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Standards of Behavior

These standards are to be used in co-ordination with
the FINCA International Code of Conduct and the
FINCA” UCO CJSC policy manuals. Some of the
material may be repeated or referenced here.

I. Introduction.

A. Guiding principles. It is the policy of
“FINCA” UCO CJSC (“FINCA” or the “Company”)
that we conduct our activities according to the
highest ethical and professional standards and to
uphold the Mission and Vision of FINCA. In order
to reaffirm this policy, the Board of Directors and
the Members of FINCA have adopted this Code of
Conduct, to which FINCA Persons - every
employee, Board or Advisory Board member,
consultants and volunteers, and others acting on
behalf of FINCA must adhere. Failure to conduct
activity in keeping with this Code of Conduct is
grounds for immediate termination of employment
or other relationships with FINCA. To assist you in
complying with this Code of Conduct, a Compliance
Officer will be appointed at every affiliate. If the
local Compliance Offiger is not available, or if you
believe that it would not be appropriate to discuss an
issue locally, the question or concern may be
reported to the affiliate HR Director or to the
affiliate General Counsel (see section XV of the
FINCA International Code of Conduct for full
details). The following five principles represent
what we as a team aspire to embody in all our
interactions with FINCA clients, employees, and
stakeholders.
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Integrity - the virtue of basing actions on an
internally-consistent framework of
principles. A person with integrity always
acts within core set of values, which are
consistent with each other and with the
standard of a high degree of integrity.

Teamwork - we succeed together searching
for a relationship between human beings that
is founded in justice and equality. Solidarity
must be spread between our clients as well as
our colleagues.

Being Positive and Pro-Active - the practice
of maintaining a good attitude towards
others, asking questions to better
comprehend problems and their implications,
offering solutions to problems, and making
decisions, without overstepping the bounds
of authority.

Efficiency and Commitment to the Dual
Bottom Line— pledging to serve the
customer in the most timely and cost
effective way; commitment to the dual
bottom line principle of social outreach and
institutional sustainability.

Professionalism — upholding the highest
standards of professionalism at all levels of
the organization including knowledge of
laws and company policies, practicing
independence and objectivity, abstaining
from misrepresenting the company or the
clients, and abstaining from any professional
misconduct (misconduct defined as
professional conduct involving dishonesty,
fraud, or deceit or commit any act that
reflects adversely on their professional
reputation, integrity, or competence).
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[l1. Business Practices.

A. Dealings with client.

e FINCA employees have a duty of loyalty
to their clients and must act with
reasonable care and exercise prudent
judgment. FINCA employees must act
for the benefit of their clients and place
their clients’ interests before their own
interests.

e FINCA employees will guarantee
compliance with contractual obligations
to clients, particularly with regard to
credit disbursement at the time and
means agreed upon. We will treat all
clients equally within the company
policies. This includes treating all
potential and existing clients with
courtesy and in a transparent manor and
not giving preferential treatment to
clients with regards to representing
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clients in credit committees, interest rates
and fees, order of disbursement, and any
other FINCA Armenia product or
service.

FINCA employees are never to solicit or
accept bribes, kick backs, or additional
payments or services in any way from
clients. Employees are not to give funds
or pass on addition costs to clients to
outside third parties for a ‘finder’s fee’ or
any other payment outside of FINCA
policies. Employees may accept small
gifts from clients (see section XII Gifts),
however employees are never to solicit
gifts, bribes, kick backs, or additional
payments or services in any way from
clients.

FINCA employees will abide by the
rules, regulations, and other
arrangements designed to guarantee the
quality of our products and the
excellence of our services offered to the
clients, seeking always to elevate
productivity and reduce costs of products
and transactions to benefit the client.

We commit to communicating clearly
and truthfully the true price of products
to clients and we must never give a client
a loan bigger than they can pay back.
FINCA employees will increase public
awareness of FINCA Armenia work and
the services which it provides to society,
through honest information about the
benefits of its products. Promotional
literature and publicity shall not contain
uncertain assertions or illustrations,
emphasizing qualities or advantages
which the service does not have or hiding
conditions that the client would not be
inclined to accept. The Institution will
conduct its activities fairly with its
clients, vendors and employees and in
such a way that, if disclosed to the
public, would bring credit on the
Institution.

FINCA employees commit to working
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together with clients for timely
repayments of loans according to the loan
agreement and to implementing
collections practices that are not abusive
or coercive.

FINCA commits to implementing
complaints resolution mechanisms and to
responding to client grievances in a
timely and appropriate manor.
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B. Dealingswith suppliers and service
providers. A conflict of interest may arise from
employees' relationships with vendors or other
service providers. If an employee is authorized to
approve or award orders, contracts and
commitments to suppliers of goods or services, he or
she must do so based on objective business
standards to avoid any real or perceived favoritism.

C. Dealings with competition.

FINCA employees are not to collude
with the competition, engaging in price
fixing, market manipulation, or otherwise
act in a manner which may give the
impression that we are involved unfair
business activities.

FINCA employees are not to tell untruths
about the competition to clients, public
officials, suppliers, or any other party.
FINCA employees will keep a
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professional relationship with
competitors and never divulge FINCA
strategic, market, tactical, product,
procedure, or other information that may
give the competition unfair advantage.

e FINCA employees are not to establish
relations with competitors which will
result in a conflict of interests. FINCA
must compete exclusively on the basis of
services’ merit and capacity to offer the
services.

[I1.Transparency and Disclosure

A. Investors and Donors. FINCA shall
provide timely and accurate information in
accordance with agreed reporting requirements to
investors and donors.

B.

V. Fundraising.

See FINCA International Code of Conduct
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V. Record Keeping and Financial
Integrity.

A. Accounting. FINCA has established
internal accounting and operating controls and
procedures to ensure the integrity of financial
statements. All employees responsible for the
preparation of financial statements and reports, or
who provide information as part of that process,
must maintain and adhere to these controls so that
all underlying transactions, both within FINCA and
with third parties, are properly documented,
recorded and reported.

In addition, all employees have the responsibility to
promote full, fair, accurate, timely and
understandable disclosure in reports and documents
that FINCA files with or submits to local authorities
and in other public communications made by the
company.

B. Analysis and Presentation. FINCA
employees will guarantee that all company reports,
client business and home information, credit
analysis, and all other like documents contain
correct information that has been verified. Every
personnel member shall apply the administrative
techniques and principles of his/her profession in a
loyal, upright and decent manner, carrying out
his/her responsibilities with the highest degree of
diligence, truthfulness, good faith, and sense of
responsibility and efficiency, trying to obtain the
most out of the resources which the Institution has
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entrusted to him/her.

VI.Anti-Money Laundering and Know
Your Customer Compliance.
See FINCA International Code of Conduct

VII. Political Activity.

See FINCA International Code of Conduct

VIII.
Information

Protection of Proprietary

A. Confidential Information. FINCA
employees must maintain the strictest confidentiality
in matters which are strategic and vital to satisfying
client needs and to obtaining and maintaining
advantages over the competitors. The following are
considered confidential matters:

¢ Financial accounting information and
budgets

e Organization structure goals, strategic
objectives, strategic plans and organizational
changes.

e C(Client databases, in which client information
is confidential and may only be used for the
reasons for which the information was
gathered, released, or as required by law.

e The manuals, forms and materials which are
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a part of our policies, procedures and
information systems.

e Information disks, electronic copies,
programs, materials and systems.

e Data and information regarding the different
salaries and payrolls of personnel and
documents regarding salary, compensation
and benefits systems.

e Capacity-building and training manuals.

Information of FINCA that has not been made
public shall be kept confidential except as may be
necessary in performing authorized duties or by
authorization of the Executive Director.

B. Client Information. Confidential
information is specific information about the client’s
business or personal dealings that is not in the public
sphere. Such information comes into the possession
of FINCA employees through their special
relationship with the client. Examples of
confidential client information include: business
sales data, household expenses, business strategy,
and other like information that the client may not
voluntary disclose. Information obtained from
clients may only be used for the reasons for which
the information was gathered,. The simplest, most
conservative, and most effective way to comply with
the FINCA client information confidentiality
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commitment is to avoid disclosing any information
received from a client except to authorized fellow
employees who are also working for the client.

Client information should only be released to an
outside third party only upon written permission
from the client and upon request of FINCA
management. Employees can only pass on
confidential information internally within FINCA in
the interest of FINCA. Client information may be
disclosed when required by law, but should only be
in cases in which the M FI has reasonable effort
requiring authorities to obtain the information
through full legal channels.

Commitment to confidentiality of client information
applies to individuals and their businesses even if
they are no longer FINCA clients.

| X. Protection of Company Assets.

A. Use of Company Property. FINCA
employees have the responsibility to protect
company assets and to guarantee that assets are used
in a responsible way and in the interests of the
company. FINCA assets include, but are not limited
to, the following:

e Computer software | ¢ Innovations

e Customer lists or e Intellectual
information property

e Data processing e Money and funds
systems e Records

e Databases e Reference

e Equipment materials

e Furnishings e Reports

e Files e Supplies

e Ideas e Technology

e Information about | e The corporation’s
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corporate or
customer
transactions

private computer
systems including
your e-mail and
your Internet
access

FINCA employees must properly care for and
protect FINCA property and assets, which should be
used for legitimate business purposes only.
Employees must not:

e Use FINCA assets for personal gain or
advantage.

e Use official FINCA stationery, the company
brand, documents or the FINCA name for
nonofficial purposes, since such use implies
endorsement by the company.

X. Employee Relations

A. Cultural Diversification. FINCA
Armenia strives to create ties with the greater
community based on mutual trust, accountability,
quality of products and services, practical
knowledge, social justice, and in accordance with
high ethical standards. The following principles
apply to all FINCA employees:
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e All clients, employees, potential
employees, suppliers, and other related
parties have the right to be treated with
honest and respect regardless of race,
skin color, gender, native language,
political and religious orientation, and
national and cultural allegiances.

e All employees have the right to work in
an environment that respects their race,
skin color, gender, native language,
political and religious orientation, and
national and cultural allegiances.

e All employees have the responsibility to
increase their knowledge of different
cultures and to display sensitivity to
cultural differences to all other clients,
employees, potential employees,
suppliers and other related parties.

B. Discrimination. It is understood that
FINCA employees and clients are people and
personal relationships will develop between
employees and between employees and clients.
FINCA does not interfere in the personal
employees. However, the following are subject to
review and disciplinary action by FINCA Armenia
supervisors and managers:

e [Excessive rudeness, bullying and overly
aggressive behavior, making threats, or
conversations of an unlawful, harassing,
or offensive nature in the work place.

e Bringing to work, downloading on the
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internet, by other means inappropriate
images or text and promoting or
displaying them.

e Interfering or obstructing the work of
colleagues.

e Interfering or obstructing the career
development of colleagues.

e Encouraging colleagues to seek
employment elsewhere or organizing the
dismissal of colleagues for non-work
related reasons

e Any speech or behavior that could result
in damage to FINCA Armenia’s good
reputation.

FINCA Armenia forbids direct personal
discrimination and intimidation. FINCA employees
will not engage in acts of coercion, ordering,
encouraging, or direct influencing of others to
discriminate on false grounds and intimidate others
in the work place. Employees will maintain a
discrimination free work place. All employees must
commit to the standard that FINCA Armenia is a
company free of discrimination and intimidation.
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C. Personal Finance. FINCA employees
should conduct their personal financial affairs
responsibly and keep their business expenses in
order.

D. Drugs and Alcohol. Possessing, using,
selling or offering illegal drugs and other controlled
substances is prohibited under all circumstances.
Employees will not report for work, or drive a
Company vehicle or any vehicle on Company
business, while under the influence of alcohol or any
illegal drug or controlled substance.

XI1.Conflictsof Interest
See FINCA International Code of Conduct
See section 10.7.1 of Personnel Manual
XI1I. Gifts.
See section 10.7 of Personnel Manual

XI11.
Activities.

Outside Statements and

A. General Provisions. A conflict of interest
may arise from activities, employment or other
relationships outside FINCA. FINCA employees
must not act on behalf of or appear to represent the
company in any transaction outside their role and
responsibilities with FINCA.

All employees must inform their manager and obtain
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his or her approval before:
e Pursuing additional employment outside
FINCA
e Engaging in an independent business
venture
e Performing services for another business
organization
Employees must not pursue such outside activities
and relationships during FINCA business hours or
allow any outside business, civic or charitable
activities to interfere with job performance.

B. Speaking Engagements. FINCA staff
members are encouraged to maintain their
professional credentials and relationships by
undertaking speaking engagements and writing
articles appropriate to their fields of interest,
consistent with their responsibilities at FINCA.
FINCA Persons should not speak on behalf of
FINCA, or publish papers in which the interests
of FINCA or its global programs could be
adversely affected, except under FINCA
operating policy as to review and approval of
public communications that might be perceived
as representing the views of FINCA or reflect
adversely on FINCA or its programs.
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C. Personal fees. FINCA employees may

not accept fees or commissions for any
transaction on behalf of FINCA unless
specifically authorized in writing by the FINCA
Armenia CEO to do so.

10.

XIV. Prohibited Activity
The following behavior is prohibited to all
FINCA Armenia employees (as described in
the Employee Handbook)

. Abusing, damaging or stealing FINCA

property. Mismanagement of FINCA funds
of property.

Buying, selling, consuming, possessing or
being under the influence of any intoxicant
or illegal drug while on FINCA business or
on FINCA premises at any time.

. Willful misrepresentation on an employment

application regardless of when discovered.
Any deliberate act considered detrimental to
FINCA's interests or to the interests of its
employees.

Misconduct such as theft, intemperance,
possession of a weapon, gambling or any
other conduct that violates the law or
common decency.

Any form of harassment as indicated in
section 4.13.

Failing to follow reasonable directions from
a supervisor.

Willful violation of the FINCA Equal
Opportunity Policy.

Willful non-compliance with regulations or
instructions.

Exhibiting disorderly conduct, such as the
use of threatening or abusive language
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11.

12.

13.
14.

15

16.

17.

18.

19.
20.

Discussing confidential FINCA matters with
anyone outside FINCA or with an
unauthorized FINCA employee, except as
required by law

Releasing statements to news media unless
authorized to do so by FINCA

Excessive absence or lateness

Improperly recording time worked on one’s
own or another’s time report or intentional
falsification of one’s own or another’s
expense reimbursement vouchers

. Conducting excessive personal business

during work hours

Using FINCA telephones for personal
business of a non-emergency nature or to
place personal long distance calls.
Neglecting safety rules

Failing to perform all duties in a diligent and
professional manner

Failure to adhere to the dress code
Disregarding the appearance of the work
area.

XV. Reporting Violationsand

Suspected Violations
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FINCA requires its employees to observe the highest
standards of business and financial ethics and to
comply with all applicable laws, regulations and
FINCA policies. FINCA urges employees to report
any suspected financial or accounting impropriety,
or illegal or unethical business behavior without fear
of retribution.

Should an employee become aware of, or be
concerned about, financial or other activity which he
or she believes in good faith to be illegal, dishonest,
unethical or fraudulent, the employee should report
such activity to his/her immediate supervisor, the
Human Resources Manager, Country Director, or
Regional Director. Supervisors should promptly
convey such reports to the Human Resources
Manager and/or the Country Director.

No employee who reports a suspected violation
within the scope of this policy, provides information
to law enforcement, or assists in the investigation of
a suspected violation will suffer retaliation, or
adverse employment action of any kind, even if a
subsequent investigation determines that no
violation occurred, provided the employee report
was made in good faith and with reasonable belief in
its accuracy.

Employee complaints of retaliation, or adverse
employment action in violation of this policy should
follow the reporting procedures outlined above, and
will be promptly investigated. If an investigation
results in a determination that retaliation or other
prohibited action against an employee has taken
place, appropriate corrective action will be taken.

Employees are expected to exercise sound judgment
to avoid baseless allegations. An employee who
knowingly or recklessly makes an allegation or
disclosure that proves to be unsubstantiated will be
subject to discipline, up to and including dismissal.

Reports by employees of violations or suspected
violations, as well as the identity of whistle-blowers,
will be kept confidential to the extent possible,
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consistent with the need to conduct an adequate
investigation.

Examples of areas for whistle blowing are:

e Staff demanding for kickbacks from
clients before processing their loans or
demanding for a percentage from the
loan approved. This is very common in
business loans.

e Staff borrowing money from clients
hence compromising with the clients
when it comes to the clients repaying
their loans on time.

e Staff obtaining loans using clients’
names-“‘ghost clients”

e (ash shortages that seem to be intended,
i.e. staff obtaining un authorized staff
advances.

e Staff authorizing loans without securities.

o Staff offering to deposit money for the
clients in distant areas and banking less
than the expected amount or collecting
money from groups and deciding to
dissolve the groups.

e Disbursement of less amounts of money
to clients than the amount signed for.

e Manager and staff soliciting bribes from
job seekers promising them to offer them
jobs.
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XVI. Dress Code

See Section 10.2 of Personnel Manual

XVII. “FINCA” internal
disciplinary rules according to the local
legislation

1. Employment and dismissal of FINCA
employees

1.1 Employment and dismissal in “FINCA” are
implemented in accordance with the Labor code of
RA and other legal acts regulating activities of credit
organizations.

1.2 Employment in “FINCA” is implemented by
concluding indefinite or definite term employment
contracts between “FINCA” and employees. The
employment procedure is implemented according to
the policy manuals of “FINCA”.

1.3 The employment contract is terminated in
cases stipulated by the labor code of RA.

1.4 The employment and termination of
employment are based on order authorized by the
General Director of “FINCA” in addition to the
conclusion of the employment contract.
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2. Theliabilitiesof “FINCA” employees

2.1 “FINCA” officers and service personnel are
considered as employees of “FINCA”.
In accordance with the standards persons who have
positions directly involved in “FINCA” activities’
implementation, including managers are considered
as officers of “FINCA”™.

In accordance with the standards “ FINCA”
management board members, chief accountant,
deputy chief accountant, head office functional
department managers, head office rural lending
manager, head office regional managers, head office
chief treasurer, head office Senior Security officer of
administrative department, the managers of the
branches and representative offices, Senior cashiers,
team leaders are considered as managers of
“FINCA”™.

In accordance with the standards the employees of
“FINCA” who are not directly involved in “FINCA”
activities’ implementation are considered as service
personnel of “FINCA”. The service personnel are
guards, drivers, and office cleaners.

The compensation and other employment terms of
employees are determined by the General Director
of “FINCA”.

2.2 “FINCA" employees are obliged:

2.2.1 to be at workplace not later than 9 am. and
to leave the workplace not earlier than 6 pm,
excluding the guards whose working time and terms
of remuneration are defined by the order of the
General Director of “FINCA”.

2.2.2 to be involved in overtime work only in case
of need,which is substantiating overtime work
necessity in case of existence of written order signed
by the General Director of “FINCA” (without
written order of General Director the employee’s
self-willed staying at work, as well as managers’
overtime work is not considered to be overtime
work and will not be remunerated, (excluding the
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managers whose work is considered to be overtime
work by the order of General Director).

2.2.3 In case of compatibility with another work the
employee should be on work not later than nine
o’clock in the morning and leave the workplace not
earlier than stated in the employment contract.
2.2.4 To follow internal discipline rules of
“FINCA” .

2.2.5 Act as per the professional knowledge and
qualification in accordance with duties of position
and with correspondent manuals and procedures of
“FINCA”.

2.2.6 To carry out the instructions of the
management on time.

2.2.7 To take care of the equipment of “FINCA”
accurately and use technical equipment facilities in
order to accomplish the duties.

2.2.8 Not to smoke in all premises of “FINCA”.
2.2.9 Employees’ appearance should be
correspondent to the position affirmed by the
General Director and wear certain clothes demanded
in the workplace.

2.2.10 Not to eat in the office.

2.2.11 Do not combine jobs with the employment
contract while working in “FINCA”, do not provide
services by the relevant contract and exclude
scientific, pedagogical and creative work without

General Director’s consent.

2.3 While working in “FINCA” the employees
should not work in other micro-financing credit

organizations or in micro- financing banks or to be a
member of the management in the above mentioned
organizations.

2.4 The employees of “FINCA” are forbidden to
take gifts, material recourses from clients in the
aim of having influence on crediting, as well as to
get illegal income or to use higher position for
personal need, or to express willfulness while doing
liabilities and instructions.

2.5 The employees of “FINCA” use
encouragements: privileges, guarantees (the
improvements of specified qualification),
improvement of rest, work conditions and providing
the security facilities.

2.6 The employees of “FINCA” can be sent to
business trip (including retraining).
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While on business trip the position and salary of
the employee remain unchanged. Returning from
trip, the employee must write reports in required
form.

2.7 The work of employees whose work or position
is suggested to be raised by the manager, are meant
to be evaluated by the required standards established
in “FINCA”.

2.8 The employees of “FINCA” or the people who
were employees of “FINCA”, as well as
organizations, the people who work or have worked
with “FINCA” have no right to publish bank, trade,
official confidential information which was at their
disposition.

The employees of “FINCA” should not disclose
bank confidential information if the requirement
does not correspond to the terms of RA law about
“Bank secrecy”.

The employees of “FINCA” by signing the
employment contract take responsibility not to
publish commercial, bank and other official
confidential information.

2.9 In accordance with the labor code of RA the
employees of “FINCA” are responsible for
equipment and for technical facilities handover to
them.

2.10 Employer’sliabilities of “ FINCA” are:
2.10.1Provide the employees with work:

2.10.2 Introduce the employees their tasks, work
conditions, system of payment, rights and liabilities.

2.10.3 Introduce the employees internal discipline
rules of the work and other lawful acts,

2.10.4 Conduct the work of employees accurately,
make sure of work discipline.

2.10.5 To be in compliance with the labor code of
RA.

2.10.6 Provide the employees with the working
conditions and with technical and physical facilities
required for their day-to-day operations.

2.10.7 Pay the employees monthly salaries (the
salary must be paid twice a month, till the 3-rd orl5-

th of each month) via bank transfer to their accounts.

2.10.8 Be attentive to the needs and demands of the
employees, improve their working and living
conditions.

2.10.9 Provide the employees of “FINCA” with
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business cards.
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3. Working time in “FINCA”

3.1 Daily working time of ’FINCA’’ runs from
start of work at 9:00 to end of work at 18:00
programmed break times 13:00 — 14:00.

The employees must be at work from 9.00 to 18.00,
except the security service employees, whose work

2.10.3 dswtinpwugub] wohnwwnwlhgubpht
«dPULU»-h wojnwmwnwiipuyht tbkpphtt

Jupquuyuwhwljuwb juunuutpht b
wpnwnwipwjht hwpwpkpnipnitutpht
wnusynn wy] hpuwjwljuwb wlnbkphl,

2.10.4 Loninpkl juquuljipuy by
wpuwwnwljhgutiph wojpwwnwupn, wuywhnyby
woluwnwipuwhtt jupquuywhnipiniip,

2.10.5 wmbptinnpbt yuwhwwk) 22
wojuwnwtipuht opkiunpnipniip,

2.10.6 wphnwnwljhgutiph hwdwp unbinsty
wpnwnwipwjhtt wmthpudton wuydwtkp,
wyn pYnud’ hwnljuguk) hpkug
wupunwlwinipjnitbph junwpdwit hwdwp
wthpwdton

nbkuthjuljub kL ynipulut dhengubp,

2.10.7 y&wpk) woppwnwljhgutiphtt wmduwljut
wnwnuyupd (J&upnudp juwnwnpbk] wdhup
Eplynt mbiqud® dhtgh jnipupwitisinip wmduqu 3-
n b 15-p) 22 mnbwnpwyht pwtyiphg dknid
wphiwnwljhgubph Ynnuhg pugjud putljuyh
hwppubph dhgngnd,

2.10.8 nipwinhp YEpwpkpyt] wopuwnwlyhguknph
Jwphputpht nt wwhwueuknhl,

punpbjuyk) tpubg wojpwnwuph nt Yhugunh
wuydwutbpp,

2.10.9 mpudwnpl) wmbtuwuwpwpnkp
«dPULLU»-h wouwwnwljhgubph:

3. «dPLLU»-nd woluwnmwdudwbwlp b npw
oquuugnpénidp

3.1 «dPULU»-n1d wpumnwipujhtt opp
uwhdwiyws k£ 9.00-18.00-p,

punuhenidp’ 13.00-14.00-n: Upuwmwnnwlhgubpp
wuwpuuynp kb 1hubky hpkug

wnwnwipuyht mbnbpnid wnwynwuyut 9.00-
hg 18.00-p, pugunnipjudp «dPULU»-h
wijunutgnipjut Swnwynnubph, npnug
woluwnwdwdwiwljh mbnnnipiniup b




hours and the remuneration is being affirmed by the
order of the General Director of “FINCA”. During
the break the employees can leave their offices.

3.2 If the employees of “FINCA” need to work more
than is mentioned in 3.1 point, and if there is
necessity to work on days off, the employees should
present the request form authorized by the
immediate manager to the General Director of
“FINCA”, asking for approval latest at 12:30 of that
day, but the employees with the higher positions
must get the approval of General Director if they’ll
work after 20:00 as well as on days off.

If there is an inscription on the request form, than
HR department writes the correspondent order
regarding the involving the employee in the
overtime work excluding employees with higher
positions, whose work after the defined work time is
not considered to be overtime, if only there is not
order of General Director of “FINCA”.

Till 17:30 o’clock of that day the request form
approved by the General Director is handovered to
the chief security employee of administrative
deparment to provide the access to the employee to
the office.

3.3 The work time of the security employee of
“FINCA” is stated in the employment contract,
which is approved by the General Director of
“FINCA”. Each security employee’s work schedule
is affirmed by the General Director of “FINCA” on
a monthly basis. Each month the chief guard of the
administrative department handover a copy of that
order with his signature to each security employee.
In case of incapacity for work during the shift, the
guard makes agreement with another guard to
substitute him and turns to the General Director of
“FINCA” for the approval. There must be approval
signature of chief guard and the manager of the
administrative department.

After the General Director’s approval signature the
guard has right to work another day than is defined
by schedule.

3.4 The employees may leave the work during the
working day for business purposes and in rarely
cases for personal matters only based on permission
given by the immediate manager.

3.5 The list of employees who can freely come and
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go out during the working hours is being agreed
ahead with the General Director of “FINCA”.

3.6 The absence of employees during the working
hours for business purposes is permitted only if it’s
based on permission given by the immediate
manager with the exception of employees mentioned
in 3.3 point.

3.7 The absence of employees during the working
hours for personal matters without deduction of
salary is permitted only if it is for short time, for
strict reasons and if the immediate manager agrees.
3.8 In separate cases if the employee does not come
to work in the morning because of reasonable
excuse, the employee warns the immediate manager
about his/her absence or being late. In the above
mentioned cases, the manager should make notes
stating that he/she was warned. If the manager of the
department considers the absence or being late of the
employee unreasonable, he/she informs the manager
of Human Resources department, the latter has right
to inform the General Director regarding the issue.
In accordance with the report and written
explanation of the employee General Director has
right to take disciplinary actions in accordance with
the labor code of RA.

3.9 Being late and absence of work without warning
the immediate manager beforehand is considered to
be unreasonable excuse.

3.10 In case of the whole working day absence the
employees must present correspondent documents:
paper of incapacity for work (should be
compensated in accordance with the law), health
certificate, and other guarantees of lawful
governmental and social liabilities.

3.11 In case of the whole working day absence
without presenting correspondent documents of
reasonable excuse, and if the immediate manager
gives his/her approval, the employees can turn to the
General Director of “FINCA” asking for not payable
holiday.

In case the employee is not able to write the
application ahead the employee must inform the
immediate manager about the absence. After coming
to work the employee must produce explanatory
note to the General Director of “FINCA” with the
application considering the absence not payable.
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3.12 In case of death of the employee’s relative
(parent, husband, son, brother, sister, parent in law)
the employee is allowed not to come to work for
three days without deduction of salary. The manager
of HR department should be informed about it.

3.13 The employees who lecture in the universities
may leave the office during the work after getting
the permission from his/her immediate manager,
according to the schedule (based on the
correspondent certificate issued by the universities)
prepared by the HR department and approved by
the General Director of “FINCA”.

3.14 If the employees are students of bachelore or
masters, postgraduates of daytime course and are
absent from the work for few hours and few days in
the week, in the case of manager’s approval must
turn to the General Director of “FINCA” presenting
the schedule and timesheet of classes

to set out partial working day so as to be paid
commensurately in accordance with their actual
working hours.
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4. Days off of “FINCA”

4.1 There are five working days in “FINCA” and
two days off: Saturday and Sunday.

4.2 Some employees of “FINCA” can be involved
in work on days off only after written approval of
the immediate manager and the General Director for
urgent, unplanned work which will normalize the
further operations of “FINCA”. In such cases the
guards of “FINCA” are warned to allow the
mentioned employees to enter into the office of
“FINCA”.

4.3 The involvement and compensation of work on
days off are implemented in accordance with the
labor code of RA.

4.4 The managers of departments prepares the
reports, stating the need for working on days off
with the attached list of employees who will work
on days off and present them to the General
Director of "FINCA” for approval two days before.
In accordance with the above mentioned report HR
department prepares order for the mentioned
employees, regarding working on days off, this
order should be authorized by the General Director.
If the days off are announced to be the working days
than the working day lasts from 09.00 to 18.00, the
break is from 13.00 to 14.00. In some cases the
working day is partial. The employees who are
announced to have working day must be at work in
accordance with the mentioned working time.
Otherwise the above mentioned employees will be
considered to have unreasonable excuse.

4.6. Non working days are considered to be holidays
and memorial days in accordance with the labor
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code of RA .

5. Provision of holidaysto the employees

5.1 All employees of “FINCA” are provided with
the annuall holiday.

5.2 The employees of “FINCA” are provided 28
calendar days’ holiday.

5.3 The sequence of holidays (initial schedule) is
coordinated with the immediate manager of the
certain department and approved by the General
Director of “FINCA”. The wish of the employee
and necessity for maintaining the normal operations
in “FINCA” while setting out the sequence of
holidays. In accordance with the request of the
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employee and approval of the immediate manager
the holiday may be divided into two parts, each part
must not be less than 14 days, excluding the cases
when there is an speaking engagement between the
employer and employee. The employee prepares the
holiday application request form. The form should
be approved by the immediate manager of the
department and presented to HR department nearly 7
days before the planned holiday. Without the
manager’s approval the initial schedule of the
employee can not be changed.

5.4 The employees of “FINCA” during the first year
working in “FINCA” can have a holiday only after
six months, excluding the cases stated in the labor
code of RA.

5.5 According to the wish of the employee annually
holiday of the employee can be moved to following
year only based on approval of General Director of
“FINCA”. In case of serious reasons of not using the
holiday by the request of employer the holiday of
the employee is moved to the following year, which
is performed by the order approved by the General
Director of “FINCA”. In case of absence of General
Director’s approving signature on the transferring
application, the employee uses his/her holiday in
that year and is not allowed to transfer the holiday to
the next year. In case of employee’s quits the job
he\she gets compensation for the holiday not used .
It is forbidden not to give and not to use the holiday
during two years period.

5.6 During annually holiday in case of incapacity for
work the holiday is prolonged as longer as
mentioned on the invalidity paper. If the temporary
invalidity started before the beginning of annually
holiday than in accordance with the agreement of the
administrative department and the employee the
holiday time is changed.

5.7 During the holiday calling back the employees
of “FINCA” to work earlier is only allowed in
extreme cases and in accordance with the labor code
of RA.
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6. Guaranteesfor achievements and
punishments used for breach of work discipline

6.1 Encouragements are implemented for
realization of work liabilities in proper way, for
achievements at work, for improvement of work
productivity and perennial work in accordance with
the labor code of RA.

6.2 For breach of work discipline there are the
following punishments:
6.2.1 Remark
6.2.2 Serious remark
6.2.3 Termination of employment contract in
accordance with the articles Ne 121 and Ne 122
of labor code of RA.
6.3 For one breach of work discipline the General
Director has the right to give a remark. The remark
may have the following reasons.
6.3.1 To be absent or late for work without
reasonable excuse, to leave the work without
warning the immediate manager beforehand or
6.3.2 Not to carry out the legal instructions and tasks
of the manager and other managers or
6.3.3 Not to follow work regulations, manuals and
other legal acts of “FINCA”
6.4 For systematic breach of work discipline the
general director of “FINCA”™ has the right to give a
serious remark or to terminate the contract with the
employee. In accordance with that point the
systematic breach is considered to be repeated
action, it means twice or more times.
6.4.1 To be late for work without reasonable excuse
(if the immediate manager has not been warned
beforehand) not to come to work, leave “FINCA”
during the work time,
6.4.2 Not to carry out legal instructions of the
immediate manager and other managers,
6.4.3 Not to follow procedures, manuals, and other
legal acts of “FINCA” or
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6.4.4 Come to work under the affect of alcoholic

drinks, drugs, psychotropic substances
6.4.5 Falsifying of documentation

6.4.6 Not to be on work without reasonable excuse
6.4.7 Renounce of carrying out work liabilities
without reasonable excuse
6.4.8 Renounce of required medical inspection
6.4.9 Renounce of taking participation in the special
trainings and testings
6.4.10 Renounce of carrying out work liabilities in
the result of reduction of positions
6.4.11 To receive illegal income or to use official
position for personal interest, to misappropriate the
assets or to show willfulness.

6.5 The employment contract can be cancelled if the
employee has had even one serious breach of work
discipline in accordance with the second part of 221
article in labor code of RA, even if the employee has
not had any serious breach of disciplinary during the
previous year, as well as in other cases stated in the
labor code of RA.

6.6 While imposing the penalty the level of breach,
the circumstances of the breach, the previous work
experience of the employee and the behavior of the
employee at work should be taken into account.

6.7 The discipline punishments are imposed after
exposing the breach and demanding written
explanation from the one who has breached the
discipline. If the employee refuses to write the
explanation the act is formed where is explained
why the employee refused to give an explanation.

6.8 The punishment is signified not later than a
month since the discovery of breach, excluding the
cases of incapacity absence and absence of being on
business trip and holiday.

6.9 If six months have passed since the day of
breach penalty can not be imposed.

6.10 The punishment is announced based on the
order and the affected employee is informed by
signing the order.

6.11 For each breach of discipline can be announced
only one punishment.

6.12 If the employee does not have any new
disciplinary breach during that year than the
employee is considered to have no breach. The
disciplinary breach can be cancelled till the end of
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that year by the report of the immeditae manager if
the worker has not had any breach and has worked
diligently (according to the manager’s report).
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XVIII.
Refreshment.

| mplementation and Annual

All employees will receive training on the
code of conduct during orientation. After this,
employees will read and sign that they understand
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and commit to comply with the code of conduct.

All employees will refresh their knowledge of the
code in the form of a training or meeting at least
once annually.

I have read
the code of conduct and participated in the training
or annual refresher training/meeting. I understand
the contents of the code and commit to complying
with both the letter and spirit of the code and to the
high ethical standard of FINCA Armenia.

(employees signature)
(Date)
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