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CHINA AVIATION OIL (SINGAPORE) CORPORATION LTD
WHISTLE BLOWING POLICY
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Introduction

faifr

CAO is committed and will continuously uphold and maintain the highest standard of corporate
governance and fair dealing in enhancing and safeguarding the best interest of all its employees,
customers, business partners, shareholders, the authorities and communities we operate in. CAO
believes and abides by the principle of integrity and ethics, which is one of its core values
without exception.
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By reference to “CAQ” in the foregoing pages, it shall deem to mean “China Aviation Oil
(Singapore) Corporation Ltd, its subsidiaries and/or associated companies where CAO has
management control”. For joint venture and/or associated companies where CAO does not have
a majority stake or management control, this Policy would be applicable to CAO staff seconded
to such joint venture and/or associated companies.
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What is Whistle Blowing?
2 RER?

Employees are expected to maintain and demonstrate the highest professional standards and
ethical conduct in the performance of their duties. They are encouraged to bring to the attention
of Management any violations (or perception of violations) of CAO’s work rules; and/or any
unethical or unlawful business conduct or dealings (or the suspicion of them), with the intention
that the necessary corrective actions will be taken to address the violations.
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Who is a Whistle Blower?
fF 2 RZEBHRAN?

A whistle blower is an employee who, in the course of his/her duties, has witnessed or believes
that he/she has witnessed or believes that he/she has knowledge that another fellow employee has
previously engaged in, is currently engaging in or is contemplating engaging in practices that
will be in violation of CAQO’s work rules, or unethical or unlawful business conduct or dealings,
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and decides to highlight these practices to Management with a view that the necessary corrective
actions will be taken to prevent the occurrence of such undesired practices. A whistle blower
can also include a staff seconded to CAO or a staff of CAO employed on a contract or temporary
basis.
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Whistle blowing is not a means by which a disgruntled employee can abuse, wreak revenge on or
sabotage another fellow employee without any just cause or to hold an employee at ransom. Any
actions of whistle blowing must be undertaken because the individual truly believes what they
have witnessed or otherwise become aware of is a violation of CAO’s work rules or what
otherwise constitutes unethical or illegal business conduct. The report should be directed to the
Investigating Committee as soon as the individual believes or has reasonably grounds to believe
that a violation of CAO’s work rules or unethical or illegal activity has occurred.
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Where necessary, employees must be prepared to testify or provide statement of such actions.
Incidents reported to the Management by way of anonymous letters will also be seriously
reviewed and investigated into except unfounded or malicious allegations made against another
employee. CAO will not tolerate the abuse of this whistle blowing process.
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Contractors, suppliers and other service providers (“External Parties”) of CAO may also use
this Policy to make CAO aware of any concerns that the External Parties’ staff may have with
regard to any contractual or other arrangements with CAO.
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A whistle blower need not have to be directly or indirectly affected by or have a personal interest
in the outcome of, the actions giving rise to the whistle blowing. So long as an employee or the
External Parties’ staff has a genuine concern and reasonable grounds to believe that the actions
of an employee is in breach or will be in breach of CAO’s work rules or principles of ethical
conduct and fair dealing can be a whistle blower. However, whistle blower must act in good faith
at all times.
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Activities Giving Rise to Whistle Blowing
5l R &R A FEF

Below, while non-exhaustive, are examples of some of the activities that could potentially give
rise to whistle blowing:
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- Theft, damage or misappropriation of CAO’s properties, using CAQ’s properties for own
benefit or any unlawful purpose, or unlawful dissemination or disclosure of CAO’s
proprietary information, know-how and trade secrets;
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- Fraud for example (i) falsification or alteration of CAO’s records, accounts or financial
information; (ii) submission of false documents i.e. invoices and claims for
reimbursement of expenses; (iii) failure to account or misuse of CAQO’s monies in
possession; and (iv) knowingly provide information which is false or misleading;
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- Making of statements or remarks which will be defamatory or cause disruption to racial
harmony; sexual harassment or adopting discriminatory practices;
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- Unethical or unlawful conduct for example bribery or acceptance of monies, gifts or
monetary benefits in exchange for personal favours, violence or threatened violence and
bullying;
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- Engaging in activities prohibited by law or activities in breach of any legal or contractual
obligations, for example, failure to perform any material terms of any contracts or
agreements without any lawful reason;
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- Trading in listed CAO shares and/or its subsidiaries (if applicable), whilst in possession
of material confidential price sensitive information including procuring or providing such
information to, any third party to deal in such shares;
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- Misuse of the CAO’s computers and/or internet access including downloading and
sending, information which will infringe third party’s copyright or information that will
be insulting or offensive to a third party or likely to cause damage directly or indirectly to
CAOQ; or
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- Engage in activities or practices that will pose a danger to the health and safety of another
employee or any third party, or any activities that will be hazardous or damage the

environment.
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Investigating Committee

HWERRS

The Investigating Committee comprising the following has been set up to facilitate the reporting
of incidents and the handling of information or evidence on matters giving rise to whistle
blowing:
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a) General Counsel & Head of Legal/Company Secretary;
SRR R SRR AR T A F R

b) Head of Human Resource & Administration; and
NFATBOR T R

c) Head of Risk Management.
RS B A

The contact numbers and email addresses of the aforesaid persons can be accessed from CAQO’s
intranet under ‘“Phone Directory” or from CAO’s website, www.caosco.com .
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www.caosco.com T3R1E .

In addition, employees can also have direct access to the Chairman of the Board, Mr. Lin Wanli
at DID +86 10 59890868 or by email at linwanli@cnaf.com as well as the Chairman of the Audit
Committee, Mr. Ang Swee Tian at mobile phone +65 9666 8900 or by email at
sweetianl111 @gmail.com.
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Reporting System and Handling Procedures
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A sound reporting system and handling procedures that instills confidence in employees and
External Parties’ staff and promotes trust in the integrity and effectiveness of the same is vital to
the successful design and operation of the Policy. CAO will employ the following mechanisms
to facilitate the reporting of incidents and the handling of information or evidence on matters
giving rise to whistle blowing:

SO RS RGN IR 7 AT DR SR A BB 52 CAAMIAR 07 B LA O, SRTFAE AR,
XYBCR MR B AT S B R E 2. CAO = SEMLL MR, etk (i A s 2 K 4
ST LI SEEE

Discreet & Confidential Disclosure. Anyone with concerns regarding matters covered by this
Policy should report to any member of the Investigating Committee, such concerns in writing in
the prescribed form (see Annex 1), specifying (i) his or her full name and contact details; (ii) the
background and history of the concern; (ii1) the reasons for the concern (giving dates where
possible); and (iv) whether he or she has any person interest in the matter, to any of the aforesaid
persons via mail or electronic mail. If a verbal report is made to any of the aforesaid persons, a
report in writing incorporating the aforesaid details should be submitted as soon as possible.
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Upon receipt of the written report on concerns relating to matters covered under this Policy, the
Investigating Committee will look into the concerns and make an initial assessment on the action
to be taken. This may involve the Investigating Committee making a preliminary study and then
deciding whether there are grounds for proceeding further with the matter. In the event that the
Investigating Committee decides that the reported concerns are to be dealt with under the Policy,
a proposal for a formal investigation on the reported concerns is to be submitted by the
Investigating Committee to the Chief Executive Officer/Executive Director (“CEOQ/ED”). The
CEO/ED will determine whether the reported concerns constitute a matter to be investigated
under the Policy. Where the reported concerns relate directly or indirectly to the CEO/ED, the
Investigating Committee shall have the absolute discretion to decide whether there are grounds
to proceed further with the matter.
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Within two (2) weeks of a concern being raised, the whistle blower will be informed on (i) who

would be handling the matter; (ii) whether further assistance would be needed from the whistle
blower; and (iii) how the reported concerns might be best handled.
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The Investigating Committee will oversee all investigations to ensure that the reported concerns
and the employees involved are treated fairly and equitably. The Investigating Committee will be
headed by the General Counsel & Head of Legal/Company Secretary for the purposes of
conducting the investigation(s). The Investigating Committee will be able to access external
legal support and advice regarding the matters under investigation(s).
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All reports of incidents, including information or evidence provided, on matters relating to this
Policy will be handled promptly, thoroughly and discreetly by the Investigating Committee and
every effort will be made to maintain confidentiality of the information provided, to the extent
permitted by law. Any investigation undertaken by the Investigating Committee should not take
longer than three (3) months to complete from the date of receipt of the written report on
concerns relating to matters covered under the Policy. While the Investigating Committee will
adhere to the indicated timeline, the nature of some serious reported concerns may require the
investigation to take longer than three (3) months. In these circumstances, all parties will be kept
informed of the progress.
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Where the reported concerns relate directly or indirectly to any one member of the Investigating
Committee, that member of the Investigating Committee shall abstain from participating in the
investigations or deliberations relating thereto.
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The Investigating Committee will submit its findings on the investigation(s) (“Investigation
Report”) to the CEO/ED for review and concurrence. The Investigation Report will include: (i)
whether disciplinary action be taken against any employee; (ii) whether changes should be
recommended to any existing standard operating procedures and/or policies; (iii) whether any
other action should be recommended.
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The CEO/ED will decide on the merits of each case and whether any courses of action or
recommendations submitted by the Investigating Committee are appropriate. Where the reported
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concerns relate directly or indirectly to the CEO/ED, the Investigating Committee shall have the
absolute discretion to proceed further with the matter.

B AT B AT S SRR RS DU A, IR o AR e P WU AT SR
AR ARSI B BT BT I S E AR SRR A R, AR R ek
SE A T ARELHEBEZ 284

A final Investigation Report is to be prepared by the Investigating Committee and submitted to

the Audit Committee. The Audit Committee will consider the recommendations and determine

what action, if any to take. The Investigating Committee will also give a response in writing to

the whistle blower who submitted the reported concerns as soon as possible after the completion

of the investigation. This response will include the outcome of the investigation and what action,

if any, is to be taken, although precise details may not be given where there are legal constraints,

or where there are commercial reasons for not doing so.
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The Investigating Committee will submit a register of all reported concerns to the Audit
Committee for information on a quarterly basis, if it receives any reported concerns during the
quarter concerned, and such register shall include (i) details on any reported incidents, (ii) details
on concerns raised since the last report, if any; (iii) the status of all pending and ongoing
investigations; and (iv) the outcome of all concluded investigations and any action taken or to be
taken as a result of such reported concerns and investigations.
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Anonymous Disclosure. Whistleblower reports may be made anonymously. However, because
of the inability of the Investigating Committee to interview anonymous whistleblowers and to
evaluate the allegations, anonymous whistleblowers must provide sufficient corroborating
evidence so that an investigation can be initiated. In the event that sufficient corroborating
evidence is not available, the allegation will still be investigated if the Investigating Committee
believes the allegation is serious enough to warrant “anonymous investigation”.
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To facilitate this, CAO will implement the following processes:
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) Anonymous Disclosure Hotline
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CAO will provide, for the benefit of whistle blowers wishing to remain anonymous, the
ability to make a disclosure to the Investigating Committee via the relevant Investigating
Committee member’s direct telephone line.
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(>i1) Anonymous Registered Mail/Courier
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CAO will take receipt of registered mail through the postal system that allows the whistle
blower to remain anonymous by withholding their name and contact details. Registered
mail should be sent to the Investigating Committee with an indication of “Private and
Confidential” and “To be Opened by Addressee” on the envelope. This mail will be
delivered to the Investigating Committee unopened.
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Where required by the Audit Committee of CAO, a summary report of any material case shall be
provided to the Board of Directors of CAO for information.

CAO I T2 1 2 Al DLEOSR T T R 2SR S F R F A 2k T, IR 2 CAO HERHEAT
(EPSSHE &

Appropriate and fair disciplinary actions including dismissal will be meted out by CAO against
those who are found guilty. In instances where the relevant laws have been infringed, CAO will
report such infringement to the relevant regulatory authorities. The Audit Committee will also be
informed of any follow-through measures (such as putting in place additional internal control
measures and procedures) where necessary, to be undertaken by CAO to ensure that such
incidents will not be recur.
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Periodic Review of Reporting Systems and Handling Procedures
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The Audit Committee may from time to time request that a review of the effectiveness of the
existing reporting mechanisms and the handling procedures pertaining to whistle blowing
arrangements be carried out by the internal auditors of the Company or an independent external
party. The review may include the number and type of concerns raised, outcomes of
investigations, feedback from individuals who have used the whistle blowing arrangements,
complaints of victimization or failure to maintain confidentiality, relevant litigation, and
awareness, trust and confidence in the whistle blowing arrangements. The outcome of the review
shall be reported to the Audit Committee.
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Protection for CAO and Whistle Blowers
Xt CAO FZE A KR D

Information pertaining to any reported incident under this Policy will be kept confidential and
restricted to the group of designated persons in charge of the investigation. This is to prevent
unnecessary leakage of information which could result in potential legal suits if there was
insufficient evidence to support the reported incident.

AERE 2R A5 B i R, ST A R E N BRI . XAt bk
SRR, 1S AT FE A TEAR IR ST 2 AR, 2 LR T A 3 R BT A .

To ensure that whistle blowers are not victimised, black-listed or discriminated by his/her
superiors or fellow colleagues, whistle blowers can be assured that CAO will not reveal their
identities or information leading to their identities being known. CAO views such victimization,
black-listing or discrimination as a serious matter and will not hesitate to take disciplinary
actions against those who are involved in such malpractices.
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Approval and Review
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This Policy will be reviewed periodically by the Legal Department in consultation with the
Human Resource and Administration Department. Any recommendations for amendments to this
Policy will be made to the Chief Executive Officer of CAO before submitting the same to the
Audit Committee for approval.
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ANNEX T
CHINA AVIATION OIL (SINGAPORE) CORPORATION LTD
P E I G B HRAE
Whistle Blower Reporting Form
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If you wish to submit a Whistle Blower Report, please complete this form and email to
any of the following members of the Investigating Committee (i.e. General Counsel &
Head of Legal/Company Secretary; Head of Human Resource & Administration; Head of
Risk Management) at www.whistle_blowing @caosco.com.
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Name 44

E-mail Address H ¥ HB4H:

Telephone Number (s) HL1551:

What is your association with China Aviation Oil (Singapore) Corporation Ltd?

TP EGT GO B A RAR K R?

__Employee 2 #] 52 T
__Secondee 2 Al AR
__Staff of contractor/supplier or other service provider
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Please provide a description of the alleged improper activity with as much detail as
possible.

(What is the nature of the alleged wrongdoing (e.g. fraud, theft, conflict of interest)? (For examples of
activities giving rise to whistle blowing, please refer to the Whistle Blowing Policy.)
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When did the improper activity occur (provide exact dates/times where possible)? How
did the subject carry out the activity?
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Name(s) of organizations/individual employees (s) involved in the activity

W RHHR 51 k44

Where did the alleged improper activity occur (provide specific location where possible)?
Is it ongoing? How frequently has it occurred?
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How did you become aware of the alleged improper activity? Can anyone else
corroborate the improper activity being reported and how can they be contacted?
BINFTRRZA BT N? REIEH HAR AT DAESEZAT A? Bh, BRI ERTT
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Do you have any personal interest in the matter?

BAEAR B E A LB IAE D AM 2 ?

Yes &
No 75

Please list any documentation you are aware of which supports your allegation .
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! Be mindful you are not requested to investigate the matter. In providing information, the whistle blower
is not to conduct any investigation or obtain evidence for which he or she does not have any right of
access. Doing so may constitute a violation of CAO policy.
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