may be assessed in the appropriate manner, and method of assessment
will be determined by board of directors and the director of the HR. department.

8. Claims with bad intentions

Any concerns raised in vain, or cunningly, for personal gain, or in cases where the
whistleblower realizes that they are incorrect, will be reported to the contract
manager/supervisor concerned, in order to take appropriate action.
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