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SINO GAS & ENERGY LIMITED 
 

ANTI-CORRUPTION POLICY  

1. EXECUTIVE SUMMARY 

Sino Gas & Energy Limited (“Sino Gas”, the “Company”) has a strict prohibition on all forms 
of bribery and corruption, as well as money-laundering, funding of terrorism and similar 
offences. The Company has enacted this Anti-Corruption Policy (the “Policy”) to set out the 
Company’s zero tolerance approach to bribery and these related offences.  

The Policy applies to all operations of the Company wherever located, and to all of its 
directors, officers and employees (“Employees”).   

In furtherance of the above, the Company requires that every Sino Gas Employee (as defined 
herein) will, at all times: 

(a) act in the best interests of the Company; 

(b) act honestly and with integrity; 

(c) comply with the laws and regulations that apply to the Company and its operations; 

(d) not knowingly or negligently participate in any illegal or unethical activity, including 
bribery or the making of facilitation payments; 

(e) not enter into any arrangement or participate in any activity that would conflict with 
the Company’s interests or negatively affect the Company’s reputation; 

(f) protect the property and information of the Company, its customers, suppliers and its 
partners, and not use it for personal gain; and 

(g) not take advantage of their position or the opportunities arising therefrom for 
personal gain. 

For the sake of clarity, the Company’s prohibition on all forms of bribery relates to bribery of 
both Public Officials, and private persons and entities. 

2. INTRODUCTION 

2.1 Purpose 

The purpose of this Policy is to:  

(a) set out the responsibilities of the Company’s Employees in observing and upholding 
the Company’s strict prohibition on bribery, corruption, kickbacks, facilitation 
payments and related improper conduct;  

(b) provide detailed information and guidelines on how to deal with instances of bribery, 
corruption or improper conduct; and 

(c) help ensure compliance by the Company and its Employees with Anti-Bribery Laws 
applicable to the Company.    
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2.2 Definitions applicable to this Policy  

Anti-Bribery Laws – anti-bribery and corruption laws and regulations that may be 
applicable to the Company, including the U.S. Foreign Corrupt Practices Act, the UK Bribery 
Act, the Australian Criminal Code, the PRC Criminal Code, the PRC Anti-Unfair Competition 
Law and the Hong Kong Prevention of Bribery Ordinance (Cap. 201). 

Anything of Value – includes but is not limited to cash, gifts, travel, inflated commissions, 
offers of employment, unauthorized rebates, political/charitable/business donations, loans, 
training and sponsorships, as well as excessive entertainment expenditure.  This definition 
recognizes that Bribes can come in many shapes and sizes. 

Bribe and Bribery – giving, agreeing to give, offering, or receiving Anything of Value to 
influence the behavior of someone in government or business in order to obtain an improper 
benefit or advantage.  Please note that there is no “small payment” or de minimis exception 
for payments made with a corrupt intent under this Policy and many Anti-Bribery Laws.  
Thus, even minor payments can violate this Policy and Anti-Bribery Laws if they are intended 
as Bribes. 

Employee – any director, officer or employee of the Company. 

Facilitation Payment – refers to a nominal amount paid to a Public Official in order to 
expedite a routine procedure that the Public Official is legally obligated to carry out (for 
instance, processing a travel visa, or scheduling an inspection).  Payments made to Public 
Entities for which there is an official charge and which are legally authorized, such as to 
expedite a passport renewal, are not classified as facilitation payments. 

Intermediary – any third party that: (i) will perform services on behalf of, or will otherwise 
represent the business interests of, the Company; and (ii) may have an opportunity to 
receive, offer, promise, or give a Bribe on the Company’s behalf. Examples of Intermediaries 
may include but are not limited to suppliers, distributors, agents, contractors, promotion and 
marketing agents, lobbyists, government permitting representatives, customs agents, logistics 
providers, joint venture partners, consultants and any other third party intermediary.   

Public Entity – refers to a government; a government department, agency or 
instrumentality; a political party; a state-owned or controlled enterprise (for instance, a public 
hospital or public university); as well as any public international organization, such as the 
United Nations, World Health Organization, World Bank or the Red Cross. 

Public Official – is a director, official or employee acting on behalf of any of the 
aforementioned Public Entities; a royal family member; or a candidate for political office.  A 
person may be considered a Public Official regardless of their seniority.   

Quid Pro Quo ("something for something" in Latin) – is money or Anything of Value 
intended to operate, or which may reasonably be perceived as operating, to influence an 
action or decision.  
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3. SUMMARY GUIDANCE  

DO NOT OFFER, GIVE OR ACCEPT BRIBES DOCUMENT APPROPRIATELY 

The Company and anyone acting on behalf of the 
Company (including Employees, Intermediaries and 
other third parties) must not offer, give, agree to give, 
or authorize a Bribe, nor must they accept a Bribe in 
the course of their employment or work for the 
Company under any circumstances. 

It is essential that the Company’s books and records 
accurately reflect all payments and Anything of Value 
given or received.  It is important that invoices 
received from Intermediaries also accurately reflect 
the nature of payments and Anything of Value made in 
relation to our business. 

TAKE APPROPRIATE STEPS TO ENSURE 
INTERMEDIARIES DO NOT OFFER, PAY OR ACCEPT 

BRIBES 

UNDERSTAND THE CORRUPTION RISKS AND POLICY 
REQUIREMENTS APPLICABLE TO YOUR JOB 

The Company and its Employees must be alert to the 
Bribery and corruption risks presented by their 
Intermediaries and take appropriate steps to mitigate 
them in accordance with this Policy. 

These will vary depending on the nature of your 
responsibilities and sometimes the risks are not 
obvious. 

DO NOT MAKE FACILITATION PAYMENTS REPORT CONCERNS 

This prohibition applies even where Facilitation 
Payments are common and generally permitted.  The 
only exception to the prohibition on Facilitation 
Payments is any payments made to assure the 
immediate personal safety of an individual. Such 
payments would not be considered a violation of this 
Policy, but must nevertheless be immediately reported 
to your manager, Chief Executive Officer, Chief 
Financial Officer or the Head of Legal & Compliance 
and properly recorded. 

If you have questions or doubts as to whether your 
actions or the actions of others are consistent with this 
Policy, seek advice.  You must also report any known or 
suspected violations of this Policy in the same way.  
The Company does not tolerate or permit any form of 
retaliation against any person who reports a suspected 
violation in good faith. 

REMAIN VIGILANT VIOLATION OF THIS POLICY MAY RESULT IN 
DISCIPLINARY ACTION 

You should remain vigilant, particularly in high risk 
corruption environments such as China, and when 
dealing with Public Officials or Intermediaries.  You 
should also be alert to the red flags listed in Section 
6.3 of this Policy. Bribery and corruption risks change 
and evolve over time, and although this Policy seeks to 
identify some of the key areas where the Company is 
aware that risks may emerge, Employees must remain 
aware of the Company’s exposure to requests for 
Bribery in the full range of the Company’s operations. 

Where an Employee is found to have acted in breach of 
this Policy, that Employee will be subject to disciplinary 
action, up to and including possible termination of 
employment. 

Intermediaries who engage in practices inconsistent 
with, or in violation of this Policy, are deemed to have 
violated their contractual obligations to the Company 
and are subject to immediate termination of their 
engagement with the Company. 
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4. GENERAL 

4.1 Compliance Structure and Cooperation 

Every one of the Company’s Employees is required to become familiar with this 
Policy and to ensure that the Company conducts its activities in compliance with 
the requirements of applicable Anti-Bribery Laws and the requirements of this 
Policy.   

The Board of Directors is responsible for ensuring that the Policy is properly implemented and 
followed.  All directors, officers, employees and agents of the Company will cooperate fully 
with the Company in order to properly implement, maintain, monitor, and enforce the 
requirements and procedures of this Policy.  

Likewise, the person(s)/department charged with the book-keeping, accounting, auditing, and 
financial functions of the Company must implement, monitor and maintain appropriate 
controls and systems so that they are in compliance with Anti-Bribery Laws and the 
Company’s Policy.   

4.2 Anti-Bribery Laws 

Laws prohibiting Bribery and other improper payments apply in each country in which the 
Company conducts business.  

A number of these laws, such as the Australian Criminal Code, the U.S. Foreign Corrupt 
Practices Act (“FCPA”) and the UK Bribery Act, have extra-territorial reach. This means that, 
for example, under the FCPA, the Company and / or its Employees could be prosecuted for 
conduct that has occurred entirely overseas. In many instances, these laws also extend to 
persons who aid, abet, counsel or procure the commission of an offence by another person. 
Penalties for contravening these laws are high and can include fines and / or imprisonment.   

5. MANDATORY GUIDELINES  

5.1 Do not offer, give or accept Bribes 

The Company prohibits all forms of Bribery whatsoever in connection with its 
business anywhere in the world. Both direct and indirect forms of Bribery are 
prohibited, as well as the Bribery of public and private individuals.  

Employees shall not, under any circumstances, pay, provide, promise, offer, solicit or receive, 
Anything of Value that is not legitimately due to or from: 

(a) any Public Official for the purpose of influencing the Public Official to act, or fail to 
act, in his or her official capacity;  

(b) any Public Official for the purpose of inducing the Public Official to use his or her 
influence with any government department or agency;  

(c) any person, while knowing that all, or a portion, of such thing of value will be passed 
on to a foreign official for an improper purpose; or 

(d) any private person or entity with the intent that they retain business or a business 
advantage. 
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It is irrelevant whether the bribe is accepted or ultimately paid or provided. Merely offering 
the bribe will be a contravention of this Policy and will usually be sufficient for an offence to 
be committed.  

Liability may arise notwithstanding that the benefit is given or offered indirectly to the person 
who is sought to be influenced, for instance to a business associate or family member. 

Example 1: 

The Company is having difficulty obtaining a license which it requires to operate its business. The 
license has previously been refused due to safety concerns.  An Employee of the Company is then 
approached by a Public Official, who intimates that they may be able to talk to the right people, and 
arrange for the license to be approved.  The Public Official requests payment in order to make sure 
“things go smoothly”.  The Employee then arranges for payment to be made.  Is this a Bribe? 

Yes.  A payment has been made to a third party (in this instance, a Public Official) for the 
purposes of obtaining an improper business advantage. The license does not need to be 
granted in order for this to be a Bribe. 

 

5.2 Do not make Facilitation Payments 

Employees shall not pay, provide, promise, or offer, directly or indirectly, any Facilitation 
Payment, except as provided for in Section 5.3. 

Facilitation Payments are nominal payments made to the public in order to expedite or obtain 
non-discretionary, routine governmental actions that are ordinarily and commonly performed 
(“Facilitation Payment”). Such payments are expressly prohibited under the Policy. 

5.3 Personal safety exception 

If a Sino Gas Employee reasonably believes that refusing to honor a request or demand for a 
Facilitation Payment would result in an imminent threat to the health or safety of themselves, 
their family members, or their colleagues, then the payment may be made.  
 
Where such a payment must be made, the circumstances of the payment must be reported 
to the Chief Executive Officer, the Chief Financial Officer or the Head of Legal & Compliance 
as soon as is practicable after the payment, and a written report submitted immediately 
thereafter.  This exception is a limited one: it applies only to threats to physical health or 
safety; it does not apply when payments are demanded based on threats to commercial or 
financial interests. 
 
Example 2: 

You are travelling on business.  When you arrive at the border, you are informed by the immigration 
agent that there is a small fee of USD10 associated with the processing of the relevant 
documentation.  You ask to see where the fee is provided for in writing, but are told that it is not.  You 
are beginning to worry, as you need to be in the country for a meeting later that day.  Under the 
circumstances, is payment of this fee permissible? 

No.  As the fee is not provided for in writing, it is unlikely to be a legally authorized cost 
associated with the expedition of a government process.  You should refuse to pay the fee, 
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and request to speak to the agent’s supervisor. 

Upon requesting to speak to the agent’s supervisor, the agent becomes aggressive.  You notice that 
the agent is repeatedly gesturing to security personnel, all of whom are armed.  You begin to fear for 
your safety. 

In this instance, payment of the fee may be permissible, and will not be considered in 
violation of this Policy, if it is made to assure your immediate personal safety.  However, the 
payment must be reported to your supervisor, the Chief Executive Officer, the Chief Financial 
Officer or the Head of Legal & Compliance as soon as possible. 

 
 

5.4 Take appropriate steps to ensure Intermediaries do not offer, pay or accept Bribes 

This Policy applies equally to both Employees and Intermediaries.  In certain circumstances, 
the Company and its Employees may be held liable for improper payments or the provision of 
Anything of Value by an Intermediary to a third party. 

Accordingly, the Company and individual Employees may violate this Policy if they make a 
payment to an Intermediary — such as a consultant or agent — while "knowing" that the 
Intermediary intends to give at least a portion of the payment to a Public Official as a Bribe.  
A knowing state of mind exists if the Employee is either aware that the Intermediary is 
engaging in improper conduct, or has a firm belief that improper conduct is substantially 
certain to occur.  

This "knowing" requirement can also be met if it can be shown that the Employee consciously 
disregarded evidence that an Intermediary was engaging in improper conduct.  Employees, 
therefore, cannot simply turn a blind eye to evidence of misconduct by Intermediaries acting 
on behalf of the Company.   
 
Example 3: 

The Company has recently obtained the services of “Quick Tax”, a third party agent, to assist them in 
obtaining a tax exemption in China.  Shortly thereafter, a representative of Quick Tax approaches an 
Employee of the Company, and advises that Quick Tax might be able to speed up the exemption 
process if they were paid a little bit extra each month.  As the Company would be able to reduce its 
tax liability in China, the Employee agrees.  The Employee wonders how Quick Tax is planning on 
speeding up the approval for the tax exemption; however, he does not enquire further.  The Company 
is granted the tax exemption from the Chinese tax authorities in a short time frame.  The Employee 
who agreed to the payment soon hears a rumour that Quick Tax are notoriously dishonest and also 
notices a line item on Quick Tax’s invoices describing either “Liaison costs” or “Miscellaneous 
expenses”. The Employee does not know what those items are for; however, overall, he is  pleased 
with how quickly the Company obtained its tax exemption, and chooses to disregard this.    

Meanwhile, the representative of Quick Tax has been regularly paying a number of tax officials to 
bypass the tax exemption application process all together, thereby greatly speeding up the exemption 
grant.  Can the Company be held liable for the actions of Quick Tax? 

Yes.  An Intermediary has been making improper payments to Public Officials in order to 
obtain an improper advantage for the Company. Although the Employee may not have 
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known that this was occurring, the “knowledge” requirement will be met as the Employee 
consciously disregarded evidence that the Intermediary may have been engaging in improper 
conduct.  

What should the Employee do about the vague line items on the invoices? 

The Employee should not approve an invoice for services that are unspecified.  He should 
first check Quick Tax’s contract to see if there is a logical explanation for the charges.  He 
should also consider arranging a meeting with Quick Tax and seek to confirm what the 
charges are for and probe further if their explanation is unsatisfactory.  Even if Quick Tax’s 
explanation is satisfactory, Quick Tax should be asked to re-issue the invoice with sufficient 
detail to explain the charges.  The Employee should also take the opportunity to reiterate the 
Company’s expectations and understand how, in practice, Quick Tax manages the services it 
provides to the Company in a high corruption environment without making improper 
payments. 

If the explanation is unsatisfactory, the Employee must not approve the invoice and should 
immediately escalate the matter to involve the Chief Executive Officer, the Chief Financial 
Officer or the Head of Legal & Compliance. 

Remember: legitimate fees are usually published in some sort of price list or schedule, and 
upon payment of such you should be provided with an official receipt or invoice.   

5.5 Related Offences and Prohibitions 

Having regard to the wording and spirit of applicable Anti-Bribery Laws, the Company’s 
position regarding the below activities is as follows: 

(a) Secret Commissions: 

Employees shall not, under any circumstances, pay, provide, promise, offer, solicit or 
receive, directly or indirectly, any Secret Commission.   
 
Secret Commission means any benefit (and may also refer to a ‘kickback’) that a 
Company director, officer, employee or agent dishonestly provides to, solicits, or 
accepts from, a third party in return for agreeing to depart from a duty he/she owes 
to the Company (“Secret Commissions”). 
 

(b) Improper business advantage to third parties: 

Employees shall not, under any circumstances, pay, provide, promise, offer, solicit or 
receive, directly or indirectly, any improper business advantage to any third party 
doing business with the Company, including any Intermediary.    

 
(c) Money-laundering: 

Employees shall not, under any circumstances, participate in any Money Laundering 
activity. In order to avoid any circumstances whereby the Company may be 
unknowingly implicated in any Money Laundering activity, all third parties shall be the 
subject of due diligence as provided for in Section 6 of this Policy. 
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Money Laundering means the process of transforming the proceeds of crime and 
corruption into allegedly legitimate assets, and includes money or other property 
used in commission of, or used to facilitate the commission of, a crime (“Money-
laundering”).  

 
(d) Conflicts of interest: 

The Company wishes to avoid situations where personal interests conflict, or even 
appear to conflict, with those of the Company. This includes any activity that may 
cause others to interfere with the Employee’s ability to perform his / her work 
objectively. If there is a chance that a situation might be perceived as giving rise to a 
conflict of interest, then the Employees concerned shall, as soon as is practicable, 
disclose the circumstances to their manager, who will initiate steps to have the 
matter resolved. 

 
5.6 Charitable Donations and Sponsorships  

The Company believes in contributing to the communities in which it does business. In the 
right circumstances, it permits reasonable donations to charities and sponsorships. The 
Company, however, needs to be certain that such donations or sponsorships will not be used 
to disguise illegal payments to Public Officials in violation of applicable Anti-Bribery Laws. 
Therefore, all donations and sponsorships require written approval from the Chief Executive 
Officer (in accordance with the established delegation of authority policy) before a charitable 
donation or sponsorship is made.  

When making a donation or charitable contribution, the following should be evaluated prior to 
commitment to or delivery of the donation: 

• the purpose of the payment;  

• whether the payment is made at the request of a Public Official, a Public Entity or an 
employee of a customer or vendor; 

• whether a Public Official, Public Entity or an employee of a customer or vendor is 
associated with the charity and, whether the public official or employee of a customer 
or vendor can make decisions regarding the Company’s business; and 

• whether the payment is conditional on directly or indirectly receiving any business or 
other benefits.  

Charitable donations and sponsorships may only be given if they can be paid directly into a 
bank account of the charity or organization, unless the donation is an in-kind donation.  

Only charities that are willing to agree to donations being made directly into their bank 
account may receive a donation or sponsorship from the Company.  

5.7 Corporate social responsibility – community programs / capacity building 

In addition to donations and sponsorships, the Company is committed to working 
constructively with the communities in which it conducts business and helping those 
communities to improve access to education, infrastructure, health and governance 
capabilities.  The Company will consider any bona fide request for investment in such 
community programs. However, all such programs, including sponsorships, scholarships or 
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contributions to education, infrastructure, health or governance projects must receive the 
written approval of the Chief Executive Officer (in accordance with the established delegation 
of authority policy). All such donations and sponsorships must also be made directly to the 
bank account of the relevant organization (unless the donation is of an in-kind nature).  

 
5.8 Political Contributions and Donations  

No Company funds or assets, including the work time of the Company’s Employees shall be 
contributed, loaned, or made available, directly or indirectly, to any political party or the 
campaign of any candidate for political office. The Company’s Policy does not prohibit the 
Company’s Employees from individually participating in political matters, in their own time 
and at their own expense.  

5.9 Promotional Items, Gifts and Entertainment  

Promotional items, gifts, entertainment and other hospitality are often provided for a 
legitimate business purpose, such as building legitimate business relationships. However, they 
also pose risks to the Company, because they may compromise, or have the appearance of 
compromising, the exercise of objective business judgment.  This risk is heightened where 
Public Officials are involved.    

Promotional items, gifts, entertainment and other hospitality must never be used to corruptly 
or improperly influence business decisions.   

In certain instances, however, it may be permissible for the Company to provide inexpensive 
and reasonable promotional gifts, refreshments, meals, travel expenses, accommodation, 
entertainment and/or similar items (collectively “Promotional Items”) to Public Officials and 
private persons and entities. The Company and its Employees can also receive Promotional 
Items, but such Promotional Items must not include the reimbursement of any travel 
expenses or accommodation costs.  

Providing or receiving such Promotional Items is only permissible if: 

(a) such Promotional Items are directly related to the promotion, demonstration or 
explanation of a Company product, business, service, or the execution or 
performance of a contract; 

(b) such Promotional Items are permitted by law; 

(c) the Promotional Item is not cash or a cash equivalent (such as a gift card), and is not 
lavish or offered or provided frequently;  

(d) the Promotional Item is commensurate with the legitimate and generally accepted 
local business custom in the country in question;  

(e) the Promotional Item is not offered or received at a time when it could be perceived 
to impair objective business judgment, for example, when a regulatory approval 
(such as the granting of permits or licences) is being considered by that person or 
official (or their department), when a tender is pending, or when a transaction is 
under negotiation;  
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(f) the giving or acceptance of the Promotional Items would not cause a third party to 
form an impression that there is an improper connection between that Promotional 
Item and a business opportunity; and 

(g) payment is made directly to the relevant service provider (to the greatest extent 
possible).  

Promotional Items which satisfy the above criteria may be offered or received without prior 
authorization where they consist only of the following:   

(i) company-approved mementos or advertising items, such as coffee cups, 
calendars and pens, under US$50 in value;  

(ii) modest refreshments separate from a meal, such as soft drinks, coffee and 
donuts;  

(iii) business-related meals, as long as any such lunch meals are of reasonable 
value not to exceed the approximate equivalent of US$100 per person; and 

(iv) in all instances, the cumulative market value of the Promotional Items does 
not exceed US$400 per recipient per year.  

For any Promotional Items that may not meet these guidelines, written approval is required 
from the Chief Executive Officer before offering or accepting any other Promotional Item. 

Any such expenditure that is approved and provided must be accurately recorded in the 
Company’s books and records: see Section 5.12 of this Policy for further details. Supporting 
documentation for such expenses, such as an invitation to an event or a receipt for a gift that 
is purchased, will be maintained in the Company’s records. 

If Employees have any concerns about the appropriateness of a Promotional Item, they 
should consult their immediate Manager or seek prior authorization in accordance with the 
above. 

Accepting Promotional Items 

Employees must not, without written approval, accept any Promotional Item from any third 
party which appears to be valued in excess of US$50, or accept Promotional Items from any 
third parties where their cumulative value appears to be in excess of US$400 per year. If 
Employees have any concerns about the appropriateness or value of a Promotional Item, they 
should consult with their immediate Manager or seek approval to accept the item.       

Example 4: 

The Company has had a number of small, portable speakers branded with their company logo 
produced to give as gifts to clients at the end of the year.  Each unit costs approximately USD$25.  Is 
this gift permissible under this Policy? 

Yes.  So long as the gifts are permitted by local law, the value of each small gift is less than 
the monetary limit permitted for that market, and the gifts are being given to a number of 
clients, rather than one Public Official. 

One of the gift recipients, a Public Official from the Shanxi local council, expresses his thanks for the 
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gift, and comments that his children would very much like to receive such a gift also.  You are aware 
that the Company is currently engaged in an active dispute with Shanxi local council, and decide to 
give the Public Official two additional speaker sets, hoping that he will remember your kindness.  Is 
this a permissible course of action? 

No.  Such gifts may be interpreted as an attempt to improperly influence the Public Official in 
order to obtain an improper advantage for the Company.   

 

5.10 Reasonable and Bona Fide Travel Expenditures  

As described in Section 5.9 above, in certain instances, it may be permissible for the 
Company to cover the travel expenses of Public Officials and private persons and entities. 
Offering or providing such travel expenditure will be permissible only if: 

(a) such travel expenditure is directly related to the promotion, demonstration or 
explanation of a Company product, business, service, or the execution or 
performance of a contract; 

(b) the offer or provision of such travel expenditure is permitted by law; 

(c) the travel expenditure is not lavish or offered or provided frequently;  

(d) the travel expenditure is commensurate with the legitimate and generally accepted 
local business custom in the country in question;  

(e) the travel expenditures would not cause a third party to form an impression that 
there is an improper connection between that expenditure and a business 
opportunity;  

(f) the travel is for the Public Official only, not for his / her spouse or any other relative; 
and 

(g) payment is made directly to a relevant service provider (to the greatest extent 
possible).  

Before offering, providing or receiving any travel expenditure, prior written approval is 
required from the Chief Executive Officer, Chief Financial Officer or the Head of Legal & 
Compliance.  

Any travel expenditure that is approved must be accurately recorded in the Company’s books 
and records. Supporting documentation for such an expense, such as an invitation to an 
event or a receipt for a flight that is purchased, must also be maintained in the Company’s 
records. 

Note: Travel or accommodation must not be received or accepted by Employees.  

Example 5: 

You are arranging a site visit for a Public Official at the site at which you work.  The purpose of the site 
visit is to inspect compliance with local health and safety laws.  You are authorized to pay for any 
expenses incurred with respect to the Public Official’s travel and accommodation costs, as well as for 
meals. 
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As there is a demonstrable business purpose for this trip, related expenses are permissible, 
so long as they are reasonable and not extravagant or lavish. 

The Public Official requests that he make his own travel arrangements, as he has an excellent 
relationship with his local travel agent.  Is this permissible? 

Maybe.  However, it would be more prudent for the Company to organize all travel 
arrangements, and make any payments directly to the third-party service provider (i.e. an 
airline), to ensure compliance with the Company’s policy.   

The Public Official advises that he would like to bring his spouse along with him for the site visit, and it 
is clear from the conversation that he is also expecting the Company to pay for the travel and 
accommodation expenses of his spouse.  As it is in the Company’s best interests that the site visit 
goes well, you agree to pay for any expenses incurred with respect to the Public Official’s spouse.  Is 
this permissible? 

No.  Although there may be a demonstrable business purpose in paying the expenses of the 
Public Official, payment of expenses incurred by the Public Official’s spouse may be viewed 
as an attempt to improperly influence the Public Official and, as such, is not permitted. 

 

5.11 Employment of and provision of services by Public Officials and their families 

Offers of employment to Public Officials and their family members may create improper 
influence or the appearance of improper influence and may be a way of disguising improper 
payments. Any employment of or service provided by Public Officials or their family members 
must be handled in accordance with this Policy. 

All applications for employment must be made in accordance with standard recruiting policies 
and procedures, and must be entirely transparent, with no preferential treatment for Public 
Officials or their family members. No employment or engagement may be offered to a Public 
Official or family member as a Quid Pro Quo, or when the circumstances suggest such a 
situation may exist.   

If a Public Official or family member is employed or engaged by the Company and this gives 
rise to a potential conflict of interest, for instance because the Public Official has some 
influence over official decisions relating to the Company, the conflict should be reported to 
the Chief Executive Officer, Chief Financial Officer, or the Head of Legal & Compliance who 
will determine how to best manage the conflict. 

Contracts for services may only be offered to Public Officials or their family members on an 
exceptional basis and with a legitimate business reason.  In these cases, the following must 
be documented:  (1) the business reason, including a specific description of the services to be 
provided; (2) the skills or other qualifications the person has to provide the services; and (3) 
the reasons why this individual was selected in preference to any others.  In addition, 
approval must be sought from the Chief Executive Officer, Chief Financial Officer, or the Head 
of Legal & Compliance.  
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Employment of a Public Official or family member could create an issue even where the Public 
Official is not currently involved in actions or decisions related to the Company but has been 
in the past or may potentially be in the future. This is because the Company could be seen as 
seeking to improperly reward past behaviour or influence future behaviour.  For this reason, 
the Company should ensure that its recruitment procedures are always followed, particularly 
when the retention of a Public Official is concerned. Any recruitment of a Public Official, or a 
family member of a Public Official requires the written approval of the Chief Executive Officer.  

5.12 Record-Keeping, Accounting, and Payment Practices 

The Company is required to maintain a system of internal accounting controls and make and 
keep books and records which accurately and fairly reflect, in reasonable detail, the parties, 
the payment arrangements and the purpose of all transactions and dispositions of assets. 

Employees shall not falsify, destroy or conceal any accounting document or other business 
record of the Company and shall accurately and fairly report, in reasonable detail, all 
transactions and dispositions of assets, including but not limited to, all travel expenses and 
business expenditures incurred in connection with Company business.  

False, misleading or incomplete record keeping is a criminal and civil offence in many 
countries where the Company conducts business. 

No undisclosed or unrecorded fund or asset may be established or maintained for any 
purpose.   

In addition to the financial audits generally conducted for the preparation of financial 
statements, the Company may initiate or be subject to auditing and employee interviews to 
review compliance with this Policy and to test the effectiveness of record-keeping, including, 
through reviews of payments to third parties, interviews with individuals and the sampling of 
transactions. All of the Company’s Employees must respond fully and truthfully to any 
questions from the Company or its independent investigators and auditors. 

6. APPLICATION TO INTERMEDIARIES (E.G. CONSULTANTS, AGENTS, 
DISTRIBUTORS, SUPPLIERS, CONTRACTORS) 

The Company prohibits the provision of a benefit for an improper purpose through 
an Intermediary in connection with its business anywhere in the world.  

The Company may engage with a broad range of Intermediaries, including suppliers, 
distributors, agents, contractors, promotion and marketing agents, lobbyists, government 
permitting representatives, customs agents, logistics providers, joint venture partners, 
consultants and any other third party intermediary in a variety of circumstances. 
Intermediaries are third parties that (i) will perform services on behalf of, or will otherwise 
represent the business interests of, the Company; and (ii) may have an opportunity to 
receive, offer, promise, or give a Bribe on the Company’s behalf. In certain circumstances, 
the Company may be liable for the improper actions of these Intermediaries. 

The Company prohibits the provision of a benefit to an Intermediary where it is expected or is 
possible that some or all of that benefit will be provided or offered to another person, in order 
to obtain any improper business advantage for the Company. 

Additionally, no payment may be made or promised to an Intermediary except in exchange 
for legitimate goods or services. Any such payment must be in an amount that is not greater 
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than the fair market value of the legitimate goods or services received. Intermediaries are 
expected to comply with applicable laws and to maintain the highest ethical standards of 
business conduct. 

6.1 Selecting Intermediaries  

Prior to the engagement of an Intermediary, the Procurement Department must conduct a 
risk assessment of the Intermediary to ensure that the Intermediary has both the requisite 
qualifications, as well as a solid reputation for business integrity. The Procurement 
Department must also assess what level of due diligence is required to be conducted on the 
Intermediary before it can be engaged.  

If the Procurement Department determines that a due diligence assessment (“Due 
Diligence Assessment”) is required, the Procurement team will determine what steps it will 
take and what documentation it will seeks from the Intermediary. Such Due Diligence 
Assessment must be enhanced where the Intermediary may interact with Public Officials on 
behalf of the Company and such due diligence shall be periodically refreshed as determined 
necessary.  

A written record of the Due Diligence Assessment must be prepared and retained, and must 
be signed off by the Chief Financial Officer (in accordance with the established delegation of 
authority policy).  

If the Due Diligence Assessment raises any compliance concerns, these must be escalated to 
the Chief Executive Officer, the Chief Financial Officer or the Head of Legal & Compliance. If 
the Chief Executive Officer, the Chief Financial Officer or the Head of Legal & Compliance 
determine that the Intermediary poses compliance risks that cannot be reasonably mitigated 
by appropriate contractual protections, the Intermediary must not be engaged by the 
Company. 

Intermediaries that are subject to a Due Diligence Assessment, and are engaged must receive 
a copy of the Company’s Anti-Corruption Policy for Business Partners (at Appendix A).  

6.2 Contracts with Intermediaries 

Agreements with Intermediaries must be in writing and must describe the services to be 
performed, the fee basis, the amounts to be paid, and other material terms and conditions of 
the representation. Such agreements must be approved by the Chief Financial Officer (in 
accordance with the established delegation of authority policy). The Chief Financial Officer 
must escalate any potential red flag issues identified with the contract of the Intermediary to 
the Chief Executive Officer or the Head of Legal & Compliance.  

All Payments made to the Intermediary must bear a reasonable relationship to the value of 
the services rendered, must be fully and accurately documented, including by way of invoices 
and supporting documentation from the Intermediary.   

Payments to Intermediaries should never be made in cash, and should be made to the 
Intermediary’s bank account in the country where the services are performed or where the 
Intermediary's offices are located.  Payment to other locations must be approved beforehand 
by the Chief Executive Officer, the Chief Financial Officer, or the Head of Legal & Compliance. 

To the extent reasonably practicable, the Company must endeavor to incorporate into 
agreements with Intermediaries that have been subject to Due Diligence Assessment 
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provisions requiring the Intermediary to comply with applicable Anti-Bribery Laws and the 
Company’s Anti-Corruption Policy for Business Partners, and to refrain from giving Anything 
of Value to Public Officials, political parties or candidates in order to obtain or retain business 
or to secure any improper advantage for the Company. To the extent reasonably practicable, 
the agreement should also contain audit provisions allowing the Company to audit the 
Intermediary, and an obligation on the part of the representative of the Intermediary to 
certify periodically that it has no knowledge of any such activities.  

6.3 Ongoing Oversight of Intermediaries and Red Flags  

Employees who engage Intermediaries must maintain oversight of the work of the 
Intermediary and require sufficient documentation to ensure the legitimacy of the work and 
that improper payments have not been made. 

If Employees ever have reason to suspect that an Intermediary is engaging in potentially 
improper conduct, no further payments should be made until an investigation can be 
conducted.  Any such concern must be escalated to the Chief Executive Officer, Chief 
Financial Officer or the Head of Legal & Compliance.  

While not exhaustive, the following warnings or “red flags” are signs that an Intermediary 
might be violating applicable Anti-Bribery Laws: 

(a) unusual or excessive payment requests, such as requests for over-invoicing, up-front 
payments, ill-defined or last-minute payments, success fees, unusual commissions or 
mid-stream compensation payments; 

(b) requests for payments to an account in a country other than where the Intermediary 
is located or is working on behalf of the Company; 

(c) requests for payment to a third party, to a numbered account, or in cash or other 
untraceable funds; 

(d) requests for political or charitable contributions; 

(e) the Intermediary is related to a Public Official, or has a close personal or business 
relationship with a Public Official; 

(f) any refusal or hesitancy by the Intermediary to disclose its owners, partners or 
principles, or to agree to the ABC Contractual Provisions; 

(g) the Intermediary uses holding companies or other methods to obscure its ownership, 
without adequate business justification; 

(h) charges against the Intermediary for violation of local or foreign laws, or of 
regulations concerning the award of government contracts; 

(i) a demand or strong suggestion by a Public Official that a particular Intermediary 
should be retained; 

(j) reliance by the Intermediary on government contacts as opposed to knowledgeable 
staff, sufficient infrastructure, and investment of time to promote the Company's 
interests;  
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(k) the Intermediary has little experience in the industry; or 

(l) the Intermediary expresses a desire to keep his representation of the Company or 
the terms of his retention secret.  

6.4 Joint Ventures 

The Company will ensure that any joint venture that is effectively controlled by the Company 
through ownership, management or other involvement implements this Policy as soon as is 
reasonably practicable.  

Where the Company does not exercise effective control over any joint venture entity, the 
Company will use reasonable endeavors to ensure that such a joint venture entity complies 
with the standards set out in this Policy.  

Employees who are involved in the operations of joint venture partners and entities should 
pay particular attention to signs of improper payments and should voice objections where 
appropriate. If a Sino Gas representative becomes aware of evidence that joint venture 
partners or entities have engaged or may engage in improper payments, that evidence must 
be reported to the Chief Executive Officer, Chief Financial Officer or the Head of Legal & 
Compliance. 

7. EDUCATION AND TRAINING 

The Company has implemented and maintains a program to communicate its Policy and 
provide anti-corruption education and training to Employees selected by the Company’s 
executive management team, in their discretion, taking into account the level of the 
personnel. 
  
Training on the Company’s Policy forms part of the Company’s induction process for all 
relevant Employees. 
 
Existing Employees will receive periodic training updates on how to comply with the 
Company’s Policy and will confirm that they understand and will comply with the Policy.  
 

8. REVIEW OF THE POLICY  

The Company shall periodically review this Policy to ensure and evaluate its effectiveness in 
preventing and detecting Bribery, corruption, and violations of Anti-Bribery Laws, taking into 
account relevant developments in the field and evaluating international and industry 
standards. 

9. REPORTING VIOLATIONS AND/OR CONCERNS 

The Company recognizes the value and importance of its Employees reporting identified or 
suspected instances of Bribery, the payment of secret commissions, money laundering, 
facilitation payments or other improper payments, and strongly supports such disclosures and 
reports being made. 

All persons should remain alert to any instances of Employees or Intermediaries attempting 
to, or engaging in, Bribery or other improper conduct or otherwise not meeting the standards 
of behavior required under this Policy. 
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Any individual who having reasonable grounds to suspect that the Company or one of the 
Employees is acting in violation of any Anti-Bribery Law or the Company’s Policy, or that there 
has been any form of misconduct, unethical, dishonest or illegal activity, shall immediately 
report such a concern to their manager, or to either:  

• the Chief Executive Officer, the Chief Financial Officer or the Head of Legal & 
Compliance; or  

• email: compliance@sinogaschina.com. 

If you are unsure whether a particular act constitutes Bribery, a facilitation payment, a secret 
commission or money laundering, or if you have any other queries, you should ask your 
manager or the Chief Executive Officer, the Chief Financial Officer or the Head of Legal & 
Compliance. 

Although we would encourage you to come forward so we can work with you to identify 
evidence of the alleged misconduct, you can also report your concerns anonymously. If you 
do not feel comfortable reporting your concern to the Chief Executive Officer, the Chief 
Financial Officer or the Head of Legal & Compliance, you can also report it to your supervisor 
or a director. 

Any concerns reported in good faith shall be taken seriously and receive appropriate 
attention. It is Company policy that no adverse action will be taken against any individual in 
retaliation for making such a disclosure in good faith and the person making the disclosure 
will be afforded the relevant protections by the Company as required by the applicable law. 

The Company will take all available reasonable steps to protect from detrimental treatment 
anyone who refuses to take part in conduct that may constitute Bribery or improper conduct 
or who raises genuine concerns in respect of any such conduct. 

Detrimental treatment includes dismissal, disciplinary action, threats or other unfavorable 
treatment connected with raising a concern. If you are subjected to such treatment, you 
should inform your manager immediately. If the matter is not remedied, you should raise it 
with the Chief Executive Officer, the Chief Financial Officer, the Head of Legal & Compliance, 
or the integrity email above.   

Suppliers, contractors, agents or other business partners who have any concerns which they 
wish to raise should approach the Chief Executive Officer, the Chief Financial Officer or the 
Head of Legal & Compliance, or the integrity email above.   

10. FAILURE TO COMPLY WITH THIS POLICY 

Bribery and the other types of improper payments prohibited by this Policy are prohibited 
under the laws of all countries in which the Company conducts business.  

The Company takes its obligations to comply with Anti-Bribery Laws and this Policy seriously. 
Violating any provision of any Anti-Bribery Law may result in, without limitation, criminal 
and/or civil proceedings, and disciplinary action by the Company, up to and including 
termination of employment.  

The Company will not indemnify Employees for any violations. 

The Company will not reimburse any civil or criminal fine imposed on an individual in relation 
to a contravention of this Policy or any Anti-Bribery Laws.  

mailto:compliance@sinogaschina.com
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Employees who consciously disregard, deliberately ignore or are willfully blind to misconduct 
will not avoid disciplinary action in relation to any of the matters set out in this Policy. 

11. QUESTIONS 

Any questions about how to comply with the Policy or how it applies should be directed to 
your manager, or: 

(a) Chief Executive Officer, Chief Financial Officer (telephone: +86 10 8458 3001) or the 
Head of Legal & Compliance (telephone: +86 10 8458 3001); or 

(b) email: compliance@sinogaschina.com. 

mailto:compliance@sinogaschina.com
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APPENDIX A 

ANTI-CORRUPTION POLICY FOR BUSINESS PARTNERS 
 
Introduction 
 
Sino Gas & Energy Limited (“Sino Gas” or the “Company”) sets high standards for itself and 
everyone who contributes to its business, including ensuring the highest standards of integrity. We 
require you, our external business partners, to demonstrate the same commitment through your 
actions, training, and compliance efforts.  
 
This Policy sets out the Company’s general expectations on anti-bribery and anti-corruption 
compliance for consultants, agents, intermediaries, suppliers, vendors, and other external business 
partners (“Business Partners”). References here to “we” or “our” means Sino Gas, and to “you” or 
“your” or “Business Partners” means Sino Gas’ external business partners and intermediaries.  
 
Responsibilities of Sino Gas Business Partners  
 
Sino Gas will only do business with companies that comply with all applicable legal and regulatory 
requirements. Today’s regulatory environment is becoming more challenging, exposing Sino Gas and 
its Business Partners to a growing number of regulations and enforcement actions around the world. 
This environment necessitates that Sino Gas and its Business Partners continue to be compliant with 
all relevant regulations and be dedicated to regulatory excellence.  
 
Business Partners that conduct business with Sino Gas are also required to comply with their 
contractual obligations under any purchase order or agreement with Sino Gas and to adhere to the 
standards of business conduct set forth herein.  
 
In addition to compliance with all applicable laws and regulations in each country in which a Business 
Partner operates on behalf of the Company, Sino Gas expects its Business Partners to commit to the 
highest standards of business practices and ethics. To meet that standard, Business Partners are 
expected to refrain from any of the following conduct, practices or activities:  
 

• Bribes and Gifts: Failure to comply with anti-bribery laws and regulations and the 
Company’s prohibition on all forms of bribery and corruption, including a prohibition against 
extortion, money laundering and embezzlement. This includes offering or providing, directly 
or indirectly, anything of value, including cash, bribes, gifts, entertainment or kickbacks, to 
any Sino Gas employee, representative or customer or to any government official in order to 
influence his or her decision in connection with any Sino Gas transaction or business dealing. 
Sino Gas also prohibits any Sino Gas Business Partner from offering or providing Sino Gas 
employees, representatives or customers or any government officials with any gifts, other 
than non-cash gifts of nominal value and permissible business entertainment.  
 

• Doing Business with Governments: Failure to be truthful and accurate when dealing with 
government officials and agencies and to strictly comply with applicable laws and regulations 
governing dealings with government employees and public officials, including both the letter 
and the spirit of ethics, procurement integrity and confidentiality rules applicable to 
government contracts and subcontracts awarded to Sino Gas.  
 

• Business Entertainment of Sino Gas Employees and Government Officials: Attempts 
to influence the decision-making of a Sino Gas Employee or government official by lavish 
entertainment and hospitality. Meals and business entertainment of Sino Gas employees or 
government officials who have the ability to influence decisions related to the Company 
should be of moderate value, infrequent and limited to those individuals directly involved in 
the business relationship, and should never be offered to a Sino Gas employee or 
representative by a Business Partner under circumstances that create the appearance of 
impropriety.  
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• Fair Business, Advertising and Competition: Failure to uphold standards of fair 

business, advertising and competition, including (1) sharing or exchanging any price, cost or 
other competitive information or proposing or entering into any agreement with a competitor 
to fix prices or terms or conditions of sale, or undertaking any other collusive conduct with 
any third party with respect to any proposed, pending or current Sino Gas procurement; or 
(2) taking advantage of Sino Gas or its customers, employees, suppliers or competitors 
through manipulation, deception, concealment, misuse of confidential information, 
misrepresentation of material facts or any other unlawful or unethical practice.  

 
• Use of Sino Gas Name: Use of Sino Gas’ name, trademarks or logos to advertise or 

promote the Business Partner’s business or for any other purpose without Sino Gas’s prior 
written consent. Purporting to act on behalf of or in the name of Sino Gas, including making 
any donation or any gift in the name of Sino Gas.  
 

• Intellectual Property and Other Data and Security Requirements: Failure to respect 
the intellectual and other property rights of Sino Gas. In that regard, a Sino Gas Business 
Partner shall:  

 
• Only use Sino Gas information and property (including tools, drawings and 

specifications) for the purpose for which they are provided to the Business Partner 
and for no other purposes. 

 
• Take appropriate steps to safeguard and maintain the confidentiality of the 

proprietary information of Sino Gas, its customers and other third parties, including 
maintaining it in confidence and in secure work areas and not disclosing it to third 
parties (including other customers, subcontractors, etc.) without the prior written 
permission of Sino Gas.  

 
• Observe and respect all Sino Gas patents, trademarks and copyrights and comply 

with such restrictions or prohibitions on their use as Sino Gas may from time to time 
establish.  

 
• Disclosure of Information: Failure to disclose to Sino Gas, in accordance with applicable 

regulations and prevailing industry practices, information regarding Business Partner’s 
business activities, any actual and potential conflicts of interest (including family relationships 
with Sino Gas employees), corporate structure, financial condition and performance of 
contractual obligations to Sino Gas. Falsification of records is unacceptable.  

 
How to raise a Compliance Concern  
 
Subject to local laws and any legal restrictions applicable to such reporting, each Sino Gas Business 
Partner is expected to promptly inform Sino Gas of any integrity concern involving or affecting Sino 
Gas, whether or not the concern involves the Business Partner. A Business Partner shall also take 
such steps as Sino Gas may reasonably request to assist Sino Gas in the investigation of any integrity 
concern involving Sino Gas and the Business Partner. To raise a compliance concern please contact: 
 

(a) Chief Executive Officer, Chief Financial Officer (telephone: +86 10 8458 3001) or the 
Head of Legal & Compliance (telephone: +86 10 8458 3001); or 

(b) Email: compliance@sinogaschina.com. 
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	1. EXECUTIVE SUMMARY
	Sino Gas & Energy Limited (“Sino Gas”, the “Company”) has a strict prohibition on all forms of bribery and corruption, as well as money-laundering, funding of terrorism and similar offences. The Company has enacted this Anti-Corruption Policy (the “Po...
	The Policy applies to all operations of the Company wherever located, and to all of its directors, officers and employees (“Employees”).

	2. Introduction
	2.1 Purpose
	The purpose of this Policy is to:
	(a) set out the responsibilities of the Company’s Employees in observing and upholding the Company’s strict prohibition on bribery, corruption, kickbacks, facilitation payments and related improper conduct;
	(b) provide detailed information and guidelines on how to deal with instances of bribery, corruption or improper conduct; and
	(c) help ensure compliance by the Company and its Employees with Anti-Bribery Laws applicable to the Company.

	2.2 Definitions applicable to this Policy

	3.  Summary guidance
	4. General
	4.1 Compliance Structure and Cooperation
	Every one of the Company’s Employees is required to become familiar with this Policy and to ensure that the Company conducts its activities in compliance with the requirements of applicable Anti-Bribery Laws and the requirements of this Policy.
	The Board of Directors is responsible for ensuring that the Policy is properly implemented and followed.  All directors, officers, employees and agents of the Company will cooperate fully with the Company in order to properly implement, maintain, moni...
	Likewise, the person(s)/department charged with the book-keeping, accounting, auditing, and financial functions of the Company must implement, monitor and maintain appropriate controls and systems so that they are in compliance with Anti-Bribery Laws ...

	4.2 Anti-Bribery Laws
	Laws prohibiting Bribery and other improper payments apply in each country in which the Company conducts business.
	A number of these laws, such as the Australian Criminal Code, the U.S. Foreign Corrupt Practices Act (“FCPA”) and the UK Bribery Act, have extra-territorial reach. This means that, for example, under the FCPA, the Company and / or its Employees could ...


	5. MANDATORY GUIDELINES
	5.1 Do not offer, give or accept Bribes
	The Company prohibits all forms of Bribery whatsoever in connection with its business anywhere in the world. Both direct and indirect forms of Bribery are prohibited, as well as the Bribery of public and private individuals.
	Employees shall not, under any circumstances, pay, provide, promise, offer, solicit or receive, Anything of Value that is not legitimately due to or from:
	(a) any Public Official for the purpose of influencing the Public Official to act, or fail to act, in his or her official capacity;
	(b) any Public Official for the purpose of inducing the Public Official to use his or her influence with any government department or agency;
	(c) any person, while knowing that all, or a portion, of such thing of value will be passed on to a foreign official for an improper purpose; or
	(d) any private person or entity with the intent that they retain business or a business advantage.
	It is irrelevant whether the bribe is accepted or ultimately paid or provided. Merely offering the bribe will be a contravention of this Policy and will usually be sufficient for an offence to be committed.
	Liability may arise notwithstanding that the benefit is given or offered indirectly to the person who is sought to be influenced, for instance to a business associate or family member.

	5.2 Do not make Facilitation Payments
	Employees shall not pay, provide, promise, or offer, directly or indirectly, any Facilitation Payment, except as provided for in Section 5.3.
	Facilitation Payments are nominal payments made to the public in order to expedite or obtain non-discretionary, routine governmental actions that are ordinarily and commonly performed (“Facilitation Payment”). Such payments are expressly prohibited un...

	5.3 Personal safety exception
	5.4 Take appropriate steps to ensure Intermediaries do not offer, pay or accept Bribes
	5.5 Related Offences and Prohibitions
	Having regard to the wording and spirit of applicable Anti-Bribery Laws, the Company’s position regarding the below activities is as follows:
	(a) Secret Commissions:
	(b) Improper business advantage to third parties:
	(c) Money-laundering:
	(d) Conflicts of interest:

	5.6 Charitable Donations and Sponsorships
	The Company believes in contributing to the communities in which it does business. In the right circumstances, it permits reasonable donations to charities and sponsorships. The Company, however, needs to be certain that such donations or sponsorships...
	When making a donation or charitable contribution, the following should be evaluated prior to commitment to or delivery of the donation:
	 the purpose of the payment;
	 whether the payment is made at the request of a Public Official, a Public Entity or an employee of a customer or vendor;
	 whether a Public Official, Public Entity or an employee of a customer or vendor is associated with the charity and, whether the public official or employee of a customer or vendor can make decisions regarding the Company’s business; and
	 whether the payment is conditional on directly or indirectly receiving any business or other benefits.
	Charitable donations and sponsorships may only be given if they can be paid directly into a bank account of the charity or organization, unless the donation is an in-kind donation.
	Only charities that are willing to agree to donations being made directly into their bank account may receive a donation or sponsorship from the Company.

	5.7 Corporate social responsibility – community programs / capacity building
	5.8 Political Contributions and Donations
	No Company funds or assets, including the work time of the Company’s Employees shall be contributed, loaned, or made available, directly or indirectly, to any political party or the campaign of any candidate for political office. The Company’s Policy ...

	5.9 Promotional Items, Gifts and Entertainment
	Promotional items, gifts, entertainment and other hospitality are often provided for a legitimate business purpose, such as building legitimate business relationships. However, they also pose risks to the Company, because they may compromise, or have ...
	Promotional items, gifts, entertainment and other hospitality must never be used to corruptly or improperly influence business decisions.
	In certain instances, however, it may be permissible for the Company to provide inexpensive and reasonable promotional gifts, refreshments, meals, travel expenses, accommodation, entertainment and/or similar items (collectively “Promotional Items”) to...
	Providing or receiving such Promotional Items is only permissible if:
	(a) such Promotional Items are directly related to the promotion, demonstration or explanation of a Company product, business, service, or the execution or performance of a contract;
	(b) such Promotional Items are permitted by law;
	(c) the Promotional Item is not cash or a cash equivalent (such as a gift card), and is not lavish or offered or provided frequently;
	(d) the Promotional Item is commensurate with the legitimate and generally accepted local business custom in the country in question;
	(e) the Promotional Item is not offered or received at a time when it could be perceived to impair objective business judgment, for example, when a regulatory approval (such as the granting of permits or licences) is being considered by that person or...
	(f) the giving or acceptance of the Promotional Items would not cause a third party to form an impression that there is an improper connection between that Promotional Item and a business opportunity; and
	(g) payment is made directly to the relevant service provider (to the greatest extent possible).
	Promotional Items which satisfy the above criteria may be offered or received without prior authorization where they consist only of the following:
	(i) company-approved mementos or advertising items, such as coffee cups, calendars and pens, under US$50 in value;
	(ii) modest refreshments separate from a meal, such as soft drinks, coffee and donuts;
	(iii) business-related meals, as long as any such lunch meals are of reasonable value not to exceed the approximate equivalent of US$100 per person; and
	(iv) in all instances, the cumulative market value of the Promotional Items does not exceed US$400 per recipient per year.

	For any Promotional Items that may not meet these guidelines, written approval is required from the Chief Executive Officer before offering or accepting any other Promotional Item.
	Any such expenditure that is approved and provided must be accurately recorded in the Company’s books and records: see Section 5.12 of this Policy for further details. Supporting documentation for such expenses, such as an invitation to an event or a ...
	If Employees have any concerns about the appropriateness of a Promotional Item, they should consult their immediate Manager or seek prior authorization in accordance with the above.
	Accepting Promotional Items
	Employees must not, without written approval, accept any Promotional Item from any third party which appears to be valued in excess of US$50, or accept Promotional Items from any third parties where their cumulative value appears to be in excess of US...

	5.10 Reasonable and Bona Fide Travel Expenditures
	As described in Section 5.9 above, in certain instances, it may be permissible for the Company to cover the travel expenses of Public Officials and private persons and entities. Offering or providing such travel expenditure will be permissible only if:
	(a) such travel expenditure is directly related to the promotion, demonstration or explanation of a Company product, business, service, or the execution or performance of a contract;
	(b) the offer or provision of such travel expenditure is permitted by law;
	(c) the travel expenditure is not lavish or offered or provided frequently;
	(d) the travel expenditure is commensurate with the legitimate and generally accepted local business custom in the country in question;
	(e) the travel expenditures would not cause a third party to form an impression that there is an improper connection between that expenditure and a business opportunity;
	(f) the travel is for the Public Official only, not for his / her spouse or any other relative; and
	(g) payment is made directly to a relevant service provider (to the greatest extent possible).
	Before offering, providing or receiving any travel expenditure, prior written approval is required from the Chief Executive Officer, Chief Financial Officer or the Head of Legal & Compliance.
	Any travel expenditure that is approved must be accurately recorded in the Company’s books and records. Supporting documentation for such an expense, such as an invitation to an event or a receipt for a flight that is purchased, must also be maintaine...
	Note: Travel or accommodation must not be received or accepted by Employees.

	5.11 Employment of and provision of services by Public Officials and their families
	5.12 Record-Keeping, Accounting, and Payment Practices
	The Company is required to maintain a system of internal accounting controls and make and keep books and records which accurately and fairly reflect, in reasonable detail, the parties, the payment arrangements and the purpose of all transactions and d...
	Employees shall not falsify, destroy or conceal any accounting document or other business record of the Company and shall accurately and fairly report, in reasonable detail, all transactions and dispositions of assets, including but not limited to, al...
	False, misleading or incomplete record keeping is a criminal and civil offence in many countries where the Company conducts business.
	No undisclosed or unrecorded fund or asset may be established or maintained for any purpose.
	In addition to the financial audits generally conducted for the preparation of financial statements, the Company may initiate or be subject to auditing and employee interviews to review compliance with this Policy and to test the effectiveness of reco...


	6. Application to INTERMEDIARIES (e.g. CONSULTANTS, Agents, distributors, suppliers, contractors)
	The Company prohibits the provision of a benefit for an improper purpose through an Intermediary in connection with its business anywhere in the world.
	The Company may engage with a broad range of Intermediaries, including suppliers, distributors, agents, contractors, promotion and marketing agents, lobbyists, government permitting representatives, customs agents, logistics providers, joint venture p...
	The Company prohibits the provision of a benefit to an Intermediary where it is expected or is possible that some or all of that benefit will be provided or offered to another person, in order to obtain any improper business advantage for the Company.
	Additionally, no payment may be made or promised to an Intermediary except in exchange for legitimate goods or services. Any such payment must be in an amount that is not greater than the fair market value of the legitimate goods or services received....
	6.1 Selecting Intermediaries
	Prior to the engagement of an Intermediary, the Procurement Department must conduct a risk assessment of the Intermediary to ensure that the Intermediary has both the requisite qualifications, as well as a solid reputation for business integrity. The ...
	If the Procurement Department determines that a due diligence assessment (“Due Diligence Assessment”) is required, the Procurement team will determine what steps it will take and what documentation it will seeks from the Intermediary. Such Due Diligen...
	A written record of the Due Diligence Assessment must be prepared and retained, and must be signed off by the Chief Financial Officer (in accordance with the established delegation of authority policy).
	If the Due Diligence Assessment raises any compliance concerns, these must be escalated to the Chief Executive Officer, the Chief Financial Officer or the Head of Legal & Compliance. If the Chief Executive Officer, the Chief Financial Officer or the H...
	Intermediaries that are subject to a Due Diligence Assessment, and are engaged must receive a copy of the Company’s Anti-Corruption Policy for Business Partners (at Appendix A).

	6.2 Contracts with Intermediaries
	Agreements with Intermediaries must be in writing and must describe the services to be performed, the fee basis, the amounts to be paid, and other material terms and conditions of the representation. Such agreements must be approved by the Chief Finan...
	All Payments made to the Intermediary must bear a reasonable relationship to the value of the services rendered, must be fully and accurately documented, including by way of invoices and supporting documentation from the Intermediary.
	Payments to Intermediaries should never be made in cash, and should be made to the Intermediary’s bank account in the country where the services are performed or where the Intermediary's offices are located.  Payment to other locations must be approve...
	To the extent reasonably practicable, the Company must endeavor to incorporate into agreements with Intermediaries that have been subject to Due Diligence Assessment provisions requiring the Intermediary to comply with applicable Anti-Bribery Laws and...

	6.3 Ongoing Oversight of Intermediaries and Red Flags
	Employees who engage Intermediaries must maintain oversight of the work of the Intermediary and require sufficient documentation to ensure the legitimacy of the work and that improper payments have not been made.
	If Employees ever have reason to suspect that an Intermediary is engaging in potentially improper conduct, no further payments should be made until an investigation can be conducted.  Any such concern must be escalated to the Chief Executive Officer, ...
	While not exhaustive, the following warnings or “red flags” are signs that an Intermediary might be violating applicable Anti-Bribery Laws:
	(a) unusual or excessive payment requests, such as requests for over-invoicing, up-front payments, ill-defined or last-minute payments, success fees, unusual commissions or mid-stream compensation payments;
	(b) requests for payments to an account in a country other than where the Intermediary is located or is working on behalf of the Company;
	(c) requests for payment to a third party, to a numbered account, or in cash or other untraceable funds;
	(d) requests for political or charitable contributions;
	(e) the Intermediary is related to a Public Official, or has a close personal or business relationship with a Public Official;
	(f) any refusal or hesitancy by the Intermediary to disclose its owners, partners or principles, or to agree to the ABC Contractual Provisions;
	(g) the Intermediary uses holding companies or other methods to obscure its ownership, without adequate business justification;
	(h) charges against the Intermediary for violation of local or foreign laws, or of regulations concerning the award of government contracts;
	(i) a demand or strong suggestion by a Public Official that a particular Intermediary should be retained;
	(j) reliance by the Intermediary on government contacts as opposed to knowledgeable staff, sufficient infrastructure, and investment of time to promote the Company's interests;
	(k) the Intermediary has little experience in the industry; or
	(l) the Intermediary expresses a desire to keep his representation of the Company or the terms of his retention secret.

	6.4 Joint Ventures
	The Company will ensure that any joint venture that is effectively controlled by the Company through ownership, management or other involvement implements this Policy as soon as is reasonably practicable.
	Where the Company does not exercise effective control over any joint venture entity, the Company will use reasonable endeavors to ensure that such a joint venture entity complies with the standards set out in this Policy.
	Employees who are involved in the operations of joint venture partners and entities should pay particular attention to signs of improper payments and should voice objections where appropriate. If a Sino Gas representative becomes aware of evidence tha...
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