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Ammendments

Armendrments shall be made by the authority of the Diractor of Polad Texno brmited liability
company, Al (ueries on the interpretation of this docurnent or any matters not covered hergin:
stiould be addressed o the Fnance Director

The Director shall report to the owner(s) the flill text of new or amended Finarce Policles and
Procedures. The awnerls) may direct that a procedure or an amendmant be withdrawn ar
maciified if it finds that the procedure or amendmiant is inconslstent with the irtert and
purpasa of the national and international Financial Requlations of otherwise contravenes the
objectives of the.gwner(s):



1 !ntroduction

‘Welcome to the Polad Texno Financial Policy end Procedure Manual, s cornerstons document
that serves as the gulding cornpass for the financial management practices within our crgan za-
tien This ranua! is designed 1o crovide clanty; transparency, and a structured frarnework forall
fimanecial activities undertaken by Polad Texno.

1.1 Overview of the Financial Policy and Procedure Manual

1. Purpose and Objectives:

1.1 Mission Statement: This manual allgris with Polad Texngs rrussion to achieve excellence in
financial managernent, ensure compliance with legal and ragulatory standards, and support the
organizations stiategic goais.

1.2 Objectives 1 almis 1o establish a consistent, actountable, and efficient approseh o financial
opetations, fosteting a culidreof Integrity, transparency, and soritnuous improverent

2. Applicability and Scope: _ |

2,1 Who Should Usa This Manual: The manual is intended for all employess involvad in fingnelal
activities, from entry-evel staff 1o execitive leagership.

2.2 Scipe It covers a broad- spectrum of financlel provesses, including budgeting, expense:
rnanagemert, raveriue gerieration, risk managernent, and compliance.

3. Structure of the Manual:

3.1 Sections and Chapters: The rmanua! 's arganized Into digtingt sections, each addrassing a
specific aspect of financial managemerit

3.2 User-Friendly Navigation: The layout facilitates easy navigation, alliwving Usets to locate
relevant polickes and proceduras efficiently.

4. How to Use This Manual:

4.1 Reference Guide: This manus! s a reference guide for understanding and implementing

firancial policies and precedures at Polad Texno o

4 2 Training Resource It serves as a valuahle training resource for onboarding rew gersunned and

enfiancing the firanclal acurmen of existing staff.

4 3 Continuous Improvernent: Heguiariy revisiting the manual is entouraged 1o stay forme(
about updates and Improvements in financial practices

5. Updates and Revisions:

5.1 Dynamic Document: The Financial Policy and Procedlrs Manual s 5 dynamic docurment
subject to penodic reviews and updates,

5.2 Feedback Mechanism Users are encouraged to provide feedback, suggestions, and Insights
to contribute to the cantinuous Improvement of this manual

6. Acknowledgments:

6.1 Collective Effort: The development of this manual s the result of coliaborative efforts from
varlous departrments, ensuring that [t reflects the coliective wisdom and expertise within Polad
Jexno,



6.2 Commitment to Excellence: By using this manual, individuals affirm their commiirnes lo
uphalding the highest standards of financial integrity and professionalism

As vie embark on this joumey of financlal excellence. the Polad Texno Financlal Policy and
Procedure Manual stands a3 a testament 10 our commitrment 1o sound financial practices,
reguiatory compliance. and strategic alignment. [t is not merely & docurment but a llving guide
that evolves with the neads of our organization. Thank you for your dedication to upholding
these finsncial principles, contributing fo the success and sustainablity of Polad Texno

1.2 Purpose and Objectives

1. Purpose: .

The Pelad Texno Financisl Policy and Procedure Manual is 2 foundational document designed
to establish a structured and principled framewark for managing the financial activities of our
nrganization: It serves 53 3 comprehensive guede, arficulating the princinles, standards, and
procedures that govern financial decision-making and opemstions across al| departments within
Polad Texno.

2. Objectives:

2.1, Strategic Alignment:

2,11 Chjectiver To align financial practices with the strategic goals and mission of Palad Texno.
2.1.2 Rationale: The manual ensures that financial decisions and activities are directed towards
supperting the brpader objectives and long-term vision of the erganization

2.2. Compliance Assurance:

2.2.1 Objective: To ensure compliance vath local, national. and international financial regulations
anad atandards: ,

2 2 7 Ratianale: By adhenng to legaland requiatory requirements, Fotad Texna mitigates the gk
of iegal 1ssues-and reinforces the arganization's cemmitment to ethicatand responsibie finary
tial practices.

2.3. Risk Management:

2 31 Ubjective: To identify, essess, and mitigate financial risks proactively

2.3 7 Rationale; The manual ncorporates risk management princistes to safeguard Polad
Texnos financial stability and protect the interests of stakenolders.

2.4. Transparency and Accountability:

241 Objective: To enhance transparency end acceuntability in financial cperations

2 4 2 Raticmaole: Clear policies gnd procedures foster a culture of openness; ensuring that finan-
cial activities are conducted with integrty and aczcountabllity.

2.5. Standardization and Consistency:

251 Objective: To prormote standardization and consistency in financial processes aeross all
departments: _

2.5 2 Ratiorale: Standardized practices reduce the risk of errors; enhance efficiency, and contrit-
ute to the ovesall coherence of financial operatioris

2.6. Decision Support
2.6.1 Upjschive To provide acourate and timely financial information to 2:d degision-makers at
all organizational levels.



2.6.2 Rationales The'manual serves as a decislon support tool, ensuring that informed finarcial
desisions align with Palad Texnas strategic abjectives.

2.7. Efficiency and Productivity:

2.71 Objective: To streamline financial processes and workflows, enharcing operational
efficiency.

2 7.2 Rationale Efficiency gains are achipved through standardized practices, reducing redun-
danaies and oplirnizing resource utillzation

2.8. Training and Onboarding:

2 81 Ghjective: To serve as a camprehensive training reseurce for employess, enauring a
consistent onboarding process.

2.8.2 Ratlonale Familiarizing emplayees with financlal policies and procedures coririutes to
the development of a skilled and knowledgeable workioree

2.9. Continuous Improvement:

291 Objective: To be a living decument subjedt 1o regular reviews and updates,

2 9.2 Rallonale: Cantinuens Improvernent effarts ensure thal financial policies and procedures
remain adaptive and responsive to the evalving needs and challenges faced by Polad Texno.

in summary, the Polad Texno Financial Falicy and Procedure Manual Is a pivatal tool for cultivat-
ing firanchal integrity, ransparency, and efficiency within the organization. It stands as a testz-
mert ta Polad Texnds commitmeant to excellence in financial management. supporfing strate-
gic objectives, and ensuring the responsible stewardship of financial resoures

1.3 Applicability and Scope

1. Applicability.

1.1. Pumoseful Inclusion _ _

1.1.1 Apphicanllity Definition The Palad Texno Financial Policy and Procedure Menual s
designed for unhverssl apolication across all departments and business Units within the argani-
zation,

1.1:2 Inclusive Aoproach. A1l employees engaged in financlal ectlivties, from entry-level staff to.
executive leadership, are subject to the policies and procedures outlined in this manuat

1.2. Cross-Functional Impact

1.2.1 Interdepartmental Consistency: The manual's applicability extends to every function,
ensuring that finaneial practices are consistent and harmenized throughout Polad Texno. 1.2.2
Callaborative Imyplvement: Emplayees across vanous functions are encouraged 1o understand
and adhere tp the manual, fostering a collaboratve and integrated financial appraach.

1.3. Regulatory Compliance:

1.3 7 Legal and Regulatory Adherente: The manial's applicability i driven by the need o adhare
to local, national, and Internatlonal financial laws, requlations, and |ndustry standards.

1.3.2 Risk Mitigation. EnsUring carnpliznce [z paramount for Palad Texno to'mitigate legal and
requlatory riaks asgoctated with financial activities

2 Scope:

2.1. Comprehensive Financial Functions:

2.1.1 Encampassing Financial Areas The scope of this manual eovers a wide array of finandial
processes, including budgeting, expense managerment, fevenue generation, cash managernent,
fingneial repariing, risk managernent, and compliance,

212 Integrated Approach By addressing varnious firancial fundtions, the manual engures a
halistic arid integrated approach e financlal management within Folad Texna



2.2. Hierarchical (

221 Coverage Across Hierarchies: The manual applies to personne! at all hierarchical levels
within Palad Texno, (ncluding entry-evel pogitions, mid-level management, and executive leader-
ship | _

22 2 Delineation of Besponsibilities. Each level of the ﬂrgamzaﬂcnﬂl nigrarchy is guided by
specific policies and procedures relevant 1o thelr roles and responsilities.

2.3, Cross-Departmental Integration:

2.3 Cress-Functional Collaboration: The manual empnasizes cross-departmental integration,
ersurng that financial activities are not sllced but mteconnected across dverse degartments
2.3.2 Communication Channels: Policies facilitate effective communication and collaboration
between departments, fosterng a unified financial approach

2.4. Adaptability and Growth;

241 Adaptatle to Change The rmanual Is designed to accommodate the evolving neads and
growth of Polad Texno.

2.4.2 Scalable Principles: Asthe grganizatlon expands or encoauntsrs new challenges; the
manual's principles remaln scalable to address emerging financlal scenatios.

2.5. Continuous Improvement:

251 Review and Enhancement The scope extends To 3 cantinuous Improvement mindset,
ENCOUraging regular reviews and updates 1o ensure the manual's relevance.

2.5.2 Feedback Mechanismm Emplayees are sncouraged 1o provide feedback, enabiing the
ofganzation 1@ meorporate insights and experences far engoing enhancement.

In conclusion, the Pelad Texno Financial Policy and Procedure Manizal is an inclusive and
comprehensive guide, applicable 1o all employees-and departments. [ts scope s expansive,
covarnnga muittude of financial functions and ensuring a consistent and integrated approach
to financial management acmss the ormanization. This inclusvity and adaptability make the
mantial a dyramic and vital resource for Polad Texnd's financial governance
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Govemance and
« Organizational Structure

2.1 Financial Governance Framework

1. Introduction:

1.1. Purpose:

1.1.1 Foundational Frameawork: The Finantig! Governance Framework section within.the Folad
Texno Financial Policy and Procedure Manual |s a comprehensive gulde to the princlples that
qrivern our financial gegision- ma.klng processes, ' -

11.2 Organizational Alighment It serves as the toffierstone for alighing financial activities with
the strategic objectives and values of Polad Texhia,

1.2, Contextual Overview:

1.2.1 Strategic Relevance This section provides an understanding of how financial governance
aligns with Polad Texnos strategic goals

122 Cultural Impact By establishing 3 financisl govemance framework, we contributeto foster
ing a culture of accountability, fransparenicy, and responsibie financial stewardship.

2. Roles and Responsiblilities;

2.1. Defined Roles:

21.1 Clarity in Functions: Clear definitions of roles and resporsitlities ensure thet each Indlvidual
invahved in financial activities understands their specific functions

212 Empowering Individuals Empowered roles faclitate efficlent dezlsion-making and contrib
Ute 1o the overall success of Palad Texna

2.2, Stakeholder Engagement:

7.2.1 Collsbermtive Involvement: Financlal rales extend beyond individuz! deparirments, empha-
sizing collabarative engagement across the arganization. 2.2 2 Cammiunication Channels:
Stakehalders at all levels are encourayed to engage in open camrmunicatian, ersurng that
financia! decisions are welkinformed and alignied with organizationa! goals

3, Decision-Making Hierarchy:

3.1. Transparent Structure:

3.1.1 Hierarchical Design; This seclion provides a transparent overview of the decision-making
higrarchy for financial matters within Polad Texno

3.1.2 Defined Approve! Processes Clear approval processes ensure that financial declelons
underan structured evaluations, enhancing transparency and accountabiiity,

3.2, Strateglc Impact:

32,1 Strateyic Decision Alignment The decision-making herarchy is desigried to align with Palad
Texno's strategic prioffties.

3.2.2 Balancing Flexinility and Caontral: The framework aliows for flexibility while maintaining
effective control meshanisms to support aglle decision-making.

4. Delegation of Authority:
4.1, Authority Matrix: - _ . .
411 Empowemment through Delegation: An autharity matrix clearly outlines the delegation of



financlsl responsibilties

41 2 Accountzhility Chieckpolms. Alongside delegalion, robust accourtability checkpoinis are
established to ensure responsible stewardship

4.2, Risk Mitigation: _ .

421 Defined Lirmits: Clearly detined lirnitations on finencial authority mitigate potertial risks.
422 Gantrol Mecharisms: Siringent contral mechanisms are |n place to monitor and manage
author|ty within established limits, safeguarding against misuse or errors.

In embracing the Financjal Gowemance Framework, Polad Texno solid|fies its commitment to
sound fimancial managerment, ethical decision-migking, and strategic allgnment. This section
serves as a quide for all individuals involved in financlal activities, fostening a culturz of financial
exgellence within our erganization. By adnering to these principies, we coliectively coniribute o
the enduring suocess and sustalnabillity of Polad Texno,

2.2 Roles and Responsibilities

1. Introduction:

1.1. Purpose: _

111 Guiding Principles: The Boles and Fesponalbilities section of the Eolad Texno Financial
Policy and Procedure Manual sarves s a definitive guide outlining the responsibilities and
functions of individuals engaged in financial activities.

1,1.2 Operational Clarity By estanlishing clear roles, this section aims 10 bring about operational
clanty, accountability, and alignment with the strategic vision of Polad Texno,

1.2. Contextual Significance:

1.2.1 Strategic Connection: This section is strategically aligned with the overall goals of Polad
Texno, ensuring that financial roies cantribute to the company's success

1.2:2 Culwral Integration: The delineation of roles fosters a culture ef accountability and collab-
oratien, promoting a shared understanding of financial resoonsibilities:

2., Key Financial Roles:

2.1. Financial Leadership:

2.1.1.Chief Financial Officer (CFO); The CFO 15 responsible for overseeing the financial strategy,
planning;and reporting of Poiad Texno.

212 Finance Tearm: Collaborative efforts vithin the finance team are essential for accurate
finanzial reporting, budoeting, and adnerence to financial policies

2.2, Departmental Involvement:

2:2.1 Departrment Heads/Managers: Department leaders play a pivotal role in budget planning,
expenditure contrel, and ensuring complisnce with financeial policies within thair respective
areas:

22 2 Individual Cortnbuters: Empleyees invoived in financial transactions are aceoyntable for
adherng to established procedures, accuratoly dosurnenting financial activities, and promptly
reporing ary devistions:

3. Decision-Making Autharity:

3.1. Approval Processes:

317 Hierarchy of Approval The manua! outlines the merarchy for financlal approvals, empha-
sizing transparency and accountabliy

3.1 2 Timely Decision-Malking: Individuals i decislon-making roles are responsible for prompt
and Informed financial decisions that align with organizational goals.



3.2. Delegation of A . _
32,1 Agthority Mattix Rales inciude the deleqatlon of autharity, with ¢lear guidelines on the
scope and limits of degision making

3.2.2 Accountablity Messures Those delegated with autharity are sceountable for their decl-
sions, ensuring compliance with established limits and protocols.

4, Compliance and Reporting:

4.1. Regulatory Compliance: _

411 Compliance Officers Designated personnel ensure that financia! activities align with
relevant laws and regulations,

412 Imernal Auditors Internal auditors play a critical rale in reyiewing and verifying compliante,
providing assurance to stakeholders

4.2, Reporting Responsibilities:

4.2 1 Financial Reporting Team: This team is responsible for the acclrate and timely preparation
af financial reparts, ensuring trensparency In the comimunication of financial Information,

4.2 7 Stakeholder Camrnunication) Roles are defined for cammubnicating financial performante
tex inrernal and external stakeholders In a clear and comprahensive rannes

5. Collaboration and Communication:

5.1. Interdepartmental Collaboration:

511 Collaborative Carmmunication: Firanclial rales necessitate effective collaboration with other
departments to ensure slignrrient with broader organizational gosis

512 Cross-functional Teams' In specific projects, cross-functions! teams rriay be formead, 2ach
with defined roles contriblting to the firancial sugtess of the praject.

6. Training and Developmeant

6.1. Continuous Leaming:

£.1.7 Traihing Coordinators. Responsible for organizing fraining sesslons 10 ensure continuous
lezrning and developrment in firancial roles.

B.1.2 Individual Development Plans. Employees are encouraged to aatively partioipate in profess
slona! developrent o enhanee their financial competencies.

In eonclusion, the Roles and Responsibllities section of the Polad Texrio Financial Policy and
Procedure Mariual provides a roadmap for individuals engaged in financial activities: By adhering
to these roles, we coliectively contribute 16 a culture of accountability, transparency, and opera-
lional excellence within Polad Texno,

2.3 Decision-Making Hierarchy

1. Introduction:

1.1. Contextual Framework:

1.1.1 Decislon-Making Landseaps: The Dacision-Making Hierarchy-section of the Polad Texno
Finargial Policy and Frocedure Manual provides a siructured framework for the assessment,
approval, and oversight of financial decisions:

1.1.Z Strateqic Integration: Alignea with Poiad Texno's strategic objectives, this hierarchy ensures
that financizl decisions contnbute to organizationa! success.

1.2. Operational Significance:
1.2.1 Operational efficiency, The hierarchy is designed to enhance operaticnal efficiency, fostering
a systermnatic approach to desision-making



1.2.7 Risk Mitigation By defining clear decision-malirig steps, this ssction mitigates risks assect
gted with finanalal decisions and establishes accountability.

2. Declsion-Making Steps:

2.1. Initial Assessment:

21,1 Firgt Evaluation’ Financial deaisions underge an initfal assessrment by the individuals directly
inyalved inthe process.

212 Degigion Complexity. Bepanding on the complexity, decisions are calegorizad for tierad
evalusiion

2 2 Departmental Reyview:

221 Departmertal Heads/Managers. Decisions invalving departmerital budgets of experditures
are subject to review by respective departiment heatls.

2 2.2 Budgetary Compliance Departmental heads ersure decisions align with budget constraints
and strategle prerities

3. Executive Approval:

3.1. Senior Management Review:

311 Senior Maragement Commities Certaln dedislons are escalated 1o the Senlor Manage-
memnt Cormmifttee for In-depth review.

3,12 Stiateqic Alignment The commitiee ensures decisions align with the overarching strategio
gazls of Polad Teano

3.2, CFO Approval:

221 Chi=f Finahiial Officer (CFOY Major financial decisjons are prasentad for final approval by
thg CRET

32 2 Finaricial Prudenpe: The OFO sssésses decisions far financial prudence, adherance to
palicies, and allgnmertt with reguiatory requirernents

4. Board of Directors Oversight:

4.1. Strategic Impact Assessment:

411 Board Review. Decisions with significant strategic impact undergo eview by the Board of
Dirsctares or Dumers of the compaty.

471 2 Stakeholder Consideratior: The Board or the owriet erisures decisions consider staksholder
interasts, requlatory compliance, and Jong-term sustainability.

4 2 Board Approval

421 Beard Approval Process Final approval is sought from thie Beard for decisions with
profound financial Implications.

427 Comprehensive Beluation: The Board conducts a thorough evaluation, considering finar:
clal, ethical, and strategic dimensions

5. Reporting and Documentation:

5.1. Decision Documentation:

8.1.1 Compretensive Racords: A% each stage datalled documentation of the decision-making
process is mairtained.

5.1.2 Audi Trail: These records ensure transparency and providean audit trai, facilitating
accountability and reference purposes.

By adopting the Decision-Making Hierarchy outined in this manual, Polad Texno reinforces its
commitment to prudent financial governance, strategic alignment, gnd cperational excellence;
Thiz structured approach to decision-making empowers stakeholders to contrioute to the finan:
cial success and sustainability of the erganization.



2.4 Delegation of Authority

1. Introduction:

1.1. Contextual Framework:

1.1.1 Authority Allocation: The Delegation of Authatity section |n the Polad Texno Financial Pallcy
and Procedure Manual delineates the process by which responsiilities and dedision-makirg
powers are delegated arross the organization

1.1 2 Operational Empawerment This section (& designed to enhante operational effisieny,
fastering a culture of empowerment and accountahility,

1.2. Strategic Significance:

1.21 Strategic Allgnment: Aligred with Polad Tesnas strategic goals, 1his deleqatian frampwork
ensures that authority 15 distrlbdted to Individuals In a manner that supports the achievernent of
oryganizational objectives

1.2.2 Flexbllity and Responsiveniess The delegation process balances e need for flexibility in
decislnn-rmaking with the imperative for maimaining caontrol 2nd oversight

2. Delegation Framewaork:

2.1. Authority Matrix:

2.1.1 Cornprehensive Matrix: The manual includes an autharity rmatrix detaling the delegation of
financial respongib(|ities acroas different roles and hierarchies

2.1.2 Grarnilar Resporsibilities: Each rofe s accompanied by 2 siear delineation of the specific
financial respansibllities 2elegated o indlvidials:

2.2. Hierarchical

221 Hierarchical Strugture: Defegation follows a hierarchical approach, with distingt levels reflaot-
irig the arganizational structure.

2.2 7 Progressive Emipowerment As individuals move up the hierarchy, the scope and cormplexity
of delegated authotity are progresaively expandesd

3. Limitations and Controls:

3.1. Defined Limits:

390 Limitation Framework: Clear limits ame set on the authority delegated to 2ach rofe and
position within the organzation.

3.1.2 Risk Mitigation: Estaplishing defined lImits serves as a risk mitigation measure, preventing
potentizl misuse or unauthonzed actions.

3.2. Control Mechanisms:

321 Monnenng Precesses: Robust control mechanisms are in place to moniorand rmanage
delegated authority within the spacified imits:

3.2.2 Periodic Audits: Penodic audits are conducted 1o engure that the delegation of authority
remains in-accordance with established policies and procedures.

4. Accountability Framework:

4.1, Responsible Stewardship:

41 1 Individual Accountability: Indwduals entrusted with delegated authorty are accountable for
the decisions and actions taken within their designated scope.

4.1 2 Performance Metrics: Aocourtabllity is reinforced through the establishment of perfor-
manae metics tied 10 deleqgated responsitdlties

4.2. Reporting Requirements;
2.1 Transparent Reporting Indviduals with defegated authority are required o provide



transparent and timely reports on their financial aciivities
4.2.2 Communication Channels: Open communication channels are maimained to faciitate
reporting ani escalste (ssues as necessary,

5. Adaptability and Review:

5.1. Adaptable Framework:

5.1.1 Scalabiity The delegation framework is designerd to be scalable, allowing for adjustments
a5 the arganization evolyes,

5.12 Respansive Updates: Regular reyiews ansure that the delegation of authionty emains
respionsive 1o changing erganizational needs and dynamics

5.2. Feedback Mechaniam:

52,1 Employee Feedback A feedback mechanism is established to allow Individuals within the
arganization 1o provide insights and suggestions related 1o the delegstion process.

522 Contiruous Improveiment Feedback is Integra! to the continuous Improvement of the
delegation framewark, enhancing lts effectiveness over time

By adoptirig the Delegation of Authority framiswark oltlined In this mahus], Polad Texno strengtit
ens fts comimitment (o organizational empowerrnent, accourtability, and strategic alignment.
This settien empowers individuals at various levels to contribute effectively to the financial
success and sustainability of the organization.









3 Financial Planning
 and Budgeting

3.1 Annual Budgeting Process

1. Introduction:

1.1. Strategic Alignment:

1.1.1 Purposeful Pianning: The Annwal Budgeting Process within Bolad Texno is a sirstegic
endeavor aimed at aligning financial planning with the overarching goals and objectives of the
arganization. _

1.1.2 Strategic Coritribution: All stakeholders are actively engaged In cortributing tothe butdget-
Ing process, enslring that financal plans are hamoniz Emh Folad Texngs strategic vision
1.2. Inclusive Collaboration: - _ _

1.2.1 Departrmental involvernent Encolurage rebust collaboration ameong departments to provide
diverse insights into hudgetary requirements: _

1.2.2 Holistia Coordinatien: Foster cross-functional cooperation to obtaln a camipiehensive
understanding of organizationa! needs and prionties,

2. Annual Budgeting Steps:

2.1. Guidelines and Tem :

2.1.1 Uniform Guidelines: Provide clear and uniform budasting quidelines to maintalt congisten-
oy and transoarency acmas all decartments

212 User-Friendly Termplates: Supply userfiendly budget termplates (o streamiine (he sibmis-
sion process, ensuring acouragy and efficiency

2.2, Timely Submission:

2.2.1 Clear Timeling: Communicate a transparent timeline tor the submission of hudget progpos-
ais, alloving departments ample-time for thorough preparation _

2 2.2 Review and Clarification: establistian open feedback loop for departments 1o seek clarifica:
tions-and refine budget suomissions:

3. Budget Review and Approval;

3.1. Comprehensive Evaluation:

3.1.7 Cross-Functional Review: Assembie a cross-functienal team to condluct @ tharough review
of budget proposals.

3.1.2 Ahgnment Assessrment: Evaluate each proposal's alignment viith strategic geals, ensuring
optimal allocation of financial resources.

3.2. Decision Protocols:

3.2.1 Approval Mierarchy: Clearly define an appraval hierarchy, specifying individuals er comrmit-
1ess responsizie for final gecision-maxing

3.2.2 Transparent Communication: Commuricate decision outcomes transparetitly, providing
feedback to departments on approved budgets.

4. Finalization and Documentation:
4.1. Consolidation:
41,71 Data Aggregstion: Consolidate approvet Budgets into & master budget, ensunng accuracy



and complateness.
4.1.2 Imegration of Feedback: [ntegrate any feadback or ad|ustments identifind during the
approval process into the final budger,

4.2. Documentation Standards:

4.2 1 Standardized Docurnentation: Maintain rgorous 2ocumentation practices toestablish a
clear and auditable trall of the budgeting process.

4.2 2 Version Centrel Implernent version contral totrack any updates or changes made during
the finalization phase,

5. Communication and Implementation;

5.1. Transparent Communication:

51,7 Communication Plar: Develop & comprebiensve commuriication plan to disseminate
budgetary information to all relevant stakeholders.

5 1.2 Clarification Sessions: Conduct sessions to address queries ar conceme raised by Teams
regarding the finalized budget,

5.2, Implementation Oversight:

521 Monitaring Implermentation: Establish methahisms W monitar the actual Implementation
of budgetary allocations,

5.2 2 Adaptive Measures. Be pregared to make adaptive adjustmenis based on chianging
business conditions or Linforesesn challenges

By adhering to the Annizl Budgeting Process cutlined in this mariual, Polad Texno ensures 2
stratenic and collaberative approach 1o financial planning, festering transparenay, accountabili
ty. and effective resource sllocation,

3.2. Budget Monitoring and Adjustments

1. Overview:

1. Dynamic Financial Landscape:
1.1,1 Continuous Vigilance Polad Texno recognizes the dynamic nature of the bBusiness anvi-
romment and emphasizes the impertance of ongoing budget montonng,
1.1.2 Adaptabllity: The Budget Monitaring and Adjusimeants process |s deslgned to be adaptive,
allowing the orgarization to respond proactively to changes In financial conditions.

1.2. Purpose:

1.2,1 Financlal Health Assurance: The primary purpose of budaget monitering Is to ensure the
financial health of Polad Texno by tracking budqet performance against established bench-
marks,

1.2.2 Strategie: Decision Support: |t serves as a vital tool for providing data-driven insights 1o
suppor strateglc decision-making

2. Real-fime Tracking:
2.1 Comprehensive Data

2.1.1 Imegrated Systems: Utilize rmegra‘r.ed fimancial systems to enabie realtime tracking of
expenditures and revenues.
2.1.2 Automated Reporting: Implement automated reporting tools for swift data sgaregation
and analysis



2.2. Key Performance Indicators (KPls):

22 Perfarmanca Metrics: Define and manitor key financial KPis aligned with organizational
ohjectives.

2.2.2 Tnreshoid Alerts: Estabiish threshold alerts to pramptly identify deviations from expected
fimancial performanace.

3. Variance Analysis:

3.1. Regular Assessment:

3.1.1 Periodic Reviews: Conduct regulsr reviews of budgetary performance to ident/fy variances.
31.2 Bepartmental Collaboration: Engage departments in vanance analysis to understand the
roat causes of devistions

3.2. Deviation Categories:

3.2.1 pxpense Variances: Calogonze vartances inlo expenseelated and revenuerelated 1o
pinpaint specific areas of concemn

3.2.2 Trend Analysis: Perfarm trend analysis to distinguish short-term fluctuations from persistent
IS5UEE;

4. Decision Protocols:

4.1. Threshold-based Responses:

4.1.1 Defined Threshalds. Zstahlish pradeterminesd thresholds triggenng specific responses to
different magnitudes of variances

4.1.2 escalation Protocols. Qutline protocols for escalating significam variances to higher man:
agement |evels.

4.2. Cross-Functional Collaboration:

4 2.1 Collaborative Recision Making Facilitate cross functional collaboration in decisian-making
processes refated o budget adjystrnents,

4 I.E 2 Strategio Alignrment, Ensure that adjustments align with strategic priorities and departmen-
tal goals,

5. Adjustment Procedures:

5.1. Documentation Standards: .
571.1 Detailed Records: Mairtain detailed records of all budget adjistrments miade during the
manitoring process

5.1.2 Audiz Trall £stablish an audit trall for trensparengy and compliance purposes.

5.2, Communication Channels: _

52 | Transparent Cemmunication: Communicate adjustments promptly and transparently to
relevant stakehnlders,

522 relucatlonal Irmmiatives Conduct educational sesslons to help departments understand the
rationale benind adjustments and foster cantinuous mproverment,

6. Continuous Improvement:

6.1. Lessons Learned: _

61,1 Post-Adjusiment Review: Canduct post-adjustment myiews to anelyze the sffectivensass of
implemented changes

61,2 Continuous Leaming Encourage a culture of continuous learning and improvement based
on lessons learred from budget menitoring and adjustments

By Implementing the Budoet Monitoring and Adjustments process outlined in this manual, Polad
Texno foriifies s commitrment to financial reslience, stratagic adaptability, and fransparen
decision-making in the everevolving business lardscape



3.3. Expense Authorization and Reimbursement

1. Introduction

1.1. Expense Authorization Framework: .

111 Palicy Overview: Polard Texno 15 dedicatad to maimtaining fiscal responsibiity thraugh a
robust Experse Authorization and Reimbursemant process

1.1.2 Compliance :nvhas~a This section autlings the guidelines and procedures for autharlzing
and relmbursing expenses in accordance with company policies and reguiatory requirements
1.2, Purpose:

121 Trapsparant Process The primary purpose s 1o establish a transparent and standardized
process for the authorization of expenses.

122 Control and Compliance It airns 10 exercise contral over expenditures while ensuring
compllance with internal policies and external regulations.

2. Authorization Hierarchy:

2.1. Hierarchieal Structure:

2 1.1 Defined Levels: Clearly define the hierarchical structure for expense authorization, shesify-
ing Individuals or roles authorizad to spprove expenses

2 1.2 Delegation Protocols: Outline protocols for delegated authorities to ensure a clear and
accountable autharization process

2 2, Threshold Limits:

2.2 1 Established Limifs' Set specific threshold imits for differert levels of autharization based
on the nature and amournt of expenses.

2.22 Exception Handiing Define procedures for handling exceptions and escalalions when
erpenses exceed desianated thresholds

3. Expense Documentation:

3.1. Comprehensive Records:

31 1 Mandatory Decumentation: Mardate the comprehensive documentatian of all sxpenses,
including receifts, invuices, and purpose justifications,

312 Hectronie Silbimisslor: Encourage the elettronic submission of expenise docurrentation
for efficiéney and accuracy,

3.2.Compliance Verification:

32,1 Internal Audits: Conduct regular Intemal audits to verlfy the comgpliance of expersa docy-
mentation with estabilished policies.

322 Documentation Retentjon: Defing retention [erods 701 expense records (o comply with
legal and regulatory requiremerits.

4. Reimbursement Procedures:

4.1. Timely Submission:

411 Submisslon Deadlines. Communicate clear deadlines for the' submission of reimburse-
mient requests t© expedite processing.

4.1.2 Prompt Reparting: Encourage emplayess to promptly report expenses for tirnely' relm-
bursement



4.2, Approval Workflow: _

4.2 1 Sequential Approval Est@hlish 2 seguential approval workfiow for reimiburserment reguests,
NBUrNg proper serutiny.

4 2 2 Ancountability. Attach accountability to approving authonties for valldating reimbursement
claims,

5. Compliance and Auditing:

5.1. External Compliance: _

5711 Requiatory Adherence, Emphasize adherence (o extemnal regulations goverming expensa
reimbursement ta mitigate legal risks.

51.2 Perindic Reviews Conduct perindic reviews to ensure alignment with evolving compliance
standards

5.2. Intemal Auditing:

5% 1 Audi Tralls: Maintasin detaled audh tralls for all expense authotization and reimbursement
transactions. _

52 2 Continuous Improvement: Utilize audit findings for continuaus improvement in the expense
mariagement process

6.1, Transparent Communication:

f.1.1 Eommunlcaﬂnn Plotacols Define clear communication protacols for nnﬂ?mg employess
atout the status of their expense authorization and reimbursement requests, 6.1.2 Feedback
Mechanism Establish a feedback mechanism for employees te provide insights and address
concens related o the process

7. Educational Initiatives:

7.1. Training Programs:

717 Expense Training Provide training pragrams ta educate employees on expense pollcies,
doournentation requirements, i the mimbursernent process.

7.1.2 Centinutus Laarming. Encourags engaing lesrnirg to keep emplovees Infarmed sbaut
updates I expense management polities.

By adhering to the Bxpense Autharization and Reimbursement procedures outlined in this
manuel, Polad Texne ensures financia! discipline, complience with regulations, and & streamlined
process that fosters transparency and accountabllity in managing company expernses

3.4. Coniingency Planning

1. Introduction:

1.1. Contingency Planning Overview:

1.1.1 Risk Mitigation Philosaphy: Polad Texna recognizes the dynamic nature of business erviran-
ments and emphasizes the need for proactive Contingency Planning

1.1.2 Strateglc Preparedness: This section outlines the guidelines and pracegures fir developing
ard Implementing effective contingency plans 1o mitigate patentlal financial risks.

1.2 Purpose:

1.21 Busiress Continuity. THe ptirmary purpose is to ensure busingss continuity i the face of
unfareseen finarcial challenges.

1.2 2 Risk Preparedness: It aims to enhiance organizational resilience by ideritifying, assessing,
and ritigating potential financial risks.



2. Risk Identification:

2.1. Comprehensive Risk Assessment:

2.1 1 ldentification Protocols: [efine protocals for (dentifying financial risks that may Impact
Polztl Texno's operations

212 Risk Calegurles Categarize risks imto [ntemal and external factors, ensuring & comprehen-
sive Understanding of f potential threats

2.2 Seenario Planning

221 Scenario Development Develop realistic scenarios deplating patential financial erises that
could affect the organization, _ i

2 2.2 Cross-Functional Involvement, Involve cross-functional teams in scenarlo planning to
capture diverse parspeatives,

3.1. Proactive Strategies: |
311 Preventlve Measures Implement preventive measures (o reduce the Tkelihood of identifie:]
finarcial fisks

31.2 Resource Allocation Allocate resources strategically to support contingency measures
without compromising reqular operations.

3.2. Response Protocols: .

321 Defined Pesponses Establish predefined responses to differert categories and magnitudes
of finaneial crises. _ .

37 2 Communication Strategies: Define communjcation stratedies to ensure transgarent and
timely dissernination af iInformation during orises

4. Regular Review and Testing:

4.1. Periodic Evaluation:

4.1.1 Scheduled Reviews. Conduct periodic reviews of contingency plans to ensure thelr
relevance and affectiveness

4.1 2 Risk Landscape Upda'tes Update contingency plans based an changes n the extemal and
inteal risk landscapes

4.2 Simulation Exercises:

421 Mosk Scenatios: Canduct simulation exercises (0 (88t the responsiveness of contingenty
measures and Identify potential gaps

4.2 2 Cross-Degartmenial Participation Encourage participation from various departments in
simulation exercises to enhance coordination.

5. Communication Protocols:

5.1. Emergency Communication Plan:

511 Communication Chaln Establish a clear communication chain for disseminating Infarma-
thon diring a financial crisls,

512 Stakehaider Incluslon, Ensure that key stakeholders are included In communication plans o
maintain transparency,

5.2, Imemal and External Coordination:

521 Interpial Teams Coordination: Facilitate cdordination armang intermal teams to ensure a
unified response

5.2 2 externgl Stakeholder Collaboration Collaborate with extermal stakeholders, such as suppli-
ers and regulatory hodies, 1o enhance overall crlsis management.



6. Continuous Improvement:
6.1. Post-Crisis Analysis: _
&.1.1 After-Action Revews. Conduct after-action reviews following a crisis to analyze the sffactive-

ness of ﬂmtmfmw [rans, N _ .
612 Lessons Leamed Document lessons (earmed and Implement impravements to enkance

future contingency planning

By adhering to he Contingency Plarning procedures outlined in tiis manual, Polad Texno demon-
gtrates its commitment {o regilence, risk mitigation, and strategic preparedness In navigating the
unceriaimties of the business landscape
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4.1 Procurement Policies

1. Introduction:

1.1. Procurement Philosophy:

1.1.1 Strategic Sourcing: Poiad Texni recognizes the critica| role of precurementin sustaining
business operations and emphasizes a stiateglc soursing philssophy

1.3 2 Efhical Procurerment This sectién outlines the princlpies and procedures goveming procure-
rment activities to ensure Integrity, faimess, and efficiency,

1.2. Purpose:

12 Resource Optimization: The primary purpose Is to aptimize the allocation of resources
through a streamlined gnd transparent procurement protess.

1.2.2 Compliance Assurance [t aims to uphold compliante with legal and ethical standards wiile
fostering fair competition among suppliers.

2. Procurement Planning:

2,1. Needs Assessment:

211 Collaborative Planning: Fatifiate collaboration between procuremenit teams ane end-users
to canduct thorbugh needs assessmants

21.2 Forecasting: Litilize histotical data and market dndlysis for acelirate forecasting of rocune
ment reduirements

2.2. Budget Integration;

2.2 1 alignmient with Budgets: Ensure procUrermen! plans align with budgetary constraints and
organizational goals. ' ' '

222 Approval Protocols, Define approval protocils for procurernent plans to ehsure financial
priidence '

3. Vendor Selection and Evaluation:

3.1. Vendor Qualification:

31,1 Qualification Criteria. Establish clear gritetia for vendor qualification, considenng factors
such as firtaricial stability, reputation, and service capabilities

3.1.2 Diversity and Inclusion: Promote diversity and inelusion by consiaering vendeors from varlous:
Backgrounds in the procurameant process.

3.2 Competitive Bidding:

321 Transparent Processes. Emphiasize trareparent cornpetitive bidding processes 1o encour-
age falr participation.

322 Bid Evaluation: Utilize standardized criteria for evaluating bids, cansidering both cost-effec-
tiveness and quality.

4. Contractual Agreements:

4.1. Standardized Contracts:

411 Contract Templates: Provide standardized contract templates to ensure consistency and
clarity in cantractual agresments



412 Lagal Peview Subject all contracts 1o legal review to ensure compliance with applicanle
izws and regulations.

4.2, Performance Monitoring: .

4.2.1 Key Performance Indicalors (KPIs). Define KPIs fof vendor performance fo assess adher-
ence 10 contraciual ebligatons,

4.2.2 Reqular Reviews: Canduet regular reviews of vendor performance to [dentify areas for
iImprovement or recognition

5. Ethical Procurement Practices:

5.1, Conflict of Interest; | _

5.1.7 Disclosure Regquirernents: Establish clear disclosure retuirements for employees invelved in
e prm.urernenl process to mitigate confiicts of |nterest

51.2 Code of Conduet, Liphold a code of conduet that emphasizes integrity, impartiality, and
ethical behavior n all procurerment activities.

5.2. Amti-Corruption Measures:

5 2.1 ArtlBribery Poiicies Implement robust anti-bribery palicies to prevent comupt practices in
the procurement process

5 2.2 Training nitiatives, Provige training to ermployess on ethical procurement practices and
anti-corruption measures

6. Continuous Improvement:
6.1. Feedback Mechanism:

6.1.1 Stakeholder Feedbaok: Establish & feedback mechanism for siakenolders o provide
ingights an the procurement process
6.1.2 Perindic Peyiews, Conduct periodic reviews of procurement policies fo iIncorporate lessans
learned and best practices.
By adhering to the Precurement Policies outlined in this manual, Pelsd Texno ensuras a fair,
transparent, and ethical procurement procsss that aligns with srganizational geals and regulatory
standards.
4,2 Vendor Selection and Management

1. Introduction:
‘I .1. Strategic Vendor Management:

1.1.1 Vendor-Centric Approach Polad Texno recognizes the pivoial role of vendors n its success
and adopts a strategic vender management approach

11.2 Value-driven Relationships: This section oltlines the principles and procadures governing
ventlor selecyan and engoing managemant 1o foster mutually beneficial partnerships.

1.2. Py

1.2.1 Hﬂ-::ient Resaurce Utllizetion: The primary purpose s to eptimize the utilization of resources
by seleating and managing ventlors who alion with Polad Teanos goals,

1.2.2 Euahty Assurance It aims to ensure the defivery of high-guiality goods and services while
promating fair and ethical business practices among vendors.

2. Vendor Selection:
2.1. Qualification Criteria:
211 Strategic Alignment: Define criteriz that align with Polad Texnu's strategic objectives, ensur:
n? venadars contrioute to organizational success

2 Comprehensive Evaluition: Conduct tharough evaluations based on factors such as finan-
cial slabiillty, reputation, and capabilities.



2.2. Competitive Evaluation: _

221 Transparent Provesses. trmphasize ransparency In vendor seledtion processes, encollsg:
ing fair competition

222 Bid Assessment Utllize standardized assessments lor bids, considefing both cost-effective-
ress and quality.

3. Contractual Agreaments:

3.1. Clear Terms and Conditions:

211 Comprahangive Contracts Develop contracts that tleatly outline tarms, conditions, and
expectatipns to avoid misunderstandings:

3.1 2 Legal Review: Subject gl contracts to legdl review to ensure compllance with applicatile
lawes and reaulations.

3.2 Performance Metrios,

321 Key Performiance Indicators (KPis) Defing KPls o measure vendor performance aganst
agreed-upon standards.

3.2 2 Regular Assessments: Cenduct reguiar assessmerts 1o gauge adherence to centraciual
obligations:

4. Relationship Building:

4.1. Communication Channels:

4.1.1 Open Cormmunication Foster open lines of communicaton betwesn Polad Texno and fis
vendors to address issues pramptly,

4. 1.2 Fesdback Mechanisms Establish feedback mechariisms for vendors 10 provide insighits on
the collgboration.

472 Collaboration Inftiatives:

4.2 1 Collaboraiive Prajects: Encourage collaborative inltiatives with vendors to drive innovation
anl mutual growth

422 Joint Irmprovement Blans: Develop joint Imijrovement plans based on fesdback and cantiru-
OU5 a558S5Ment

5. Ethical Business Practices:

5.1. Vendor Code of Conducl:

.11 Aligriment with Values: Ensure vendars adhere to ethical business practices conslstert with
Palad Texnds values.

212 Continuous Monitaring, Regulaﬂy mianitar vendars 1o varity angaing compiiarice With ethical
standards

5.2 Diversity and Inclusion:

521 Inclusive Practices: Promots diversity and inglusion by considering vendors frum various
Lackgrounds in 1he selection frocess.

572 2 egual Opportunty: Emphasize egual oppartunity for all qualified venidors, regardiess of size
or ownership

6. Continuous Improvement:

6.1. Periodic Review: _

6.1.1 Regular Evaluations: Conduct periedic evaluations of vendar relationships fo identify areas
for mgrovement.

1.2 Lessons Leamed Document lessons iesrmed and implement improvernents 1o enhiance
future vendor seiection and management,

By adheriryg to the Vendar Selection and Maragament pracedures cutlined in this manual, Polad
Texno alms to establish robust, valye-driven parinerships with vendors that contritite to the
averall success and sustainability ol the crganization



4.3 Travel and Entertainment Expenses

1. Intreduction:;

1.7, Traveland Entertainmernt Polioy Overview:

1.1.1 Strategic Expense Management: Polad Texno values the imgorance of controlled and
responsible spending, particularty in trave! and entertainment.

1 1.2 employes Well-being. This section outlines the policies and proceduras goveming travel and
entertamment expenses o ensure compliance, fiscal responsibility, and employee satistaction,

1.2. Purpose:

1.2.1 Expense Contral The primany purpose is 1o establish ¢lear guldelines for the prudent Use of
compary furds in travel and entertainmert

122 Employes Satisfaction: If sims to strike 3 balance betyween fiscal respansitility and ensuring
emplcyees can perform thelr roles effectively and enjoy work-related activities,

2. Travel Expense Guidelines:

2.1. Authorization Protocols:

2.1.1 Pre-&pproval Pracess Require emplavees to obtain fire-approval for all fravel expenses,
autlinitg the purpose, dilration, and _:q:ented costs

171 2 Budget Agherence Ensure that travel pians allgn with agprovied budgets and ofganzational
gogls.

2.2. Expense Categoriea:

2.2 Transportstion: Specify guide(ines for booking Tights, rental cars, and ather transporlation;
emphasizing cost-effectiveness.

2.2 2 Accormmaodations: Define acceptable standards for hotel accomrnodations, taking into
account beth comfort and buoget consderations

3. Entertainment Expense Guidelines:
3.1. Pre-Approval Requirements:
317 cvert Justification: Mandate pre-approva! for entertainment expenses, requirnng employees
ta Justify the business relevance of the event

312 Client engagement Fncourage entertainment expenses that contribute 1o bullding and
malraining client rélationships

3.2. Limitations and Restrictions: _

221 ParPerson Limits Set per-person spending limits for ententainment expenses (o ensure
modemtion.

222 Alcohiol and Non-busiress Expenses Clearly define imitations on alcahal expenses and
ror-business-elated entenainment.

4, Documentation and Reporting:

4.1. Receipt Requirements:

41,7 Recelpt Suprnission: Mandate the submission of detgjled recelpts tor all travel and enter
tainmerit expenses o facfitate accurate record-keeping



4'1.2 Ejectronic Submission. Encourage electronic submission of receipts for sfficiency and
accuraty.

4.2, Expense Reporting:

421 Tirely Submissior: Requie empleyees 10 submiit expense reparts prormptly upon thie
completion of travel or entertainmant activities.

422 Accuracy Checks, Conduct periotic checks 10 verlfy the accuracy of expenss reports and
adherence 1t policies

5. Reimbursement Proceduras:

5.1. Approval Workflow:

5.1 1 Sequential Approval Establish a sequertial approval workflow fortravel and entertainment
expanse refmbursements ta ensure proper sciuting

512 Accountabiiity: Attaagh aceourtability 1o approving authorities forvalidating reimbursarnent
clairms.

5.2, Timely Reimbursement:

52 1 Defined Reimbursement Periods: Cemmunicate clear timelines for the mimbursemert of
travel and enterfainment expenses

322 Prompt Progessing: Commit to processing reimblrsements promptly to support emplayee
satisfaction

6. Compliance and Auditing:
6.1. Intemnal Audits: |
6.1 1 Audt Tralls: Maintain detailed gudit tralls for all travel and entertainment expense transac-
tons

6.1.2 Policy Adherence Conduct regular intemal sudits to enisure adherence 1o established
pr:Hh:if& anhd identify areas for improvement

6.2. External Compliance:

621 Legal Adherence’ Emphasize compliance with lax requlations and other legal requirements
related Lo travel and entedainment expenses

622 Parindic Reviews Conduct perhiodic reviews to ensure alignment With evolving compliance
standards

7. Communication and Training:

7.1. Communication of Policies:

711 Transparent Communigation: Clearly communicate travel and emtertainrnent expense
policies to all employess through dccessible channels

712 Updates and Changes: Provide timely updates on policy changes o ensure amplovess ars
aware of thelatest guidelines.

7.2. Training Initiatives:

7.2.1 Training Programs: Cenduct training programs to educale employees on ravel and enter:
tainment expense policies and procedures.

7.2 2 Eontmuous |Leaming. Promaote continuous leaming 1o keep employees infommed about
updates.in expense management policies

By.adhering to the Trave| and Ertertainment Expenses policias outlined in this marnual, Polad
Texno ensures 2 balance between esponsible spending and empioyvee salisfaction; contributing
1o 3 posilve work environment and efficient business operations.



4.4 Purchase Approval Process

1. Introduction:

1.1. Procurement Governance Overview:

1.1.1 Stralegic Procurement Praciices: Polad Texne recognlzes the significanice of a well-defined
Furchase Approval Process In malrtaining flecal rmeponsibllity and ensurina strateql; srocure-
menL

1.1.2 Palicy Framewiork: This settion outlines the trinciples and procedures governing the
Purchase Approval Frocess 1o facllitate effective pracurement while adhering 1o finanglal and
opargtional gosls.

1.2. Purpose:
1.2.1 Budgetary Coritrol: The phimary purpose s to'estabhish a- controlied and transparent process
for approving purchases, ensunng alignment with approved budgets

1.2 2 Risk Mitigation: it aims to mitigate finencial nsks associated with unawthonzed or non-com-
phant purchases while facilitating efficient procurement operations

2. Purchase Reques! Submission:

2.1. Initiating the Purchase Request:

2.1.1 Requestor Responsibillty: Clearly defing the responsibities of employees inftlating purchase
requests, emphasizing accurate and detalled \nformation

212 Dosurmerted Justification: Mandate the sybmission of documented |Lstifications outlining
tha necessity and business relevance of the purchase

2.2. Budgetary Alignment:
221 Budget Verification: Integrate a system far verifying the availabiiity of budget allocations Tor
the proposed purchzse

222 Budget Holder Approval Require approval from the designated budget hiolder before further
processing the purchase reqlest

3. Purchase Request Review and Approval:

3.1. Reviewing Authority:

311 Assigned Reviewers Designate speclfic individuals or roles responsible for reviewing
plrchase requests, ensuring expertise in the relevant domain

3.1.2 Review Criteria Provide alear criteria for reviewers 10 asgess the necessdy aost-effective
ness, and compliance of the proposed purchase.

3.2. Multi-Level Approval:

3.21 Hierarchical Approval Levels: Establish a mutti-evel approval hlerarchy based on the nature
and valueof the curcnase.

32 2 £scalation Pretecols: Define protocols for escalating purchase requests that requirs addr
tional scruting or higher Jevel approval.

4. Vendor Selection and Contractual Agreements:

4.1. Vendor Evaluation:

4.7 1 Qualification Criteria; Ensure ventlors mest predefined aualiification criteria before finalzing
contracts.



412 Competitive Bidding Encourage cornpetitive bidding processes for significant purchases o
ensure cogi-effectiveness

4.2, Legal and Compliance Review: _

4731 Lagal Department Invilvement: involve the legal depariment in reviewing contractus!
agreements to ensure compliance with applicable laws and regulations.

4 2 2 Documentation Standards: Set standards for documenting vendar selection processes anid
cantractial agreaments for sudit purposes.

5. Documentation and Record-Keeping:

5.1. Comprehensive Documentation:

5.1.1 Deeument Retention Periods: Dsfine retention periods for 8/| purchaserelated documenta
tion, ensuring campliance with legal 2nd audit requirements.

51 2 Centralized Record-Keeping: Establish a centralized system for storing and managing
plrchase approval docurmeriation

5.2. Audit Trails:

521 Trangparent Audit Tralls Maintaln transparent and detalled aldit trails of the entire
plrchase apnroval process.

5,22 Internal Audits Conduat perodic internal audits to verify the acoursay and campleteness of
purchase approval documersiation.

6. Communication Protocols:

6.1. Natification of Approval:

61,1 Timely Notifications: Impiemernt a system for notifying relevant stakefiolders of the approval
status of thair purchass reguests.

6 1.2 Feetdpack Machanism: Eslablish a feedback mechanism for reguestors 1o address aly
conceims ar duarles relatnd (o the aporoval process

6.2. Denial or Modification Protocols:

§.2.1 Clear Communisatior: Clearly comrmiunicate the feagans for denial or modification of
purchase requests, providing an opportunity for clarification or adjustment

6,22 Resolution Progedures. Defirie procedures for fesolving clisputes or disagreenients ansing
from deniad or modifled purohase equests,

7. Continuous Improvement:

7.1. Periodic Review:

7.1.1 Regular tvaluations: Conduct periodic evaluations of the Plurchase Apprmal Process 10
idertify areas for impravernent.

7.1.2 Adapstation to Changing Needs: Ensure flexibiiity in the process (o adapt to evolving bust
ress needs and procuremert reguirements.

7.2. Stakeholder Feedback:

7.2.1 Stakeholder involvement Encourage stakehaoloer invelverneant i providing feedback on the
=ffecivensss and efficiency of the Purchase Approval Process

742 Feedback Implementation: Implement iniorovernents based on siakeholder fesdback to
anhance the overall procurement governance framawork

By adhenng o the Purchase Aparoval Process outlined in this manual, Polad Texnoaims 1o
achieve optiral procurernent outcornes, safeguard against unauthonzed spending and promote
a cuture of fiscal responsibility and compliance within the crgarization.
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Revenue
» Management

5.1 Revenue Recognition Policies

1. Introduction:

1.1 Reveriue Recognition Philpsopty!

1,1.1 Strategic Revenue Management Polad Texno places 8 Righ priority on scourate and ethical
revenue recognitian as a fundamental aspect of financial transparency and strategic business
gperations;

1.1.2 Peligy Frarmework: Tris section cutlines the pringiples and procadures goverming revenue
recognition toensure complisnce wilh aceounting standards and ethical business practices.

1.2. Purpose:

121 Financial Transparency: The primary purpose is 1o-establish clear guidelines for recognizing
revenue, prometing transparency and reliabifity in financial reporting

1.2 2 Compliance Assurance: it aims tp ensure compllance with relevant aceounting standards.
fostering investar confidence and supporling strategic decision-making

2. Revenue Recognition Criteria;

2.1. Realizatlon of Eamings:

2.1.1 Dellvery of Goods or Services: Recogrize revenue when goods are delivered, senvipes are
rendered, or significar performance obligations are mat.

212 Customer Accefitance Tle revenue recogriition to customer acceptance criteria, ersuring
custormer satisfaction and fUifillmert of earitractual abligations.

2.2, Price Determination:

2.2 1 Fixed or Ceterminabile Price: Recognize favienue when the prica is fixed or deterimifable and
collzatability s reasonahly assured.

2,22 Variable Consideration | variabie corsideration sxists; Lseestimation rmethiods 1o deter
rmine and recoghize reveniue within atceptable wlednce,

3. Muitiple Element Arrangements:

3.1. Separately ldentifiable Elements:

3.1 Distinet Goods or Services: Recognize revenue separgtely for distingt goods or services
within a multiple-elemeant amengement

3.1.2 Fair Value Alicoation. Allocate ransaction price 1o each elernent based on s standalone
salling pnee.

3.2 Bundle Pricing: ] _

321 Aliocation Ratins Use reasonabile and consistent sllocation ratios for bunded pricing
arangemerts, _

322 Far Valye Aszessmenis Regularly assess the falr value of bundied elements 1o ensure
accurate reveniue allocatian,

4. Contract Modifications:
4.1. ldentifying Modifications:
411 Substantive Chianges: Recognize revende Tor modifications that result in substantive



changes to the scope o price of the coniract.
412 Accounting Treatment. Adjust contract values and recognize reverive for modifications
following relevant accouriting principles

42 Customer Agproval:

491 Customer Agreerment Obtaln customer approval and formalize any madifications through
witten agreaments

4.2 2 Communication Protocols Establish communieatinon protecals o promptly address and
document any comect rmodifications

5 Reyenue Recognition Methods!

51, Point in Time Recognitior!

511 Delvery or Service Complietion: Recognize revenue 4t 3 specific point in time Lpon déivery
dr campletiont of services.

5.12 Risk and Cuntrol Transter. Tie recoyrition to the transfer of risks and control Lo the eustom-
&

5.2 Dver Time Recognition:

521 Continuous Transfer of Control: Recognize revenue over time for continuous transfer of
contrel, such as longferm prejects

522 Input ar Output Measures: Determine the appropnate method Based on INput measures
(haurs warked) or output measures (milestones achieved).

6. Documentation and Disclosurs’

6. 1. Recordkeeping Standards:

6.1.1 Accurate Recorcls: Maintain agcurate and detailed records supporting revenus recognition
decisions. , _ o .
6.1:2 Consistenoy Checks: Conduct corisistency checks 1o ensure canformity with established
meyEnue reoagnition policies

62 Exterral Reporting. .

6.2 1 Financial Statement Disclosures. Disclose revenue recogniiion pollcies and significant
|udgments in the financial statements

6.2 2 Transpareney Principles: Adhera to transparency principles in extemal reporting to provide
stakenalders vilth a clear understanding of revenue recognition methodologies:

7. Cantinuouws Monltoring and Auditing:

7.1, Internal Cantrals

711 Intermal Audits Conduct reguiar intemal audits to assess the effectiveness of Intermal
corfrols related to reveriue recognition.

7:1.2 Contral Imptovements. Implament improvemnents based on audit findings to entiance the
reliabillity of revenue réccgnition processes.

72 External Cornpliance

7271 Complisnes Checks. Siay abreast of changes in actounting standards and periodically
gasess cornmpliance with evolving reaulations.

72 2 Independent Audits. Engage extemal auditors for indepandent reviews to ensure confarrmity
with accourting principles and regulatory requirsments.

By achering 1o the Reveriue Recognition Policies outlined in this manual, Polad Texno ensures
that its financial reporting reflects the econcrmic substance of transactions, prowiding stakeholad-
ers with accurate and transparent inferrmation shout the.company's financial performance:



5.2 Sales and Invoicing Procedures
1. Introduction:

1.1. Sales and Invoicing Overview:

1.1.1 Eficient Revenue Generation; Palad Texno nacagnizes the critical rale of streamilined sales
and Involeing procedurss in maintaining positive customer reiationships and suslaining efficient
firarclal opesations '

1.1.2 Policy Framewnark: This section outlities tha pringiples and procedures governing the sales
and |rvolcing processes 10 ensure acclracy, transparency, and oustarmier satisfaction,

1.2. Purpose:

1.2.7 Revenue Optimization: The primary purposeis (o esiablish clear guideiines forthe safes and
MVBICING processes to QETimize revenue gensration

1.2.2 Custarner Satisfaction: [t aims toenhance customer satisfaction by groviding transparent
and timely involcing with accurate details of goods or senvices delivered.

2. Sales Process:

2.1. Customer Engagement: 2 1.1 Customer (dentification: Clearly identify and veriy customers
before initating sales wansactians. 21,2 Needs Assessment Conduct thorough needs assess-
mants 1o tallor offerngs Yo custamer requirements.

2.2 Quotation and Proposal 221 Transparent Pricing Provide detalied and transparent prcing
information in guotations an:| proposals. 2.2.2 Approval Process: Obtain customer appraval
before proceeding with the sales transaction

3, Order Processing:

3.1. Order Verification:

3.1.1 Aeccurste Order Entry. Enisure accurate entry of customer orders Into the system, verifying
product or service specifications

3.1 2 Customer Confirmation: Corfirm order details with customers to minimize errors and
misunderstandings '

3.2 |nventary and Avaliabllity: 3.2.1 Realtime Invertory Checks: Infegrate reaktime inventory
checks to confirm produdt avallabliity 3.2.2 Backorder Manageiment Clearly communicate ahy
backarders and provide estirnated delivery dates

4. Invoicing Procedures:

4.1. Timely Invoicing:

477 irrwmediate Invoicing: Generate and dispatch invoices gromptly upon ordsr confirmation and
fuifitirnent

4.1 2 Autornated Invoicing: Implement autornated systermns Tor Invoicing to minimize detays and
SITOrs

4.2 socurate Invoiging:

4.2.1 Detailed Line fiems: Provide detailed [ine (tems an invoices, speaifying quantities, pricas, and
apolicable taxes. .

4.2.2 Discourts and Credits; Clearly outline any discounts ar credits spplied 1o the invpice.

5. Credit and Payment Terms:
5.1. Credit Approval:



511 Credit Evaluation: Sonduct thorough credit evaluations far new customers before epproving
creditterms.
512 Credit Limits: Set and communicate eredit limils fo engure responsible eredit management

5.2. Payment Terms: _ _

52 1 Clear Terms Clearly communicate paymient terms, inciuding due dates and any aoplicable
|late foms,

5.2 2 Negotiation Froteoals Establish protocols for negotlating end midifying payinent terms-as
recessary '

6. Customer Communication:

6.1. Billing Inquiries:

6.1 1 Acgessible Support Provide acoessibie channeis for customers toingulre about invorees or
billling concarns.

6.12 Timely Responses. Commit 1o timely responses 1o gustamer inguities, resolving issues
prarmiptly.

6.2. Statements and Reminders:

621 Regular Statemerts: [ssue regular statermnents to customers summarlzing outztanding
Lalances and recent transactions.

6.2 2 Payment Rerminders: iImpiement autornated reminders for upcoming or overdus pavments.

7. Collections and Receivables Management

7.1. Collections Process: _

7.1.1 £scalation Procedures: Define procedures for escalating collections efforts m cases of
averdue payments,

7,12 Legal Action Protocols: Clearly outline pratocels for initiating legal action m cases of
FEFSSIENT non-payThert

7.2 Receiabies Monitaring: _ o _

721 Aging Analysis: Regqularly conduct aging analysis to monitor the status of recelvables and
idertify potential risks.

7.2 2 Proactive Measures, Implement proactive measures 1o address poterilal ‘ssues befare they
escalate

8. Record-Keeping and Documentation:

§.1. Document Retention:

8.1 1 Retention Periods: Define retention peniods for sales-related documents, including oiders,
Involcas, and payrment racords

B2 Audit Pregaredness: Maintain records in a manner that faciiitates irterrial and extemal
audits. '

8.2, System Integration

B2 1 Integrated Systerms: Enslire intagration betweeh sales, Involcing, and atoounting systems
to mirimize data entry enors. - -

B.2.2 Data Accuracy Checks Regliarly perform data accuracy checks o verify the consistansy
of Infarmation across systems.

By adheririg to the Sales and Inveiting Procedures outlined in this mariual, Polad Texno gims to
enhance the'efficiency of Its sales operations; malntain accurate financial records, and foster
positive custamer reldtionships through transparent and customer-focused invaicing processes.



5.3 Credit and Collection Policies

1. Introduction:

1.1 Credit and Collection Ovenjiew

1.1 1 Strategic Cradit Managament Pelad Texno acknowledges the critical role of effective oredit
ard collection policies In balaneing revenue generation and risk mitigation,

1.12 Palicy Framaeivark: This seation outlines the principles and procedures governing credit
extengion and collectinns to ansure responsible credit rnanagernent

1.2.Pu

121 Ffmllgdﬂuﬂ The primiary purpase is to estabiish clear guidelines for extending cradit,
managing credit tisks, and oiytimizing collectians.

1.2 2 Customer Relstionships: It aims to martain gositive custorner retgtionships by fosteting
trafisparent cormmunication snd fair credlit practices.

2. Credit Approval Process:

2.1. Customer Evaluation:

2.1.71 Creditworthiness Assessmant Conduct thorough assessments of the credivworthiness of
potential customers before extending credi.

2.1 2 Creait Scorng Mogels: Utlize credit sconng models to cbjectively evaluate creart risk

2.2. Credit Limits:

2.2.1 Defined Credit Limits, Estabiish clear credit limits for each customer based an their finanalal
stabilty and payment histary,

2.2.2 Penodic Reviews Regularly reviewy andl adjust credit mits as.necessary to rafiect changing
customer clroumstances

3. Payment Terms and Conditions;

3.1, Transparent Communication:

211 Clear Payment Terms. Communitzale paymeant terms and conditions trapsparently during
the credit approval process. _

3.2 Negatiztion Frotocels: Provide channels for negatiation and modification of payment erms
when warranted

3.2. Early Paymaent Incentives:

221 Incertive Struciures Establish [ncentive simuctures for early payments to encourage prormpt
settiement

32 7 Communication of Incentives. Clearly cormmunicate the benafits of early payrment 10
cUstomers.

4, Collections Process:

4.1. Aging Analysis:

411 Reqular Aging Aralysis: Conduet regulat aging analys|s toidentify overdus sotounts ard
potential collection issues

412 Risk Categorization, Categorize overdue actounts based on the severty of delinguenci.

4.2. Communication Protocols:

4.2.1 Courtesy Reminders' Initiate courieous reminders for upeorning paymeris to rririmize
urintertional ovarsights:

4.2 2 Ezcalanon Procedures: Define a structured process for escalating collections efferts based
on the age and amount of overdue aocounts



5. Collection Technigues:
5.1. Negotiation and Settlement:
5 1.1 Negollation Oppartuniies. Provicle opportunities lar negotiztion and settlement 1o address
firanclal hardships
5.1 2 Payment Plans: Offer flexible payment plans far customers facing temparary financial
chalienges.
52 Leqal Action Protocols:
521 Defired Thresholds. Estatlish clear thresholds for (nitfating legal attion agalnst persistent
s:';ehnquanmes

2 Legal Consultation’ Seek legal advice befote pursuing legal actjon to ensure compllarice
wn:h appllcanlﬂ laws and ragulatiors

6. Bad Debt Write-Dff:

6.1. Approval Protocols:

6.1.1 Authorization Levels: Define authorization levels for writing off bad debts, enswring a:
controlied progess

1.2 Review Process: mplement a review process for assessing and appraving bad dabe
write-affs.

6.2. Reparting and Analysis:

62 1 Reporting Penodicity: Provice reguiar reparts on bad debt write-offs to management and
stakaholders.

6.2 2 Root Cause Analysis: Condlict root cause analysis 1o identify trends and implernent preven:
tve measures

7. Record-Keeping and Documentation:

7.1. Document Retention: _ _ .

7.1.1 Retention Periogs Define retention periods for credit appiications, correspontdence. and
coliectjons docurmentation _

7.1 2 Audit Preparedness. Maintain records In 2 manner that facllitates irterral and extermnal
alidits,

7.2. Continuous Monitoring:

7.2.1 Menitoring Systems. Implemertt systems for cantinuous raonitaring af credit accounts and
callections activities,

722 Perindic Reviews Conduct periodic reviews of eredit and collections policies to ensure
relevarice and effectivaness

By adhesing to the Credit and Collection Policles outlined in this manual, Potad Texne aims to
strike a balante between revenue generation and fisx mitigation, fosterng responsitie credit
management and rairitEining positive customes refationshios.









Cash
« Management

6.1 Cash Handling Procedures

1. Introduction:

1.1, Cash Handling Overview:

1.11 Risk Mitigation: Polad Texno recognizes the impartance of robist cash handling procedures
In safeguarding assets and mtigating the tisk aof fraud or lass

1.1.2 Policy Framiework. This section dutlines the pringiples and procedures ginverrng the
haridling of cash ta ensure acouracy, security, and compliance with financial canrols

1.2. Purpose: ,

1.2.1 Asset Protection: The pimary purpose s to establish clearguideiines forthehandling of
cash, protecting the compary's assetsand minimizing the risk of financial discrepancies.

1.2.Z Compiiance Assurance: [ aims to ensure compliance with Intemal contrals, financial regula-
tians. and industry best practices related to cash handing

2. Cash Receipts Procedures:

2.1. Point of Sale Transactions: . ) )
21.1 Secura Cash Reglsters: Implement seclire cash registers with restricted access to authc-
fized persannel _

21 2Transaction Reconciliation Recancile point of sale transactions regularly to verify the
accuracy of cash receipts

2.2. Customer 3

22 | lssuance of Recaipts. [ssUe datslled recaipts for all customer paymants, clearly indicating
the amount paid and the date of the tranzaction.

2.2 2 Recording Payment information: Record clstomer payment informiation acourately in the
designated accounting systen

3. Cash Disbursement Procedures:

3.1. Petity Cash Management:

31 1 establishment of Patty Cash Fund: Define protocols for establishing and replenishing petty
cash funds with documertad receipis,

212 Authorizesl expenses. Clearly outline authonzed expenses that can be reimbursad through
petty cash disbursernents,

3.2. Vendor Payments:

3.2 1 Vender |nvaice Verification: Verlfy vendor invelces befare processing cash disbursements to
ensure scoUrany and legitimacy.

322 Authorized Signatories Specify authorlzed sighatories responsible for approving vendor
payments

4, Cash Counting and Reconciliation:
4.1. Regular Cash Counts:
417 Frequency: Conduct regularcash couris at the beginning and end of each business day,



412 Dyal Verification, Implement a dual verification process where twa empioyess Independent:
Wy verify and document cash coums

4.2. Reconciliation with Records: .

4.2 1 Comparison with Sales Records: Reconulie cash counts with paint of sale or transaction
records 1o identlfy discrepancies

472 2 Irwestigation Protocols. Define procedures for Investigating and resalving discrepancies,
inGiuding reporting to management.

5. Cash Handling Security:

5.1. Secure Storage:

5.1.71 Safe and Vaults Utilize secure safes and vauits tor staring cash, ensuting limited acicess to
authorized Euerﬁunnw ' '
5.1.2 Survelliznee: Implerment survelllance systems to monidor and record cash handling areas
Tor security purposes.

5.2. Employes Training:

527 Secunty Aweareness: Provide training to employess on securiy protocels and the imgor-
tanceof adhenng to cash handling procedures.

5.2 2 Confidenualty Measures: Emphiasize the importance of maintaining confidentiality regara:
ing cash handling activties.

6. Reporting and Documentation:

6.1. Daily Reports:

6 1.1 Submission Procedures. cstablish protocols for the tmely submission of daily cash
handiing reports.

6 1.2 Verification by Supervisors: Require supervisary verlfioation of daily reports to ensure
aoiuracy.

6.2. Documentation Retention:

5.2 1 Retention Periods: Define reterition periods Tor all cash handiing decumentation, inciuding
recelfts, counts, and reconciliation recards

6.2 2 Audit Precaredness. Maintaln argarized and easily retrlevable doocumentation to faciliate
irtertial @nd externdl audits:

7. Continuous Monitoring and Auditing:

7.1. Internal Audits:

711 Reguiar internal Audits Canduet periodic intemial audits of cash handling proceddres to
ider lify weaknesses or areas for improvemant

7.1.2 Corrective Actions: Irnplement corrective dctions based an audit findings to enhance the
affectiveness of cash handling controls

7.2. Bxternal Compliance:

727 Regutatary Comphance Checks; Stay informed about changes iIn financial regulations and
arsure ongeing compliance with applicable laws,

¥ 22 Independent Audits Engage external auditars for independent reviews ta verify. cormpliance
and effectiveness of cash handiing contrals.

By adhering 1o the Cash Handling Procedures outlined in this manual, Bolad Texno aims to
mamtain the integrity of its financia! trensactions, safeguard assets and ensure comphiance with
irfdustry stendards and regulstory moulfements.



6.2 Banking Relationships and Transactions

1. Introduction:

1.1. Banking Relationships Overview:

1,11 Strategic Financal Partnérships Polar] Texno recognizes the importance of establishing
and malrtaining strong bahking relalionships 1o suppart s financisl operations and strategle
objectives

1 JJ_E Pollcy Framelvork: This section outlines the principles and procedutes goverriing banking
relationships and transactions toensure transparency, security, and compliance

1.2. Purpose:

121 Financial "—*fﬁ::renny The primany purpose is 1o estabiish clegr glidefinegs formanaging
barking refatiorships and cornducting transactions (o optimize financial efficiency.

1.2.2 Risk Mitigatior: It alrms to miligate nake asseciated with financial iransactions and enkbance
the security of banking activities:

2. Selection and Management of Banking Partners:

2.1. Due Diligence:

2.1 1 Comprehensive Evalustion: Conguat thorpugh due diligence when selecting banking part-
ners, consdening financial stability, reputation, and service offerings.

21 2 Legal and Compliance Checks: Ensure that selected barks comply with all relevant legal
and regulatdry requirerments,

2.2. Relationship Management:

2.2 Designatied Relfatlanship Managers. Appoint designated personnel responsible for manag:
ing relationships with banking parners

22 2 Reguiar Reviews Conduct perlodic reviews of banking relafionships to assess service
qliality, faes, and alignment with camipany reeds,

3. Bank Account Management:

3.1. Account Opening Procedures:

311 Althorized Signatories: Clearly define aulhorized signatories for bank accounts, ensuring
allgrimernt with the company's organizational structure.

31 2 Documertation Reguirements: Establish documentation requirerrients for opening and
maintaining bark acoounts.

3.2. Account Structure and Designation:

3 2.1 Optirnal Structure: Determine the optirnal structure of bank accounis based on operational
needls and segregatien of financial responsibiities

3.2 7 Designatad Use: Cleady designate the purpose of @ach bank acoount to avoid commingling
of funds and ensure transparency

4, Cash Transactions;
4.1. Deposit Procedures:

411 Timely Deposits: £rsure 1imely deposits of cash and chetks into designated bank
3CCOUMtS.,

412 Verification Prototols Implement vedfication protecols for counting ant documeniing
depnaits accurately

4.2. Withdrawal and Transfers:



4.2 1 Autharization Requirements: Clearly define authorizallon requirements far withdrawals and
tund transters, specifying authorized personnel

4.2 7 Transaction Limits. Set transaction limits for Withdrawals and transfers to mirimize the tisk
af Lrauthorzed aciivities

5. Zlectronic Banking arid Wire Transferss

5.1. Secure Platforms:

1.1 Utllization of Secure Platformis. Use seécure and reputabie electronic barking pletformi for
financla! transactions.

512 Mult-Factor Authentication: Implement multi-lactor authentication for anline biariking
acress loenhance secyrity

5.2. Wire Transfer Protocols:

5.2.1 Verification Frocesses: £stablish ngorous verificalion processes for initiating and approving
wiretransfers;

5102 Confrmancn Recelpts: Require confirmation receipts for all outgolng wire transtfers 1o
validate ransaction compietion.

6. Bank Service Fees and Charges:
6.1. Fee Negotiations:

& 1.1 Regular Fee Reviews: Conduct regular reviews of bank senvice fees and negotiate fee
structures 1o optimize cost-effectivensss:

6.1.2 Fea Transparency Ensure transparency in fee sfructures and communicate any changes to
relevant stakehplders.

6.2, Fee Documentation: . _ _ - _

6.2 1 Detalled Records Mairtain detatled rocords of all bank seryvice foes gharged, ensuring
acturacy and faclitating reconciliation,

6.2 2 Budgetary Considerations Conslier bank service fees in budgetary planning and financil
forecasting

7. Reporting and Reconciliation:
7.1. Account Reconcillation:

7.1.1 Frequency: Conduct regular accaunt reconclliations W ensure alignrrent betwaen bank
records and intermal financial rectrds.

7.12 Resolution of Discrepancies Define procedures for identifylnd arid resolving discreépancles
In accourt baldnces. '

7.2, Monthiy Stetermens:

721 Prampt Review. Promipily review maorithly bank siatements upan receipt 1o identify any
Irregquiarities.

7.22 Decumentation of Discrepanclies Cocurnant and investigate any discrepancias found in
manthly bank statemerits.



8. Security and Fraud Prevention:
8.1. Security Protocols:

811 Employee Tralning Provide ongaing tralning o emplayces on security proltcols refated o
banking transactions

B.1.2 Password Policies Implemant sirang password policies for actess O alectronic banking
platforms

8.2 Fraud Detection arid Reporting.

821 Monitering Systems: Utllize monitonng sysierms 1o-aetect and prevent fraudulent activibes.
B 22 Incldert Reporting: £stablish orotocals for reporting and irivestigating suspected frauduient
activiiies promptly.

9. Continuous Monitoring and Auditing:
9.1. Internal Audits:

911 Regular Interral Audits: Conduet pericdic intermal audits of banking relationshipsand
transactions 1o |dertify vulnerabilities, _ o

§1.2 Correntive Aotions' Implement comentve agtions based on audit findings 1o enhance the
effartiveness of banking contrls

9.2. External Compliance:

9.2 1 Regulatary Cornpliance Chiecks: Stay informed about changes In banking regulations and
ensure ongolnt cameliance

G2 2 Indegendant Audits: Engade external auditors r Independent revieWs 16 verify compliance
ard effectiveness of banking controls

By adhering 1o the Banking Relationships and Transactions progedures outlied I this meanusl,
Polad Texna aims 1o maintain segure, transparent, and efficient financial trarsaotjons, supporting
ke company's overal financial stablity and strgteqgin dbjectives:

5.3 Petty Cash Management

1. Introduction:

1.1. Patty Cash Overview:

1.1 1 Operational Necessity: Polad Texno recegnizes the operational necessity of petty cash for
menaging small, day-to-day expenditures efficiently

1.1.2 Polley Frameworic This section eutlines the principles and procedures governing pefty cash
management 1o ensure accountabllity, transparency, and compliance,

1.2. Purpose:

121 Expense Facilitation: The primany purpese ie (o establish clear guldelines for the manage-
ment of pettr cash, facihtahng the smooth processing of small and incidental EXGEN58S

122 Control Meastires It aims to implemient control measures o preyen misuse, ensure acoy:
rate recard-keeping, and maintain compliance with financial policies

2. Establishment and Replenishment:

2.1. Authorization Protocols:

21 7 Authorized Custodiars Appalnt an suthorized custodiar responsible for the safekeeping and
rmanagerment of cetty cash



211 Authorized Custodian Appoint an authonzed custadian responsible for the safekeeping and
management of peity cash

2.1.2 Approval Process Defire the approval process for establishing arnd replenishing petty cash,
apecifying authorized pessonnel

2.2. Fund Limitations:

22 1 Establighiment Limits: Determing the initial amount for petty cash, cansidering opérational
rieeds and frequency of expenses. 2.2 2 Replenishrnent Criteria: Define criferia far replenishing
petty cash, ensuring consistency with established Imits

3. Petty Cash Dishursements:

3.1. Approved Expenses:

111 Autharized Categories: Clearly outline categories of expenses sfigible for disburseiment
from petty cash

3.1.2 Receipt Requirerriens: Mardate the submission of origing! receints for all petty cash
disburserments.

3.2. Documentation Procedures:

2.1 Expense Ferms! implement & standardized petty cash-expense form to capture.essental
detaiis for each fransaction ,
322 Signatary Approval Reduire signatory approval on expense forms befare disbursement,
ENSuring accountabiity

4, Reconciliation and Record-Keeping:

4.1. Perlodic Reconcillation; _ _

41,1 Freguency Conduct perindic recongliiations of petiy cash to verify the aocuracy of disburse:
MmEnts o _ .

41,2 Bocumentation Review Venfy that 2l reoeipts and axpenss forms align with the repanailed
amount

4.2. Record Retention: _

421 Retention Periods Definie retention periods for petty cash volchers, recelits, and reconclia-
tian records.

4 2.2 Audit Preparedness: Maintain organized and easily retrievable records to facilltate Internal
and exiemal audiis

5. Security and Euﬂndy

5.1, Safe Storage

511 Beclure Et:'n’ramzrs: Utillze secure containers or lockboxes Tor storing petty cash, ensuring
limited aceess to authprized personng! '

2./1.2 Physical Security Measures: Implemert physical security measures to protect peity cash
frary theft or Unauthorized acoess.

5.2. Employee Training:

5271 Bacurity awareness. Provide Training to petty cash custodians on security protocols and the
Irpoartance of mairtaining confidentiality.

522 Responsiollity Acknowiedgrmert Require custadians 1o sign & respansiplity ecknowledy-
ment forrmta reinforce 2ccountabifity



6. Reporting and Reimbursement:

6.1. Reporting Procedures:

6.1.1 Subrmission Profocals: Estabifish procedures for the timely submission of petty cash vouch-
ers ang reconcillation repors

6.1 2 Verffication by Supervisars: Reqguire supervisery verification of petty cash reparts to ensure
accuracy

6.2. Reimbursement Process:

6.2 1 Author|zed Signatorles. Specify authorized signatoties respensible forapproving petty cash
rRimbursemer s '

622 Prampt Reimbursermant: Ersurs arompt relfmbursement ta maintain the availability of petty
cagh for opemiional needs ' N ' '

7. Continuous Monitoring and Auditing:

7.1. Internal Audits:

7.1.1 Regular Internad Audits: Conduct periodic internal audits of petty cash procedures to idertify
weaknesses or areas for improvernent. 7.1 2 Corrective Actions: Impiernent corrective actions
based on audit findings to enhance the effectiveness of petty cash controls.

7.2 External Compliance:

7.2.7 Regulstory Complance Checks: Stay informed atiout changes in financiat reguiations
refated to petly cash managemeni and ensure ongoing compliance.

7.2.2 Independent Audits: cngage axtemal auditors for indepandent, reviews to verfy compllance
and effectiveness of petty cash qontrols:

By aghering to the Petty Cash Management procedures outlined in this manual, Polad Texro
aims 1o ensure the responsible use of petty cash, acqurate record-keeping, and compliznce with
internal controls and industry best practices









Financial Reportin
7. and Analysfspo .

7.1 Financial Reporting Guidelines

1. Introduction:

1.1. Reporting Principles:

1.1.1 Transparency ahd Acturacy Polad Texro emphasizes transparericy and accuracy In fivan-
cial refiorting to provide stakeholders with rellable nfurmation.

1.1.2 Policy Frarmework: This section outlines the principles and procedures governing finsnial
reaorting (0 ensure cansistency, comipliance, and effeciive cormmunication.

1.2. Purpose:

1.2.7 Stakeholder Communication; The prrmary purgose s o establish claar gumelmﬂ for the
preparation and dissemination of financlal reports, fostering effective.commurication with
stakeholders.

| 2.2 Compliance Assurance: 1 @ms fo ensure compliance with relevant acoourting standards,
regulatory requirements, and intermal policies.

2. Financial Reporting Responsibilities:

2.1. Designated Reporting Personnal:

211 Roles and Responsibliities: Clearly defire the roles and responsibilities of persannel invelved
in financial reparting, Including preparers, réviewers, and approvers,

2.1 2 Traning and Developmest Provide angoing training 10 feporting parsonnisl (6 enhance skills.
and awareness of teporting standards

2.2, Reporting Timeline:

2.2.1 Reporting Calendar Establisk a mgorting catendar outlinrig key dates farthe preparation,
review, and submission of financial reports.

212 2 Timely Subrmissiens: Emphasize the importance of adhenng to reporting timelines to.ensure
timely and reliable information for decisioneriaking.

3. Financial Statement Preparation:

3.1. Accounting Standards Compliance: _

3 1.1 Adherence 1o Siandards: Ensure compliance with applicable accounting standards (eg,
IFRS, GAAR) in the preparation of financial staternents

3 1.2 Updates and Chanrges. Stay abreast of updates or changes 1o accaunting standards and
pramptly implernent necessary adjusirments

3.2, Accrual Basis Accounting:

321 Consistert Application” Apply acordal basis accolnting consigtehtly across all financizl
transactions to reflect the econornic substance of attvities,

322 Clest Documantation: Mairmain clear doulmemtation supporting acttuals, adjustmants, and
egtimates made In the financial staternanis:

4. Management Reporting:



4.1. Internal Reporting Protocols:

4711 Frequency and Content: Specly the frequency and coritent of intemal management repons
to support informed declsion-making,

412 Distribution Channels Tefine the channels through which Irtemal repsorts are distributed to
relevant stakeholders

42 Key Performance Indicators [KPis),

4217 Iderlification of KPis: [dentify and define key performance indicatars relevant 1o Pelad
Texnos strategic objectives and Industry benchmarks:

4.2 2 Perindlc Reviewr Regularly review and update KPIs to align with changing business dyman
jes and goals

5. External Financial Reporting:

8.1, Anriugl and Intenim Reports:

5.1.71 Tiriely Pragatsticn: Emphasize the importanoe of tmely preparation and submilssion of
annual and interim financlal reparts.

5.1.2 Quality Assurance Implement quality 8ssurance processes 1o ensure accuracy and comy
pieteness of external financial reports

5.2. Audit Preparedness:

521 Documentation Standards: Maintain documentation standaras that facinate external audits
and reguiaiony examinalens:

5.2.2 Coordination with Auditors Colisbarate with external auditors to prowide necessary informa:
tion and address audit guenes prormptly,

6. Continuous Improvement:

6.1. Review and Update Procedures:

61,1 Begulsr Peviews: Conduct regular reviews of financial reporting procedures to dentify aress
far improvement

6.1 2 Inparporation of Feedback: Fncourage feedback from reporting personnel and siskeholders
to enhance reporing processes

6.2. Feedback Mechanisms:

621 (pen Communication Channels Establish open communication chanriels for stakeholders
to provide feedback an firanclal reports

622 Continuous Leaming, Use feadbiack 25 a bagis for continuaus leaming and improverment in
financial reporiing praciices

7. Compliance with Regulatory Requirements:

7.1. Regulatory Knowledge:

7.1 1 Awareriess Training Provide training o reporting personné! to stay Informed about changes
in regulatory requiements.

712 Requlatory Uipdates: Pegulary update financial reporting procedunes to align witn evolving
requiatory slandards.

7.2. Reporting to Regulstory Bodies:

727 Tirely Submissions: Ersure timeby and accurate subriissions of financial reports 10 regula:
tory bodies

72 2 Coordination with Requlatory Authorties: Establish pratocols for coordination with regulator
ry authorities and resgonding (o inguires.



8. Documentation and Record-Keeping:

8.1. Document Control;

£1.1 Versioning Protocals Implerment versioning protocals for financial reports and related
dodumertation

B 1.2 Access Controls: Resthict access (o financial reporis to altharized persannel (o maintain
confldentlality '

8.2, Record-Keeping Standards:

A2 1 Retefition Periods. Define retention penods for financial reports, stipporting documentation,
and cormrmunication meords.

B2 2 Audii Trall Majntenance: Maintam an atait trall to rack changes 1 financlal reparts and
enstre accourtability

9. Communication of Reporting Changes:

9.1. Intemal Communication Protocols:

& 7.1 Cammunication Channels: Establish clear channels for communicating changes iz financial
reparming procedures intemally:

9.1.2 Training en Changes Provide training to reporting personnel on updated procedures and
requiremeants

9.2, External Reporting Changes:

9.2 1 Stakehoider H{ﬂ'lflr::sﬁlﬂﬂ Notify external stakeholders, including shareholders and regulatary
bodies, of significant changes 1o financia! reporting practices

2.2 2 Transparency in Commidnication: Malntam transparency In communitating changes and
thie rationale behind them

By adhesing to the Financial Feporting Guidelines outlined In this manua!, Polad Texno airns @
ensure the production of accurate, reliable, and timely financial regorts that support informed
decisior-making and compliance with regulatary gmndmds

7.2 Management Reporting

1. Introduction:

1.1. Reporting Principles:

1.1.1 Strategic Decision Support Management reporting at Polad Texno is designed o previde:
strategic decision support by delvering tmely and relevant financial information to key.stakehald-
s

1.1.2 Palicy Frameweark: This section putlines the principies and procedures goveming manage:
ment regorting 10 ensure consistency, trensparency, and alignment with croanizationsl obyectives.

1.2, Purpose: _ _

1.2 1 Informed Decsion-Making: The grimary purpose 110 establish clear quidelines for the
preparation and distribution of management reparts, emprwering decisian-makers with accurate
and insightful financial Information .

122 Intemna Comrmunicatian: It alrms (o enfance intemal communication by faciiitating the
exchange of critica! financial Insights among managemert teams

2. Management Reporting Responsibiiities:

2.1. Designated Reporting Personnel:

211 Rales and Flegpummlltle*: Clearly cefing the roles arid respionsibiities of personnel Involved
In rmanagerment reporting, including repart prepasars, reviewers, and approvers



2| 2 Training and Developrment Provide ongolng training to reparting personne! 1o ensure profi
giency in repert preparatien and Interpretation.

2.1. Reporting Frequency:

21 Regular Fepﬂrhng C‘ﬁ:|-P'.E Establish reguiar repariing cycles, ansuring that management
mpﬂns are generated at frequencies allgned with the needs of decision makers
2.2 2 Ad Hoe Raponing. Allaw for ad hec regorting as needed for special projects or ernerging
blisiness raguiremeris

3. Report Content and Format:

3.1. Key Parformance Indicators (KPls):

311 Identification of Critical Metrics' |dentify anid define key perfamance Indicators (KPIs) that
align with Polad Texnas strategic goals and provide meaningful inslghts

3.1.2 Conslstent Measurerment Maintain consistercy in the measurement and calculation of
KPls across reporting periods.

3.2 Financial Highlights:

327 Summary of Financial Performanee Intiude a summary of key financlal performanae
indicators, such as revenue, expenses, and profitabiity.

3.2 2 Trend Analysis: Incorporate trend analysis to highlight changes and patterns in financial
metrics ovar time.

4. Budget vs. Actual Analysis:

4.1. Budget Development:

4.1.1 Collaborative Budgeting Process: Foster a collshorative hudgeting process invalving
relevant depariments and maragement teams

4.1.2 Peglistic Assumptions: Ensute that budget assumptiens are realistic and based on agcurate
historical dats and future projertions.

4.2. Variance Analysis:

421 Timely Variance ldentification: Berforrn timely varlarce analysis 1o Identify discrepanalies.
Lerwesn huﬂgﬂed and actual figures.

4.2 2 Root Calse Analyais: Canduct roat cause analysis to understand the faciars contributing to
significant variances.

5. Financial Forecasting:

5.1. Rolling Forecasts:

5.1.1 Dynamic Farecasting Appreach: Implement a rolling fovecasting aggroach 1o adapt to
changing business conditions.

5.1.2 Ingerporatian of Assumptions: Clesrly docurment and communicate the assumptions
underlying firancial forecasts

5.2, Scenario Analysis:

521 Risk and Opportunity Scenarios: Perform scenano analysls to assess e impact of poten-
tial risks and opporturitias on financlal foretasts

5.2 2 Sensitivity Analysis Conduct sensitivity arialysls 10 fjauge the sensitivity of forecasts (o key
variables



6. Narrative Analysis and Commentary:

6.1. Insights and Recommendations: S

6.1.1 Strategic Insights. Provide strategic Insights and recommiendations based on the analysls
aof fimancia data.

6.1 2 Actipnable Recammiendations. Offer actionable recommencations for addressing challeng:
5 0r capitalizing on epportunities highlighted in the reponts.

6.2. Accompanying Commentary:

6.2 1 Comextual Infermaticrs Inglude contextual nformation and explariations fo help readers
imerpred finaticlzl data acourately,

622 Farward-Looking Statements: Integrate farward-looking statemerts when applicable,
outlinifg expectations for futute financial petfarmahce

7. Distribution Channels:

7.1. Recipients and Access Control:

7.1.1 Desiynated Reg|pients: Specify designated regiplents for management reports; ensuring
ralevance to thair roles and responsbilities

7.1 2 Access Controls: Implement acoess controls to restrict sensitive infarmation only to autho
nzed individuals:

7.2. Communication Protocols:

7.2 Gistribation Methods: Define methods for distributing management reports, such as email,
secure portals, or presentations. 7.2.2 Cormnmunication Timeliness: Emphasiza the Impartance of
timaly cornmunication to supoor decision-making processes.

8. Continuous Improvement:

8.1. Feedback Mechanismas:

811 Open Communication Channeis: Establish open communication ehannels for rempuenr‘ o
provide feedback on the relevance and offoctiveness of management eparts. 8,1 2 |teratlve
Improvements Use feadback 25 a basis for [terative improvements 1o reperting content and
format.

8.2, Technology Integration:

821 Lnilization of Reporting Teals. Layerage technalogy and reponting taals te enhance the
efficiency and accuracy of report generation.

B.2 2 Training en Reperting Todls: Frovide training o reporting personnel an the effective use of
E"[Sﬂl"tll’lg T.Dﬂf'..‘i

9. Continuous Monitoring and Auditing:

9.1. Internal Audits:

9.1.1 Regular [mermal Audits: Conduct perodic ifténal audits of management reparting process:
esto identify areas fur improverment

9.1 2 Carrective Actions. Irnplerment corective actions based on audit findings 1o ehfance the
acturacy and rafiability of management reparts

9.2, External Compliance:

9 2.1 Regulatory Cormpliance Checks: Stay infarmed about changes In regulatory reguirements
related to financlal reporting for management purposes

9.2 2 Independent Audits: Engage external auditors for independent reviews m venfy comgliance
and effectiveness of managernent reponiing contrals.



By adherirg to the Marsgement Reparting procedures autlined in this manual, Polad Texno aims
to ensure the avallabilty of timely, acourate, and Insightful financial information for sffective
decision-rmaking and strategle planmning within the organization

7.3 Key Performance Indicators (KPls)

1. introduction:

1.1. KPI Definition:

1711 Strategic Metrics Key Performance Indicators (KPIs) In the context of Polad Texns repre
sent strategic matrics Used to measure and evaiuste the company's performance against its
chjectives

1.1.2 Palicy Framework: This section outlines the pringiples and progetlures governing the dent)-
fication, monitoring, and reporting of KPls to support informed decjsion-rmaking.

1.2. Purpose:

1.2.1 Performpance Assessment, The primary purpose s to estabiish a set of KP(s that align with
Polad Texnc's strategic goals and provide g comprehensive framework for assessing organiza-
tional perforrmance.

1.2.2 Continuous Impreverment: It aims 1o prorote a cuiture of continuous iImprovernent by
monitoring key areas critical to the-cormpany s sucoess and growin.

2. KP!| Selection and Definition:

2.1. Strategic Alignment:

2°1.1 Alignment with Cbjectives: Ensure that selected KiPls align directly with Polad Texnos
strategic opjectives and cantnbute to the achievement of long-term goals.

2.1 2 Periodic Revieyy. Conduct perigdic reviews 1o reassess and adjust KPls in response to
evoiving busmess priortes:

2.2, Quantifiable Measurement:

221 Measurabile Metrics Select KPS that are guantifisble and can be measured consistently
over tirne

222 Clear Definition Clearly define the calculation methads and units of measurement far each
KPl 1o ayold ambigulty

3. Financial Performance KPls:

3.1. Revenue Growth:

2.1.1 Calculation Method: Calculate the percermage increase in revenue over defined pericds
312 Strategic Thresholds: Sat strateglc thresholds far revenue groveth in aligniment with busi-
ress objsctives

3.2, Profitability Margin:

321 Calodlation Forrmula: Deterrnirie the ratia of net profit 1o total revanie, expressod asa
percertage ' '

322 Eﬂnr:hmarkmg Compare profitability margins against indusiry benchmarks for peifor-
mance avaluation

3.3. Return on Investment (ROI);

337 Investrment Assessment Lvaluaie the raturn on investment by measurmg the ratio of net
profil tothe total cost of investrient

3 3.2 Penpdic ROl Analysis: Conduct periedic analyses (o assess theeffectiveness of invest-
ITents.



By adherirg o the Maragement Raporting procedures autlined in this manusl, Polad Texno aims
to ensure the avallability of timely, sccurate, and insightfyl financis! information for effective
degisior-making and strategic plarning withir the organization

7.3 Key Performance Indicators (KPls)

1. introduction:

1.1. KPI Definition:

1711 Strategic Metrics Key Performance Indicators (KPIs) In the context of Polad Texns repre
sent strategic matrics Used to measure and evalusts the company's performance against its
abjectives

112 Palicy Framework: This section out/ines the principles and progetlures governing the dent)-
fication, monitoring, and reporting of ¥Pis to support informed decision-making,

1.2. Purpose:

1.21 Perfompance Assessment, The primary purpose s to estabiish a set of KP(s that align with
Polad Texnc's strategic goals and provide a comprehensive framework for assessing organiza-
toral performance.

1.22 Continuous Imprevernert. It aims 1o prorote a cuiture of continuous iImprovernent by
montoring key areas critical 1o the-cormpany s sucoess and growin.

2. KP!| Selection and Definition:

2.1. Strategic Alignment:

2°1.1 Alignment with Cbjectives: Ensure that selected KiPls alion directly with Polad Texnos
strategic objectives and contribute to the achevement of long-term gJoals.

2.12 Petiodic Reviewy. Conduct periodic reviews o reassess and adjust KPls in response i
evoiving busmess priortes:

2.2, Quantifiable Measurement:

221 Measurabile Merrics Select KPS that are quantifisble and can be measured consistently
over time

222 Clear Definition Clearly define the calculation methads and units of measurement far each
KPI to ayold amhbigulty

3. Financial Performance KPls:

3.1. Revenue Growth:

2.1.1 Calculation Method: Calculate the perceritage increase in revenue over defined pericds
31 7 Strateqic Thresholds: Set strategic thresholds for reveniue graveth in alignment with busi-
mess uhjectives

3.2, Profitability Margin:

321 Caloulation Forrmula: Deterrnirie the ratia of net profit 1o total revanie, expressed as a
perceriage ' '

322 EEnr:hmarkmg Compare profitability margins against indusiry benchmarks for peifor-
mance evaluation

3.3. Return on Investment (ROI);

337 Investrnent Assessment: Lvaluate the returr on investment by measurng the ratio of net
profil to the total cost of investrient

33 2 Penodic ROl Analysis: Conduct periedic analyses 1o assess theeffectiveness of invest-
ments.



throligh corparate social responsitillity inftiatives,

7.2 2 Stakeholder Comimunication: Share soial impact metrics with atakehpiders to enhance
transparency and trust

8. Reporting Protocols:

8.1. Frequency and Distribution:

Bl F.';r,orhng Periotls. Defineg the frequency of K2 reparting, congidering the needs of different
stakeh

812 Distribution Channels Specify the channefs through which KPIreports are disseminated,
ehsliring timely atcess to relevarnt parties

8.2, KPI Documentation:

B2 1 Docurmeritation Standards, Establish dlear dooumentation standards for each KPP, [ricluding
calculstion methodologies and data sources.

B2 2 Record Retentior Retain records of historical KPR data to facilitate trerid analysis and
perforrmancs benchrnarking

By agnenng wa the Key Performance indieaters outhined inthis manual, Polad Texno aims to
foster a culture of perforrnance excellence, strategic alignrment, and continuous Improvemarit
across all aspects of its business operations

7.4 Internal and External Audits

1. Introduction:

1.1. Audit Definition: _

111 Audlt Purpose: Intamal and extemnal apdits within the cortext of Polad Texno aresyelematic
examinations conducted 10 assess the effectivenass, acouracy, and compliance of financal
processes gnd controls: _ . )

171 2 Paiicy Framewaork: This section cutlines the principles and procedures governing intemal
and external audits to ensure lransparency, accountability, and continua! improvwenment

1.2. Audit Objectives:

121 Effectiveness fvaluation The prirnary objgctive (s to evaluate the etfectiveniess of intemal
caritrials, risk management. and compliance with regulatory standards.

.22 Frocess Improvernent: Audits 3m 1o identify areas for improvernent in firancial processes,
promating ogerational excellence and sirstegic allgnment

2. Internal Audits:

2.1. Internal Audit Function;

211 Independence and Objectivity: Theiiternal audit functiot operstes Independently to provide
unhiased assessrnents of firanclal procegses

212 Reporting Lines. Renart directly to the Audit Committesor the highest level of execiutive
rmianagernient W rpairiain autoriomy

2.2. Scope of Internal Audits:

2 2.1 Comprehensive Coverage Internal sudits cover all refevant financial processes, risk areas,
and compliance aspects

2 2 2 Risk-Based Approack: Utlize a risk-based approach to priontize audit foous on areas with
the fighest potential ImEact on'the organization,



2.3. Frequency and Planning:

2.3.1 Regular Audits Conduct regular intemal sudits according to a predefined audit schedule
232 Audit Planning Develop detailed alidit plans qutining the scope, abjectives, and rethodale-
aies for each audit

3. External Audits:

3.1. External Audit Engagement:

31,1 Selection ¢f Edemal Auditors: Enfage reputabie external audi tirms Wath expertise in the
Industry 8nd comgliance standards

3.1 2 Independence Assurance: Ensure external auditors maintain Independerice and objgctivity
throughout thee sudit process.

3.2. Scope of External Audits:

3.2 1 Financial Staterment Audits: External audis foous on the sxamination and verfioation of
firancial statements for acouracy and compliance.

22 2 Regulatory Compliance Checks: Assess comphiance with spplicable financiat reguiations
and reporting standards.

3.3. Coordination with External Auditors:

237 Information Accesslbiity; Provide external audions with access to relevant financlal records.
personmiel, and Inforrmation . .

4.3 2 Collabarative Apprasch Collaborate with external auditors toaddress queries and provige
additional information as needed.

4. Audit Reporting:

4.1, Internal Audit Reports:

411 Findings and Recommendations Intemal audh reports include detailed findings, recom-
mendations for improvernent, and action plans.

47 2 Distribution Protoceis: Share infernal audit reports with refevant stakeholders, Including
expoUtive maragement and the Audit Committes.

4.2. External Audit Reports:

4.2 7 Audd Opindars. Extetnal aldit reports provide opinions on the faimess and accuracy of
financial staternents.

47 2 Management Responses: Include management respanses to audit findings, outiiring
corrective aclions taken or planned.

5. Corrective Actions and Follow-Up:

5.1. Response to Audit Findings:

57.1 Management Accountakility: Hold management accountable for addressing internal and
extermal audi findings.

5.1:2 Timely Corrective Acticns. Implemant comective actions pramptly ta address identified
neficences

5.2. Fnilmu—l.;lp Machanisms:

52 1 Manitoring Implermentation Estabilish mechanisms to monitor the implementation of
carrective actions recormmended by Intemsl and external auditors.

5822 Repcrmng on Brogress. Frovide periodic Updates (o stakehalders on the status of corrective
atiipns and improvements.



6. Continuous Improvement:

6.1. Internal Audit Program Enhancement:

6.1.1 Program Evaluation Perledically evsluate the effeciiveness of the internal aldit program 1o
Idertify opporiumities for enhiancement

6.1.2 Tralning and Developrmient: Invest in ongoing training and developrnent for internal auditors
lo stay abreast of Industry best tractices,

6.2. External Auditor Feedback:

62 1 Feedback Mechanisims: Establish channels for cbtainirig feedbiagk from extermnat auditors
arl the gt process. '

&2 2 Inoorporation of Feedbatk: Use extertal auditor feedback 1o enhahoe collaboration aid
Improve the efficency of future audits.

7. Confidentiality and Data Security:

7.1. Confidentiality Protocols:

7.1.71 Sansitive Infarmation Handling: Defire protocals for handiing and safeguarding sensitive
financial inferration during internal and external audits.

7.1 2 Agcess Uontrois: Implement access controls 1o rastnct unauthenzes access 1o augit-relat
ed data.

7.2, Data Security Measures:

7.2.1 Secure Data Transmission; ensyresecure transmission of audn-related data betwaen the
company and external auditors;

722 Cata Epcryption: Implernent encryption measures o pratect the confidentiality and mtegnty
of audit-relsted information.

By adhesing to the (ntermal and Fxtemal Audits procedures outlirad in this manual, Polad Texno
alms 1o estabiish a robust audit framenvvork that ersures firancial accountability, compliance, and
continuous mprovement n its financial processes and contrals.






Risk
« Management

8.1 ldentification and Assessment of Financial

1. Introduction:

1.1. Financial Risk Management Definition:

1.1.1 Proactive Approach: identification-and assessment of financial risks within the comtext of
Foled Texno emibody the company's commitment fa 8 proactive agproach In managing uncer-
taimties that may impact its financial stability.

1.1:2 Palicy Framewaork: This section outlines the principles and methodologies guiding Polad
Texno in the identfication, zsessment, and mitigation of varous fimancial risks:

1.2. Objectives:

121 Preservation of Financia! Health: The primary objective s 1o preserve and enhance the
finanalal health of Polad Texna by systematically entifying, assessing, and mitigating potential
rigks.

12 2 Safeguanding Stakehalder interests Ensire the safequarding of stakeholder Interests by
minimizing the impact of financial rigks on the compahy’s dieratiohs-and parfonmaneca

2. Risk Categories:

2.1. Market Risks:

211 Foreign Exchange Biske [dentify and assess risks associated with fluctuations in forgign
exchange rates, particularly in reglons where Folad Texno operates.

2.2 Commodity Price Fisk Evajuate potential exposure to cormmadity rice fluctuations impact-
ng production costs and revenues.

2.2. Credit Risks:

227 Custorner Credit Risk. Assass the risk of nor-payment by custormess and implement mea-
sures fo manage credit edposure.

2 2.2 Supplier Credit Risk: cvaluate the credivwarthiness of key suppliers to mitigate the risk of
distuptions i the supply chain,

2.3. Operational Risks:

231 Technulogy Risks:Identify and a5sess risks related to techndlogy fallures, Cyberseeurity
threats, and disrutions o operationial processes

232 Supg[y Chain Risks: 2valuate vulnerablities in the supply chain, indluding dependencies on
single suppliers and potential disruptions.

2.4, Liquidity Risks:

241 Cash Fiow Risks Assess the nsk of insufficient liquidiy to meet operational and financial
octligations.

2.4.2 Matket Liquidity Fisk Evaluate potertial challenges in buying or selling financial instrurments
in the market



2.5. Regulatory and Compliance Risks:

251 Non-Comglignce Risk (dentify risks assoctated with nor-cempliznce with financial reguls
linng and implement rieasutes to ensure adherence.

2 57 Regulatary Ehar@s Risk Assess the mpact of chariges In financial requiztions on Polad
Texngs operations and financial position,

3. Risk ldentification Process:

3.1. Risk Register:

311 Comprehensive Listing Maimain a cormprehenizive risk register detailing all Identified
financlal risks categarized by type

312 Continuous Updates: Reguiarly Lipdate (he rigk register ta reflect chariges i the business
envirormiert and emerging risks.

3.2. Scenario Analysis:

327 Stregs Testing Conduct scenario analyses and slress 1es1s 10 assess the potental rnpact
of advarse econamic conditions on the company.

3.0 7 Sensitivity Anaiysis: Evaluate the sensitivity of key financlal indicators to changes In refevart
variables.

4. Risk Assessment Methodology:

4.1. Probability and Impact Assessment;

4.1.1 Likelihood Assessment: Evaluate the ikellhood of sach identified risk event accurring based
on Kistoncal data; industry trends, and expert judgment,

472 Impact Assessment Assess the patential financial and operational Imgact of each nisk
event on Pojad Texno

4.2. Risk Scoring: | _ | | |
4.2 1 Risk Matrix Uhilize & risk matrix 1o score and prioritize identified risis Gased on their praba:
Lility and impact.

4.2 7 Risk Categories Classify risks inti high, medium, and low categories 1o gulde risk manage-
ment efforts.

5. Risk Mitigation and Controls:

5.1. Risk Mitigation Stratagles:
511 Preventive Measures: implernerit preventive measures to reduce the likelihoad of high-m-

FEdt risk avents.
5.1.2 Contingency Piznning. Develop contingency plans 1o rnanage and mitgate the consequenc:
&5 of Identified risks

5.2, Intemnal Controls:

521 Pricess Controls: Strengthen Internal corrols within operational processes 1 minimize the
ooounenge of risk eventis
5.2 2 Moritaring Mechanlsms Sstablisn monitoring mechanisms to detect sarly signs of potert
tial risk everits



&, Reporting and Communication;

6.1. Perlodic Reporting:

61 Management Reports: Generate pariodic management reports summarizing the current
status of Igentified financial rsks

&.1.2 Board Reporting. Provide regular updales to the Beard of Oirectors on the company's risk
profile and risk management activities

6,2 Stakeholder Communication:

6 2.1 Transparent Cormrunication Foster transparent communication with stakehalders, Inciud-
Irg Investors, regatding the company’s approach 10 managing finantial risks

622 Disclasure Policies. Adhese to disclosure paolidies to ensure timely and accurate communi-
cation of mateiial information related 1o financial risks.

7. Continuous Improvemeint:

7.1. Risk

711 Real-Tirne Mnmwrmg (Friplerment real time monilanng systams 1o track changes In the gk
lardscape 712

Key Risk Irdicators (KRIs) Define and manitor kay sk indicators 1o provide early warmings of
potertial nsk events

7.2. Periodic Reviews:

7.2.1 Reguisr Assessments: Conduct regular assessments of theeffectiveness of nsk identifica:
tion and essessment procedures.

7 2.2 Fesdpack Mechanisms: Estabiisn feedback mechanisms for stakeholders to contribute
insints for continuous improvemant

By following the principles and procedures cutlined in this identification and Assessment of
Fnancial Risks section, Polad Texno aims fo preactivelty manage fingncial risks, ensunng the
company's resllience and sustainabilty in the face of an =ver-changing husiness envonment

8.2 Mitigation Strategies
1. Introduction:

1.1. Risk Mitigation Definition:

1.1 1 Risk Management Frameworle Mitigation strategies within the context of Polad Texno are
proactive messures mplemented to minimize the impact of fnaricial fsks on the company's
operatans and objectives

1.1.2 Palioy Framewaorle This settion outlines the princ'ples and procedures gaverning the identi-
fication, assessment, and mitigation of financial rigks

1.2. Risk Mitigation Ob

1.21 Preseryation of Value: ‘?'e prirmary objective 5 to preserve the value of Polat Texro by
rnlmrnlzlr*g Ihe negative effects of financial fisks on profitabllity, liquidity, and overall financial
heaith, '
1.22 Opesationgl Cortinuity: Mitigation stratedies sim 10 ensuite operational continuity and
resilience in the face of Lnforeseen financial challenaes.



2. Identification and Assessment:

2.1. Comprehensive Risk Assesament:

2 1.1 Risk Categuries Categorize finanaigl risks comprebensively, inclhuding market fisk, credit
risk, llouldity fisk, and operational risk.

21 2 Scenario Analysis. Conduct scenario analyses ta identify potential risk evenls and thelr
potertial Impact an the erganizstion

2.2, Risk Appetite and Tolerance:

221 Definition: Clearly detine the cormipany's fisk apoetite snd toleranue l8vels Tor diffdrent types
of firancizl risks.

2.2 2 Alilgnment with Objectives: Ensure ihat risk appetita allgns with the coimpany's strategic
objectives and sharehiolder expectations

3. Market Risk Mitigation:

3.1. Hedging Strategies:

317 Darivative Instrurments: Utllize derivative instruments; such as futures:and options, to hedge
againstadverse mevernents in interest rates, exchange rates, and commadity prices. 3.1.2 Risk
Monitering: Implerment continueus merntenng mechanisms o assess he effectiveness of
hedging strategies.

3.2 Diversification:

321 Portfollo Diversification: Diversify investment partiolios to spread market risk across differ-
ent assel classes.

322 Asset Allocation: Regularty review and agjust asset aliocations based on market conditions
and risk assessmeants.

4. Credit Risk Mitigation:

4.1. Credit Assessment Procedures; _

4.1 1 Credit Storing Implemeant rigorous credit scaning systems for evaluating the creditworthi-
ress of cuslomers, suppliers, and bisiness partners

412 Regular Beviews: Conduct perlodic reviews of credit assessmients 1o update risk profiles
and adjust oredit limits accordingly

4.2, Cradit Insurance:

2.1 Insurance Policies: Qbtain credit inglrance poliaies o protedt agairist nor-gaymeant by
customers or default by busiriess partners.
477 Policy Review: Feguiarly review credit insurance pollcles to ensure alligninient witH the
COMDEnY's sk exposule ' '

5. Liquidity Risk Mitigation:

5.1. Cash Flow Management:
5.1.1 Cash Flow Projections! Develop accurata cash flow projections to anticipate llguidity needs

gnd potential shortfalls,
512 Comtingeney Funding: Establish contingeney funding pians to address unexpected liguidity
challenges:

5.2. Credit Facilities:



52 1 Esiablishment of Credit Lines. Secure credit fagiiities with banks or financial Institutions to
proyide additional liguidity during petiods of finsnclal stress,

52 2 Regular Stress Testing: Condluct stress testing on credit facilities 1o 2ssess their adequacy
under various financial scenaries.

6. Operational Risk Mitigation:

6.1. Business Continuity Planning:

61 1 Contingengy Plans Develop and maintain comprehensive business continuity plars t©
ehslire uninterruptad oparatinns In the face of oparatipnal disruptions

6.1.2 Ragular Drills: Conduct reguiar drils and simulations to1est the affectiveriess of business
continlity plans.

6.2. Cybersecurity Measures:

6.2.1 Seourity Pritocols: Implement rebust eybersecurity megsures tu protect against data
breaches and cyber threats

£.22 Employes Training: Provide ongaing training 0 employess on cybersecurty best practices
to rmitigate the risk of imternal threats.

7. Risk Monitaring and Reporting:

7.1. Key Risk Indicators (KRls):

7:1.7 Identification of KRIg: Define and monitor Kev Risk Indicators (KRIs) specific to each type of
firancial risk

7.1.2 Thresholds and Alerts: Set threshold levels for KRIs; triggering alertz and prompt agtions
when threshalds are breached,

7.2. Reparting Protocols:

721 Regular Reporting: establish reguler reporting mechanisms for commiunicating the status
of financial risks to executive management and the Board,

7.2 2 cxception Reporting. implement exception reparting to highlight significant deviatians from
estabiished risk tolerance levels.

8. Continuous Improvement:

§.1. Risk Management Reviews:

8.1 1 Periedlc Reviews Conduc periodic reviews aof the effectiveniess of risk rritigation stiategies
arid adjust them hasad on changing business conditions

812 Lessons Leamed Incorporate lessans leamed from risk everits into the continuods:
Improvernent of risk management processes

8.2, Stakeholder Communication:

B2 1 Transparent Communication Malntain transparant comrmunication With stakeholders,
Including sharehdiders and reguiatory bodies, regarding the company’s fisk management practic:
i :

B2 2 Engageiment and Feadback Choourage stakenolder engagermant and fesdback 10 erhance:
risk managemeri practices and foster trust

By adnenng to the Mitigation Strategies of Finencial Risks autiined in this manual, Polad Teing
aims to establish a resllient risk management framewvork that safeguards the cormnpany’s finan-
cial healtn and contributes 1o sustainable growdh.



8.3 Insurance Policies and Coverage

1. Introduction;

1.1. Insurance Policies Definition:

1.1.1 Risk Transfer Mechanism Insurance palicies within the comtext of Polad Texna serve asrisk
transfer mechanisme, providing financial protection sgainst unforeseen everts that could Impaat
the comipany's assats, oferatinns, and persannel

1,12 Policy Framework: This section outlines the principles and orocedures governing the idenli-
fieation, procurernent, and management of insurance policies 1o mitigate potential financlal risks

1.2. Objectives:

1,2.1 Risk Mitigation: The prirary cbjective is 1o mitigate financial risks by securing-appropriate
insurance coveragn for koy aspedts of Polad Tevnos operations.

1.2.2 Carnpliance: Ensure compliante with industry standards, legal requirsments, ard canfractl-
al nbligations related 10 insUrance coverage.

2. |dentification of Insurable Risks:

Z.1. Comprehensive Risk Assessment:

211 Risk Categores: Categorize potential nsks comprenensively, including property damage,
llability, business inferruption, and persornelrelated rsks

2.1.2 Risk Profiling: Develon risk profiles for each category to sssess the level of insurablityand
coverage needs.

2.2. Regulatory Compliance Checks:

221 L.egal Requirements: [dentify and understand legai-and regulatory reguirerents refatad to
insurance aoverage N each junsdiction where Polad Texno operates,

222 Contractual Obligations: Review contraciual agreements 1o ensure complianse with (nsur
ance-selated provisions and cbiigations

3. Types of Insurance Policies:

3.1. Property and Casualty Insurance:

3.1, Coverage Scope Procure proparty insurance 10 protect physical assets, moluling buiddings,
equipmant, and |mentary

412 ||abiity Coverage: Obtain fiability Insurance 1o project against claims related 1o third-party:
hodily Inury, property damage, and legal llsbilities.

3.2. Business Interruption Insurance:

3 2.1 Coverage Parametars: Secure business Interuption Insurance te cover financial losses
Ineurred during perlods of operational disruptions

3:2.2 Confinuity Planhing: Align business imerruption coverage with business continuity plans fo
gnkure seamiess financial protection

3.3, Personnel-Related Insurance:

131 Employee Health Insurance: Provide comprehensive health insurance coverage for employ-
ees, including medicdl, dental, and vislon berefitz

3.3.2' Workers Carmpensation: Acguire warkers' compensation insurance to cover medical
expenses and lost wages for emplayess injured on the job



4. Insurance Procurement Process:
4.1. Competitive Bidding:

4.1 1 Vendor Selection Engage ina competitive bldding process to select reputshie insurance
praviders with expertise In the industry,

4.1 2 Coverage Cornparisan Saluale coverage options fram multiple providers, conaidering
terms, conditions, and pricing '

4,2, Policy Customization:

4 21 Tajiored Policies: Wark with insdrance providers 10 customize policies bassd on the nigue
rieeds and risk profile of Polad Texno,

4.2 2 exoldsions and Inclusions, Claarly define polioy exclusions and Inciuzionsto allgn witr the
carmparny's risk tolerance levels.

5. Folicy Management and Fenewal:

5.1. Policy Documentation:

5.1.1 Aecord Keeping: Maintain accurate and up-to-date records of all insurance polices, includ-
ing policy tarms, coverage imits, and contact information for insurers

5.1.2 Dogument Retention: Adhere 10 document retention standards to facilitate audits, renewals;
and claims processing

3.2 Renewal Strategies:

521 Palicy Review: Conrkict reqular reviews of Insurance policies to assess their relsvance and
adequady in ight of changing busmess ponditions

5 2.2 Renewal Negotiations: =ngage (0 proactive negatiations with insurers during pollcy renei-
als 10 secyre favorabie terms and conditions

6. Clairms Management:

6.1. Reporting Protocols:

&:1.1 Tirrely Reparting. Establish protocals for timely reporting ofinclderns that may lead 1o
Instrance clalms
6 1 2 Bogumentation Campile tharough dogumentaticn, intluding incldent recarts, photograghs,
and witfiess statemants, 1o sUppon claims preeessing

2 Clalrms Handling Process

6.2.1 Coardiration with Insurers: Collaborate with insurarice providers during the cl@ims handling
protess to emsune efficlent and fair resglution

622 Cispute Resolution: Estabiish procedures for resolving disputes with insurers, including
mediation or legal recourse if necessary,

7. Insurance Compliance and Audits:
7.1. Compliance Checks:

7:1.1 Regular Audits: Conduet reguiar audis to verify compliance with insurance-related lagal
requirements and contractusl obligations.

712 Fohcy Adjustrments: Adjust insurance policies as needed 1o rmaintain compliance with
changing regulations and business operations.



7.2. External Auditor Coordination;

7.2.1 Auditor Access Brovide extemnal auditors with aceess 1o relevant insurance documerntation
during finarcial audis.

7 2.2 Reporting Requiremenis: Fuiflll reperting reguirements related (0 insurance coverzge In
financial staternents and requiatory filings,

8. Continuous Improvement:
8.1. Benchmarking and Industry Trends:

B 17 Benchmarking Regulary benthmark insurance coverage agains! imdustry standards and
bes! praciices. '

812 Industry Trends: Stay Informad about ermerging trends in insurance and risk managernent
lo adapt policies aecardingly.

8.2. Stakeholder Commiunication:

E.2.1 Transgarent Commurication: Commurnicate effectively. with stakeholders, including
employees, shareholders, and requlatory bodies, about the company’s Insurance pelicies and
COVETAge .

B2 2 Risk Eclueation: Provide ongoing education to emplayees about Insurance coverage, alaims
procedures, and nsk mitigation sirategies.

By.adhenng to the principles and procedures outlined In this Insurance Policies and Caverage
section, Polad Texno aims 1o establish a robust and adaptive insurance framework that effeative-
ly mitigates financial rieks, ensures compliance, and promotes the iong term sustamabliity of the
COMpary.









Com ‘Jhance and
 Legal Framework

1. Introduction:
1.1. Compliance Definition:

111 Reguiatory Adherence: Campliance with financial reguiations within the contesxt of Polad
Texno signifies the campary's commitment to adkering to applieable [aws, standards, and
guidelings geverning financial operations.

11.2 Polley Fremework: This section outlines the princlples and procedures gulding Polad Texno
i maintaining compliance with firancial regulations to uphold ethical standards and legsl oblige
tians: ' '

1.2. Objectives:

1.2 1 Legal Conforrmity. Ensure that Polad Texnd condiicts its finanicial actvites in accondance
with lecal, national, and International linancial reguiations.

1.2.2 Risk Mitigation: Design compliance measyres 1o mitigate legal and reputational nisks asso-
clated with norrcomphance, fostering a cuiture of transparency and responsiity.

2. Regulatory Landscape:

2.1. Jurisdictional Understanding:

211 Giobal Operations: Acknovledge diverse regulatory emviranments in reglans where Polad
Tewno operates and understand iImplications for financa! operations
2 1.2 Continusus Monitaring Implement mechanisms for continuaus monitoring of changes in
fi nanmm regulations to ansure timely adustments 1o polices and procedures

2 Industry-Specific Regulations

2.2.1 Secinral Cornplisnes Recogrize and adhere 1o ndustry-spacific requiations relevant to
Polad Texnds operations, slich as manufaciuring, technology, and irternational trade,

72 2 Specigiized Cornpliznce Tearns: Establish specialized cornpliance tesms to Intemiret and
implement regulations specific to the company's Industry

3. Compliance Framework:

3.1. Regulatory Compliznce Officer:

371.1 Appoimtrment: Designats & Regulatory Compliance Officer responsible for oversesing the
campany's cornpliance efforts.

3.1.2 Reporting Lines: Ensure the Regutatory Compiiance Officer reports directly 1o executive
management to mantain iIndependence.

3.2 Cornpliance Risk Assessments:

221 Periodic Assessments' Conduct reqular compliance nsk assessments to identify potantial
greas of nen-compliance.

3 2.2 Risk Prioritization: Priomtize compliance risks basad on potential impact and athood,
puiding resource allocation for mytigation efforts.



4. Policy Development and Documentation:

4.1. Regulatory Mapping:

4.1 1 Identification of Applicable Pegulations: Develop a cornprehensive list of financlal reguls-
tmrnﬁ applicatie to Polad Texmo

4.1.2 Mapping 1o Uperatiuns. Map identified regulations to specific financial aperations and
processes within the campany
42 Paliey Formilation:

421 Policy Tevelopment Formulate clear and canclse policles oullining procedires for compli:
ance with identified financial regulations,

472 7 Aeesssibility, Frisure policles areeas/ly access|bie fo all employess and stakehalders

thraugh centralized dooumentation repositories

5, Training and Awareness;

5.1. Employee Training Programs:

57,1 Mandamry Complisnce Training Implement mandatory compliance training programs for
all emplovess, especially those invalved in financial roles

5.1 2 Perlpdic Refreshers: Conduct regular tramning refreshers 1o upddate employses on changes in
regulations and compzany policies:

5.2, Communicaticn Channels:

5.2.1 Open Communication; £stablish open communieation channels for employees to seek
clarfication on comiliance matters.

322 Aranymaus Heporting Implement mechanisms for anonymous reporting of poteriial
comoliance violations 1o encourage transparency

&: Montarmg and Beparting:

6.1. Compliance Monitoring:

6.1 1 Pegular Audits Conduct routine intemal gudits to assess compliance with financlal regula-
Lt

& | .2 Key Performance Indicators (KP[s): Es1ablish KPls 1o measure and menitar compliance
peErfomance over time

6.2 Rerorting Protocols

621 Reporting Structures: Develop reparting struciures that faclitate communieation af cornpl}
ance issues o axecutive managemient and the Board.

6.2.2 Timely Reparting. Ensure tirmely reporting of mater|al compliance breachies to relevart
stakenolders

7. Corrective Actions and Remediation:
7.1. Incident Response Plans:

7.1 1 Predefined Protocols: Develop predefingd Incldent response plans for addressing instances
uf noncomgliance

7.1.2 Root Cause Analysis: Condutct thorough root cause andlyses 10 understand the fagtors
contnbuting 1o comgliance breaches.



7.2. Remediation Strategies:

721 Comective Actions: Implernert prompt carfective actions to address [dentified compliance
defivieroies

7.22 Preventive Measures, Introduce measiires ta reduce the [ikellhood of recurring compliance
lssues.

8. External Regulalory Reporting:
8.1. Reqgulatory Filings:

817 Tirrely Flings: Casure dmely and accurate subrmission of requlatory Hilings reqUiret By
relevart authorities:

B.1 2 Quality Assurance: Irnplement quality assurarice processes to verify the accuracy and
completeness. of regulatory sUbrissions

B.2. Regulatory Relationships:

8.2 1 engagement with Reguiators: Establish open lines of communication with reguiatory
authorties to foster a cooperative refationshio

8 2.2 Proactive Compliance: Proactively engage with regutators to seek guidance on interprefa-
tions of cornplex regulatony reguirements.

2 Continuous Improverment

9.1. Regulatory Updates:

3| 1 Subseription to Regulatory Alerts: Subscribe to requlstory alents and updates 1o stay
informed abioul changes In financia! regulations _

3| 2 Adaptive Policies Adjust policles and procedures promiptly to reflact changes in requlatary
reguirements.

9.2. Performance Reviews:

9.2.1 Perlpdic Reviews: Condugt periodic reviews of the compiliance framewark's effectiveness
and adiust strategies based on lessans learned,

922 Banchmarking Reguiarly benchmark compliance praclices against industry standards (o
iderrtify areas for merdvernent and adopt best practices

By adheripg to the principles and protedures outlired In this Compliance with Firiancial Begula-
tons section, Polad Texng aims 1o establish a robust framewark that ensures legal conformity,
mitigates rlsks, and upholds the highest standards of Minanclal intagrity across its operatitng.

9.2 Reporting to Regulatory Bodies

1. Introduction:

1.1. Regulatory Reporting Definition:

1.1.1 Obligatien 1o Regulators. Reporting to regulatory bodies within Polad Texno signifies the
;Enmsparws-cummmnem to transparency, acceuntability, and compliance with laws and regula:

1.1.2 Policy Framework: Outlines procedures and responstbilties involvedd in reporting financial
irforrmation o regulatory bodies in adberence 1o statutory requirements,



1.2. Objectives:

121 Tirmely Cormpliance: Ensure Pelad Texro mests regylatory reporting obligations In s timely
and sceurata manner to avoid panalties and legal issues

1 22 Transparert f.an‘1mun callon: Facllitate transparem cornmiinication with regulatary authar-
ties, fostering a positive relatonship and demonstrating 2 commitment to ethical business
practices.

2. Regulatory Reporting Framework:
2.1. Regulatory Compliance Officer:

2.1.1 Apnairitment Designate a Regulatary Cornpliance Officer to overses the regulaory rport-
Ing procees

2.1 2 Expertise Ensdre the Reguiatory Compllarioe Offlcer possesses kmowledge of relavart
reguiatary regdirtemarnts

2.2 Regulatory Landscane:

2.2.1 Identification of Regulatory Authorities: Domipile 3 comprehensive st of reguiatory bodies
ovarseaing Polad Texnds operations.

2 2 2 Mapping Reporting Requirements: Align specific reporting reguirements with each regulato-
ry autharity, oonsldesing junsdictional varations.

3. Reparting Procedures:

3.1. Periodic Reporting:

311 Scheauled Submissions Develop a schedule for perindic regquiatory reporting based on
cach authanty's requirements:

3.1.2 Data Accuracy: Ensure eccuracy and completeness of financlal data In regulatory reports.
3.2 BentDrven Reporting:

2 1 Trigger idertification Identify events or transactions triggering ad-hot reporting require-
ments
3 2.2 Prompt Natification: Establish procedures for promiptly natifying regulatory suthorities of
relevant everits needing Immediate attemtion

4, Compliance with Regulatory Standards:
4.1. Standardized Reporting Formats:

411 Adherence 10 Termplates: Usé stdndardized reporting templates prescribed by regulatony
alithorities, ' '

471 2 Consistency In Preseritation Cnsure consistency In presenting finaricial data atross varlous
reports

42 DataSepurity and Canfidentiality:

4.2.1 Segure Transmussion. Implemant secure shanneis for transmitting sensitive financial
information.

4.2 2 Confidentiality Measures: Incorporate messures to safeguard proprietary and confiderntial
irforrnation during regorting

5. Regulatory Relationship Management:
5.1. Engagement Protocols:



511 Proactive Cammurnigation. Proactvely engage with regulatory authorities for guidance an
reperting requirements and Updates.

5 1.2 Relalionship Building: Foster posithe relationships with regulatory officials throlgh trans
parent and cooperative communication,

5.2, Query Resolutinn,

5.2 1 Tirriely Reaponses: Esiablish protocols for addressing queries or requests fram regulatory
bodes pramptly

5 2 2 Decurmentation of Communications: Malrain comprehensive records of communications
with regulatary authorities for audit and compliance purposes:

6. Internal Review and Approval:
6.1. Pre-submission Review:

6.7.1 Internal Audit Cenduct pre-submission irmemal audits to validate accuracy and complete-
ress of regulatony rejorts.

.1 2 Review Committes Form a comimittes to ensure ail requlatory reporting reguirements are
met before submission

6.2. Approval Process:

621 Hierarchical Anproval impierenta hierarchica! approval process mvolving key stakeholders
and managemeant, _

622 Docurmentation of Approvels: Document approvals for accountabllity and recard-keeping
FLI‘I'EIDEEE:

7. Comnuous Impmavement:

7.1. Regulatory Updates:

711 Subscription 1o Regulatary Alerts: Stay nformed about changes in regulatory requirements
through subscriptions to regulatony alerts. -

71 2 Adaptive Reporting Adjust reparting procedures promptiy (n responsa to chahges |nreguls
tory standards.

7.2. Performance Reviews:

7.2.1 Perindlc Assessments: Conduct perlodic: assessmients of the effectiveness of the regulats-
ry reparting framewark

722 Feedback Machanisms: £stablish feedback mechanisms for stakeholders invalved in
repiorting 1o contribute (neighta for continuous improvement.

By adneding to the ptincoles ahd procedures outlined In this "Repérting to Regulatory Bodles®
setion, Polad Texne alims to estallish & robust and cm‘npﬁaﬁt framework for Fulfilling its regula-
tofy reporting obligations, contributing 1o the company's overall cammitinent to legaland ethical
blusiness conguct. '

9.3 Legal Compliance in Financial Transactions
1. Intreduction:
1.1. Legal Compliance Definition:

1.7.1 Transaction Integrity: Sigrifies Polad Texnos eommitrment to corductng financial activities
with Integrity, transparency, and adnerenceto laws and reguiations



1.1 2 Policy Framewark: Outlines prine|ples and procedures guiding leosl compliance throughout
financial tansactions

1.2 Objectives

1.21 Risk Mitigation Mitigate legal and reputational risks sssociated with noncompliance In
financial transactions,

1.2 2 Transaction Securty; Ensure legality and security of financlal fransactions, fostering trust
among stakeholdess ' '

2. Regulatory Landscape;
2.1. Jurisdictional Understanding:

21 1 Global Operatioris: Acknowledne diverse regulatory erivironimernits Inregions of operation,
urderstanding implications for financial transactions
212 Legal Cornsultation Engage legal professionals to navigate cornplex fegal landscapes in
different jurisdictions.

2 Industry-Specific Regulations:

2 21 Sectoral Complance: Adhere to industry-specific regulations impacting financial transac-
tions {e:g, manufacturing, technoiogy, International trade).

2 2 2 Lagal Compliance Teams: Estakllsh specizized legal complance teams interpreting and
implernenting industry-specific regulations:

3. Transactional Compliance Framework:
3.1. Legal Counsel Engagement:

271 early Involvernent; Engage lega! counsel early in transactional processes for insights (hm
patential legal implications. _ B _
a1 2 Continuous |Legal Support Collaborate with legal prafessionals for realtirme iegal quldance
during transactions

32 Due Diligence Pmcedures.

221 Comprehensive Assessments: Canduct thorough due diligence on all trensaction parties to
iderify legal risks.

2.2 2 Legal Opinion: Seek legal apinions on transaciion legality and compliance, especially in
camplex or high-value cases

4. Contractual Compliance:
4.1. Contractual Review:

4.1.1 Legal Scrutiny. Subject dll transaction-related contracts 1o legal sorutiny 1o ensure compli
arce ' ' '
4.1.2 Transparent Terrme £nsure tansparency in contractual terms to mitigate potential disputes.
42 Regulatory Fllings:

421 Tirrely Submissions: Submit regulatory filings related to transactions accuratety and
prarmpthy.

4.2 2 Internal Compliance Checks: Implement internal checks for completenass and accuracy of
requlatory submissions.



5. Anti-Money Laundering (AML) and Know Your Customer (KYC) Compliance:
5.1. AML Compliance:

5.1 1 Due (iligence Pratocols implement rabust AML due diligence protocols to prevent meney
laurdaring.

5.12 Reparting Suspiciaus Transactions: Establish methanisms for reporting suspiclous trans-
actions promotly

5.2, KYC Compliance:

521 CustdmerVerificatlun - Adhere to atringert KYC pracedures for verifying transaction party
|dertities. ' '
572 2 Periodle KYC Updates: Reguiarly update custorner inforrmiation In lire with regulatory
requirermeris.

6. Transactional Record-Keeping:
6.1. Document Retention:

6 1.1 Mandatory Record-Kesping: Maintain comprehensive records of all financig! ransactions.
6:7.2 Data Privacy Compliance Ensure Transactional records align with cata crivacy regulations:
6.2. Audit Trall Maintenance:

6.2 1 Digltal Trail £stabiish g digital audit trail for elegtronic transactions ensunng tracsability and
accountabllity

£:2.2 Pegulsr Audits: Conduct gerindic audits of transactional records for complianege and
Improvement

7. Legal Training and Awareness:

7.1. Legal Training Programs:

7.1.1 Ermplayae Training. Provide angaing legal training for employess invalved intransagtions.
7.12 Lagal Awareness Campalgns Corduct campaigns to keep emplayees infarmed abetit
evoiving l=gal requirsments,

7.2. Legal Compliance Communication:

721 Clear Communication: Establish clear channeis for legal guidance on speclfic transacions

7.2 2 escalgtion Protocols Implement protocols Tor seeking legal advice In complex or uncerain

B, Continuous Improvement:
8.1. Regulatory Updates:
B.1.1 Subscription to Legal Alerts: Stay informed about changes in laws affecting transactions.

B1 2 Adaptive Procedures: Adjust transactional procedures promptly to reet changing legal
reqUiremerts.



821 Peripdic Assessmenis. Reylew effectiveness of legal compliance procadures inransac
thons.

82 2 Feedback Mechanisms: cstablish mechanismes for siakeholder feedback 10 irnprove proce-
dures,

By adhering to these principles and procedures, Polad Texro alms to establish a robust frarme-
work ensuring legality and integrity in financial transactions; upholding the highest staridards of
lega! comnpliancs and ethical business conduct
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1 0 Documentation and
« Record-Keepingand

10.1 Document Control and Versioning - Polad Texno Financial Policy and Procedure Manual
1. Introduction:
1.1. Document Control Definition:

1.1.1 Bocument Irtegrity, Essential for rrartaining imegnty, confisentiality, and agcessibility of
finannial policy and procadure docdmantation _

1.1.2 Palicy Framewaerk: Qutlines principles and procedures quiding document eaniral and
versioning

1.2. Objectives:

1.27] Data Integrity Ersure aceliacy and corsistency of finaticial paiiey ahd procedure docl-
mefits. ' '

1.2 2 Version Traceahility: Maintaln & clear versidning syatem to trace ¢hanges gnd updates to
docurmeniaton

2. Document Types:
2.1. Financial Policy Documants:

21 1 Poligy Maruals Compratensive finsnaal polioy manuals autlining everarching principles
ant guidelines .

21 2 Protedure Documents. Cetalied propedure dotuments providing step-by-step guidance for
financlal processes,

2.2. Supporting Documents:

2,21 Formsand Templates: Standardized forrns and templates supporting francial ransactiong
and reporting. '

22 7 Reference Materials Documents serving as reference guides for spectfic financial tesks

3. Document Creation:
3.1. Ownership and Responsibility:

3 1.1 Assigried Owners. Assign document owners respons|bie for craation, review, and updates.
3 1 2 Aeview Periods: Estabiish regular review perfods for dewument rslevance and acturacy

3.2. Collnboration and Approval:
321 Coliabarative Editing! Faciitale colfaborative editing for doclimerit areatier, Incamparating
staxsholder inputs '



322 Approval Process: [Jefine a validation process involving key stakeholders for document
Aproval

4. Versioning Protocols:
4.1. Numbering System:

41,1 Majar and Minor Versiens: Implerment 3 systemn distinguishifig major versions froim miror
updates.
412 Numeric Seguencing Use numeric sequances for chranlogical version indication

4.2, Revision History:
4 21 Detalled Records. Maintain revision history'detalling Ghanges: miade in sach verslon,
42 2 Regson for Revision. Docurnent reasons for each revision to piovide cortest for chanpes.

5. Document Storage:
5.1. Centralized Repository;

5.1.1 Digital Repostory: Establish a centrallzed digital repository for all financa! policy and proce
dure docurments,

5.1 2 Agcess Controls: Implement aceess controls for authorized personnel to retneve and
madify documernts:

5.2. Backups and Security:
52,1 Regular Backups: Conauct periodic backiips to prevent data loss.

52 2 encryption Measures: Apply encryption ta secure sensitive financial documentation

6. Document Retrieval:
6.1. Searchable Index:

6.1.1 Index Creation: Develop a searchable index for quick document retrigval.
6.1 2 Keyword Tagging, Uilize keyword 1agging for enhanced document categorizalion and
search functionality.

6.2. Distribution Protocols:

6.2 1 Authorlzed Qistribution: Define pratocals for althor|zed docurment distribution to relevant
stakehalders

6.2 2 Notfication Systems: Implemant notification systems for stakehalders upon few yersion
releases

7. Document Control Audits:
7.1. Intemnal Audits:

7:1.1 Scheduled Audits: Conduct reguiat Internal audits 10 assess cormpliance with dogumernt
control procedures.

7.1.2 Corrective Actions: Impleman) corrective agtions based on audn findings to addrass ident:
fied gaps.

7.2. External Reviews:

7.2.1 Indepenaent Auditors: Engage external auditers for penodic independent reviews of doeu-
ment control practices



722 Continuous Improvement Incorparale recommendations from extermal reviews for ongoing
imiproverTEn

8. Continuous Improvemant:
8.1, Feadback Mechanisms:

E.1.1 Stakehdlder Feadback Extablish michanisms for stakehalder feedback on doclirment
clarity, ancess(bliity, and usefulness ' '

B 1 2 Cominuows Enhancement Use feedback w cantimuously improve docyrment contral and
verslapitg proceduras

8.2, Training Programs:

B2 1 Training initiatives: Conduct fraining programs for persanne! involved in doournent creation,
review, ard rhanageineant

8.2 2 Knowledye Sharing: Facliitate knowledge shasing for collective understanding of docurnent
cortrol protiocois )

By agrering o these principles and procedures, Polad Texno aims o establish & robust frame
work for rmarnaging financial pelioy and procedure docurmentation, ensurng accuracy, accessibili-
ty, and compliance with internal and-external-standards.

10.2 Record-Kesping Standards - Polad Texno Financial Policy and Procedurs Manual

1. Introduction:

1.1. Record-Keeping Definition:

111 Critical Business Practice: Fundamental to Polad Texnos commitment to transparency,
accountability, and comphiance _ _

1.1.2 Paliey Framework: Cutlines pringiples and procedures for maintalning comprahensive
recora-keeolng standards

1.2. Objectives:

1.2.1 Data Integrity; Erisure accuracy, complateness, and reliability of financlal records:

1 22 Complignce Adherence: Malntain records in campliance with apelicable laws, reguiatinns,
and indusiry standards

2. Types of Financial Records:

2.1. Financial Transactions:

211 Ihwolcesand Receipts Records of incoming and cutgoind invoices and recelpts,

2.1.2 Expense Reparts Detalled records of employee-irclumed expensas for rejimbursement

2.2, Policy andd Protedure Documerits

221 Financlal Policies. Repositary of financial policies govarrirg the company's NMnancidl practic-
e5

22 2 Prozedure WManuals! Detalled manuals outlining step-by-step financial processes.

3. Record Creation:

3.1. Timely Recording:



31 1 Real-Time Recording: encowrane real iime recording of financial trensactions for accuracy.
21,2 Document Matadata: Include transaction date, time, and invelved parties In aach recard

3.2. Compliance Review: . |
3.2 1 Regulatery Compliarice Checks. Reaular reviews ensuring adherence to regulatary require-
ments

222 Internal Audits: Periodic audits assessing compliance with Internal palicles and procedures

4, Storage and Retrieval:
4.1. Centralized Database:

4717 Digital Repasitary: Maintain e centralized digital repiository Torall finangal reconds.
4.1 2 Access Controls: Impiement access controls for authorized pessonnel’s record retrieval and
modification.

4.2. Backup and Security:

4.2.1 Regular Backups: Conduct frequent backups to prevent data loss.
4 2.2 Encryption Measures: Apply encryption for securing sensiiive financial records

5. Retention Periods:
5.1. Legal Requirements:

51 1 Jursdictional Variations Uniderstand and camply with [ursdiction-speoific record retention
laws
5.1 2 Record Cateqories Classify records and apply suitable retention perlods.

5.2. Disposal Protocols:

52 1 Secure Disposal Procadures Devalop secure procedures for disposing records mesting
retention perods

5.2 2 Documentation of Disposal, Document discosal processes, including date and methed.

6. Record Audits:
6.1. Intamal Audits:

617 Scheduied Audits: Conduct gerindic infetrial audits for record-keapinig standards cormpl|
ance.
6.1.2 Corrective Actions: Implemerit corective aotions based on audit findings w addiess gaps!

6.2. External Reviews:

6.2 1 Independant Audiors: Engage external auditors for penedic independent reviews of
recard-keeping practices:

& 2 2 Continuous Improvement Incorporate recemmendations from extermnal reviews for
enhancament

7. Continuous Improvement:
7.1. Feedback Mechanisms:

7.1 1 Stakeholder Feedback: Establish channels for stakehoider feedback on record clarity, acces
siblity, and usefulness

7.1 2 Contirunus Enhancement. Lise feedhack 1o Improve record-keeping standards
continuoushy.



7.2. Training Programs:

7.2.1 Tralning Initlatives: Concuct training programs for persanriel invelved in record creatlon,
review, and management

722 Knowledge Sharlng. Facilitate knowledge shiaring for 3 colleative understaniding of
record-keening protocols,

By adneanng to these principles and procedures, Polad Texno almes (o establish a robust frarme-
work for rnairitaining accurate, secure, and compllant financla! records, ensuring transparency
and accountability i all financial transactions '

10.2 Information Security and Data Privacy - Polad Texno Financial Policy and Procedure
Manual

1. Introduction:
1.1. Information Security and Data Privacy Definition:

1.7.1 Integral Business Practice: Vital camponents of Polad Texnads commitment to safequarding
sensitive infarmation and ensuring cempliance.

1.1 2 Pohcy Framework: Cutlines principles and procedures guiding inforrmation securnty and data
privacy practices

1.2. Objectives:

1.2 1 Confidentialty Ensure confidentality of financial information and sensitive data.

122 Compliance Adherence Comply with data privacy taws and regulations, building trust with
wlients and stakehoklers.

2. Classification of Data:

2.1. Sensitivity Levels:

21 1 Canfidential Data Highest level of prateetion required, incluiding financal transsations, chent
data, and proprietary business Information

21 2 Interna! Use Data) information for Internal use, not classified as canfidertial but reeding
camrfled access.

213 Public Data Nom-sensitive mfermation intended for public disclosure

2.2, Data Inventory:

221 Reqular Audits Conduct audits to ralntain an updated inventory, categorizing data based
an sensitivity

222 Access Controls: Implement controls restricting access based on data sensitivity

3. Data Access and Handling:

3.1. Access Controls:

3.1.1 Role-Basad Accass: Assign access orivileges based on job roles and responslLilities:
372 Multi-Factor Authenatication: Imolemiemt muiti-factor authentication for sensitive sysiems
and databases.



3.2. Data Transmission:

32 1 Secure Channefs, Use secure channels for ransmitting sengitive financial data.
3272 encryption Protocols: Apply encryption 1o protect dsta during iransit
4. Data Privacy Compliange:

4.1. Regulatory Adherence:

411 Data Privacy Laws: Stay compliant with data privacy iaws in regions of opemtion
41 2 Legal Consultation Engage legal experts for effective implemeritation of data privacy
reguiations.

4.2. Data Subject Rights:

421 Reguest Handling: Establish precedilres for manadirig dats sublject requests renarding
personal data.

4.2 2 Privacy Notices! Provide clear privacy notices regarding personal data processing.

5. Data Security Measures:
5.1. Cybersecurity Protocols:

5711 Brewalis and Intrusion letection: Implement systems o protect against ovber threats
5.7.2 Regular Sacurity Audits; Conduet audits to identity and adrdress vulneratiities:

5.2. Employee Training:
52 1 Data Security Training: Train employees on data security best practices
522 Awareness Programs: Conduct programs on emerging cybersecurity thrests,

6. Incident Response and Reporting:
6.1. Incident Response Plan:

6. 1 Plan Developrnent Estabiish a detailed inclderit regponse plan for ldentifying and mitigating
data security Incidents.

612 Testing and Simuletion Regularly test incident response scenarios (o ensure plan effective-
ness

6.2. Reporting Protocols:

6.2 1 Internal Reparting: Dafine Imernal channels for promiet reporting of polential security
Incldents,

6.2 2 Regulatory Reporting Establish procedures for reporting data breaches (o reguiatary
bodies:

7. Continuous Improvement:
7.1. Technology Updates:

711 Reqular System Updstes: Frsire dll systems and software are updatad with latest security
patches.

712 Emerging Threat Analysis: Analyze emerging threats 1o enhance security. measures proac:
tively,



7.2. Training and Awareness:

7.2.1 Continuous Training Provide ongoing education to employees on evolving data security ant
Erivacy practices

722 Feedback Mechanisms: £stablish channels for employess to cortribute (nslghts far contin:
Baus improvement

By foliowing these princloles and protedures, Polad Texno alms to establish a robust fiamewerk
for pratecting sensitive informiation, ensuring compliance with data privacy laws; and fostering a
culture ol security swareness and reésponsibliity amona its employess






1 Training and
» Development

11.71 Financial Training Programs
1. Introduction:

1.1. Training Philozophy:

1.1.71 Continueus Learming Culture: Cormitrment to nurturing aculture-of continuous learning for
financial professionals.

1.1.2 Strategic Investment Viewing training as an invesiment to enhance skills. reinforce policies,
and contribute to organizational success.

1.2, Objectives: _ _ _

1.2 1 Skilis Development: Ecuipping ernployees with esservtial skills for proficlent financial tasks:
1.2.2 Policy Famillarization: £nsuring adhesnce t Polad Taxnos financlal policies and proce-
disres.

1.2.3 Campliance Training Keening employees informed about evolving finandial reguiations.

2. Training Needs Analysis:
2.1. Regular Assessments:

2.1.1 skill Gap Identification: Conducting assessments to identify skil gaos among financia!
pErsonnal

212 Policy Adherence Evaluation: Assessing compliancewith financial pelices and procedures
for Improvernant

227 Surveys and Feedback Sessions Gatherng employee feedback 10 understand training
needs and prefererces _ _

222 Performance Reviews: Lsing Insights from performance reviews 1o cusiomize training
aragrams

3. Training Program Development:

3.1. Compréehensive Curriculum:

4.1.1 Core Financial Competengies Designing a ourricullim ooves|ng aore financial aspects [lke
aetolUnting principles, budgeting, and'aralysis. '

3.1 2 Policy-Specific Modules: Creating madules focusing on relevant policies figr dally financizl
cheralions.

3.2. Diverse Learning Formats:

3.21 In-Persan Workshops: Conducting interactive workshons led by industry experts.
3.2.2 Online Training Modules: Providing flexdbility through online access to training materials.



4. Tralning Delivery:
4.71. Imternal and External Facilitators:

411 Intemnal Experts: Utilizing internal financial experts to share practica! Insights:
4.1.2 BEqaernal Trainera: Engaging external trainers for specialized topics and diverse perspectives.

4.2, Practical Application:

4 21 Case Stwdes: Inoarporating reabworld scananos toapply theorstical knowledge.,

4.2 7 Sirnulations: Using financial simuiations 1o enhance deaisian-making skills in a risk-free
emironment

5. Training Effectiveness Evaluation:
5.1. Post-Training Assessments;

51.71 Knowledae Retertion Tests: Administering post-iraming assessments for knowledge
fetention

51,2 Skills Application Peview: Evalusting the application of learmed skills in day-lo-day respons)-
bilities.

5.2. Continuous Feedback:

821 Partlcipant Surveys Collecting feedback for assessing training effectiveness
5212 |terative Improvernents: Using feadback to ephance training cantent and methods,

6. Certification Programs:
6.1. Recognizing Achisvements:

6.1 1 Cerfification Criter/a: Estublishing critesia for certificationg in specific financial Gompetat.
CiEs.
61,2 Celebrating Milestones: Acknowledging and celenrating etmployees’ achlevements.

6.2. Continuous Learning Paths:

6 21 Advarced Certifications: Cffenng pathways for advanced certifications in caresr progres-
sion

6.2 2 Contining Education: Encouraging ongeing learming o maintain certifications:

7. Integration with Performance Management:
7.1, Performance Metrics Alignment:

7.1.71 Training-KP| Alignment: Aligning training programs with performance indicatars for evaluar
tian ,
7.1.2 Performance Appraisal Integrating training achievements into perfarmance appraisals:

8. Continuous Improvement:
8.1. Program Revlew and Updates:

8.1 1 Hegular Evaluation, Periodically reviewing Iraining programs for industry best practices
alignment

8 1.2 Adaptation to Changes. Updating training contert to reflect evelving requiations snil stan-
dards



8.2. Feedback Mechanisms:

8.2 1 Open Communication: Mairtaining channels for ongelng feedback to enharice training
Initiatves
B2 2 Continunus enhancement Using feedback for continual improverments |n trainirg

By implementing the Financlal Training Prograrns outlined in this section, Folad Texro aims to
ermpower its financial warkforee with the knowledge and skills regquired to exgel In their roles,
fostar a gulture of cantinudus leaming, and coritribute to the gverall success and financial health
aof the arganizatian, '

11.2 Continuous Professional Development

1. Introduction:

1.1. Lifelong Learning Philasophy:

1.7.1 Cemmitrment to Growth: Polad Texno recognizes the dynanuc riature of the financial lanc-
scage and s cedicated to fostering a culture of eentinuous professional developnient (CPD)
among its financial professionals,

172 Intividual and Organizational Growth, CPD s viewed as a shared respensibility, contnbuting
to bath ndividug! career advancerment and the overall success of the erganization

1.2. Objectives: _ _

121 Skill Enhancemnent. Facilitate ongoing skill development 10 ensire financial professionals
stay sbreast of industry trends and advancements,

122 Adaptablifty. equlp employees with the tools to adapt to evalving finangial redulstions and
technologlcal [nnovations

123 Career Progression Support smployees in their career jaurmeys by providing opperiuniies
for continuous learning and arawth.

2. CPD Framework:

2.1, Parsoria! Development Plans (PDPs).

2.1 7 Indwidualized Plans Encourage employvees lo creale and maintain Personal Develapment
Plans outlining their career gaals and areas for improvelment 21 2 Allgnment with Organizationa!l
Ohjectives Efsura PDPs allgn with Polad Texnds statagic ohiectives fostating a collective serisg
df purpose.

2.2. Skill Matrix:

221 Competenty Mappig Develop a skill rmatix idenifying key corripetencies required for
varlous rates within the finangial departroent

2.7.2 Skill Progression Pathways: Define diear pathways for skill progression, indicating the skills
necessary for career agvanoermert

3, Learning Resources:

3.1. Access to Educational Platforms: _

3.1 1.0nline Leamning Platforms: Pravide access to repistable online leaming platforms offenng
courses relevant 1o financial roles

312 Libary Resources: Gurate a digital |lbrary of resources, including e-books; articles, and
research apers, 1o support seif-directed leaming

3.2. Workshops and Seminars: _ , - _
27 1 Btemal Worksehops, Sponsor atlendance at estemal warkshops and seminars led by
Incustry experts.



322 Internal ¥ nowiedge Sharing Sessions: Organize intemal sessions where emiployees can
share insights and knowledge with their peers

4. Professional Memberships:

4,1. Membership Support:

4.1 1 Financial Assoostione Encourage employess to join relevant financial assotations and
professional bodies

4.1 2 Mermbership Fess Supliort: Provide financial support for mermbership fees th facl|itate
ative panticipation inprofessipnal communities

4.2, Networking Opportunities:

421 events and Canfarences. Sponsar attehdance at jndlistry events and eonferences, fostearing
retwarking and exposure to emelging trends. 4 2 2 Intermal Networking Platforms: Faalitate
irternal networking opportumties, enabling employees 1o cornac with colleaguss across differ-
ent departments.

5. Mentoring and Coaching:
5.1. Mentorship Programs:

5.7.1 Structured Mentcrship: Establish structured mentorship prograrns painng experienced
professionals with those sesxing guidance:

572 Skll-Specific Mentonng: Offer mentoring retationships focused on deveioping speaific skills
ar carmpetenaies

5.2. Coaching Initiatives: _

52 1 Professional Coaches: Provide agcess to professional coaches to assist employeas in
overcoming challenges and achieving their career goals 5.2.2 Feedback-Driven Cpaching
Integrate feediack mechanisms to ensure coaching aligns with individual deveiopment needs,

6. Recognition and Rewards:
6.1. CPD Milestone Acknowledgment:
6.1 1 Cortinuous Lezrning Badges: Introduce & badge system to recognize employees for reach
Ii"r!] specific CPD milestones _ .

612 Agknowledgment in Performance Apprasals: Incomorate CPD achigvernents ino perfor
marnce appraisal discussions

6.2. Financial Incentives:

6.2 1 cducational Stipends Provide stipends or financial incemtives for compliting advanced
cartificatinng ar relevant acadernic courses

6.2 2 Perfgrmarice Linked Bonuses Link CPD athlevements to performanice bonuses, fosterdng a
culture of continubus leaming '

7. Compliance with CPD Requirements:

7.1. Monitoring and Reporting:

711 CFD Tracking System: Implesient 2 tradkdng system to monitor erfployees’ CFD activities
and progress.

7.1 2 Regular Beporting: Generate regular reparts to-assess overall comipliance with CPD requlire
ments.

7.2. CPD Audits:
7.2.1 Penodic Audits: Conduct penedic audits to ensure accuracy and integrty in the recording of
CPOactvities,



7 2.2 Corrective Actions: Implemert correct|ve actions based on sudit findings to address any
identifled gaps In compliance

8. Continuous Improvement:

B.1. Feedback Mechanisms:

B.1.1 Participant Surveys: Callect feedback from partiGipants to assess the effecilveness of CPD
inltiatives - '

B2 ferstive Improvements: Use feedback to miake comtinuous enhancements to CRD
programs, shsuring they rermain alignisd with industry best practices:

By autlining the Continuous Professional Developroent sttategies and irftiatives In this section,
Polag Texno aims to create 8 vibrant learning envirenment, ernpowering its financial professicr-
als to thrive It a rapidly evolving landscape and certribute sigrificanty to the company’s success;

11.3 Onboarding Procedures for Financial Roles
1. Introduction:

1.1. Purpose:

171 efficlern Integration. The ontoarding procedures outlined herein am to faciitate the seam-
less rmagrat*an of new hires into thelr respective Tinancial roles at Polad Texno.

112 Comprenensive Orientation Provide a comprehiensive orientation process 1o equip new
empioyess with the knowledge and tools necessary for success In thair financial responsibilites

1.2. Importance of Onboarding:

1.2 1 Cuttural Integration: Onboarding goes beyord procedural traming, emphasizing the mpoen
tarice of cultural assimilation inte the F’t:!!a::} Texno work envinanment.

| 22 Accslerated Productivity: Efficlent onboarding acoelerates the learing curve, enabiling new
hires 1o contribute meaningfully to their roles at ar early stage

2. Pre-Onboarding Preparation:

2.1. Welcome Kit:

2.1.1 Personalized Weltome Package Pregpare a personalized welcome kit for each riew firanclal
hire, Inzluding essential dociirments, company palicles; and ah overview of the anboarding
protess

21 2 Introduction 1o Key Personnel: Share profiles and introductions of key personnel the new
hire will Irteract with during the onboarding process

2.2 Technology Setup:

2.2 1 Access 1o Systermns:and Tools: Ensure that 1T infrastructure and access to relevant financial
sysiems-areset up inadvance.

2 2.2 Technelogy Training Resowrces: Provide resources and training materiais far familianzation
with the company’s technology platfarrs.

4. Role-Specific Training:

4.1. Job Responsibilities Overview:

4.1 1 Detated Job Descriptions: Provide detaded job descriptions for 2ach financial ole, outiining
responsibilities and expeatations.

41 2 Performancs Metrics Clarify key performance metnics and Indicators relevant to each role,



4.2, Mentor Assignment: _

421 Mertor Intrecuction: Agsign a mentor to each new hire. facllitating s smoather transithan
and providing a go-o person for querles.

4.2 2 Mentorship Guidelines: Communicate guidelines for mentor-memiee inteiactions, fostering
5 SUppATive [Baming ervirarment

5. Training Schedule:

5.1. Weekly Training Plan:

8711 Structired Curriculum: Outfine a Weskly training plan covering Yarious aspects of the finari-
didl fole

512 Interactive Sesslons: Intlude interactive sessions, workshops, and practical exerclses 1o
efihance learing,

5.2. Evaluation and Feedback:

5.2.1 Comtinuous Assessment Implement assessments o galge understanding and skill devel-
opment throughout the orboarding penod.

5.2 2 Feadback Sessions: Conduct regular feedback sessinns to address concems and ensura
alignment with expectations

6. Sacial Integration;

6.1. Team Building Activities:

& 1.1 Team Intreduction Facilitate introductions between new hires-and existing team members.
6.1 2 Sacial Bvents: Organize team-bullding activities-and social events to foster a sense of
camaradene.

6.2. Networking Opportunities:

6.21 Cmsm_-upamnental Netwarking: Encourage participation In cross-departmental avents 1o
broaden professional notworks

6.2.2 Informal Networking Sessions: Arrange informal sessions for new hires to conneat with
colleagues In & relavad s=tting,

7. Post-Onboarding Support:

7.1. Continuous Leaming Resources:

711 Aceess 1o Leaining Platformns Provide ongaing access 1o leaming platfarms and resolrces
beyond the initlal enboarding perlod.

712 Chezietn Mestings Schedule regular check:ln meetings to adidress any past anboarding
guestians of concems

7.2, Performance Reviews:

721 Probationary Revigwe Candutt 3 probatlinaty réview 1o assess naw hired’ pefformance ard
addrass amy additional training needs,

7.2 Careat Developrment Diseussions: Initiate disoussions on tareer development and growth
uppartunities within the organization,

By implementing these antivarding procedures, Folad Texkno aims to'ensure that nevs Rires in
financial roles experience a simogth transition, acquire the necessary skifis and knowiedge, and
integraie searrilessly irta the company's culturs, comtritbuting 1o thelr long-term success within
the organization.









Communication
« and Reporting

12.1 Internal Communication Protocols

1. Introduction:

1.1. Purpose: _

1.1.1 Efficient information Flow: The Internal Cammunication Pratocols outlined in this section
gim to establish a structured frarmawork for efficient communication within Polad Teamo's finan-
clal department

1,12 Enhanced Lﬂlf-':‘lﬂﬂraﬁ!.]ﬁ Fogisr g culture of collaboration and transparency through clear
communication channels and gquidelines

1.2. Importance of Effective Communication:

1.2.1 Allgrnment with Cblectives: £ffective comimunication ensurés that all team members are
allgned with arganizational goals and departmental objectives:

1.2 2 Risk Miigation: Clear communication protocols mitigate the risk of misunderstanidings,
errors, and delays In financlal processes

2. Communication Channeis:

2.1. Formal Channeis:

2.1.1 Erriall Corresgondence Lise official ernall chiannels fof formal comrnunication, Inetuding
project updates, policy changes, and strategio announcements.

2.1.2 Imtranet Arrouncements. Utllize the company intranet for disseminating impartant informa:

tion, documents, and policy Updates

2.2. Informal Channels:

2.21 Tesm Collsboration Platferms: Encourage the use of team cellaboration platforms for
informal disgussions, guick updates, and sharing refevant articles or resources

2.2 2 Instant Messaging Apps: Fostar open communication thrauah instant rmessaging apps far
reattime interactions amang team members '

3. Mesting Protocols:

3.1. Regular Team Meetings:

3,11 Scheduled Meatings, Condumt regular team meetings 1o discuss ongoing projests, address
challeriges, and share updates on firancial inftiatives

31.2 Agenda Preparation Pravide an agenda before each meeting to ensure focused diseus-
sions and efficient use of time.

3.2. Ad-Hoc Meetings:

3.2 Purptse-Tiriven Meetings Schedule ad-hoe meetings wher urgent matters or eriticsl

decisions require Immediate atterrtion.

322 Inclusion of Relevant Stakehiolders Ensure that key stakehoiders are included |n dd-hoc
rheetings to facliitate degision making,



4, Documented Communication:

4.1. Policy Change Notifications:

4.1.1 Coaumerted Policy Changes: Document and cammiunicate any changes to financial
palicies through officlal channels and ensura easy access fof reference

4.1 2 Acknnwledgment Rece(pt: Reguest acknowledgment of policy changes to corfirm that
t=arm mambers are informed and aware

4.2, Project Updates:

4,21 Project Progress Reports: Provide reguiar updates on project statuses, miiestones, and
potaritial challeriges thiough formal written reports:

422 Accessible Project Documentation Maintain centralized project documerttation actessible
to relevan tgam memibals for reference,

5. Communication Etiquetie:

5.1. Professional Tone:

5.1.1 Respectful Language: Encourage the use of respectiul and prefessional language in all
formis of cormimunication, whether written or verbal.

5.1 2 Constructive Feedback: Fostera oulture of providing constructive feedback to promote
continuous Imarovement and professional growth.

5.2, Timeliness:

5.2.1 Response Expectations: Establish expectations for imely responses to.emails, messages;
and meeting invitations 1o ensure efficent callaboration

5.2 2 Notificetion of Delays: Communicate promptly if there-are anticipated defavs in responding
to nquines or completing tasks.

6. Confidentiality Guidelines:
6.1. Sensitive Information Handling:
6.1 1 Classification of Ihﬁ:rmanm'r Classify information based on sensitivity, ensuring thet team
mermbers understand the lovel of confidentialiy,
6.] 2 Secure Communication Channels: Use secure communication channels for the transmis-
sion of sensitive financlal data
6.2. Non-Disclosure Agreements:
B2 1 NBA Implermmentation Imglement non-disclesure agreemens for projects or inftiatives
In*-rulwng highty sonfidential infarmation

2 Awareness Training Condugt awareness training on the importance of confitlentiaity and
the lagal implications of breachies.

7. Communication Training:

7.1. Effective Communication Workshops:

7.1.1 Pesiodic Warkehops Organlze workshops on effective communication, emphasizing active
listenjng, clarity, and artivuiation

712 Feediatk Mechanisms: Gather feedback fromitearn members 1o bantinuously enfance
cornmunication tralning programs.

7.2. Communication Role-Play:

7 2.1 Simulated Scenanos: Conduct role-playing exercises (o:simillate realworld communication
seenarios, erhancing practical communication skills,

7.2 2 Feadback and Improvement Plans: Provide constructive feadbhack and assist team meam-
bers in deveioping personalized iImprovement plans.



By adhering to these Internal Communication Protocols, Polad Texno seeks To establish & culture
of transparent and effective communication within the financial department, pramating collatio-
ration, minimizing errors, and ensuring the successiul schizvernent of organizational objeclives.

12.2 Reporting Structures and Frequencies

1. Introduction:

1.1. Purpose:

1.1.1 Transparent Communication: The Reporting Structurss and Frequencies section outlines
the framework for trarsparent and structured regorting within Polad Texng's financial depart-
gl

1.1 2 Inforrmed Decision-Making Enabie informed decisionmaking &t various organizational
levals by ensuring timely and acourate financial reporting

1.2. Importance of Reporting:

1.2.1 Strategic Insight: Reporting serves as a strategic tocl, providing |n5|gh1.s intofinancial
performance, risks; and opportunities

12 2 Compliance: ensure compliance with regulatory requirements and intemal policies through
regularand standardized reperting prachces

2. Reporting Hierarchy:

2.1. Departmental Reporting:

211 Team Lead Reparts Team leads are responzible for complling and submitting regular
reports detaling team activities, project progress, and challenges.

21 2 Cansolidation, Cepartmental repiorts are consalldated by the Head of Finance to present an
averview of the financial department's performarice

2.2. Cross-Departmental Collaboration:

2 21 Collaharative Reporting: Foster collaboration with other depariments by sharlng relévan
finangial data o support cross-functional initlatives. '

2 2.2 Interdepanmental Meetings Schedule periodic mastiigs with othier department heads 1o
allgn financial goals with overal| organizational objectives.

3. Reporting Frequencies:

3.1. Daily Reporting:

311 Exceptional Circumstances: in exceptional circumstances, dally reporting may be required
for oritical Lpdates, amergencies, or unforesaen financial everts.

3.1.2 Executive Surimary: Dally reports provide executive surnmaries, emphasizing key highlights
and urgent matters

3.2. Weekly Reporting:

321 Project Prograss Teams submit weekly project progress reports; detalling milestones

,&I::hE_E"-.I'EdI challenges faced, and anticipated next steps. .

gf:;_zl-'{esuume Utllization: Include resource utilizallon metrics in weekly reports 1o optimize t2am
CIency

3.3. Monthly Reporting:

331 Finaricial Performance Monthly financia| reports encompass key performance indicatars,
budgetary adherence, and variance analyses

3 3.2 Farecast Updates: Frovide updated financial forecasts for the upcoming morths, incame-
rating ary changes in market conditions or business sirategies.



3.4. Quarterly Reporting:

24 1 Strategic Intatives: Include Lpdates on strategic initiatnes, long-term financial geals, and
the alignment of financial activities with organizational strategy.

242 Risk Aszessment Condust 8 quarterly risk assessment, identifying potential financial risks
ard propesing mitigation strategies.

3.5. Annual Reparting:

451 Financial Statermnents. Arnually, submit comprehensive financial siatements, incluging
Ealance sheels, incomme statemernts; and cash flow staterments, -

3 52 Performance Reviews, Conduit 2n annual performiance review, assessing the financial
department’s achieverments against sel objectives

4. Report Accessibility:

4.1, Centralized

411 Dogumented Reports, Malmatna centrallzed sepository for all inancial reports, ensuring
easy abcess for relevam gtakeholiers

4.1 2 Version Cantral Implernent version control 1o track changes and updaies 1o reporis over
time

4.2, Stakeholder Access:

4 2 1 Role-Specific Access: Grant access to reports based on stakeholdery’ noles, ensuring that
sengitive Information is accessible only to authivrized persoinel

42 2 Training on Report Interpretation’ Provide training sesslons to key stakeholders on Interprat:
Ing and wilizing fingrcial reports effactyely,

5. Compliance and Audit

5.1. Regulatory Compliance:

5.1.1 Adnererice to Regulations: Ensure that ail financial reports adnere to relevant regulatory
requirernerits, providing accurate and rransparert informmation.

51.2 Penodic Compliance-Audits: Conduct penodic audits to verify theaccuracy and compliance
of financial reports.

5.2. Internal and External Audits:

521 Cellaboration with-Auditers: Collaborate with intermnal and external auditors: croviding neces:-
sary documentation and explanations (unng audit processes

52 2 Contmuaus Improvement; Utilze audit findings 1a improve reparting processes and
enhance pyverall financial governance.

By establisting = clear Reporiing Strugtures and Frequencies framewaork, Folad Texno aims to
enhance communication, decision making, and strategic planning within the fmancial depart-
ment, contrisuting 1o the overall success of the organizativn.

12.3 Communication of Policy Changes

1. Introduction:

1.1. Purpose;

111 Transgarant Communication: The Communication of Policy Chanaes section aims o
estabish 4 systematic appreach for corrfimunicating updates and revisions to financial policles
within Polad Texno

11 2 Palicy Awareness Enhance awareness and understanding of policy changes amaong team
mempers, ensuring allgnment with updated procedures

1.2, Importance of Clear Communication:

1.21 Compliance Clear cormmiunitation of policy chinges |5 sssential to ensure that all tezm



members understand and comply with updated fimancial procedures.
1.2.2 Risk Mitigation Transparent communication mitigates the risk of errors and non-compl-
ance associated with outdated palicles

2. Policy Change Notifications:

2.1. Formal Written Communication:

21 1 Officlal Meme Paiicy changes are communicated thraugh official mernaranda issved by
the Head of Fihance or designated authoriy,

2,12 Documented Updates: Malmtain a docurnerted record of polley change aatifications,
Including the effective date and ratipnale for the updatas.

2.2. Distribution Channels:

227 Ertall Communication Utilize official emiall channels for distrbuting policy change notifics
tiorlg; ersuring that all team members receive the inforrmation directly

2 2.2 Irtranet Publication: Publish updated policies g the caompany intranet, providing a ceimiral
ized and easily accessiblerepositary for reference

3. Acknowledgment of Policy Changes:

3.1. Confirmation Receipt:

3.1 1 Acknowledgment Reguirermnent: Tearn members are reguired (o acknowledge receipt of
policy change notifications promptly.

31.2 Tracking Mechanism: Implement a trecking mechanism to moniter and ensure that all 1eam
mermbiers have acknowledged the policy changes

3.2, Training Sessions:

3.2 1 Scheduled Training; Carduct training sessians to elaborate on significant pelicy changss,
elarifying any queries and providing guidance onimplemeniation,

222 Socumentatlon of Training, Maintaln records of raining sessions, ncluding attendance and
lopics covered, for compliance and suwdl purposes.

4. Policy Documentation Updates:

4.1. Document Control:

41 1 Versioning System Implement 2 versiGning system for policy documents to clearly indicate
Uptiztes and changes '

4.2 Aceessible Reposiiory. Ensire that the fatest versiarn of policy docuimients isteallly accessi
bile to tearn members through the company's document repasitory

4.2. Collaboration with Departments:

421 Collaborative Review: Engage relevant departrments In the review process of pollov changes
10 capture giversg perspectives and potential impheations,

4 22 Cross-Funcilonal Cornmunication: Foster cross-functional communication toaddress any
mterdeparimantal Impacts of policy changes:

5. Feedback Mechanism:

5.1. Open Channels for Feedback:

5,11 Feedback Submission. £stablish channels for team members to submit feedback prseek
clarifications regarding rolicy changes. ]

51 2 Anonyminus Feedback Option Provide an option for anonymous feadbiack to encourage
open communication, especially for sensitive toplcs,



5.2. Periodic Feedback Review:

52 1 Feedback Analysls Perlodically analyze feedback recelved 1o [dentify recurming themes or
concerns rélated to policy changes

5.2 2 Continuous Improvemert. Utilize feedbiack insights for continuous impravernent of polleies
arid communication strategles '

6. Emergency Policy Changes:

6.1. Rapid Communication Protocol:

6.1.1 Emergency Notifications: In the event of chitical policy chandges necessatated by external
factiors or emergencies, implerment rapid communication protocsiy.

6.1 2 Immediate Awareness Ensule that 1eam rmermbers are immediately made aware of emar-
gengy palicy changes and understand the urgenty.

6.2. Follow-Up Communication:

6.2 1 Detalled Explanation: Subsaguent to:emergency notifications, provide detaied explanatiens:
and training sessions to facilttate comprehensive understanding.

£.2.2 Integration into Standard Policies: megrate emergency thanges inio standard palicies afier
tharough review and consideration.

7. Compliance Verification:

7.1, Audits and Assessments:

7.7.1 Periodic Audits: Conduat periodic audits 1o verify team membsrs' compliance with updated
pﬂlrﬁas anc thelr undesstanding of the changes. _

7 12 Corrective Aotion mplement corrective actions for any identified non-comphance issues,
ensunng adherence 1o esiablished financial procedures

7.2, Documentation of Compliance:

7.21 Comphance Recards: Maintain recards documenting team membiers’ comphiance with
policy changes, facilitating intermnal and external audits

7.2 2 Recogniton of Compliance Recognize and acknowledge teams o individuals demanstrat-
Ing exemplary cormpliance with palicy changes

By adhenng to the principles outlined in the Cammlnleation af Palicy Changes sectinh, Polad
Texno aims to foster 2 culture of transparency, compllarice, and cortinuous irmprovernent in i
financlzl policies and orocedures, contributing to the overall success of the organization









Emergen

13.1 Financial Emergency Response Procedures

1. Introduction:

1.1. Purpose:

1.1.1 Preparesiness and Mitigation: The Fnancial Emergaicy Resporise FrocedUres section
outlines the measures and protocols to be foliowed it the event of financial emergenties to
ansire swift, effective, and coordinsied responses

1.1.2 Risk Reduition: Establish a framawaork to mrinimize financial losses, protect assets, and
safeguard the finanelal stability of Poiad Texno during unforeseen erises,

1.2. Definition of Financial Emergencies:

1271 Scope: Financial emeargencies encampass everts that pose an [mmediate threat 1o the
company's financial integrity, such as ecoromic downlums, market crashes, or sudden regulato-
ry changes

1.2 2 [ynamic Nature; Recogrize that the nature of financial ememgencies is dynamic requirng
adaptive responses based on the specific clrcumstances

2, Emergency Response Team:

2.1. Designation of Roles:

211 Emengency Cogrdinator Appaint an Frmergency Coordinator respensible for overall coord);
nation and decision-making duting firancial emergencies

2 1.2 Degartmental Representatives Degignate representatives fram key departments, including
finance, legal, and operations, o form the Emesgency Response Team

2.2. Training and Drills:

22 1 Reqular Training Sessions: Ganduct regular training sessions for the Emergency Regpanse
Team to ensure famillarity with prottsels and pracedures.

2272 Simulated Drills Crganize simylated eniergency drills 1o test the teanys preparedness and
identify areas far improvement

3. Activation Protocols:

3.1. Triggering Events:

3171 iderttificaticn Clearly detirie triggenny everits that prompt the aetivation of financigl emer-
gency respofise proceduras

312 Timely Recognition: Ensure timely recognition and resorting of triggering events o initiate
the response process. '

3.2. Natification Procedures:

327 Chainof Motification: Establish a clear chain of nolification, specifying the individuals or
departments o be informed In theevent of a financial emergency.

322 Communication Channels: Utiiize multiple communication channels. insluding emergency
heotlines and emall alerts; for swift and reliable notifications:

4, Emergency Response Actions:
4.1. Crisls Management Plan:



4.7 1 Immediate Aotiong

Dutline immeciate actions 10 be taken, such as freezing certain fimancial ativities, activating
orisis communication profocols, and intiating damage control measures

4’| 2 Resource Allocation Allocate resournces, bath financig! and human, based on prioritized
needs [demified during the emergency.

4.2, Decision-Making Protocols:

4.2.1 mmergency Coorlinatars Althorlty Specify the autharity of the Emergency Coordinatar in
making eritical decisions during financial émergencies

422 Collabarative Decision-Making: Encourage coliabiotative declsion-making withinthe Emer-
geney Resporise Team 1o leverage diverse expert|se

5. Communication Strategies:

5.1. Internal Communication:

5.1.1 Regular Updates £5tablish 2 systern for regular Updates 1o all employees regarding the
financial Errml'gm':r_y ariglring transparenty and reducing uncertainty,

512 Crisis Commurication Tean Desigrate a chisis communication team 1o mansge intetral
commurnication, addressing concems and providing reassumEnoe

5.2 External Communication:

5.2.1 Regulatory Authorities: Establish protocols for cormmunicating with regulatory suthorities.
ensuring complisnce with reporting regurements

§.2 2 Stakehoider Relations: Develop strategies for eamrmunicating with external stakehiolders,
such as clients; investors, and suppliers; to maintain trustand manage excectaiions;

6. Financial Resource Management:

6.1. Cash Flow Management:

& 1.1 Cash Presenvation Measures: implement measures to presarve cash flow, inciuding the
evaiuation of discretionary sgending, payrment defemrals; and cost-cutting initiatives.

6:1.2 Liquidity Assessment: Conduct a rapid assessment of liquidity positions and explore
apbons for secunng additional funding If pecessary,

6.2. Asset Protection:

6.2 1 Asset Valuation: Assess the valuation of 3ssats and imiplement strategies to protect the
comparty's valuable assets during the financial emerency

62 2 Risk Hedging Exploce risk hedging stralegies to mitigate the mpact of market fluciuations
on the company's financial partfolio,

7. Post-Emergency Evaluation:

7.1. Review and Analysis:

7.1.1 Post-Emergency Evaluation Tearm Form a dedicated team to conduct s comprehensive
reviely and analysis of the company's 1esponsa to the financlal emergency,

7.12 idertification of Lessons Learned: Identify lessons learmed, successful strategies, and areas
for Improvernert during the emergency response

7.2, Continuous Improvement:

721 Ihtegiation inte Policies Ineqgrate insights from the post-erhargency evaluation into updat-
ed financial policies and procegduses '

7.2.2 Training ard Preparediress. imiptement sontinuous improvernent messures, including
arigiaing trainirig and pregaredness initiatives, to enhance the comoany’s resilience 1o future
flinanclal emergencies.



By implementing the Fmancial Emergency Response Procedures, Polad Texna aims to fortify s
ailliity to respond effectively 1o fnancisl crises, safeguarding its financial health and preserving
star=hoider rust in the face of unforeseen challenges

13.2 Business Continuity Planning

1. Introduction:

1.1.

1.1 Er'rsurlrfg Cpetational Resliience. The Business Continuity Planning (BCP) section autlines
measuras and stratenies to ensure the continued cperation of critical financial functions inthe
face of unforeseen disniptions,

1.1.2 Risk Miiigation: BCP {5 desigried to mitigate risks assobialed with business interruptions,
pregerving the company's sbility to deliver financlal services, malrtain reguiaiory compliance, and
proteat stakeholder inerests.

1.2. Definition of Business Continuity:

1.2 1 Hollstic Approach Business continuity encompasses campirehensive strategies that
ercompass ceople, processes, technology, and facilites w maintain erltical fhanclal operations
durirg disruptions.

1.2 2 integrated with Ermargency Responsa: BCP s closely integrated with the emergency
Hesponse Procedures 1o provide & seamiessand coordinated approach 1o crisis management

2. Business Impact Analysis:

2.1. Identification of Critical Functions:

211 Cntical Function Assessment Conduct a thorcugh assessment to identify financial func:
tions crmca! 1o the company'= operation and reguiatory compliance

2 1.2 Pricrittzation Priotilize ertical functions basad on their impact an financial stability, reguls-
oy equirements, and stakenolder expectations

2.2 Risk Assessment: _

2271 Risk |dentification; identify polential risks and threats that could disrupt critical financial
furctions

22.2 |mpact Analysis Analyze the potential irmpact of Idenlified risks on business operations,
financlal resources, and stakeholder relationships.

3. Business Continuily Strategies:

3.1. Redundancy and Back-Up

411 Data Redundancy. Emnlerler-l data IEdL.I-I’ll:lﬂ-I"'L".‘f," rmeasures 1o ensure backup and recovery
cagabillties for firancizl databiases and systems.

3 1.2 Alterrativie Systers Idontify arid maintain alternative systetng toenakble séamless transi-
tion Ir the event of primary system fallliss: '

3.2. Remote Work Readiness:

321 Telecornmuting Policies: Develop and comrmunicate lelscommiuting palicies to enabie
ermployees to work remotaly during disruptions

3.2 2 Secure Connectivity: Ensure secure and reliable connectivity for remate work, including
access to financial systems and data

4. Crisis Communication Plan:
4.1. intermnal Communication Protocols:



4.1.1 Emergency Communication Tean, Designate & crisis pommunication tesm respensible for
dizseminating mformation toemplovess during business disruptions:

4.1.2 Tirnely Updates Establish protocols for timely and accurate intemnal communication,
keeping emplovess informed about the status of eritical funstions.

4.2, External Communication Strategles: _ _

421 Stakenalder Communioation Plan Develop a communication plan for external staksholdes,
Including clients, investors, requlatony badies, and suppliers.

4.7 2 Media Relations Outline strategies for managing media relations to control the narrative
ard maintain public thst

5. Testing and Exercising:

5.1. Regular Testing Schedule:

5.1.1 Scenarnio-Based txercises: Conduct scenario-baset exerrises to simulate various business
disruption scenarios, enswring the effectiveness of BCE sirategles

5.1.2 Feedbach and Improvement Gather feedback frorm participanis and Use insights to
improve BCP strategies and response capabilities,

5.2. Continuous Hﬂprwml:

521 Decurmeritation of Lessons Learfied Docurnerit lessons learmed from testing aivd real-wiorld
Ircidents to Inform engoing improvements '

5.2 2 Petiodlc Reviews: Conduct periedic reviews of the BCP 10 sssess its relevanoe, effectiveness,
ard alignrment with evalving business neads.

6. Hmmﬂhcaﬂunand Procurement:

b6.1. Resource

£.1.1 Critical Resource Idertification: (dentify critical resources required for mairtaining financial
operations; ncluding personnel, technmlngy and facllities.

6.1 2 Strateqic Vendor Partnerships: Establish partnersnips with key vendors to ensure the timely
svaiability of essenial resources.

6.2. Financial Resilience Measures:

6.2.1 Financial Cantingency Fund: Maintain a financial contingency fund to address unforesesn
cosis assopiated with business disruptions

6.2 2 Insyrance Coverage Regularly review and update Insurance policles to ensure comprenen-
sive coverage for potential busingss interruptlon-refated losses.

7. Docurnentation and Reporting:

7.1. BCP Document Control; _ _

711 Versioning System: Implerment a versioning system for BCP documents to track charmes
ard Updates

7.1 2 Accessible Repositary. cnsure that the |atest version of BCR documents is readily accessh
Ele to relevani stakeholders.

7.2. Reporting Protocols:

721 1r'n:i]denl Reporting Estatlish protocals far reporting business disruptions promptly and
acouyrate

7322 Pnﬁandent Review: Conduct post-ingident reviews 1D assess the effectiveness of BCP
strategres and ldentify: ateas for rnproverrent.

By adhesing to the princiles outlined in the Business Continlity Planning settion, Polad Texng
2/ms to establish a resllient arid adaptive framework for sustaining critical financia! functions In
the fzce of disruptions, safeguarding the cormpany’s reputation and stakeholder trust.
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Continuous
o Improvement

14.1 Review and Update Procedures

1. Introduction:

1.1. 2

1.1.1 Continuaus Impravement The Reviey and Update Procedures section outlines the system-
atic spproach to myiewing and enhancing the Financial Policy ard Procedire Manual ta ersure
1s relevance, effectiveness, and allgnment with evolving business reeds,

1.1.2 Adaptation to Changes: Recognizing the dynamic nature of the buginess enviranmeht, this
section emphasizes the Impertance of perlodic reviews and updates o maintaln the intelrity of
finaricial phlicies and procedures. '
1.2. Regulatory Compliance:

1.21 Compliarice Monitoring. Reguiarly rmonitor changes in financial reguiations, industry stan
dartds, and best oractices to ensure that the Finarcial Polity and Procediire Mianual rernaing in
compliance

1.2 2 Adaptation 1o Legal Requirements: Ad|ust policies and procedures as necessary to comply
with new or amende legal and reguislery requirements. |

2. Review Freguency and Schedule:

2.1. Regular Reviews:

2.1.1 Bcheduled Assessments: Condurt comprehensive reviews of the Financial Policy and
Procedure Manual on a schadulad basie to assess fis effecthveness.

2,12 Frequency Determination: Establish & frequency for reviews Dasad on the pace of business
changes, regulatory updates, and Industry rends

2.2. Triggered Reviews: . . .

2.21 Significant Evants: Implemant a system 1o triguer unscheduied reviews in resporise to
significant events, such as chariges in leadership, mergels, acguisitions, on other business-alter
ing escurrences

22 2 Bxternal Factors, Consider external factors, slich as evanomic shifts of teshhizlogical
advancemerits, that may necessitate an imrmediate review gf financial policies and procedures

3. Review Process:

3.1. Multidisciplinary Approach:

3.1.1 Cross-Functional Teams: Form crossfunchonal leams invalving represemiatives from
finance, legal, complisnce, and relevart business Units 1o ensurs a cornprehensive review.

3.1.2 Bxternal Expertise: Engage external @xpents or consultants when required to bring special
ized kmowledge and insighis (o the review process

3.2. Documentation of Findings:

3.2.1 Thorough-Analysis: Conduct a thorough analysis of each policy and procedure, document:
ing findings retated to effectiveness, compliance, and alignment with business goals:

3.2 2 Feerback Integration: Integrate feedback from end-users, stakeholders, and reguiatary
autherities to infarm the review process



4. Update Procedures:

4.1. Identification of Updates:

411 Change Triggers: Clearly define riggers that necessitate updates; such as requlatory chang-
es, imtemal Grocess mprovements, or lessons learned from incidents:

4.1 2 Continuous Monitarng: Implement continuous monitorng mechanisms 10 promptly identi
fy areas requiring updates.

4.2. Approval and Implementation: _ _
421 Approval Protiocols: Estabish a atructured approval process for proposed updates, invelving
relevant stakeholders and leadershi agproval

4.2 7 Tirnely Implermentation. Ensure timely implementation of approved updates, communicat-
Ing chanaes 1o &ll affected parties through appropriate channels

5. Communication of Changes:

5.1. Internal Communication:

5.1.1 Netlfication Protocols Develop clear protocals for notifying employees of changesto
financlal policies ard procedures.

8 1.2 Training Initiatives: Conduct training sessions or workshops 1o familiarze emplayess with
updated palicies, ensuring effective implementation.

5.2. External Communication;
5.2.1 Stakenolder Commiunication Plan Cammuricate refevant updates (o external staxeholders,
including clients. inwestors, and requiatory bodies

2.2 Transparency; Bmphasize transparency in external communications to maintaim trust ane
demansirate commitment to compliance.

6. Documentation Control:

6.1. Versioning System:

61,1 Documented Changes: Maintaina versioning systemn 1o track changes made to the Finar:
cial Palicy and Procedure Manual

612 Acgessiple-Archives. Archive previous versions for reference and audit purposes, ensurng
accessitiity to historical pelicy documents,

6.2. Accessibllity: o _

b.2 1 Centraiized fepasiony Storethe Financial Polioy and Procedure Marual in a ceniralized
ard easily accessible repository,

6.2 2 User-friendly Formats: Present documents inuser-friendly formats 1o facilitate easy naviga-
tion ana comprehersion

7. Record-Keeping:

7.1. Retention Periods:

7.1.1 Deaument Retention Pollcy cstablish a document retention policy specdying the ceriods
for which previous versions of palicles and prdtedures are retained

7.1.2 Audit Trall: Malmain an audit trall to raek the history of changes made during each ravisiv
and Lpdate cycle

7.2. Compliance Audits:

7:2.1 Regular Audits Conduct petiodic audits 1o ensure adherence to the review and updats
protedures outlined |0 this section

7.2 2 Corrective Actions: Irnplement comrestive actions basad on audit findings to enkance the
effectiveriess of the review process.

By adhieting to the Review and Update ProcedUras, Polad Texno aims to foster a cufture of



continuous improvement, ensuring thet its Einancial Pelicy and Procadure Manual remains a
reliable and adaptive resource In navigating the compledates of the business landscape.

14,2 Feedback Mechanisms

1. Introduction:

1.1. Purpose:

1,1.1 Continueus Irnprovement Culture The Feedback Mechanisms sectlon outlines the struc-
iired processes in place to solicit, callect, and analyze feedbadk an the Financlal Palicy and
Procedure Manual from stakeholdars within and outside the anganization,

1.1.2 Enhanging Effectiveriess:

By actively seeking input and insights, Pelad Texno aims {o enhance the relevance, claniy, and
practicality of #s financial policies and progedures, fostering 2 cudlture of continuous imprave-
rment, ' a

2. Types of Feedback:

2.1. Internal Stakeholder Feedback:

2 1.1 Employee Input Engourage emplovees at all levels to provide feedback on the usability,
ctary, and practicality of financial policies and procedures.

2.1.2 Cross-Functional Collaboration: Promote cross-functional collaboration to gather diverse:
perspectives and Insights:

2.2, External Stakeholder Feedback:

221 Cliert and Customer Surveys: Conduct periodic suneys among cliants and customers to
understand ther experience with the company s financial processes.

2.2 Z Regulatory Feedback Channels Establish channels for regulatory bodies 1o provide feed:
hm.k an complisncemiaied aspects

3. Feedback Collection Methods:

3.1. Suggestion Boxes and Portals:

3.1.1 Amanymous Suggestions Frovide channels, such &3 sugyestion boxes or oniine porials, for
employess to submit anonyrmous feedback

3.1.2 Reqgular Review: Pericdically review aid analyze the suggestions recelved toidentify
commion themes and arzas for improvernent

4. Feedback 2

4.1. Centralized Feedback Hub:;

4711 Ceritral Repository. Establish & ceptratized hub for goliscting and managing leadback,
ensuring systematic organization and actess.

41 2 Feedback &nalysis Team: Form a cedicated wam responsitle for analyzing feedback,
eategorizing I, ard prioritizing areas for agtion.

4.2. Actionable Insights:

4.2 1 Root Cause Analysis: Conduot root cause analyses 1o understand the underlying issues
biehind feagback and address them comprehensively,

4.2.2 Benchmariang: Gompare feedback aganst industry benchmarks and best practices 1o
idantify opnortunities for alignment and improvemneant.

5. Continuous Improvemeant Initistives:

5.1. Implementation Plans:

51.1 Action Plans: Develop detailed action plans based on feedback analysis, outlining spesific
steps for improvement



5.1.2 Timetines and Responsibliities: Assign clear trmelines and responsbiites for implementing
impoverment initiatives.

5.2 Communication of Changes: . . o

5.2.1 Transparency Commilmicate changes =sUiting from feedback 1o stgkenolders, snphasiz-
ing the camipany's commitment 1o responsiveness and improvement, 5.2.2 Training Initiatiyes:
Brovide necessary training and resowrces 1o engure that stakeholders are informed and can adapt
o updated policies and precadurss

6. Feedback Loop Closure:

6.1. Follow-up Communication:

6:1.1 Acknowledgment: Promptly acknowledge the receipt of feedback to assure stakeholders
Iriat thigir input s valued

6.1.7 Fallow-up Communitation: Close the feedback Inop by communicating the actions taken as
a result of feedback, ensuring fransparency and accourtability '

6.2. Continuous Engagement:

6.2 engagement Initiatives: Impilement angolng engagernant initiatives to encourage slstamed
feedback from stakeholders,

6.2.2 Recognition Programs! Recogrize e appreciate individuals or teams whose feedbaci
=ads 10 signilicamt Imgrovemesnis:

By establishing robust Feedback Mechanisms, Polad Texno seeks to create a collaborative
environment where staxeholders actively contribute to the refinernent of financial palicies and
procedures, Utimately supporting the company's commitrnent 1o excelience, compliance, and
cantinuous enhancement of its financial govemance framewori.

14.3 Lessons Leamed and Best Practices

1. Introduction:

1.1. .

111 Organizational |eaming The Lessons Learmed and Bes: Practicas sectlon s designed o
capture insights gained from experiences, both successes and challenges, related to finandial
pelicies and procedures within Polad Texno

1.1:2 Continuous Improvement By documenting and disseminating lessons learmed and best
practices, Polad Texno aims to foster a cllture of cantinlows improvement, ensuring the rafine
ment and optimlzation of s linancsl| governance framework.

2. Lessons Leamed:

2.1. Incident Analysis:

2.1.1 Roct Cauge Identification Conduct thomugh analyses of aty incidents, non-compliange
Issues, or challenges related to financlal policles and procedures.

2.12 Lessons idemtification: Extract key lessons from incident analyses o understand the root
causes and develop preventive measures.

2.2. Project Post-Mortems:

2.2.1 Project Evaluation: Follewing major financial infatives, conduct post-mortern assessments
toevaluate the effectiveness of policies end procedures

2.2 2 Adapration Strategies: identify areas for improvernent and implement adaptive strategies
based on lessens learned from project post-mortems:

3. Best Practices:

3.1. Industry Benchmarks:

21,1 Benchrmarking Studigs: Requilarly conduct benohmarking studles against industry bast
practices to entify oppartunities for mmprovement



312 Adapting Inncvations: Incorporate innovatve practices from the industry to enhances the
efficienoy and effectivenass of finandal processes,

3.2. Continuous Monitoring:

27 1 Regl-time Monitaring: Imrﬂemenl comtirutus monitaring mechanisms to detect anomalies
ard deviations from established financlal policies

222 Agile Responses: Develop agile response strategies to address emerging lssues promptly
and prevent their escalation,

4. Documentation of Insights:

4.1. Knowledge Repository:

411 Eentmhze:lﬂepusltury Malntain 2 centralized knowledge reposiiony 1o dooumernt lessons
lzarned ant best practice

412 Accessibilfty: _nsure egsy atcessibijty 1o the repasitory far telievant stakeholders to facill-
tate Rnﬁwmdgﬁ sharing

4.2 Format and Structure:

4.2 1 Structyured Documentatior. Doocurment lessons earred and best practices in g-structured
farmat, highlighting key takeaways and actioniterns 4 2.2 Case Studies: Develop case studies 1
llustrate practical spplications of best practices and lessons lsamed

5. Continuous Improvement Initiatives:
5.1. Actionable Insights:
511 Roat Cause Anafysie: Implement rool cause analyses for identified issues, ensunng that
carrective actions address underlying prabiems

51 2 Implernentation Plans: Develop action plans based on lessons lesmed and best practices,
autlining specific steps for Imprawement.

5.2, Training and Awareness: _ _

5.2 1 Tralning Programs: Incarporate insights from lessons (eamed and best practices irto train-
Ing programs for employees,

52,2 Awareness Campalgns Conduct awarenass campaigns to ensure that stakeholders gz
informed about successful practices and lessons derved from past experiences

6. Continuous Communication:

6.1. Internal Dissemination:

6.1 7 Regular Updates Periodically disseminate updales onlessons leamed and Lies! praciices 1o
relevant stakenolders within the crganization

612 Iheractive Forums Establish interattive fdrums or discussion platforms for employees 1o
share thelr experiences and ingghts

6.2. External Collaboration:

6.2 Industry Collaborations: Collaborate with industry peers 1o unare best practices and contrity
ute 1o the collegtive improvernent of financtal governanse standards.

£.2 2 Regulatory Ergagament Engage with reguiatory bodies to share insights and contribute to
the development of Industry-wide best practices:

By systemnatically captuning and apolying fessons leamed and best practices, Polad Taxno
enteavors to oreate a resilient and adaptive hinandial governance framewark that continuously
evolves n responsa ta changing business landscapes and reguiatory environments






15 Appendices

15.1 Glossary of Terms

1. Financial Terms:
1.1. Revenue: Definition: The total Income generated by Poiad Texno from Its pAmary business
actvities, including sales of goodsand services.
1.2. Expense: Definition: Any cost incurmed by the campany In the process of generating revenwe,
eNCOMEassing vanous operational, adminstrative, and financial excenditures.
1.3. Budget: Definition: A detziled fnanclal pian that outlines the expected reverues and expens:
es over a specific perlod, serving as a benchmark for financial performance

1.4, Cash Flow: Definition: The movemnent of money (nto and out of the compaty, eflecting Its
operational liguidity and abllity to meet shori-tenm financlal obligations
1.5. Audit: Definition: An Irdegendent exarmination of financial informatlanand processes o
ersure acowracy, compliance, and adherence tw established palicles
2. Compliance and Regulatory Terms:
2.1. Reguiatory Bodies: Definition. Onganizations ar govetniment entities that establjsh and
enforce requiations govemning finaneial practices and reparting,
2.2 Compliance: Definition: Adherence to 8!l relevant laws, regulations, snd Internal polidies:
goverring finarncial activities and reporting
2.3. Due Diligence: Definition: THe comprebensive examination and verlfication of financial
Inforrnation and processes pefore entenng Into-agreements or transactions.
3. Risk Management Terms:
3.1. Financial Risk: Definition: The patential for financial loss or agverse effects on the compe-
ny's financial performance due to market fiuchuations, operational issues; or external factors.
3.2. Mitigation Strategles: Definititn Proaciive measures and plans designed o reduce or
eliminate the Impaot of identified rsks on the carmpany's financial stabllity
4. Procurement and Vendor Managament Terms:
4.1. Procurement: Definition: The pracess of acquinng goods, senvices, of works from axternal
solrces, typically involving purchasing activities
4,2, Vendor Management: Definition The systematic approgch to ovarseeing ard optimizing
relationshing with sipoliers, enauring they meet performance and compliance standards
5. Financial Reporting Terms:
5.1. Key Performance Indicators (KPis). Definition: Quantifizdle metrics used to evaluate and
rreasura the company s performarice against its sirategic objectives and financizl goals,
5.2 Internal Audit: Definition. A systermatic examination of the company's internal controls,
processes, and financial reporting conducted by an internal audit team
6. Documentation and Record-Keeping Terms:
6.1. Document Control: Definition: The management and oversignt of documents o ensure
acty agy, versinn contml, and acoessbility
6.2. Record-Keeping Standards: Definition: established criterla and guidelines for the creation,
maintenance, and disposal of company recnrds to ensure cormpfance and acoountability.
7. Legal and Compliance Terms:
7.1. Compliance Officer: Definition: An Individual resconsible for ansuring that the campany
atheses 1o all relevant laws, reguiations, 2nd nternal palicies



7.2. Legal Compliance: Definition: Conforming te all applinable laws and reguiations in the
conduct of the company's financial agtivities and transactions.

8. Continuous Improvement Terms:

8.1. Continuous Improvement: Definition: The ongoing effor to enhance rrocesses, polices,
andl procedures t achieve greater efficiency, effectiveness, and compliance.

8.2, Lessons Learned: Definition: Insights gained from experiences, whether positive or nega-
tive, that [nform |mprovements |n processes and decision-making

This Glassary of Terms s provided to ensure a comman understanding of key financial, regulato
ry, andl operational concepts within Palad Texro, Definitions may be referenced throughout the
Financial Palicy and Procedurs Manual to promate clarity and conslstency in communication: and
Implementation

15.2 Forms and Templates

1. Introduction:

1.1. Purpose:

1.1.1 Stahdardization of Déeurmentation: The Forms and Ternglates séction serves the purgose
of pravidipg stendardized formats and tools for documenting finangial trensictions, progasses,
gril complignce related sctivities within Poiad Texng, - '

1,12 Enhancing Consistency. By utllizing the prescribed forms and templates, the comaoany gims
lo ensure eonsistenay; ascuracy, and comgpleteness n financisl reporting, record-keeging, and
athet relevanl sctivities

2. Usage Guidelines:

2.1. Applicability:

2.1.1 Mandatory Use: The use of spectfied forms and templates 1s randataory for all employess
invelved in financia! transactions: reparting, and oompiance activities.

2.1.2 exceptions: Any excaptions o the mandatory use of farms rmust be approved by the desig
rated autharty. outlined in the comeany's Belegation of Authoriy.

2.2. Version Control:

221 Updates and Revisions: Any updates or revisions to forms and templates will be communi-
cated through offleial channels, and the |atest versions will be accessibie through the compary's
designated repesitory:

3. Forms and Templates:

3.1. Expense Reimbursement Form:

3 1 Purpose To facilitate the reimbursement of business-related expenses Incurred by employ-
e

212 Submisslon Employess must submit the completed form aleng with supponting decumen-
tation ta the Finance Department for processing,

32 Purchase Request Fammi

221 Furpose To inftiate the procuramient process for gaods or services

822 Approval Resjuires autharization from the appropriale budget owner and procuremient
officer before proceeding with the purchisse

3.3. Travel Authorization Form;

33 1 Purpose To oblain approval for business-reiated travel, enguring complinnce with travel
policies

2.3 7 Submission Emipleyees must submit the form for approval oefore miaking any travel
arrangemeriis



3.4, Financial Incident Report Form; _ ,

24,1 Purpose To report any financial incidents, discrepancies, or potential fraud. 3.4.2 Confiden-
tiality. All reparts will be treated with ytrmast confidentiaity, and submitters are protected against
retalation

3.5. Internal Audit Checklist:

251 Purpose A standardized checklist for intermal auditors to ensure comprehensive coverage
duting internal audit processes.

3572 Complation: Imemal suditors are required to complete the checkiist for each audit and
subimitit as part of the audit documentation

3.6. Compliance Certification Form:

361 Purpose: To certify compliancs with relevant financial requlations and Imternal policles
362 Annual Submission: All employees n flnancial rofes must submit the compisted form
annually 1o the Compliance Officer '

3.6. Compliance Certification Form:

367 Purpote: To certify compliance witn refevant financial requiations and Interrial policies 367
Annual Submilssion: Al employess in fingngial roles must submit the cormpleted form annuslly to
the Complianee Officer

4. Accessibility and Training:

4.1. A ]

417 Centraiized Repesitory: Al forms and templates are avafiable in a centralizad repoditory
accessible to employees through the company's intranet.

4.1.2 Version Histary: The repesitory Includes & version history 1o track changes and Lpdates.

4.2 Traming:

4.2 Training Programs: Employees will recewve training an the camect usage of forms-and
ternplates during enboarding and periodic refresher courses .

4.2 2 User Guides: User guides for each form and template are avallable to assist empioyess.in
completing them accurately

5. Compliance and Auditing:

5.1. Compliance Checks: 5 _

1.1 Regular Audits The Finance Degartment will conduet regular audits to ensure adherence 1n
the prescribed forms and templates . .
5.1.2 Correctlve Agtions, Norpcampliance may result in comegtlve actions, Including additonal
training ang, if necessary, disgiplinary measures.

5.2, Continuous Improvement:

5.2 1 Feedhack Mechanism: Empioyees are encouraged fo provide feedback ain the usabillity and
effectiveness of forms and templates

527 Updatas Forrms and ternplates will Be peritdically reviewed and updated based on feed-
back and changing regulatory requirerernts.

The Farms and Témplates section Is an integral pant of Polad Texnos commitment to standatd
lzed and efficient financial processes &l ermployees are expacted to famlarize themsalves with
the designated forms and templates refevant 1o their roles-ahd responsibilities, contributing to the
comparty's ayerall finaricial govermance framewortk '



15.3 References and Extemal Resources

1. Infermaticn Source: The References and External Resources secticn provides a list of
autheritative references and external resources that supplement-and suppart the financial
policies-and procedures outlined in this manual.

By acknowledging and utilizing extemal resources, Polad] Texno alms to foster a quiture of
cantinuous leaming and ensur= alignment wath industry best practices and regutatory stan-
pards

2. References:

2.1. Financial Regulations: S

21| National Financlal Begulations: The Ministry of Finance of Azerbaljan Repebiic v
wmaliyye goyez] |

21 2 Intermational Financial Reparting Standards (IFES) Intermational Accounting Standards
Board (1AS8) - [www lfrs.org]

21 2 Intermational Financlal Reporting Stardards (IFRS) Intemational Accaunting Standards
‘Board [14SB) - www frs argl. '



9. Updates and Revistons:
9.1. Revision History:

51,1 Version Control. & detalled revision history of the Financial Palicy and Procedure Manual is
malintained internally, Indicaling changes, upoates, and the dale of each revision

Version Control

First Approvest: 01.01.2020 Aishorizilion: Dirsctor
Cument Version: Version 20
Prist Revisions: Merne
el 12 months _
Review Cycle: 2 months _
Effactive Dater Date of Angiroval
Approved by Director

Thie References and external Rescurces section Is designed to facilitate acress to authonia:
tive information, iIndustry standards, and best practices, supporting Polad Texno in mantaining
-a robust finaneal gavernance framework. The listed extermal resources are valuable referances
for emplayees invaived in financial rales and connbute ta the company’s comimitment 1o
excelience and compliance
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