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CODE OF ETHICS

The Code of Ethics gives information about
our Company structure and the legislation
in force to be followed for conduct of
business activities in compliance with law
and ethical principles. However, we
should bear in mind that our Code of
Ethics does not cover each and every law
and regulation and our Company policies
and also it does not go in detail for the
subjects it covers but rather contains
explanations about the typical situations
which we may face frequently.

Abiding the laws is the common
responsibility of our Company and our
employees. The Company is responsible
for expressing how to comply with the
legislation, monitoring the efforts and
attempts to this effect and remedying the
illegal situations. As to the employees,
they are responsible for learning and
adhering to the professional and ethical
behaviors described in the Code of Ethics.
Beside your individual responsibility to
comply with the standards described in
the Code of Ethics, it is also your
responsibility to report your concerns
and complaints about the events and
situations which might create risks for the
Company for accomplishing the
compliance to the authorized people of our
Company before such risks become real
problems.

If you believe and have reasonable
grounds to believe that any of the
employees or your colleagues is violating
or may violate the laws or ethical rules set
forth by the Company, you are obliged to
immediately inform your superior of any
such suspect. You should always choose
informing if you hesitate to choose
between informing and not informing any
such event. By doing so, you will give
the opportunity to the managerial people
to investigate and analyze any potential
problems.

It is inevitable that breaches or violations
may lead serious consequences for the
Company, customers, shareholders and
employees. Some of the potential
consequences of breaches or violations
are listed below.

Company

e Due to the illegal acts and
practices of its employees, the
Company may;

ETIK KURALLARI

1. Compliance with the Code of Ethics 1. Etik Kurallarina Uygunluk
1.1 Responsibility 1.1 Sorumluluk

Etik Kurallar, Sirketimizin yapisi ve ticari
faaliyetlerin hukuka ve etik ilkelere uygun
olarak yurutudlmesi igin uyulmasi gereken,
yurdrlikte bulunan mevzuat hakkinda bilgi
vermektedir. Ancak, Etik Kurallarimizin
tabi olunan butin yasa ve yonetmelikler ile
Sirket politikalarimizi  kapsamadigini ve
ayni zamanda, kapsamakta oldugu
konularin ise detaylarina girmeyip bunun
yerine, siklikla karsilasabilecedimiz tipik
durumlara iliskin agiklamalar igerdigini de
unutmamaliyiz.

Yasalara uymak, Sirketimizin ve
calisanlarimizin  ortak  sorumlulugudur.
Sirket, mevzuata nasil uyum
saglanacadinin ifade edilmesi, bu yondeki
calisma ve girisimlerin izlenmesi, hukuka
aykiri durumlarin giderilmesinden
sorumludur. Calisanlar ise, Etik Kurallarina
tanimlanmakta olan mesleki ve etik
davraniglari 6grenmek ve bunlara riayet
edip bagh kalmakla sorumludurlar.

Etik Kurallarina tanimlanmakta olan
standartlara uyma konusundaki bireysel
sorumlulugunuzun yani sira, Sirket igin
uyumun  saglanmasi  agisindan  risk
olusturabilecek olay ve durumlara iliskin
endise ve sikayetlerinizi, bu tir riskler
gercek sorunlara donismeden 0&nce,
Sirketimizin yetkili kisilerine bildirmek de
sizin sorumlulugunuzdadir.

Galisanlardan veya calisma
arkadaslarinizdan herhangi birinin Sirket
tarafindan belirlenen yasalari veya etik
kurallarini  ihlal  ettigine veya ihlal
edebilecedine inanmaniz ve buna inanmak
Uzere makul gerekgelerinizin bulunmasi
durumunda, bu tir bir supheliyi derhal
amirinize bildirmekle ylikimlistniz. Boyle
bir olay konusunda bilgi verip vermemek
konusunda tereddiit etmeniz durumunda,
her zaman bilgi vermeyi segmelisiniz. Bunu
yaparak, yonetici konumunda bulunan
kisilere olasi sorunlari arastirma ve analiz
etme firsati vermis olursunuz.

1.2 Consequences of Breaches of Law and | 1.2 Kanun ihlallerinin ve Etik Kurallarin
Violations of the Code of Ethics Ihlallerinin Sonuglari

Bu tlr ihlallerin Sirket, mdusteriler, pay
sahipleri ve calisanlar acisindan ciddi
sonuglar dogurmasi elbette kaginilmaz
olacaktir. Bu tur  ihlallerin olasi
sonuglarindan bazilari asadida
listelenmektedir.

1.2.1 Potential Consequences for the 1.2.1 Sirket Acisindan Potansiyel

Sonuglar
e  Sirket, calisanlarinin hukuka aykiri
eylem ve uygulamalari nedeniyle;
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o face legal proceedings,
penalties or other
sanctions,

o incur commercial losses.
e The name & reputation, business
relations, customer relations and

business opportunities of the
Company may be damaged.
1.2.2 Potential Consequence for the

Customers
e They may lose their faith in their
relations with the Company.

1.2.3 Potential Consequence for the
Employees
e They may face legal penalties,

imprisonment and other penalties

due to their illegal acts and
practices,
e They may face disciplinary

sanctions of the Company,

e Their labor contracts may be
terminated,

e  Their personal reputations may be
damaged.

2. Fundamental Values and Principles

Honesty and Fair Dealing, Customer
Satisfaction, Respect to Individuals,
Team Work, Productivity and

Confidentiality constitute the basic values
and principals of our Company and all our
employees are expected to adopt and
implement these values and principles.

2.1 Honesty and Fair Dealing

We should be honest, fair and trustworthy
and we should pay attention to ethical
standards.

Our principle should be implementing the
highest behavior standards in our business
transactions and operations.

We should be honest and fair for all issues
in our relations with our shareholders,
customers, suppliers, competitors,
employees, inferiors, superiors and all
other persons or institutions we deal with.
We should not seek for unfair benefits from
anybody through manipulation,
concealment, abuse of private or other
confidential information,
misrepresentations of material facts or
any other unfair transactions or practices.

2.2 Customer Satisfaction
Anticipating the exact needs of our
customers, thoroughly evaluating and
meeting them and operating as a
customer focused company at all times
is a part of our goals and Company
culture.
We believe that it is only possible to realize
our values and reach our goals by
understanding, evaluating, meeting and
satisfying the varying needs and
expectations of our customers better,
faster and to the highest level of quality
than our competitors, and delivering them
high quality services in compliance with
our Code of Ethics.

o yasal islemlerle, cezalarla
veya diger yaptirimlarla
karsi karsiya kalabilir,

o ticari agidan zarar
edebilir.

e Sirketin adi ve itibari ile ig iliskileri,
musteri iliskileri ve is firsatlan
bundan zarar gorebilir.

1.2.2 Miisteriler Acisindan Potansiyel

Sonuglar

e Sirket ile iliskilerine olan
guvenlerini kaybedebilirler.

1.2.3 Calisanlar Acisindan Potansiyel

Sonuglar

e Yasadisi eylem ve uygulamalar
nedeniyle hukuki yaptirimlarla,

hapis cezalariyla ve diger cezalarla
karsi karsiya kalabilirler.

e Sirketin disiplin yaptinmlariyla
karsi karsiya kalabilirler.

oI5 sdzlesmeleri feshedilebilir.

e Kisisel itibarlari zarar gorebilir.

2. Temel Degerler ve ilkeler

Durastlik ve Adil Davranis, Miusteri
Memnuniyeti, Bireye Saygi, Takim
Calismasi, Verimlilik ve Gizlilik,

Sirketimizin temel deder ve ilkelerini teskil
etmekte olup, bitin galisanlarimizdan s6z
konusu deder ve ilkeleri kesinlikle
benimsemeleri ve uygulamalari
beklenmektedir.

2.1 Diiriistliik ve Adil Davranis
Dartst, adil ve guvenilir olmali, etik
standartlara kesinlikle dikkat etmeli ve
6nem gostermeliyiz.
Ticari islemlerimizde ve faaliyetlerimizde
en yuksek davranis standartlarini
uygulamak prensibimiz olmahdir.
Pay sahiplerimiz, musterilerimiz,
tedarikgilerimiz, rakiplerimiz,
calisanlarimiz, astlarimiz, Ustlerimiz ve
muhatap oldugumuz tuim kisi veya
kurumlarla iliskilerimizde, her konuda, her
zaman durst ve adil olmaliyiz.

Ozel veya diger  gizli bilgilerin
manipullasyonu, gizlenmesi, kotiye
kullanilmasi, maddi gergeklerin yanhs

beyan edilmesi veya diger adil olmayan
islemler veya uygulamalar yoluyla hig
kimseden haksiz menfaat elde etmeye
calismamaliyiz.
2.2 Miisteri Memnuniyeti

Musterilerimizin ihtiyaglarini tam olarak
6ngodrmek, bunlari kapsaml bir sekilde
dederlendirip karsilamak ve her zaman
musteri odakli bir sirket olarak faaliyet
gostermek, hedeflerimizin ve Sirket
klltlrimuizin bir pargasidir.

Dederlerimizi hayata gecirmenin ve
hedeflerimize ulasmanin sadece,
musterilerimizin ~ dedisen  ihtiyagc ve

beklentilerini rakiplerimizden daha iyi,
daha hizli ve en st kalitede anlayip
dederlendirerek, karsilayip yerine
getirerek ve FEtik Kurallarimiza uygun
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2.3 Demonstrating Respect to Individuals
Each of us is a cornerstone of the success

employees come from different cultural
backgrounds. There is no discrimination of
any kind in our Company. We should be
disposed to influencing and being
influenced in our relationships. Our
communication should be clear, frequent,
sincere and considerate; we should care
for and listen to each other.

We should all contribute for establishment
of a confident environment within our
Company which is fair and constructive.

2.4 Teamwork
We expect our employees to convey all of

both in their individual works and as a
team member. We should encourage
team work for conduct of our business
as much as we can. We should accept all
team members as leaders who are
authorized, responsible and capable of
directing us in their fields.
2.5 Productivity
We should make the best use of our

goal as possible in line with the objectives
of our Company. We should always
endeavor to improve our efficiency and
productivity. Once we dedicate ourselves
for a task, we should perform it in the
best possible way and in a most accurate
and most productive manner and on time
and we should try to find out alternative
ways to perform such a task in a better
way next time.
2.6 Confidentiality
Feeling yourselves comfortable within

with the Code of Ethics of the Company is
very important for our Company.
Therefore, we should give the first
priority to the confidentiality. You must
be sure that maximum efforts will be spent
to keep your identity confidential when
you start to communicate with an
executive within the scope of compliance
with the Code of Ethics.

3. Rules for Market Related Matters

Antitrust laws are regulations aimed at

freedom of enterprise. Although these
laws are quite complex and not easy to
summarize, at a minimum, these laws
prohibit agreements between the
Company and any of its competitors
regarding prices, terms, or conditions of
sale restraining full and fair competition.
In the national and international
competition environment, we should
comply with the existing antitrust rules. To
avoid violations of the law or prohibited
agreements or even the appearance of
impropriety we should not engage in the
below stated transactions:
e Participation in illegal agreements or
practices with our competitors which

bicimde, ylksek kalitede hizmetler
sunarak mamkiin olacagina inaniyoruz.

of our Company. It is important that our | 2.3 Bireylere Saygi Gostermek

Her birimiz, Sirketimizin basarisinin temel
tasiyiz. Galisanlarimizin  farkli  kdltarel
kdokenden gelmesi kesinlikle ©6nemlidir.
Sirketimizde, higbir sekilde ayrimcilik
yapilmamaktadir. Iliskilerimizde
karsimizdakileri etkilemeye ve onlardan
etkilenmeye yatkin olmaliyiz. Iletisimimiz
acik, sik, samimi ve dustnceli olmali;
birbirimizi kesinlikle 6nemsemeli ve her
zaman dinlemeliyiz.

Sirketimizde adil ve yapici, given dolu bir
ortamin  olusturulup tesis edilmesine
hepimiz katkida bulunmaliyiz.

their skills and knowledge to our Company 2.4 Ekip Calismasi

Calisanlarimizdan, hem bireysel
calismalarinda hem de ekip Uyesi olarak
tim bilgi ve becerilerini Sirketimize
aktarmalarini bekliyoruz. Faaliyetlerimizin
ylrattilmesinde elimizden geldigince ekip
calismasini tesvik etmeliyiz. Tum ekip
Uyelerimizi, kendi alanlarinda yetkili,
sorumlu ve bizi yonlendirebilecek liderler
olarak kabul etmeliyiz.

resources and try to achieve as much 2.5 Verimlilik

Kaynaklarimizi en iyi sekilde kullanmali ve
Sirketimizin amaglari dogrultusunda
mumkin oldugu kadar hedefe ulagsmaya
calismaliyiz. Verimliligimizi ve
Uretkenligimizi her zaman arttirmak igin
gayret gostermeliyiz. Bir goreve kendimizi
adadigimizda, bu goérevi en iyi sekilde, en
dodru, en verimli bicimde ve zamaninda
yerine getirmeli ve bir dahaki sefere ise,
s0z konusu goérevi daha da iyi yapmanin
alternatif  yollarini  arayip  bulmaya
calismaliyiz.

the scope of the system of compliance | 2.6 Gizlilik

Sirketin Etik Kurallarina uygunluk
saglanmasina iliskin sistem kapsaminda
kendinizi rahat hissetmeniz, Sirketimiz igin
kesinlikle gok ©6nemlidir. Bundan dolayi,
birinci 0Onceligi gizlilige vermeliyiz. Etik
Kurallarina uygunluk kapsaminda bir
yonetici ile iletisim kurmaya
basladiginizda, kimliginizin gizli tutulmasi
icin azami cabanin sarf edileceginden
kesinlikle emin olmalisiniz.

3.1 Antitrust Laws 3. Piyasayla Ilgili Konulara iliskin Kurallar

providing security for liberal market and 3.1 Antitrost Yasalan

Antitrost yasalari, serbest piyasanin ve
girisim 6zgurlaginin glvenligini
saglamayi amaclamakta olan
dizenlemelerdir. Her ne kadar bu yasalar
oldukga karmasik olsa ve dzetlemesi kolay
olmasa da, en azindan bu yasalar, Sirket
ile rakiplerinden herhangi biri arasinda,
tam ve adil rekabeti kisitlayan fiyatlar,
sartlar veya satis kosullarina iliskin
anlasmalari yasaklamaktadir.

Ulusal ve uluslararasi rekabet ortaminda,
mevcut bulunan antitrést kurallarina riayet
edip uymaliyiz. Yasalarin veya vyasakli
anlasmalarin ihlal edilmesini ve hatta
uygunsuzluk izlenimi verilmesini dnlemek
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have as their objective or effect the
unlawful restriction of competition for
the purposes of establishing or fixing
prices, sharing markets and bidding in
tenders together,

e Meeting or making other kinds of
contacts with suppliers or customers
for the purpose of limiting the free
trade or eliminating the competitors
from the market in an unfair and
unlawful manner,

e Sharing information with our
competitors about the prices or price
policies, distribution policies, selection
of suppliers or their prices, selection
of customers, policies of credits and
their terms, advertisement policies of
our Company or any similar
information regarding the
competition,

e Meeting or making agreements with
other people or firms in order to
boycott the suppliers,

3.2 Bribery and Corruption

We should not directly or indirectly pay,
give, offer or promise bribe, gratuity or
any other complimentary money to any
government official or to their
representatives or to anybody who may be
connected with them or provide them with
any other nonmaterial interest.

3.3 Fair Marketing Practices

Our Company supports fair competition in
every aspect. This requires strict
compliance with any legislation pertaining
to marketing and sale practices in
addition to some other issues. It is
prohibited under such legislation to
exploit unfair trade methods or conduct
unfair or deceptive acts or practices in
commercial transactions. This prohibition
applies including but not limited to the
following issues:

. Publication of incorrect, false or
deceptive advertisements or
making any other incorrect or false
statements pertaining to sales and

marketing

. Bribing the employees of
competitors or customers,

. Making unfair or incorrect
statements about the competing
products.

3.4 Prevention of Money Laundering Activities

Money laundering is the process whereby
criminals first conceal the origin of illicit
funds and later integrate such illicit funds
with the system by converting them into
seemingly legitimate income.

We, the employees of the Company,
should protect the reputation of our
Company and improve the principal of
honesty by cooperating with the
authorities in order to reveal the
possible money laundering activities.
These activities are usually quiet
complex and very difficult to recognize.
We should learn to notice different clues
indicating money laundering activities. For

igin, asagida gOsterilen islemlerde

bulunmamaliyiz:

e Rakiplerimizle fiyatlarin belirlenmesi
veya sabitlenmesi, pazarlarin
paylasiimasi ve ihalelere birlikte
giriimesi amaciyla rekabetin hukuka
aykiri olarak kisitlanmasini amaglayan
veya bu ydnde etki yapan yasa disi
anlasmalara veya uygulamalara
katilinmasi,

e Serbest ticareti sinirlamak veya
rakipleri haksiz ve hukuka aykir bir
sekilde piyasadan uzaklastirmak
amaciyla, tedarikgiler veya
musterilerle bulusulmasi veya baska
tlrld temaslarda bulunulmasi,

e  Sirketimizin fiyat veya fiyat
politikalari, dagitim politikalari,
tedarikgi segimi veya fiyatlari, musteri
segimi, kredi politikalar ve kosullari,
reklam politikalari hakkindaki bilgilerin
veya benzeri sekilde rekabete iliskin
bilgilerin rakiplerimizle paylasiimasi,

e  Tedarikgilerin boykot edilmesi
amaciyla baska kisi veya firmalarla
gorusulmesi veya anlasmalar
yapilmasi.

3.2 Riisvet ve Yolsuzluk

Herhangi bir devlet gorevlisine veya

temsilcilerine  veya onlarla baglantisi

olabilecek hi¢c kimseye, dodgrudan veya
dolayh olarak rigvet, bahsis veya baska bir
karsihksiz para 6dememeli, vermemeli,
teklif etmemeli veya vaat etmemeli veya
baska herhangi bir maddi olmayan
menfaat saglamamaliyiz.

3.3 Adil Pazarlama Uygulamalan

Sirketimiz adil rekabeti her alanda
desteklemektedir. Bundan dolayi, diger
bazi konularin yani sira, pazarlama ve satis
uygulamalarina iliskin her tirli mevzuata
da siki bir sekilde uyulmasi gerekmektedir.
Bu mevzuat uyarinca, adil olmayan ticaret
yontemlerinden vyararlanmak veya ticari
islemlerde adil olmayan veya aldatic
eylem veya uygulamalarda bulunmak
kesinlikle yasaktir. Bu sekilde sinirh
olmamak Uzere, asadgida g0sterilen
hususlar s6z konusu yasaklama
kapsaminda bulunacaktir:

. Yanls, yalan veya aldatici
reklamlarin  yayinlanmasi  veya
satis ve pazarlamaya iliskin diger
yanlis veya yalan beyanlarda
bulunulmasi,

. Rakiplerin veya musterilerin
galisanlarina risvet verilmesi,

. Rakip Urlnler hakkinda haksiz veya
yanlis beyanlarda bulunulmasi.

3.4 Kara Para Aklama Faaliyetlerinin
Onlenmesi

Kara para aklama, suglularin oncelikle

yasadigi fonlarin kaynadini gizledigi, daha

sonra bu tir yasa disi fonlari gorinirde
mesru gelire donlstlrerek sisteme entegre
ettigi bir strectir.

Bizler, Sirket galisanlari olarak, olasi kara

para aklama faaliyetlerinin ortaya

cikarilmasi icin yetkililerle isbirligi yapmak
suretiyle, Sirketimizin itibarini korumali ve
duristlik ilkesini daha da gelistirmeliyiz.
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example if we believe that we face with
some clues indicating money laundering
activity whereby a customer avoids giving
information about himself/herself or
wants to pay cash in advance, we should
immediately notify our superiors and
supervisors of the situation.

4. Rules for Company and Shareholder Related
Matters

We should treat every shareholder

4.1 Maintenance of Account Books and Records
Maintaining the account books and records
accurately is extremely important for both
the management of the Company and for

completeness of records make it possible
for the Company to fulfill its obligations
properly and to provide full, fair and
accurate information in a timely and
understandable manner for related groups
and authorities about the financial
structure of the Company. Therefore, the
books, records and accounts of the
Company whether stored electronically or
on paper or in any other form should
always reflect the financial transactions of
the Company completely and accurately.
4.2 Keeping and Safeguarding of Documents
We should keep the books, information,
documents, records and accounts about
the conducted business transactions

we should safeguard them.

We should not keep any fund or asset
without being recorded or declared
regardless of its purpose or amount.

We should not structure any transaction
or procedure to avoid internal control
and audit system of the Company. We
should support the persons who are
responsible of conducting the audit in
order to let them carry on their duties
and we should provide the required
facilities and assistance if needed.

We should not make any inaccurate entry
on records for any reason whatsoever. We
should not make a payment or accept any
purchase price if we know that any portion
of the payment is going to be used for a
different purpose other than the purpose
stated on supporting documents.

Subject to the specific conditions of the
legislation of the Republic of Turkey, we
may keep the active documents in
accordance with our daily activities and
needs. Other archive documents or
inactive documents should be kept in a
safe place. Disposal of documents should
immediately be stopped in case any
document under the scope of disposal is
summoned by official bodies.

4.3 Company Computers and Internet Use
Internet access and other electronic
communication systems such as e-mail
and voice mail greatly aid our day-to-day

benefits to technology, there are also

Bu faaliyetler, genellikle oldukga
karmasiktir ve fark edilmesi gok zordur.
Kara para aklama faaliyetlerine isaret eden
farkh ipuglarini fark etmeyi 6grenmeliyiz.
Ornegin, bir musterinin kendisi hakkinda
bilgi vermekten kacgindigi veya pesin
6deme yapmak istedidi, kara para aklama
faaliyetine isaret eden ipuglariyla
karsilagtigimiza inanmamiz durumunda,
derhal Ustlerimize ve amirlerimize bu
hususta kesinlikle bilgi vermeliyiz.

equally including the minority | 4. Sirket ve Pay Sahipleriyle ilgili Konulara
shareholders and foreign shareholders. Iliskin Kurallar

Azinlik pay sahiplerimiz ve yabanci pay
sahiplerimiz de dahil olmak Uzere butln
pay sahiplerimize esit davranmaliyiz.

the Shareholders. The integrity and | 4.1 Hesap Defterleri ve Kayitlarinin Tutulmasi

Hesap defter ve kayitlarinin dodgru bir
sekilde tutulmasi, hem Sirket yonetimi
hem de Pay Sahipleri agisindan son derece
onemlidir. Kayitlarin ~ butanliga  ve
eksiksizligi, Sirket'in ilgili yuktmldliklerini
geredi gibi uygun bicimde yerine
getirmesine ve Sirket'in  mali yapisi
hakkinda ilgili grup ve yetkili kurumlara
zamaninda ve anlasilir bir sekilde tam, adil
ve dogru bilgi sunmasina olanak
saglayacaktir. Bundan dolayi, Sirketin
defterleri, kayitlari ve hesaplar, ister
elektronik ortamda, isterse kadit tizerinde
veya baska herhangi bir bigimde saklansin,
Sirketin mali igslemlerini her zaman tam ve
dogdru bir sekilde yansitmalidir.

regularly, completely and accurately and | 4.2 Belgelerin Saklanmasi ve Korunmasi

Yapilan ticari islemlere iliskin defter, bilgi,
belge, kayit ve hesaplari dizenli, tam ve
dodgru bir sekilde saklamali ve bitin
bunlari uygun bicimde koruma altina
almaliyiz.

Amaci ve tutari ne olursa olsun, higbir fonu
veya varhdi kayit altina alinmadan, beyan
edilmeden saklamamalyiz.

Sirketin i¢ kontrol ve denetim sistemini
aksatacak higbir islem veya prosedir
yapilandirmamaliyiz. Denetim sirecinin
gergeklestiriimesinden sorumlu Kkisilerin
gorevlerini yapabilmelerini saglamak lzere
destek olmal, ihtiyag halinde ise gerekli
bitln kolaylik ve yardimi saglamaliyiz.
Kayitlara, her ne sebeple olursa olsun
hatali giris yapmamaliyiz. Odemenin
herhangi bir kisminin destekleyici
belgelerde belirtilen disinda farkh bir amag
dogrultusunda kullanilacagini  bilmemiz
durumunda, Odeme yapmamali veya
herhangi bir satin alma bedelini kabul
etmemeliyiz.

Tlrkiye Cumhuriyeti mevzuatinin 6zel
sartlarina tabi olmak Uzere, aktif belgeleri
gunluk faaliyetlerimiz ve ihtiyaglarimiz
dogrultusunda saklayabiliriz. Diger arsiv
belgeleri veya aktif olmayan belgeler,
guvenli bir yerde saklanmalidir. Imha
kapsamindaki belgelerin resmi
makamlarca g¢adrilimasi halinde, s06z
konusu belgelerin imha edilmesi slreci
derhal durdurulmahdir.

business. And while there are many | 4.3 Sirket Bilgisayarlari ve internet Kullanimi

Internet erisimi ve e-posta ve sesli posta
gibi diger elektronik iletisim sistemleri,
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added security concerns for employees
and the Company. For this reason, there
are a number of precautions we must take
to maintain the integrity of our technology
and information.
Because access to the internet Vvia
modem puts both your computer and
the entire Company network at risk, you
are required to use approved
mechanisms, tools, and procedures for
these activities. The employees,
contractors, and agents of the Company
are prohibited from using non-Company
e-mail accounts to send and receive
business information of the Company.
Although you may use the Company’s
electronic  equipment for incidental
personal matters, you are not guaranteed
personal privacy on the Company’s
communication systems or of information
sent to, from, or stored in Company
communications.

And since all documents, including

electronic  communications, are the

Company’s property, they are subject to

review at any time.

You may not use the Company’s

computer resources or communication

systems for communications that contain
or promote any of the following:

. abusive or objectionable language;

. information that is illegal or obscene;

* messages that are likely to result in the
loss or damage of the recipient’s work
or systems;

. messages that are defamatory;

. use that interferes with the work of the
employee or others; or

. solicitation of employees for any
unauthorized purpose.

4.4 Confidential and Proprietary Information
We should not accept any confidential
information from any customer, supplier

information  confidential or with a
consensus to same effect without a written
form of confidentiality agreement or a
confidentiality clause.

We should protect the confidential

information of customers, suppliers or

any other person unless otherwise

required by law.

We should not accept any confidential
information of any person including our
competitors in an illegal or unethical way.
We should also carry out our confidentiality
obligations against our prior employer or
against the people with whom we had ties
in the past.

Since disclosure of confidential information
of the Company on purpose or by mistake
relating to its business affairs and
financial or legal status adversely affects
its financial situation and competing
power, we should protect and not
disclose the confidential information of the
Company as well.

It is in Company’s best interest to protect
our confidential and proprietary
information, and to prevent inappropriate
or unauthorized disclosures. Therefore, we

gunluk iglerimize buyuk 6lglide yardimci
olmaktadir. Teknolojinin pek gok faydasi
olsa da, calisanlar ve Sirket igin ayni
zamanda ek gulvenlik kaygilari da
bulunmaktadir. Bu sebepten dolayi,
teknolojimizin ve bilgimizin butanliginu
korumak amaciyla almamiz gereken bir
takim 6nlemler bulunmaktadir.

Modem aracilidiyla internete erisim, hem

bilgisayarinizi hem de tum Sirket agini

riske atacagindan, bu faaliyetler igin
onaylanmis mekanizmalari, araglari ve
prosedurleri kullanmaniz gerekmektedir.

Sirketin calisanlarinin, yuklenicilerinin ve

temsilcilerinin, Sirketin ticari bilgilerini

gondermek ve almak amaciyla Sirket disi
e-posta hesaplarini kullanmalari kesinlikle
yasaktir.

Sirketin elektronik ekipmanini tesadufi

kisisel konular igin kullanabilseniz de,

Sirketin iletisim sistemlerinde veya Sirket

iletisimlerine gonderilen, Sirket

iletisimlerinden godnderilen veya Sirket
iletisimleri igerisinde saklanan bilgilerin
kisisel gizliligi garanti edilemez.

Elektronik iletisimler de dahil olmak Uzere

tim belgeler  Sirketin milkiyetinde

oldugundan  her zaman incelemeye
tabidirler.

Asadidakilerden herhangi birini igeren

veya tesvik eden iletisimler igin, Sirketin

bilgisayar kaynaklarini veya iletisim
sistemlerini kullanamazsiniz:

. kafurlt veya sakincali dil;

+ vyasa disi veya mustehcen bilgiler;

« alicinin iglerinin  veya sistemlerinin
kaybolmasina veya hasar gormesine
yol agmasi muhtemel mesajlar;

. iftira iceren mesajlar;

. calisanin  veya baskalarinin isine
mudahale eden kullanimlar veya

. calisanlardan herhangi bir izinsiz amag
icin talepte bulunulmasi.

or any other person subject to keeping the | 4.4 Gizli ve Ozel Bilgiler

Herhangi bir mdisteriden, tedarikgiden
veya bilginin gizli tutulmasina tabi olan
herhangi bir kisiden veya yazili bir gizlilik
sOzlesmesi ya da gizliik maddesi
olmaksizin, ayni yoénde fikir birligine
varilarak, herhangi bir gizli bilgiyi kabul
etmemeliyiz.

Yasalar kapsaminda aksi talep
edilmedikge, musterilerin, tedarikgilerin
veya baska herhangi bir kisinin gizli
bilgilerini korumaliyiz.

Rakiplerimiz de dahil olmak U(zere, hig
kimsenin gizli bilgilerini yasa disi veya etik
olmayan bir sekilde kabul etmemeliyiz.
Ayrica 6nceki isverenimize veya gegmiste
bag kurdugumuz kisilere karsi da gizlilik
yukumliltklerimizi yerine getirmeliyiz.
Sirketin ticari isleri, mali veya hukuki
durumu ile ilgili gizli bilgilerin bilerek veya
yanhshkla agiklanmasi, Sirketin  mali
durumunu ve rekabet glclini olumsuz bir
sekilde etkileyecedinden dolayi, Sirketin
gizli bilgilerini de kesinlikle korumal ve ifsa
etmemeliyiz.

Gizli ve o0Ozel bilgilerimizi korumak ve
uygunsuz veya yetkisiz aciklamalari
onlemek, Sirketin en iyi  cikarlari
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should be careful when using the
telephone, fax, telex, e- mail, and other
electronic means of storing and sending
information.

We should not discuss confidential
information in public places where others
may overhear. We should not provide
confidential information to outsiders
without obtaining a written form of
confidentiality agreement first. We should
also distribute such information within the
Company on a need to know basis.

4.5 Confidentiality of Personal Data

Confidentiality applies not only to business
information, but to the personal

former employees, job applicants,
consultants, customers and shareholders
as well. We should protect and keep
confidential all such personal information
in the Company’s possession by following
the principles below:

° Personal data is  collected,
processed, stored, and transferred
with adequate precautions to
ensure confidentiality and s
accessible only to individuals with
legitimate reasons to know about
or have access to it. We should not
share the information sent to our
Company by job applicants
without having their written
consent first.

° When appropriate, individuals will
be asked for their consent to the
collection, processing, transfer,
and storage of their personal data.

4.6 Conflicts of Interest
A conflict of interest arises when we put
our personal, social, financial, or political
interests before the interests of the

conflict can damage our reputation or that
of the Company. Any potential conflict of
interest which we suspect should be
promptly disclosed to our manager. It
should also be disclosed whenever we are
asked to certify our understanding of and
adherence to the standards in this Code
of Ethics. Many conflicts of interest can be
resolved in a simple and mutually
acceptable way. The following are several
types of conflicts of interest.

4.6.1 Personal Investments or
Transactions
The Company respects your right to
manage your investments and does
not wish to interfere with your

are responsible for avoiding situations
that present or create the appearance
of a potential conflict between our
own interests and those of the
Company.

To be too specific involves the risk of
restricting the application of this
policy; however, there are obvious
situations that can result in a conflict
of interest, such as we or our family
member:

kapsaminda yer almaktadir. Bu nedenle,
telefon, faks, teleks, e-posta ve diger
elektronik bilgi saklama ve gdnderme
araclarini kullanirken dikkatli olmaliyiz.
Gizli bilgiler hakkinda, baskalarinin kulak
misafiri olabilecedi halka acik yerlerde
kesinlikle konusmamaliyiz. Once yazil bir
gizlilik sozlesmesi almadan, gizli bilgileri
Sirket disindaki kisilere vermemeliyiz.
Ayrica bu tur bilgileri, Sirket biinyesinde de
bilinmesi gerektigi kadar esasi lzerinden
dagitmaliyiz.

information of the Company’s employees, | 4.5 Kisisel Verilerin Gizliligi

Gizlilik, sadece ticari bilgiler igin degil,
Sirket galisanlarinin, eski galisanlarinin, is
basvurusunda bulunanlarin,
danismanlarin, musterilerin ve
hissedarlarin kisisel bilgileri igin de gegerli
bir sekilde uygulanmaktadir. Sirketin
elinde bulunan bu tir tim kisisel bilgileri,
asadida gosterilmekte olan ilkelere riayet
etmek suretiyle korumali ve gizli
tutmahyiz:

o Kisisel veriler, gizliligin
saglanmasina yonelik  yeterli
onlemler alinmak suretiyle toplanir,
islenir, saklanir ve aktarllir ve
yalnizca bunlari  bilmesi veya
erismesi icin  mesru nedenleri
bulunan kisilerin erisimine agiktir.
Is basvurusunda bulunan kisilerin
Sirketimize gonderdikleri bilgileri,
oncelikle yazili onaylari alinmadan
paylasmamaliyiz.

o Uygun oldugunda, bireylerden
kisisel verilerinin ~ toplanmasi,
islenmesi, aktariimasi ve

saklanmasi konusunda onaylari
istenecektir.

Company. Even the appearance of a | 4.6 Cikar Catismalar

Kisisel, sosyal, finansal veya politik
cikarlarimizi, Sirketin cikarlarinin 6ntine
koydugumuzda ¢ikar catismasi dodar.
Disaridan bu sekilde catismanin
bulundugunun gérilmesi bile, itibarimiza
veya Sirketin itibarina zarar verebilir.
Suphelendigimiz bltin potansiyel c¢ikar
catismalari, derhal yOneticimize
aciklanmalidir. Ayrica, bu Etik Kurallarn
kapsamindaki standartlari anladigimizi ve
bunlara badghhdimizi tasdik etmemiz
istendiginde de bu durum acgiklanmalidir.
Pek gok cikar gatismasi basit ve karsilikh
olarak kabul edilebilir bir sekilde ¢doziime
kavusturulabilir. Asadida, cesitli gikar
catismasi tirleri yer almaktadir.

personal life. At the same time, we 4.6.1 Kisisel Yatirimlar veya islemler

Sirket, yatirrmlarinizi ybnetme
hakkiniza saygl duymakta olup kisisel
hayatiniza mudahale etmeyi

istememektedir. Ayni zamanda, kendi
cikarlarnmiz  ile  Sirketin  cikarlari
arasinda potansiyel bir gatisma
olusturan veya bu goérinimu yaratan
durumlardan kaginmaktan da
sorumluyuz.

GCok spesifik olmak, bu politikanin
uygulanmasini kisitlama riskini
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L] having a substantial financial
interest in a supplier,
competitor, or customer;

] having an interest in a

transaction in which it is known
that the Company is, or may
be, interested;

] taking advantage of
Company’s opportunities for
personal profit; or

] receiving fees, commissions,
or other compensation from a
supplier, competitor, or

customer of the Company.

4.6.2 Acceptance of Gifts, Entertainment,

Loans, or Other Favors

We should not give any direct or
indirect loans, services,
accommodation, favor or any
valuable thing such as gifts to any
person or company nor we should
ask, accept, offer, promise or take
such valuable things as a condition
or result of doing business with
our Company. We should obey
with  the related standards,
policies and procedures of our
Company regarding the gifts,
complimentary dinners and
entertainment.

Our company policy does not
prohibit the exchange of moderate
gifts, normal business meals and
accommodation  activities and
mutual  traditional  courtesies
between our employees and the
people they do business and
making similar traditional and
reasonable expenses in order to
increase the value of the
Company, however, even such
moderate  gifts, meals and
accommodations should not be
made or received on a regular or
frequent basis.

5. Rules for Employee Related Matters

5.1 Fair and Equitable Treatment

It is the Company’s policy to provide equal
employment opportunities and to treat
applicants and employees in all
interactions with the Company without
regard to personal characteristics such as
race, color, religion, gender, sexual
orientation, age, sex, citizenship status,
national origin, marital status, pregnancy,
disability, or veteran status.

5.2 Discrimination or Harassment

Our Company values a work environment
that is free of verbal or physical
harassment regarding racial, ethnic,
religious, physical or sexual
characteristics, sexual orientation, race,
color, creed, national origin, sex, age,
disability, marital status, citizenship status
or any other prohibited factor.

5.3 Reporting Discrimination and Harassment

icermektedir; ancak bununla birlikte,

biz veya aile bireyimiz gibi cikar

catismasina yol acgabilecek bariz

durumlar bulunmaktadir:

L] bir tedarikgi, rakip veya musteri
blinyesinde o6nemli bir mali
¢ikara sahip olunmasi;

. Sirketin ilgilendiginin  veya
ilgilenebilecedinin bilindigi bir
islemde menfaat sahibi
olunmasi;

. Sirketin firsatlarindan kisisel

kazang elde etmek amaciyla
yararlanmasi veya

. Sirketin  bir tedarikgisinden,
rakibinden veya miusterisinden,
lcret, komisyon veya baska
bedel alinmasi.

4.6.2 Hediyelerin, Agirlamalarin,
Kredilerin veya Diger Iyiliklerin
Kabulii

Higbir kisiye veya sirkete
dogrudan veya dolayh olarak

kredi, hizmet, konaklama,
ayricalik veya hediye gibi degerli
seyler vermemeli veya

Sirketimizle is yapmanin bir kosulu
veya sonucu olarak, bu tur dederli
seyleri istememeli, kabul
etmemeli, teklif etmemeli, sb6z
vermemeli veya almamalyiz.

Hediyeler, lcretsiz aksam
yemekleri ve adirlamalar
konusunda,  Sirketimizin ilgili
standart, politika ve
prosedurlerinde yer alan

gerekliliklere uymalyiz.

Sirket politikamiz, calisanlarimiz
ile is yaptiklari kisiler arasinda
makul dizeyde hediyeler, normal
is yemekleri ve konaklama
faaliyetleri ile karsilikh geleneksel
nezaket kapsaminda aligveriste
bulunulmasini ve Sirketin degerini
artirmak amaciyla, benzeri
geleneksel ve makul harcamalarin
yapilmasini  yasaklamamaktadir;
ancak, bu tir makul hediyeler,
yemekler ve konaklamalar bile
dizenli veya sk araliklarla
yapilmamali veya alinmamahdir.

5. Calisanlarla ilgili Konulara iliskin Kurallar

5.1 Adil ve Esit Muamele
Esit istihdam firsatlarinin saglanmasi ve
irk, renk, din, cinsiyet, cinsel yonelim, yas,
cinsiyet, vatandashk durumu, ulusal
kdken, medeni durum, hamilelik, engellilik
veya gazilik durumu  gibi kisisel
karakteristiklere kesinlikle bakilmaksizin,
Sirket ile tim etkilesimlerde basvuru
sahiplerine ve c¢alisanlara esit sekilde
muamele edilmesi.

5.2 Ayrimcilik veya Taciz
Sirketimiz, irk, etnik, dini, fiziksel veya
cinsel ozellikler, cinsel yonelim, irk, renk,
mezhep, ulusal koken, cinsiyet, vyas,
engellilik, medeni durum, vatandashk
durumu veya diger yasaklanmis
faktorlerden kaynaklanan so6zli veya
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Employees who engage in acts of
harassment and discrimination are subject
to various corrective actions that may
include termination of employment as well
as the penalties anticipated by laws.
Managers are responsible for establishing
and maintaining business environments
that are free of harassment and
discrimination.
The Company promotes open
communication throughout the Company
to resolve questions, concerns, problems,
or complaints involving discrimination or
harassment. In such circumstances, our
duty is to communicate with our
supervisors or other superiors.

5.4 Abuse of Drugs and Alcohol
While we respect individual privacy, we
also recognize that substance abuse
poses serious health and safety hazards in
the workplace. We are dedicated to
achieving a substance-abuse-free
environment for the health and well-being
of employees and for the enhancement of
our competitive position.
Our policy is designed to completely
eliminate substance abuse. Employees
may be tested when they display unusual
behavior or when there is a reasonable
suspicion of drug or alcohol abuse.

6. Environment & Social Responsibility

6.1 Providing Work Safety and Protection of

fiziksel tacizin bulunmadigi bir is ortami
sadglanmasina deder vermektedir.

5.3 Ayrimcilik ve Tacizin Bildirilmesi

Taciz ve ayrimcilik eylemlerine katilan
calisanlar, yasa ve yonetmelikler
kapsaminda 6ngorilen cezalarin yani sira,
is akdinin feshi de dahil olmak Uzere gesitli
duzeltici islemlere tabi tutulurlar.
Yoneticiler, taciz ve ayrimciliktan
arindirilmis is ortamlarinin olusturulmasi
ve surdurilmesinden sorumlu
bulunmaktadirlar.

Sirket, ayrimcilik veya tacizle ilgili sorulari,
endiseleri, sorunlari veya sikayetleri
cozmek amaciyla, Sirket genelinde acgik
iletisimi  tesvik etmektedir. Bu gibi
durumlarda goérevimiz, amirlerimizle veya
diger Ustlerimizle iletisim kurmaktir.

5.4 Uyusturucu ve Alkoliin Kétiiye Kullaniimasi

Bireysel mahremiyete saygi gostermekle
birlikte ayni zamanda, madde
bagimhhgmin isyerinde ciddi sadghk ve
glvenlik tehlikeleri olusturdugunun da
bilincindeyiz. Calisanlarimizin sagligi ve
refahi ve rekabetgi konumumuzu
gelistirmek icin, madde badimhhdinin s6z
konusu olmadigi bir ortam saglamaya
kendimizi adadik.

Bu konudaki politikamiz, madde
bagimlihdini tamamen ortadan kaldirmak
icin tasarlanmistir. Calisanlar, olagandisi
davranislar sergilediklerinde veya
uyusturucu ya da alkol bagimlihdi
konusunda makul bir siphe s6z konusu
oldugunda teste tabi tutulabilirler.

Environment 6. Cevre & Sosyal Sorumluluk

Each and every employee of the Company
has duties and responsibilities with regard
to Environment, Health and Safety issues.
Therefore, we are expected to:

. Conduct our duties in a safe and
environment friendly manner,
° Make the Environment, Health and

Safety standards a part of our
workplace and profession, and

. Contribute to the efforts aimed at
preserving the natural
environment and work
atmosphere.

We should be sensitive about
environmental problems and avoid being
harmful for the environment while
performing our activities knowing that
such contribution will have a positive
impact on our success and existence on
the long term.

6.2 Social Responsibility

We should be sensitive about the needs of
the community. It is important for us to
improve the life standards in our country
and around us and we should all
contribute to this goal.

The Company aims to remain being the
first choice of its customers all the time
by following the transparent management
principles and by fulfilling its social and
environmental responsibilities.

It is the principle of our Company to
contribute to the community in which we
operate for the issues of equal
opportunity, health and keeping cultural

6.1 Is Giivenliginin Saglanmasi ve Cevrenin
Korunmasi
Sirketin her bir calisaninin, Cevre, Saglk
ve Guvenlik konularinda gobrev ve
sorumluluklar bulunmaktadir. Bu nedenle,

bizlerden:

. Gorevlerimizi glvenli ve gevreye
duyarh bir sekilde ytritmemiz,

o Cevre, Saglk ve  Glvenlik

standartlarini  is  yerimizin ve
mesledimizin bir parcasi haline
getirmemiz,

. Dogdal cevrenin ve calisma
atmosferinin korunmasina yénelik
galismalara katkida bulunmamiz
beklenmektedir.

Faaliyetlerimizi gergeklestirirken gevre

sorunlarina karsi duyarli olmali ve gevreye

zarar vermekten kaginmaliyiz; bu katkinin
uzun vadede basarimiza ve varligimiza
olumlu etki edecedini bilerek hareket
etmeliyiz.

6.2 Sosyal Sorumluluk

Toplumun ihtiyaglari konusunda duyarh

olmalyiz. Ulkemizde ve c¢evremizdeki

yasam standartlarinin iyilestirilmesi bizim
icin 6nemlidir ve hepimiz bu hedefe katkida
bulunmalyiz.

Sirket, seffaf yonetim ilkelerini takip

etmek, sosyal ve gevresel sorumluluklarini

yerine getirmek suretiyle, her zaman
musterilerinin ilk tercihi olmay!
hedeflemektedir.
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values  under  social responsibility Firsat esitligi, saglik ve kiltiirel degerlerin
consciousness. sosyal sorumluluk bilinci altinda
bulundurulmasi konularinda faaliyet

gosterdigimiz topluma katkida bulunmak,
Sirketimizin deder vermekte oldugu bir
ilkesidir.

22.01.2020
www.rtms.com.tr



