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GENERAL INSTRUCTIONS

1) Please fill in the DDQ spreadsheet
2) Please provide the signed "Declaration" appearing in this file to your Deutsche Post DHL contact

IN CASE YOU HAVE SUBMITTED THIS DDQ TO ANY OTHER DEUTSCHE POST DHL
ENTITY ALREADY, PLEASE PROVIDE DETAILS OF RECIPIENT:

Name

Position

Country

Deutsche Post DHL Division/Function
Phone Number

E-mail address

Deutsche Post DHL



Please provide general company and Key Account Manager contact information (as requested in the cover letter)

Company (Legal entity name)

Company web address

Date of incorporation

Place of incorporation

DUNS No.

DUNS = Data Universal Numbering System. It assigns a unique numeric identifier to a single business entity

1.6.1

1.6.2

163

1.6.4

Name

Title/ Position

Phone number

E-mail address




2.1

2.2

2.3

24

25

2.6

2.7

2.8

29

COMPANY OVERVIEW

Please provide a general description of your company, describing the principle lines of business

In which country does your company have its headquarters?

List the countries in which your company operates

Please define the geographical scope of the services to be provided for Deutsche Post DHL

How many employees does your company have?

please choose

What is the approximate annual revenue of your company?

please choose

Which % of your revenue is made with Deutsche Post DHL?

please choose

s your company owned by a parent company?
yes no

Please provide the name of the ultimate parent company

Does your company own affiliates that have business with Deutsche Post DHL?
yes no

Please provide the names of the ultimate affiliated companies

Third Party DDQ | 4
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Please provide general company representative information as outlined below. Company/partnership management information:

3.1 Chairman/President

3.1.1 Other offices or mandate

3.1.2 Nationality

313 Date of birth (day.month.year)

3.2 Managing Director/ General Manager

3.2.1 Other offices or mandate

3.2.2 Nationality

3.23 Date of birth (day.month.year)

33 Finance Director/Manager

3.3.1 Other offices or mandate

3.3.2 Nationality

333 Date of birth (day.month.year)

34 Other directors (or key personnel) and their offices and mandates

3.4.1 Title/ Position

3.4.2 Nationality

343 Date of birth (day.month.year)




3.5

3.6

3.7.

3.7.1
3.7.2
3.7.3
374
3.75

3.7.6
3.7.7

3.8
3.8.1

3.8.2
3.8.3
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OWNERSHIP AND MANAGEMENT

Which of the following describes your company best?
please choose

If listed, on which stock exchange(s) is your company listed?

List all owners, partners and shareholders in your company (percentage should total to 100%)

Please provide surname, forename, nationality and date of birth. In the case of corporations with more than 50 shareholders, only list those who
own more than 2% of the company: %

In case there are further owners, please attach relevant information in a separate document

Total 0,00

Previous owners, principals, partners (last 12 months)

In case there are further previous owners, please attach relevant information in a separate document
yes no

Deutsche Post DHL



4.1

4.2

4.3

44

4.5

Third Party DDQ

BUSINESS RELATIONSHIPS

Please provide details of your company’s (including Parent Company, if any) trading history and activities (including
any prior business relationships) with any Deutsche Post DHL Group company

Does your company have adequate safeguards to protect commercial information of Deutsche Post DHL?
yes no

If this is a new business relationship, was it introduced by a third party? If yes, please provide details
yes no

Please provide details

Will your company be acting as a sales intermediary, consultant or agent on behalf of Deutsche Post DHL? If so,
please provide details of the proposed remuneration model

yes no
Please provide details

Please confirm that the proposed business relationship/arrangement and the provision of your services do not
infringe any applicable laws or regulations

yes no

Deutsche Post DHL

7
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4 BUSINESS RELATIONSHIPS

4.6 Do you intend to retain any subcontractors, third party agents, partners or consultants to provide the proposed
services?
yes no
If yes,
4.6.1 i) please detail the elements of your service for which you intend to use third parties
4.6.2 ii) do you have processes and procedures in place to ensure that these third parties fulfill the same standards of

compliance that you and Deutsche Post DHL expect?
yes no

Deutsche Post DHL



5.1.3

5.1.4
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COMPLIANCE

ANTI-CORRUPTION

Does your Company have an approved and implemented anti-corruption policy (including terms on provision and
acceptance of gifts & benefits) and will your Company comply with it when providing services for Deutsche Post DHL?

yes no

Has your Company implemented adequate procedures to ensure compliance with all applicable anti-corruption and
anti-bribery legislation? If so, please provide a description of the procedures

yes no
Please provide details

Does any employee or company representative have a relationship to a Deutsche Post DHL Group company, company
representative or employee which could create a conflict of interest or appear to do so? If yes, please provide details

yes no
Please provide details

Does any current or former governmental official, political party official, candidate for political office or relative of
such a person work for or have an ownership interest, direct or indirect, in the company/partnership?

If yes, please provide details (name and official position/function, duties and responsibilities; If the official is a relative
of an owner, director, officer or employee of your company/ partnership, share the relationship of that official to such
personnel)

yes no
Please provide details

Deutsche Post DHL



5.1

5.1.6

5.1.7

5.1.8

5.2
5.2.1

5.2.2

523

Third Party DDQ | 10

ANTI-CORRUPTION

Will your Company make use of contacts in government or politics to deliver your services?
If yes, please provide details

yes no
Please provide details

When providing services for Deutsche Post DHL will any employee interact with any government official?
If yes, please provide details

yes no
Please provide details

Have your Company, its owners, its principle officers, directors, shareholders or any key employee who will be involved
in the provision of services for Deutsche Post DHL ever been investigated or charged with any offense, including
bribery, corruption, money laundering or conflicts of interest?

If yes, please provide details of the incident(s). Was your company or the individual indicted or convicted?

yes no

Has your company ever been declared insolvent or filed for bankruptcy in court?
yes no

IMPORT/EXPORT REGULATION

Will your Company be performing import/export work on behalf of Deutsche Post DHL?
yes no

Does your Company provide guidance and promote compliance with specific laws governing import and export
transactions?

yes no

Does your Company regularly review applicable export laws and regulations to ensure that goods are not shipped
to embargoed or sanctioned countries, persons or entities?

yes no

Deutsche Post DHL
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5.3  DATA PROTECTION

5.3.1 Is the data protection conformity of relevant systems and processes reviewed on a regular basis?
yes no

53.2 Are the employees committed to data secrecy?
yes no

5.3.3 Are the necessary written agreements in place if external service providers have access to company's personal data?
yes no

5.4 ENVIRONMENTAL PROTECTION

5.4.1 Does your company comply with all applicable environmental laws, regulations and standards?
yes no
5.4.2 Does your company have climate protection goals, targets or measures in place to make your operations more envi-

ronmentally-friendly and to minimize your business' impact on the environment (e.g. the reduction of fuel/ energy
use and related emissions)? If yes, please provide details. (Especially relevant to all companies providing transport
and logistics solutions on behalf of Deutsche Post DHL)

yes no
Please provide details

5.4.3 Does your company commit to the Deutsche Post DHL Paper Policy?
(Especially relevant for all companies providing paper, paper products or paper-based packaging materials to any
Deutsche Post DHL entity worldwide)

yes no

5.5 HUMAN RIGHTS/LABOUR STANDARDS

5.5.1 Do you have a human rights policy in place?
yes no
5.5.2 Please provide a copy of your human rights policy, code of conduct, etc.

5.5.3 Does your Company prohibit children under the age of 15 from being employed?
yes no

5.5.4 Does your company prohibit the use of forced or compulsory labor?
That means all work must be voluntary and workers shall be free to leave work or terminate their employment with
reasonable notice.

yes no
5.5.5 Does your company comply with the respective national laws and regulations regarding working hours, wages and
benefits?
yes no
5.5.6 Does your company prohibit any kind of discrimination?
yes no

Deutsche Post DHL
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5.6  HEALTH & SAFETY

5.6.1 Do you operate a Safety Management System conforming to a recognised health & safety standard
(e.g. OHSAS 18001)?

yes no
If yes, please forward a copy of your certificate and go to question 5.6.4
5.6.2 Do you have a documented health & safety policy?

yes no
5.6.3 Do you have documented H&S risk assessments for the work to be carried out for Deutsche Post DHL?
yes no
5.6.4 Have you had any prosecutions or enforcement notices from the HSE authorities (last 5 years)?
yes no

Please provide details

5.6.5 Do employees receive health & safety training with relevant records maintained?
yes no

Deutsche Post DHL



Please note that references may be contacted in case a verification of your company's qualification or reputation is deemed
necessary by the competent review function.

6.1
a)

b)
6.2

6.3.1

Active business references

Banking references

Auditor references (if any)
Name

Contact Details

For how long have you been retaining your current auditor?




Does your company commit to the Deutsche Post DHL Supplier Code of Conduct? @

Cyes ( no
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CERTIFICATION

| am owner/ principal of our company and am authorized by our company to complete this questionnaire and sign this
certification.

| certify that | have made full and diligent investigations in providing the information above and that the information is true and
correct as at the date it is provided. | also confirm that | will advise Deutsche Post DHL (DPDHL) of any material change to any of
the questions contained herein which may arise in the future.

| certify that | have received and understood DPDHL's " Supplier Code of Conduct” and | warrant that my company will comply
with this policy. Key staff of my company will personally complete related training programs upon request. | confirm herewith
that Deutsche Post DHL is entitled to perform a compliance audit on my company if Deutsche Post DHL has reason to believe
that my company has materially failed to comply with the DPDHL Supplier Code of Conduct or the Anti-Corruption and Business
Ethics Policy or respective equivalent own company policy (as per DDQ section 5.1.1). | confirm that in collecting and providing
the information above, my company has complied with applicable data protection regulation.

Signed:

Print Name
For and on behalf of
Position in Company

Address

Phone

E-mail address

Date

Please ensure that the requested documents (trade registration certificate, copies of Code of Conduct and/or related policies
and procedures, if applicable) are attached to this questionnaire.

PRINT

Deutsche Post DHL



Deutsche Post AG
Headquarters

Global Compliance Office
53250 Bonn

Germany

Status: 10/2014
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Deutsche Post DHL

Deutsche Post DHL Paper Policy

Policy for the procurement and selection of paper and paper products, for
print products and packaging made from paper

Preface

Deutsche Post DHL is committed to sustainable development. This commitment is one of the cornerstones of the
Group’s Strategy 2015 with its clear focus on the areas of environment, disaster management and education.

Paper is one of the most important natural resources used by Deutsche Post DHL, and is therefore included in
our comprehensive environmental strategy. In 2009, the Group used about 98,000 tonnes of paper' for packaging,
and for its internal and external communications — enough to connect the earth and the moon with a more than

3 meter-wide ribbon of paper’.

As The Postal Service for Germany and The Logistics Company for the World, Deutsche Post DHL offers a
unique range of products to its private and business customers. Most of these products are recognized as
Deutsche Post or DHL products by customers thanks to their paper or cardboard packaging, or due to being
advertised in brochures and other printed material. Therefore, it is vital for the Group to promote and foster the
responsible use of the paper they are made with.

Deutsche Post DHL is committed to the basic principles of sustainable forestry. The wood fiber and recycled
paper used to make the paper and paper products we purchase should be used as sparingly and efficiently as
possible, and we should at all times try to protect precious environmental resources. Now that this policy has
been approved, only recycled paper is allowed when procuring paper or services to manufacture or procure paper.

To achieve these goals, Deutsche Post DHL strives for increased transparency through a closed chain of custody
for all its paper products along the entire supply chain ranging from wood as the raw material to the finished
product.

This policy for the selection and procurement of paper and paper products, and for print products and packaging
made from paper is based on the Group’s environmental policy and Group-wide standards for procurement. It
shall ensure that paper and paper products, and print products and packaging made from paper conform to the
guiding principles of sustainability, resource protection and efficiency.

Bonn, 26. April 2010

Franleppel
Chairman of the Board of Management

[ [u L. flwn

Rainer Wend Hugo Eckseler
Executive Vice President Corporate Chief Procurement Officer
Public Policy and Responsibility

! This number includes over 75% of the Group-wide paper and cardboard products sourced through our
procurement organisation. It excludes paper used for customers’ print jobs where the customer can choose the
type of paper used.

2 When using standard office paper (80g/m2).

GOGREEN

Current version as approved in April 2010 Climate Protection with
Deutsche Post DHL





Deutsche Post DHL
Policy

1. Scope
This policy is binding for all companies within the Deutsche Post DHL Group. It includes all purchased
paper, paper products, print products and packaging materials, as well as paper products, print products
or packaging materials procured for Deutsche Post DHL by third parties or agencies.
For this policy the term “paper” stands synonymously for paper, paper products, print products and

packaging materials.

2. Definitions
Recycled paper
For this policy, recycled paper is defined as paper made from 100% post-consumer recycled content’.
In order to prove that the recycled paper is actually made from 100% post-consumer recycled content, it
must have an approved national or international certification. Within Germany, paper that is procured
has to meet the high standards of the environmental label “Blauer Engel”* (Blue Angel). Outside of

Germany, paper meeting the standard “FSC Recycling”’

is also adequate if the paper is made from 100%
post-consumer recycled content. The use and approval of other standards has to be aligned with the
Corporate Department Public Policy and Responsibility (for further contact information, please refer to

the Corporate Intranet).

Paper from sustainable forestry

Sustainable forestry ensures that forests and forested land are used in a way, and at a rate, that maintains
their biodiversity, productivity, regeneration capacity, vitality and their potential to fulfill, now and in the
future, relevant ecological, economic and social functions, at local, national, and global levels.

Paper from sustainable forestry has to be certified according to approved national or international
standards (“FSC”* or “PEFC”®). The use and approval of other standards has to be aligned with the
Corporate Department Public Policy and Responsibility (for further contact information, please refer to

the Corporate Intranet).

Mixed paper

Mixed paper is defined as paper containing post-consumer recycled content and paper from sustainable
forestry. The share of post-consumer recycled content should be as high as possible.

Mixed paper has to be certified according to approved national or international standards (“FSC Mix™).
The use and approval of other standards has to be aligned with the Corporate Department Public Policy

and Responsibility (for further contact information, please refer to the Corporate Intranet).

® Waste from paper production itself does not count as post-consumer recycled content.
* http://www.blauer-engel.de/en

> Forest Stewardship Council (FSC): http://www.fsc.org/
¢ Programme for the Endorsement of Forest Certification Schemes (PEFC): http://www.pefc.org/

GOGREEN

Current version as approved in April 2010 Climate Protection with
Deutsche Post DHL





Deutsche Post DHL

3. Principle: Recycled paper is the preferred type of paper for use at Deutsche Post DHL
When procuring paper or services to manufacture or procure paper, only recycled paper (in compliance
with paragraph 2) is allowed.

Exceptions to this rule are described in paragraph 4.

4. Exceptions to this Paper Policy
Only the following two reasons are considered to be valid exceptions to the principle described in
paragraph 3:
a. Recycled paper is not suitable to ensure the necessary physical and/or technical properties of a
product (e.g. mechanical stability of packaging) or
b. Recycled paper is not available in the local market and cannot be obtained without an unreasonable
amount of additional work and expense. This exception has to be verified and confirmed in either

case by Corporate Procurement.

Differences in the look and feel of the paper do not justify an exception to the principle of recycled

paper being the preferred type of paper for use at Deutsche Post DHL.

When an alternative to recycled paper has to be found, mixed paper takes precedence over paper from
sustainable forestry.

If the exemption rules above also apply to mixed paper, only paper from sustainable forestry can be used.
Only in situations where paper from sustainable forestry cannot be obtained with a reasonable amount
of additional work and expense in the local market, paper from non-specified sources may be used. In
this case, primary suppliers must be challenged to obtain paper from certified sustainable forestry within

an agreed time period.

5. Disqualification of specific types of paper
Deutsche Post DHL does not knowingly use or procure paper, paper products and print products which:
a. originate from tropical rainforests, primeval forests, ancient forests under protection or worthy of
such
b. have been obtained through illegal logging.
Deutsche Post DHL reserves the right to exclude certain woodland from its entire supply chain in the case

of public or scientific controversy pertaining to the need for conservation or sustainable forestry.

6. Cooperation with suppliers and service providers
Deutsche Post DHL endeavors to enter into long-term partnerships with suppliers and service providers
that share and support the Group’s commitment to sustainable development.
Suppliers and service providers that cannot provide certification to approved national or international
standards will nevertheless be considered in the procurement process, if they:
a. are willing to provide detailed information about the product’s and/or raw material’s origin and
their screening process for suppliers,
b. are willing to align their procurement policy with ecological and social criteria and

c. work according to acknowledged national or international standards for sustainable production.

For further information, please contact the Corporate Department Public Policy and Responsibility.

GOGREEN

Current version as approved in April 2010 Climate Protection with
Deutsche Post DHL






Deutsche Post DHL

GLOBAL BUSINESS SERVICES

Code of Conduct
Main Principles for Suppliers

Deutsche Post DHL is a global and multicultural group, offering worldwide Mail, Express and
Logistic services. We are fully aware of the responsibility we bear toward our customers,
shareholders, employees and the communities in which we work. Thus, we have given
ourselves a strict set of ethical values to guide us in our business dealings.

We expect all our suppliers, i.e., all companies who do business with any Deutsche Post
DHL company, to adhere to the same ethical principles. For this purpose, Deutsche Post
DHL has drawn up this Supplier Code of Conduct, which sets the standards for doing
business with a Deutsche Post DHL company.

Laws and Ethical Standards

The supplier shall comply with all laws applicable to its business. The supplier should support
the principles of the United Nations Global Compact, the UN Universal Declaration of Human
Rights as well as the 1998 International Labour Organization Declaration on Fundamental
Principles and Rights at Work, in accordance with national law and practice. This especially
applies to:

= Child Labor
The supplier employs no children under the age of 15. If national laws or regulations allow
children between the ages of 13 and 15 to perform light work, such work is not permitted in
any case if it would hinder a minor from the completion of compulsory schooling or training,
or if the employment would be harmful to their health or development (reference: ILO
Convention 138(7)).

= Forced Labor
The supplier shall make no use of forced or compulsory labor.

= Compensation and Working Hours
The supplier shall comply with the respective national laws and regulations regarding
working hours, wages and benefits.

= Discrimination
The supplier does not discriminate on the basis of race, religion, disability, age, sexual
orientation or gender.

Health & Safety

We expect our suppliers to strive to implement the standards of occupational health and
safety at a high level.

The supplier complies with applicable occupational health and safety regulations and
provides a work environment that is safe and conducive to good health, in order to preserve
the health of employees and prevent accidents, injuries and work-related illnesses.

Business Continuity Planning

The supplier shall be prepared for any disruptions of its business (e.g., natural disasters,
terrorism, software viruses, illness, pandemic, infectious diseases)

This preparedness especially includes disaster plans to protect both employees as well as
the environment as far as possible from the effects of possible disasters that arise within the
domain of operations.

Supplier Code of Conduct — Version 2009.2 Page 1 of 2





Deutsche Post DHL

GLOBAL BUSINESS SERVICES

Improper Payments/Bribery

The supplier shall comply with international anti-bribery standards as stated in the United
Nations Global Compact as well as local anti-corruption and bribery laws. In particular, the
supplier may not offer services, gifts or benefits to Deutsche Post DHL employees in order
to influence employee conduct in representing Deutsche Post DHL .

Environment
The supplier shall comply with all applicable environmental laws, regulations and standards
as well as implement an effective system to identify and eliminate potential hazards to the
environment.

We expect our business partners to strive to support Deutsche Post DHL'’s climate protection
goals through the products and services they deliver (e.g. by providing relevant data on
climate protection). In this regard, we also expect our suppliers to take climate protection
appropriately into account in their own operations, for example by setting climate protection
goals for themselves and achieving them.

Business Partner Dialog

The supplier shall communicate the principles stated in the Code and detailed above to its
subcontractors and other business partners who are involved in supplying the products and
services described in the main contract. The supplier shall motivate such parties to adhere to
the same standards.

Compliance with the Supplier Code of Conduct

Deutsche Post DHL reserves the right, upon reasonable notice, to check compliance with
the requirements of the Supplier Code of Conduct. Deutsche Post DHL encourages its
suppliers to implement their own binding guidelines for ethical behavior.

The supplier encourages its suppliers to adhere to the ethical standards, human rights,
health and safety standards and environmental standards upon which this agreement is
based, as part of fulfilling their contractual obligations.

Any breach of the obligations stipulated in this Supplier Code of Conduct is considered a
material breach of contract by the supplier.

Supplier Code of Conduct — Version 2009.2 Page 2 of 2
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Ethical and lawful behavior in business practices determines the way we work within the

Group as well as our conduct towards our business partners, shareholders and the general
public.

We trust that the excellence of our services is the key to our business success. We will deal
with all our customers, suppliers and government agencies in a straightforward manner
and in compliance with applicable laws and regulations, especially international anticor-
ruption standards as stated in the UN Global Compact, and local anti-corruption and
bribery laws, e.g., the US Foreign Corrupt Practices Act (FCPA) or the UK Bribery Act.

It is not the purpose of this Policy to create obstacles or to constrain business. Rather, the
top management of Deutsche Post DHL firmly believes that compliance with this Policy
contributes to safeguarding the business success of the Group.
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2.1

2.2

2.3

Anti Corruption and Business Ethics Policy

SCOPE

The provisions included in this Policy are binding and apply to all directors, execu-
tives and employees at Deutsche Post DHL (hereinafter referred to as “employees”).
Deutsche Post DHL is defined as the Group of Deutsche Post AG including all its
subsidiary and affiliated companies.

To account for regional laws and legislation, adjustments to this Policy may be made
in the form of regionally applicable provisions. Without exception, these must be pre-
sented for review and release to the Global Compliance Office. Such regional provisi-
ons must at least comply with the requirements outlined in this Policy.

PROVISION OF GIFTS AND OTHER BENEFITS TO REPRESENTATIVES
OF PUBLIC INSTITUTIONS (PUBLIC OFFICIALS)

Particularly strict rules apply when making gifts to public officials. Public officials
include civil servants, ministers, mayors and other persons in public service. In some
regions and countries, office holders under this heading also include employees of
public sector companies (state health insurance, public sector utility companies and

savings banks, public broadcasting organizations, etc.).
Gifts of money and non-monetary gifts

o Itis strictly forbidden to provide monetary gifts, presents and other benefits/favors
to public officials.

Hospitality
« Hospitality may be provided to public officials as called for by common etiquette

and only if related to the business at hand (e.g., lunch during a meeting). The hos-
pitality provided must be modest and appropriate.

o A payment for meals must on no account be construed by a public official as a be-
nefit intended to influence his/her decision-making in any way, whether in public

office or in business, and must comply with the applicable laws.

Expert meetings

« Public officials may be invited to attend expert meetings as long as the businessre-





2.4

3.1

3.2

3.3

Anti Corruption and Business Ethics Policy 5

lated topic of the event is the primary purpose of the invitation and the invitation
complies with the applicable laws.

o The provision of meals during such events is permissible as long as the hospitality
is modest and befits the situation at hand.

Approval of the Global or Business Unit Compliance Office

Gifts and benefits to public officials that go beyond the guidelines outlined above are
acceptable only in exceptional cases. In such cases, the employee must seek the prior
approval of the Global or Business Unit Compliance Office.

PROVISION OF GIFTS AND OTHER BENEFITS IN THE BUSINESS
SETTING

The following are permissible without the need for specific approval, provided they
meet the criteria set out in section 3.4: Gifts of nominal value such as calendars and
other promotional give-aways; Reasonable hospitality delivered in a normal business
setting.

The following are not permitted:

« gifts to or entertainment of public officials (see section 2);
o cash gifts;
« gifts which have a monetary value in excess of € 100 or local currency equivalent;

« hospitality or entertainment having a market value or a purchase price in excess of
€ 250 per recipient.

Where the law, specific Business Unit regulations, individual employment contracts
or collective labour agreements set lower limits these must be strictly adhered to.

The following may be permitted, provided they
(a) meet the criteria set out in section 3.4 and

(b) are approved according to the procedures set out in section 3.5:

« non-cash gifts having a monetary value of € 100 or less or local currency equivalent;

« hospitality or entertainment whose market value and purchase price is less than € 250
or local currency equivalent, provided outside of an immediate business context.
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3.5

3.6

Anti Corruption and Business Ethics Policy

The offering of any gift or benefit of the type described in section 3.1 and 3.3 is only
permissible if the gift or other benefit:

« reflects good business practice and ethics and befits the seniority and status of the
recipient;

« is not motivated or does not appear to be motivated by a desire to influence pen-
ding business decisions;

o does not create, intentionally or unintentionally on the part of the recipient any
obligation to reciprocate;

« is provided openly and does not contravene any law, rule or policy which is known
to be applicable to the recipient or the giving party;

o does not form part of a pattern or a series of benefits which, if taken together,
would represent an inappropriate gift or benefit.

Any gift or benefit of the type described in section 3.3 must be approved by the super-
visor of the manager whose cost center will be debited with its cost, and notice should
be given on either an individual or collective case basis to the Global or Business Unit
Compliance Office.

For gifts and benefits which go beyond the guidelines set out in this section 3, or
in case of doubt, prior written approval must be obtained from either the Global or
Business Unit Compliance Office. In these cases the recipient should confirm that
accepting the gift or benefit does not violate his/her organization’ internal policies or

guidelines.





4.1

4.2

4.3
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INVITATIONS IN CONNECTION WITH SPONSORED EVENTS

Sponsoring means supporting a person, party, group, organization or event through
financial payments, payments in kind, volunteering or supply of services. In connec-
tion with such sponsoring activities Deutsche Post DHL offers invitations to specific
organized occasions to its customers, suppliers and other business partners including

certain hospitality elements in connection therewith.

If a Deutsche Post DHL sponsored event contains certain elements of tickets and hos-
pitality, i.e., rights granted to Deutsche Post DHL in connection with specific events,
the value of such elements must be considered carefully. Any actual invitation to such

sponsored events must be made in accordance with the rules set forth in this section.

The sponsorship should contain a clear and transparent agreement regarding busi-
ness partner invitations. Sponsored events should be designed as business partner
information events whenever possible (e.g., hosted by Deutsche Post DHL personnel,
include aspects of Deutsche Post DHLs product portfolio, discussion forums, lectu-
res, guided plant tours).

In general, invitations to any sponsored event are only permissible if:

« the invitations meet the criteria set out in section 3.4;
« the invitees are accompanied by Deutsche Post DHL personnel.

Reasonable invitations to sponsored events are permissible without the need for
specific approval, provided that they

(a) do not exceed a monetary value of € 100 or local currency equivalent and
(b) meet the criteria set out in 4.1.

Invitations to sponsored events may be permitted after prior approval by the super-
visor of the manager whose cost center will be debited with its cost, provided that
(a) the monetary value is between € 100 and € 250 or local currency equivalent and
(b) they meet the criteria set out in 4.1. Notice of such approvals should be given on
either an individual or collective case basis to the Global or Business Unit Compliance
Office.

Accompaniment by a spouse, affiliate or other non-business partner may be appro-
priate after prior approval only for events that require such accompaniments, e.g.,
social functions at galas, etc.
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4.4 Travel and accommodation costs incurred in connection with hospitality events must

4.5

generally be borne by the invitee. The costs may, by exception, be borne by Deutsche

Post DHL if approved by the Global or Business Unit Compliance Office.

Any invitation to a sponsored event is not permitted that:

violates applicable laws and ethical standards;

exceeds a monetary value of € 250 or local currency equivalent;
involves public officials;

can be perceived as bribe or other improper inducement;
influences or appears to influence business decisions;

could embarrass the parties when publicly disclosed;

is not handled transparently.

4.6 The inviting person must provide proper and comprehensive documentation in order

4.7

to ensure traceability of compliance with this Policy. The documentation should in-

clude:

the name and position of the invitee and the business relationship;

the purpose of the invitation;

the nature of the sponsoring event;

the total monetary value regarding the event including a list of all expenses;
the monetary value regarding the individual invitation;

the person, including their function, who authorized the invitation and the date of
authorization;

details of any previous hospitality offered to such invitee in the past two years. In
case of a prior approval of the invitee’s compliance office (or other competent func-
tion) such confirmation should also be documented.

For invitations to sponsored events which go beyond the guidelines set out in this sec-

tion 4, or in case of doubt, prior written approval must be obtained from the Global or

Business Unit Compliance Office.

In these cases, a prior approval of the invitee’s compliance office (or other competent

function) is a likely pre-requisite for approval by either the Global or Business Unit

Compliance Office.





5.1.

52

5.3
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ACCEPTING GIFTS AND OTHER BENEFITS IN THE BUSINESS SET-
TING

It is strictly forbidden for employees to solicit cash, gifts and other benefits from exis-
ting or potential business partners.

Acceptance of the following gifts and benefits is permissible without the need for
specific approval, provided they meet the criteria set out in section 5.4:

« gifts of nominal value such as calendars and other promotional give-aways;
« reasonable hospitality delivered in a normal business setting;

« small tips, where these are customary and traditionally given on certain occasions,
e.g., at Christmas;

« gifts and benefits whose acceptance is allowed without approval in the individual
employment contract, applicable collective labour agreement or other binding re-
gulation.

Acceptance of the following gifts and benefits is not permitted:

o cash gifts other than those permitted by 5.1;

o gifts and benefits whose acceptance is not allowed in the individual employment
contract, applicable collective labour agreement or other binding regulation.

Gifts or benefits which are neither permitted in 5.1 nor forbidden in 5.2 may be
accepted, provided they

(a) meet the criteria set out in section 5.4 and

(b) are approved according to the procedure set out in section 5.5, including in
particular.

« non-monetary gifts of substantial value;

« hospitality and invitations to events of substantial value but with little or no busi-
ness relevance (e.g., cultural, sporting events).

The acceptance of any gift or benefit of the type described in section 5.1 and 5.3 is
only permissible if the gift or benefit:

« reflects good business practice and ethics and befits the seniority and status of the
employee;

« will not influence pending or upcoming business decisions;
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« does not create, intentionally or unintentionally, any obligation to reciprocate;

« is provided openly and does not contravene any law, rule or policy which is known
to be applicable to the recipient or the giving party;

o does not form part of a pattern or a series of benefits which, if taken together,
would represent an inappropriate gift or benefit;

o does not exceed the value stated in the recipient’s contract of employment or appli-
cable collective labour agreement' or (in the case that no value or amount specifi-
cally applies) the sum of 250 € or local currency equivalent.

5.5 Acceptance of any gift or benefit of the type described in section 5.3 must be approved
by the supervisor of the intended recipient, and notice should be given on either an
individual or collective case basis to the Global or Business Unit Compliance Office.

5.6 For gifts and benefits which go beyond the guidelines set out in this section 5, or in
case of doubt, prior approval must be obtained from either the Global or Business
Unit Compliance Office.

If the refusal of a gift or benefit would cause offence to the giver and could result in
damage to the business relationship, the gift or benefit may be accepted but must im-
mediately be reported to the supervisor and the Global or Business Unit Compliance
Office, which will provide guidance on its return, retention or disposal at the earliest
possible opportunity.

' For non-executive staff employed by Deutsche Post AG (and its affiliates) in Germany
Annex 1 “Application of the Anti-Corruption and Business Ethics Policy in Germany” applies.
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DISTINGUISHING BETWEEN BUSINESS-RELATED AND PERSONAL
EXPENSES

Employees must make a clear distinction between personal and business interests.
Expenses incurred in situations where the line between private and business interests
is not clearly drawn, making a clear allocation of costs difficult, ought to be conside-
red as personal, especially in the case of gifts and hospitality. This is increasingly the
case the higher the employee’s position is within the company.

CONFLICTS OF INTEREST

All employees are required to maintain high ethical standards in handling conflicts
of interest.

To avoid a conflict of interest between corporate and private affairs, employees should
handle the engagement of Business Partners for private purposes with utmost cauti-
on. The employee must ensure that the engagement of a Business Partner for private
purposes is based on arm’s-length terms, which means usual market conditions. Eve-
ry employee is responsible for ensuring that his/her outside professional commit-

ments and personal interests are not to the detriment of the company.

All employees should disclose any relationship with persons or firms with whom
Deutsche Post DHL does business to a supervisor who will ensure it is carefully do-
cumented. Such relations include in particular a relationship by blood or marriage,
partnership, participation or an investment in Business Partners. Line managers must

ensure that such communications are carefully documented.
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DONATIONS

Deutsche Post DHL contributes to the community by making donations within the
scope of common business practice that benefit various non-profit, social, cultural
and research projects. Donations of this nature may be made in compliance with cur-
rent applicable law and internal company policies.

GIFTS MADE TO POLITICAL PARTIES, GOVERNMENTAL AUTHORI-
TIES AND PUBLIC INSTITUTIONS

Employees are not authorized to make contributions to political parties and their affi-
liated organizations, to Governmental authorities or to any other public institution on
behalf of the Group. Such contributions include financial donations and other gifts of
monetary value. Section 2 of this policy and regional laws and regulations apply when

offering gifts and hospitality to governmental and local authority representatives.

10. INTEGRITY OF POTENTIAL BUSINESS PARTNERS

All sub-contractors, joint venture partners, representatives, agents and consultants
(hereinafter referred to as “Third Parties”) must be carefully evaluated before being
engaged. All fees and commissions to be paid to these persons must represent ade-

quate and justifiable remuneration for legitimate services rendered.

All contracts must be in written form and the business relationship carefully docu-
mented. All payments must be properly recorded and accounted for in the company’s
books and records.

The engagement of Third Parties requires full compliance with internal company po-
licies, particularly with procurement policies. In addition, before entering into a new
business relationship with a Third Party, the below criteria of the Third Party Scree-
ning Process need to be assessed and applied.
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While the Third Party Screening is generally recommended for evaluating all Third
Parties, it is obligatory in all cases where 2 of the following 4 criteria are met:

o Third Party provides an important element of Deutsche Post DHL service?;

o The relationship will be established and / or the services will be provided in a coun-

try with a Transparency International Corruption Perceptions Index < 4.5%

o The contracted service involves customs clearance, sales consulting or contact with
public officials;

o Proposed relationship is a Joint Venture, Partnership or Third Party will be licensed
to use any Deutsche Post DHL logo.

The Third Party Screening is to be initiated by approaching the Third Party with
the Due Diligence Questionnaire. The Due Diligence Questionnaire is available at
the Global or Business Unit Compliance Office and can be downloaded from the
Deutsche Post DHL intranet. The completed Questionnaire must be forwarded to the
Global or Business Unit Compliance Office.

In addition, if an employee becomes aware of a Third Party activity that is suspect, the
employee should alert the Global or Business Unit Compliance Office, so that an ad
hoc screening may be performed.

11. VIOLATIONS OF THE ANTI-CORRUPTION AND BUSINESS ETHICS
POLICY

It is the clear intention of the company to stringently enforce this Policy.

Violation of provisions within the Anti-Corruption and Business Ethics Policy could
result in criminal charges as well as employment or disciplinary consequences under
the applicable regulations for employees and claims for damages by the business.

2| the annual cash-transaction with the proposed Third Party exceeds or is expected to exceed € 2 million or local
currency equivalent, the provision of an “important element of Deutsche Post DHL service” is to be presumed.

3 For information on the Transparency International CPI and the current ranking of countries, please see http:/
www.transparency.org/research/cpi/overview.
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12. CONTACT POINTS / REPORTING A POLICY VIOLATION

There are various options open to employees who have questions regarding this Po-
licy or require assistance in making any difficult decisions. An employee can speak
with his or her supervisor, or contact either the Global or Business Unit Compliance
Office.

If an employee becomes aware of a possible violation of this Policy, we encourage
him/her to report the incident to one of the contact points listed above. No employee
will be disadvantaged in any way for any effort made in good faith to report a poten-
tial issue of compliance with this Policy. All reports of breaches of this Policy will be
kept confidential. Incident reports will be investigated immediately.

If required by applicable law, information regarding the identity of the reporting em-
ployee may, however, be disclosed to the relevant persons or public authorities invol-

ved in an investigation or subsequent judicial proceedings.

The Global Compliance Office can be contacted via gco@deutschepost.de.
Please find contact details of the BU Compliance Offices on:http://quicklink.intra.dpwn.net/global-compliance-office.
Further information regarding our hotlines and internet services can also be found there.

e Annex 1 “Application of the Anti-Corruption and Business Ethics Policy in Germany”
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