Shine, Grow in Constant Motion & Build Your
Own Place at Emipro Universe!
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CODE OF ETHICS AND
PROFESSIONAL CONDUCT



WELCOME TO EMIPRO UNIVERSE

Every Eminent Matters.

In our universe, we want you to be none other than yoursef.
Because ke stars, you are capable to sine from within

Just ke that, €

is scaling and growing continuously and striving to be the

You are born uniaue no space for comparison!

Asa star of the universe, at Emipro, we consider every employee

Remember,

ofour

Every single employee has a unique talent and a special lace.
in our company regardless of their location, gender, job e,
‘expertise responsibilties, experence, skil, and alent tc.
Every experience you had, every belef you hold, every hardship
You have been thioughis unparaleled, 4nd thats what
‘composes you.

- wrapped in skin - the light you
are seeking has always been within.

Unti you are committed, we te no boundaries o your
willingness to crack the impossible.

(Grab the open sky, and sine on your own!



OUR CORE PHILOSOPHY

Focus ON EXCELLENCE AND
REST WILL FOLLOW



Our Core Philosophy
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Inthe currer
H our b,
& :
orshortts

Thats the heo factor tht keps us going!




e “Excollonce’
we do ion
approach
paramount for us.
sorously.
our stakeholdors.
we beeve




Our Burpose is not just to exist but to make a meaningful impact on every business

we serve, empowering them to thrive in today's dynamic landscape.

s
We oy,

sot igher gosls, Ve seo

their




| |
Our Values



1. Adaptability

2. Integrity

3. Commitment

4. Excellence

A dive that i mare rom nsice than outice

Change i ineutable & etenal We iy beleve thatour Whiledealing with o
wayof e, sustaining our core o . ting
valuss i fundamentsl orus, growth. e wil b i, he

amie | esusordnary i that it

andwe shalsam & scapt o

leversge the best possile
output without compromising

such VUCA times

ighest respoct.

100% i ol thet we
o s, Wa shalldo

& scding valua ol o
ourstaehokders.

e empowe binsse 1o s et on

our customers, we believe indoivering
bayond what s committd, W contanty
laok to mprove aurssves and cur servce,

commitments t our customers toprovide
Solutns with s vision and continual growth
ofthei business.
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5. Never Settle 6. Think High
ather,vry ot woshres
Hance,
and expand ourhorzons.For he indiical n the group. W fmiy balive hat though

& eter future for

break "

imits. I our thinking and our actons, we. theimpossibl, possble. A joint venture of

il hvaye thnk na fll range of posstie determination, commitment,unty, nd mutual respect
Gbtain it intotheform of what s akahoiders. We il make sure hat e peope, buld  winuin culture,andble continuous
promised at the bginning. understand the impactof emerging learning and empowcimen programs for them, and

demands, wowil

mission, afcut
aways right i tht oper oreater

vales for short erm resuts.
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PURPOSE







To Take Care While Making The Right Choice

ilties

& Commitment

to Comply with
the Code

Data Security
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4.0ur Responsi

We Believe

This code suggests expected conduct from all eminents

Our Commitment

0 ead, undorstand & comply with the code, protect Emipros
reputation oo therght ting & t act wih honesty & neariy
{0l deslings with customers, business artners & ach other.

avalabe 0 sasst us

2
take &
oo g gon sk omon hen we need gudnce
or clarfiation rom various resourcs tha
L the ternal
tightand wrong, i
2 up esponsibilty and commitment o comply with the code.
Take v esgensbity 1o complywith e cod 3] We shouldsso ba uareof sl plces & procecures applsbe
3] Preserving confdentisl nformation & datssecurty. foouerk
el et & comptonce. &) We shll ot remai silent & reportany ilaton of th code tothe
A Lowlulbeharcr s comoi HR departmant f t comes 0 our noice W shall bice by the code
5] Ensure i pracice. fsleohepothers todo co




Guidelines

h =




the compeny.

aare




Emipro - A Place

Where w cslebate accomplshments and milestones, bot - inbusines and personsl s




Honesty, Integrity, Lawful And Ethical Behaviour



51 Honesty, Integrity, Lawful And

Ethical Behaviour

We Believe

We shal understand the ntont an folw the cods, polcies
of Emipra & statutory laws 2 applicabl v

©Our Commitment

We shal bestrngiy commited o the sgal an athical values
it theduty of sch one ofus to comply wit the same.

We areexpected to dislay professional ki, thial approach,
Ronesty inall business delings & oxibit the highest standerds of

andiall of us. Hence, each one o s a & art ofthe Emiproteam

2] Integrity & honesty s o o conduc, acted n good ath,
sponsibly
i fr romfraud o deception
3

ERP systom, 1 the appropriato charg codes, na timely manner
&y o-cay basis, We belisvein mintsining transpsrancy with

profesional standards o the conduct sa acceptable
w society.

intaour syt for thetima taken t complets th task and
enses charged o ther prjects, When our spending s

8 ot pracice, a commitment to ading vlue &3s. osult
wo strengthen customar rolationshoe.




Questior

A manager discusses a project with the customer & logs
time in the ERP system. Further, the manager has the
same discussion with a teammate & adds the time taken
for the same discussion. This results in expecting the
customer to pay for the same discussion twice.
Isitfair?

Answer:

No. Itis not fair. It s our duty to be fai to all our
stakeholders in every manner. We must sustain a transparent
approach, commitment towards work & fair practices &
guide our team for the same.







5.2 Our Duty Towards Confidentiality

We Believe

1 . " lent I b

) tamily,

3 orberyor




Our Commitment

2] u incluing

partners, customers, suppliers or former employees.




Question:

In case of pending work, can | forward the project
material or email to my personal email account o that
Ican continue and complete that work from home?

Question:

Ijust got a salary increment. My colleague asked me
about the discussion points during appraisal & the
salary &increment | received. Is it ok to share it?

Answer:

No. You cannot forward any data of Emipro or customer
information to your personal email account unless itis
permitted to you in writing. To do 5o would be a serious
breach of confidentialty.

Answer:

No. Sharing or discussing compensation or any such
discussionis not allowed. We must respect the privacy of
each team member at Emipro & understand that they are
rewarded on individual performance & progress; not in
comparison with others. Although, we believe in utmost

may lead to negative perceptions for an individual, &
hence we prefer each individual to respect their privacy.




>




5.3 Conflict Of Interests

1
We Believe

Examples of conflict of interest:

2

Results us o compate sgains Emipro i any business sty




5]

[ ———

]

T L ——

‘Our Commitment

sonvces of Emipro.




Questior

Iam i charge of purchase & we are looking to buy.
computers. One of my teammates recommended a
company that is owned by her brother.

Can I consider it?

Answer:

‘This company can be one of the options, but not the only
option. We must have a fair evaluation referring to our
purchase policy & terms with respect to quality, pricing,
our need, etc. & then decide on the most suitable option.
Also, in such cases, the teammate related to the owner
shall not be involved in any decision making & must

not provide any confidential information of Emipro for
their personal benefit. Also, we can contact our manager
for further clarity to understand the possibility of such
conicts




Question:

For a business need, | am required to travel to a foreign

country. All the arrangements are sponsored by Emipro.

What should we keep in mind?

Answer.

Atevery point,
Emipro. Tho purpose of travel & business interest should be
our priority & purpose. We should avoid any personal
agenda, like, planning travel routes for personal site seeing,
shopping while on duty, etc. during the visit. We should

not claim any such personal expenses that may conflict
according to the code of ethics & professional conduct.




| Gifts And Inducements




5.4 Gifts And Inducements

Our Commitment

1] We shall ot accept any i, entertinment, o favours fom any
We Believe related parties in the business.In case of acceptance, the same
— Should bo communicated & handod over o the HR depariman.
Emipro sive toeraure that we follon guidsines whie 2] Incase of our vist o customar st during damestic or cversess
tosllotus. it award h cases, we must
responsie 0 practice the same. romombor that wo ar jut representaivs & acknowlaigethe
sama only on behal of Emipro.
The HR department can hlp us determine whether o not the
3

We shal not sk ororsccsst any it money orctherbenfits

from acustomer, suppler agent,contractr of any other
Indiicualicompany which condustsor soeks to conduct any

euch discipinarysct, we shall o dismissed immdately. f the
incumstances arsserious, we shall besr civi agal ity
fimited 1 cours of lw at ekt jursdicton only.

i f recsived by us or cur representativ, must be
reported n witng o the HR deportment




Question: Answer:

What should | o if  receive a gift/chocolates/any honor While dealing with any customer/vendor or any

from customers or vendors of Emipro? stakeholder of Emipro, we should remember that we are
representing Emipro & receiving any gift/ inducements
or honor on behalf of Emipro & not treat it as personal
property. Same must be informed and submitted to

the HR department that will ensure fair utilization

of the gift & encourage to share it with the team.







5.5 Anti-corruption And Bribery

We Believe

Likewise, we may ot offer, Thisis  serious




Question:

Iam a new joinee in Emipro. The project in which | am
assigned to work, is a very similar project or assignment
that | worked on with my previous employer.

What should I take care of in this case?

Answer.

‘Yes. You must inform your manager about it & take care
not to disclose/share any confidential information that
belongs to your prior employer. Emipro respects the
privacy of other companies & honors your obligations
towards your prior employer. In case anyone insists or
influences you to do s you must report it to the

HR department.







We Believe




h R

National Interest




57 National Interest

We Believe

We sreexpected 1o conduct businss i the best nationsl nerest

Sueh gosie s the internationa,nationsl and reg
levelas appropeite.

Our Commitment
We shal not misuse oty to inflence anyone by anything i kind or

for product demonstation, audits, raining. tc.

and guidelines at the nternstional, natonsland egional evel 35
appropriae. o shall never bt the natioal nterstat sk for our
o benei.







5.8 Other Directorships & Dual Employment

We Believe

pronbite.

Our Commitment

the R deportment.




Answer.

1am associated with a company In case of any association with an IT or non-IT company,
that is owned by my family or friends as director, the details of the same must be communicated to the
partner etc. for regulatory needs? HR department as required in the code. We should not
e, assets, or any other resources of Emipro to
support it & not let our personal interests affect the
business of Emipro in any manner.







5.9 Addictions

We Believe

‘Our Commitment:

Aswek

we halllso

doprssion sleep disorder e forcur benefit & vl bing.




Emipro’s Assets And Security: Overall Assets
& Phone Usage




0 Emipro’s Assets And Security: Overall Assets & Phone Usage

A. Overall Assets

We Believe
theftor misuse. computer
informatin. nome, logo,

2

in casssof non-compliances.




8 as

Refer o - Password management policy for more detalk.

This ncludes

Our Commitment

[l R— - ey, card,

2]

Photograph, suciorecordings, videa racording cratin st copies & rsde secets

obigatons.
thers & be distuptive,ofensive or support any ulawul purpose.

ol et .




Questior Answer:

Are we using Emipro's assets wisely? Assets include allinformation, tangible & intangible.
resources that are used, in practice & owned by Emipro.
We shall not use any assets of Emipro for our personal
benefit, unlawful or unethical purposes. We shall consider
maintaining the quality, protect & ensure the utmost
security of all our assets.




B. Phone Usage

Our Commitment

f we are using a phone provided by Emipro, we must keep
inmind the followi

1

personaluse mst be nly i case of emergency

2] Safety must come befoe al othercancerns & il aminents
are sdiset not 0 e t while g,

the HR dapartment I our duty o retur th same at the
time ofsepsraton.

2] We shll ot misuse it nany woy & mintn conduct reslsing
hat wo aro ropresenting Emipro whil using t
3] Excessive use ofphore may cause addiction n s way & resultin
o phobl, depresi Jaht i 3
e, divrtour focus from work & nterfere it o productiviy. & securs sl dtastorc in phane memory with pasewords
o5 perpolcy
4] Unless for sn emergency,personsl callsshould b kept o3
a
ofcll thataro unapproved & unauthorised for se.
5 s

premisos i pofibited without pior permission of the Manager

ke ssking for prmision ¢ courtesy befor entring ny senior's

s fortraining)

donot st mode,




Questior Answer:

Can | download my favourite apps on the phone As the phone is provided by Emipro, it for official use
provided by Emipro? only & personal use should be avoided. If any pirated
softwares/applications are found to be installed by us in
any mobile/laptop, we will be responsible for the cost &
any further disciplinary actions as applicable. Only legal
&licensed versions of apps/softwares must be used.

Do not download unauthorized apps, videos, etc. using
Emipro's network for personal use. In case of difficulty,
we may contact the HR department for guidance




the project meeting or HR meeting, | want to
record the meeting on my mobile for future reference
or study purposes. Can | do that?

Answer:

While participating in any management meetings, internal
discussions, training sessions or general meetings, we shall
avoid the use of personal phones that cause disturbance
and recording of phone calls or conversations is srictly
prohibited without prior authorization from the manager
or concerned authority. Audio or video recording shall be
permissible only for future reference or training purposes
with prior approval of all participants in the meeting.

It shall be the responsibility of each individual to

prevent any misuse of such recordings.







5.1 Respecting Resources

We Believe

1

2)

‘Our Commitment

1l

Exchf sl comi oo i s
for removing them from offce premises without proper
omoratn v ey oot 1 it v

e must usa good judgment and dicretion when utilzng
Emipras property.

Our condustshould nt lea o extravagan & non-aficientuso of
Emiprss asources o propertis ik dectiity, ntermat, icrowave,
reffigertor et or misusing vehicls, ced cards, phones tc.

e shouldeat

et e et oo sl oo, nd
even converationscan become pat of Emiprs records,

We should therefos aays tive to commuricate withclarty

]

twith responsibilty and hancll the asst ith utmost car
and digence.

Each ana ofus s respansiblefortheintegrty of businss ecords

. ERP system

offnsie,defomaton, threstening, ishonest, ulawful or thervise

e rova Al recrds- gt vt it o
thosorlate 1o cur senices, developments, markating. sls,




Questior

I have recently joined Emipro & the tasks that | am
currently working on were being handled by another
colleague earlier. | have taken up the assignment to be
continued further with reference to the data and records
provided to me. What should | keep in mind?

Answer.

Itis advised to thoroughly read, understand & discuss any
auery regarding the data provided to you. If we are not
certain as to the accuracy of the information in any
document or record, we must ask about it. We
never by our silence, allow ourselves to become responsible
for an incorrect record. We must seek guidance from our
manager as required.







512 Conduct Detrimental To Emipro
We Believe

Atemioro,

learing atude,and eating

sccurte snd complete.

‘Our Commitment
the foll
1] Disorderly. . ord
edures,or guidelnes.
2] Theft a ’ n

and email sage.




information i records,

leeping, osfing on ol delay i

Emiprors poliie & public amaouncements before 8P orce 10 dos0-

CEN O CIC
§
i

the HR department for corrections.

8] ot




(8]

om the menager o concerned auhory.

anywoy isnot slowed.




Emipro - A Place




Relations With Team, Customers & Suppliers




513 Relations With Team, Customers & Suppliers
\

We Believe

At
idons can be expressed freey with mutual s, honesty & resect

aharsholdars & communitiss n which we v and work.

0 . vondors,




‘Our Commitment

1} Bias.o ar .
tacs,clr rlln, . gencr, ge. sl
e |~ oreadna umours o hrm sameone’s eptaton o)
. Shouting + Crciing  Publc humilaton

ot boapart of ur business practces

[2] Parsont s o
tomathen ke v e
it of st W s o dicloss
ne s o the L dparent ot can e
o aeon s,

inappropriat sarcasm
Insuling another prs
Nepai gesinn whensomeone e s sesking

 Toling over another person.

i o ek ot s ot ot it
* Notrespecting other' thoughts o eelings ‘O thats il”) n meetings
g o ek vy s
+ Making negative comments about work without being
involved i the soution




Questior

One of my colleagues who has also become my very
good friend has referred her brother, also known to me,
for a suitable position at Emipro. As a part of the
interview panel, what is expected from me?

Answer:

We must keep in mind that any personal relationships or
known referrals must be informed to the HR department
& should not interfere with our professional goals o
influence our decisions in any way. Any selection process
must be carried out on merit and not for personal benefit
In such cases, we can opt out of the interview panel &
an be replaced with an appropriate replacement for a
fair selection process.







5.4 Environment, Health & Safety

We Believe

tis Emiorts poiy o comply withal applicale environmenal,

Our Commitment

Emipro s commied to conducting s busingss n  manner th
vaues the emvironmen & h wwwwemwummr,u
minents & the commnies i which it

achieve excelnc in these cicaly important sass.

Covid19 pandemic ot the workplce.

workplaces & within our communiies, through workdcase
eironmental, health,and afey performance.

‘nl comply. i the conduct of ourbusines afairs, wthall regulations.
tegarcing thepreserationof th environment of the ertory
it operaes withi

W shallbe commite 0 preventing the wastfuluse ofnatural
esoutces and minimize any hazadous impact of the developmen,
oo, e ad g of v of s s nd v
the scologicalenvironment







5.15 Corporate Social Responsibility

We Believe

Our Commitment:

businesspolces and practices.







‘Our Commitment

. At Emiprs, we shall follow il statutory compiances withrespect
We Believe o hygieic & safe werking condition, uaining, compensation

the minents 3 applcebie from tme (o .
11 Aagerthecri Lo (raiion rd it .o
“ChI s defned as any prson below the ageof

e ‘ o elow 2] Incaso anyofthedetas funished by any eminent to Emipro
adolescants n the age aroup o 14 o 18 ears, the CLIR ar found e, hen Emio shll hav th righ o take sutable
At prohiitsemploymen ofachid in any profie, incluing actons up o termination baset onthe offense.

domestc help s 3 cogrzable ciminaofence.

o mploy 3 child for any work.Emiro shll ot it any 3] We must sl maintsin requird discipine & ol the standrd

Human rsficing, forcefl work beyond the competency of an
indiicual, explototion ofany ki, harassment, disclosing
slary amongst collagues, et sticly profibied.







517 Dress Code.

We Believe

We expect our eminents o be professions! & presentabie
oecicawhen by e eessenin it

Appropriate atro shall showcase our standard o malntin
comfort,sfety & discpline st the workplce.

Our Commitment

1

‘We st ll be clean and wel roomed. Grooming styles
ictated by rligion and ethicityare restricted. Unforms
provide by Emioroshould be worn a per guideins
providec by the HR department

Al lothes must e clean, in good shape, and work appropriat.
Cothas
arent alowed.

ypicalin workouts and outdoor activives

Al clothes must oject pofessionalis, Clothes that s 100
tovealing, with discernibletios, ters or holesor napproprate
for offic are allowd.

U ok oy s nfor e . Kt el
Involvs requent meetings with clents o prosp
we shouid conform (0. business dress cod




Social Media Interactions & Public Representation
Of Emipro '



518 Social Media Interactions & Public Representation Of Emipro

We Believe
1
suhorized
representatives to disclose nformaton about Emipro.
2
3 .
i objectonsbie, or
even ofensve jokes,

. rligion, or Gendor




Our Commitment

promota laarning and dec-sharing.

For exampe
s, buly, intimic Janderous, disriminaing, o pornographic

& &




Question:

1 use social media platforms frequently,
participate in many online dialogues and
comment on the same with a sense of
self judgement, what shall | keep.

in mind?

Answe

We must bear in mind that our readlers, due to a lack of non-verbal
Gommunication or cultural differences can interpret the tone we.
use online i different ways. Some participants may not be familiar
with abbreviations, emoticons, and other common codes used in

Iso that
taken out of context, so stick to the facts. Above all, please use
good judgment, be attentive to others, & take the trouble to listen
&be understood. Emipro reserves the right to review and monitor
the online activities if they are relevant and any online
communications made using Emipro’s resources (computers,
phones, tablets, data cards, etc). If Emipro perceives that such
online activity violates its policies, appropriate investigation and
disciplinary action will be taken




Anonymous/Confidential Reporting



19 Anonymous/Confidential Reporting

We Believe

1

Emipro beliues n provicing n open & ecual platforn o il

Our Commitment

We shal encourage our teammate tostand ug fr
themselves & report any aievance or queres o the HR
depariment so tht the same can be resolvedintme.

2
the HR department ra prohibied from audio recording
that enablesopen and tansparent communication o 3] Do ot hastats o spesk the truth & ask for help.
moinain confidentltyfo everyone.

4] We il ot misuse this oppertuniy 10 take revenge or
remainanonymous i eporting and n uch stustion, a writen

5

of concern may be submited o the HR department.

Nevertheless, the HR degartment shall qusrantee & promote
0 choose confidental eporting fo fairavaluaton & fast tack
esultwher thenama of the person i ot csclosed 0 anyore.

cuturs st work.




Questior

Inoticed a conflict of interest instance with one of my
colleagues. | am not sure whether | should report it or
not; fearing that it would hamper my professional
relationship if they found out my name.

Answer:

The HR department ensures to maintain utmost
confidentiality in all such cases & urges all eminents to
report such instances in time. When reporting an ethical
concern, we require your cooperation to address the
concern in an appropriate manner. While we will always
respect the right to report anonymously, we may recuire
or request additional information in some cases to fairly
investigate the matter.




Emipro - A Place
Where we clebrateth e no st esival

X
Jmipro %






5.20 Domestic Or International Trade Restrictions And Boycotts

We Believe

of sl domsstc

our mansger regading such matters.







5.21 Further Education & Studies

We Believe

\ during

However,
1o be witndrawnjcanceled by Emipro







2 Prevention Of Sexual Harassment And Exploitation

We Believe

o







5.23 Work Discipline

We Believe

[1]

2]

Emipro Emiprobelioves tha work s worship. This teaches us

Our Commitment

1

Although we espect and understand sveryons's faith anl bl
1 not dispay any ligious tms on our work desk ke

otos,
may cause hardhips o complets workon e as it dvets
obiectvediscussion o diferent drecton, which consumos

and devotion.

work i,

shalldo ustice o whatever work we do n 3 way that s

indulae nto any speciic discussions or practices that promote

orbig & nor should work b dsrespected n any vy,

workis ot taken for orantad.

promotes,folows ot unfolows any cast,religion
or communiy,

S teportany arevance or queies o the HR depariment so that
the same o be resolved intme.







6. Utkarsh - Eminents Meet

“Eminents, 53w belsve

“Utkarsh’”
Presence of

aterthe meet & scknowldge th same.

“Utkarsh”
develop.
 continuously

‘xpand our prentisl through our on hedob experinces.




Questior

What should | do i case | have a me
time as that of Utkarsh?

g at the same

Answer.

Utkarsh is a very important and mandatory platform for
each eminent at Emipro. The schedule of Utkarsh is always
‘announced wellin advance so that each one of us can plan
our work and other activities accordingly. Hence, we are
required to be proactive in our planning and ensure our
presence for Utkarsh.










7. Procedure

71 Whistleblowing & Violation Of Code

1

7.2 Non-compliance Of Code Of Conduct

] Any vitonfthecods of conduct il b condetesos
misanduc s il b dok i3 e i dov llnary
e o Sodsbe b o

o promaty s ey st il o
code o the HR department & same shall behancl
with confiden

Emipro aso inends to encaurage and support “whisteblowers™
o ensuro they will ot suffr any reprisals s  result o asing

genuinaareas o concern.

S—
et ndahacosprt v vl
investigatons i this mtter.

2] Reprisalor et againstany prson who has n good i,

or rocess with espact o such vilatonis prohibited.

auerios through ternal helpdesk o HR meetings n the
e8P system,

auspension, the immediate termination of amploymentat the
Emio' ol cscration.

& notin groups.

flly Gooperate with th appropriate athoriies







8. Acknowledgment Of The Receipt Of The Code







misconduct.







10. Authority & Amendment To The Policy




n Ask Questions




