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» If you feel the gift is inappropriate, discuss it with a colleague, or a superior. Don't simply return the gift in haste.
Ensure that the best course of action is taken with the approval of a superior and without damaging the relationship with
the giving entity;

Never accept monetary gifts or gifts that make you feel uncomfortable. For example a woman who receives a gift of lingerie
from a client or supplier has to question the intention and virtue of the giver.

3.2 GIft Register Checklist: When glving:
+ Feel free to give glfts for special cccasions and for the festive season, if that is the practice you have been adhering to
and you have created that expectation in your business associations. But make your intentions clear - state the reason
for each and every gift given;

= Ensure the gift is appropriate in terms of what is and of its value. When in doubt ask the opinion and advice of others
with experience in gift giving;

s As an employee, establish from the outset what the company policy is in terms of glving and receiving gifts;

= Expect that some of the gifts you have given may be returned. Be gracious when accepting the gifts back where there
are good reasons for the receiver to return your gift;

« Keep a record of how the gift was funded, in other words from company funds or bought at personal expense.

4. Best Practice. Discipline in application

Employees are required to adhere to any guidance the FSP sets out and, where directed, to retain a proper record of their
activities for justification purposes. Failure to do so should result in disciplinary action,

Employees should be required to record the receipt of all glfts {except perhaps business meals); details of gifts declined,
received and donated; and detaiis of any fees received as a guest speaker at conferences and the like.

Conflicts of interest manwal V1.1 {All} 5

Employees may choose with their Head of Department / Area Manager/Compliance Officer which location is appropriate to
record this information.

Compli-Serve Practice No
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COMPLI-SERVE PRACTICE NOTE “P-Note” )
Compli-Serve P-Notes are prepared to assist key individuals and internal compliance COm |i-5€rV€
personnel with the application of particular aspects of regulatory environments. p 7 Vs
Subject Best Practice-The Giving/Receiving of Gifts (Registry}

Document Practice Note

Date Issued 06.05.2008

Version 1.3

Glossary o -
FAIS Financial Advisory & Intermediary Services Act

FSP Licensed Financial Services Provider

Code FAIS General Code of Conduct for FSP's

1. Preambles and Scope
This practice Note sets out best practice policy for all staff that provides gives/receives gifts to or on behalf of third parties, for

example clients.
These guidelines have been prepared with international best practice in mind.

2 The Acts
2.1 The Preventiocn and Combating of Corrupt Activities Act “"PCCA"” embraces criminal liability regarding corruption. The

legislation aims at reducing and preventing corruption and to promote accountability and transparency. The legislation dictates
that any gift, regardless of size, is illegal if it serves as "unauthorized or improper inducement to do or not to do anything”,

Conflicts of interest manual V1.1 (All) 3

If the intention of the gift - and the Act includes holidays, property, discounts, loans, contracts for employment - is to influence
or to compel someone to do or deliver something, it becomes legaily questionable.

However, a gift presented as a mere thank you or the dinner cffered as a relationshlp-strengthening exercise is completely
acceptable.

It is ultimately a question of business ethics. Companies should ideally be setting out internal policies that guide the giving and
receiving of gifts.

It is wholly recommended FSP's keep a register of gifts received and of sharing gifts, such as edibles, that can be shared
between everyone in the company.

As people on all levels are now faced with the dilemma of whether to give and/or accept gifts, Compli-Serve attaches the
following guidance.

2.2 The Financial advisory and Intermediary Services Act “"FAIS" (Section 3 of the General Code of Conduct) states than
when a FSP renders a financial service, the provider must disclose to the client the existence of any personal interest in the
relevant service, or of any circumstance which gives rise to an actual or potential conflict of interest in relation to such service.
The provider must also disclose any non-cash incentives offered and/or indirect considerations payable by another provider, a
supplier or any other person/s to the provider. This could be viewed as a conflict of interest.

The nature, extent and frequency of any incentive offered should be recorded.

3. Gift Registers Best Practice

3.1 Checkiist: When receiving:

= Establish the motive of the person or company who has given the gift. Not everyone has ulterior motives, and a bona
fide gift should be accepted graciously;

« Never keep a gift a secret. Report it to your superior or in case of where a register is kept; ensure that the gifts you
raceive are recorded. Secrecy, whether intentional or not, may lead to suspicions about the gift;

Conflicts of interest manual V1.1 (All) !
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