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4. nann19UZ1IA (Policy Guidelines)
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5.1 NM39neuNssurasadusanmsnausulnelaingla (Reporting Unintentional Gifts or Hospitality)
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Gift and Hospitality Policy Hong Factory Co.,Ltd.

1. Objective

This policy is established to provide clear guidance prohibiting the giving and receiving of gifts or
hospitality in all cases related to the company’s business activities. The main objective is to prevent
corruption, conflicts of interest, and to uphold the highest standards of integrity and ethics at all levels
of the organization. This policy also emphasizes that employees and stakeholders must act with
transparency and in full compliance with applicable laws and regulations.

2. Scope
This policy applies to:

All employees: including permanent, temporary, management, contractors, and consultants
acting on behalf of the company.

External parties involved in the company’s business: such as suppliers, customers, partners,
contractors, and any third party related to operations.

Gifts and hospitality: including the offering or acceptance of gifts, meals, social invitations,
entertainment, travel, or any item of tangible value.

3. Definitions

Gift: Any item, cash, gift cards, or services of tangible value such as goods, show/event tickets,
meals, or recreational activities.

Hospitality: Includes meals, social gatherings, special events, entertainment, travel, or any
business-related courtesy.

Conflict of Interest: A situation where personal or organizational interests may improperly
influence a fair and transparent business decision.

Reasonable and Bona Fide: The offering or receipt of low-value gifts or hospitality as a matter of
accepted custom that does not intend to improperly influence business decisions.

4. Policy Guidelines
4.1 No Gift and Hospitality Receiving Policy

Employees are strictly prohibited from accepting any gifts or hospitality from customers,
suppliers, or business affiliates—whether in the form of cash, gift cards, souvenirs, or invitations
to exclusive events.

If an employee unintentionally receives a gift or is unable to refuse (e.g., a mailed gift), the
employee must promptly report to their supervisor and return the gift or politely decline
participation.



If the gift cannot be returned (e.g., perishable or impractical to return), the employee must
notify management for appropriate handling, such as donation to charity or retention as
company property.

4.2 No Gift and Hospitality Offering Policy

Employees must not offer gifts or hospitality to customers, suppliers, or business partners to
avoid misunderstandings or conflicts of interest in business decision-making.

Even culturally expected or customary practices should be strictly avoided if they involve giving
or receiving anything of value.

If the employee believes refusal may damage a business relationship, they must consult with
their supervisor or management to determine an appropriate course of action.

4.3 Special Cases Exceptions

In rare situations such as culturally significant ceremonial events, any offering or acceptance of
gifts or hospitality must be pre-approved in writing by company management.

Gifts or hospitality offered in the name of the company or for business tradition must also be
approved by the appropriate supervisor in advance.

5. Reporting and Approval
5.1 Reporting Unintentional Gifts or Hospitality

If an employee unintentionally receives a gift or hospitality, or is unable to refuse (e.g., a mailed
item), they must immediately report to their supervisor and management.

Items that cannot be returned must be submitted to management for a decision on handling,
such as charitable donation or company retention.

5.2 Approval Process

If it is necessary to give or receive a gift or hospitality under unavoidable business circumstances
(e.g., ceremonial business events), prior approval must be obtained from management.

Approval must be based on the value, context, and business necessity to prevent any
misunderstanding or conflicts of interest.

6. Monitoring and Review

6.1 Monitoring

The company will periodically audit adherence to this policy. Internal audit and management
teams will review compliance, investigate violations, and apply corrective actions as needed.

All high-value gift or hospitality reports must be documented for future evaluation.

6.2 Policy Review

This policy shall be reviewed at least annually or when there are changes in applicable laws,
ethical standards, or relevant incidents.

Policy updates will align with international best practices and ethical business standards.



7. Management Commitment=

o Management will fully support the enforcement of this policy and act as role models in not
offering or receiving gifts or hospitality under any circumstances.

. All levels of leadership are responsible for promoting a transparent, ethical, and legally
compliant organizational culture.

Conclusion

This policy affirms that [Company Name] prohibits the offering and acceptance of gifts and hospitality in
all business-related matters to prevent corruption, conflicts of interest, and undue influence. Adherence
to this policy is essential to maintaining transparency, integrity, and fairness in all company operations.

Announced on: June 24,2025

Signature: .........ccccoevvvennnn.
Ms.Napak Roicharoenkit
Managing Director

Hong Factory Co.,Ltd.
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