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1. Definitions

iyt 1

Definition

el

CG Corporate Governance
SIS N A ea S A AS ea
BoD AMLAK Board of Directors
bl 48 335 gl das

NRC Nomination & remuneration Committee

L y ciland il daad
Announcements Announcements to the investors as required by CMA
il 5 ol sy Al 5 gl R 0B e Uy e peieall Ll 5 ) aayl

Board of Directors
Report

Y e

Annual report of the Board of Directors for shareholders as required by
CMA
LI 5 poll A i Ll g petlinally pmlall) 5 90 Gl g gl )

Board/Committee
Meeting Calendar

lelday el Jgaslt

A yearly plan of Board/Committee meetings containing tentative
meeting period and list of items to be discussed

Aliy Al lelda¥l 5,8 GemD Al 7 a¥ Ldae clolaay Lyl Aadl

Lallifs oyl dae Ll pTs Al e g gl
CEO Chief Executive Officer
sl ed )l
CMA Capital Market Authority
Al Gl A
Corporate Set of governance rules for AMLAK as approved by the Board
Governance SN Clane adde 3815 L) Uiy ST S 55 B lal B gl el e e sane
framework )
Aelsn s B
ALghdl
SAMA Saudi Arabia Monetary Authority

él_}.w.u-.'ll ‘_‘._I_)‘_“ Keii] Lu.:}a

Disclosure Register

A register containing disclosures for each Board and Executive
Management member, in accordance with disclosure requirements

e plad) Jan : / : ;

fu;lun' &= stipulated under Companies Law, the Capital Market Law and their
implementing regulations
G5y Ainll B 13¥1 g 5l0¥1 udae slimel e pme S Zliadll gl el o
Legint¥y Adll 3l gl SGHI 508 3 lgle epeatd) Sladyl cldlad
Agrall

E-forms Forms required to be submitted to the CMA

L g Y1 23l b RTINS | DU SRR SN [CH I 5.
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1 Board / Commitfee Secretary Policies

1.1 Process Objective
gl 11

Board / Committee Secretary is
Y Al yean Ainl /501 oo S A

responsible for keeping track of
the Board and its Committees’
affairs. This includes supporting
Board and Board Committes with
their meetings, and information
dissemination to their members.
Further, the Board / Comimitiee
Secretary maintains all records
related to Board and Board

L ohallly oY daa Jlesl daie
gl

Al Ll g 35l Gedna oo tha ey
Op Glegbadl 585 Lgilelily 1!
Sk Bty Wl 5 Ll
B el prany il 7 el
g} Al LMy 55l Gedaa clalaialy

Commitiees meetings as Upenall g glll G dde papnia o L 13,
required in applicable A
regulations.

1.2  Scope of Responsibility
Gdgnueall ey 12
Y p3en Rialll /35001 odaa 6 S 055
Ll ileally Ll e 3 0 g gnes
oo Aleadalt et Ty b 35 330N
R i 8 PP P PR

Board [/ commillee Secretary is directly
responsibie for undertaking the below core
processes, in accordance with the policies and
procedures detailed in the subsequeni sections:

10|Page
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Reference Number

Sub Process name

Al 230 A Alanl) o
CGV-BS-01 Board and Board Committee meeting calendars
Al Lol Al g 55y Galae Sileladiny e 3l Jeanll
CGV-BS-02 Notice and agenda of meeting
glaayl Juel Jsoay S
CGV-BS-03 Board /Committee packs
Ll Al s dlfs oy dae el Cilile
CGV-BS-04 Minutes of meeting
Flaall jase
CGV-BS-05 Logging and follow-up on resolutions and actions
Lefalliag el il AN dnos
CGV-BS-06 Disclosure register
o staall e Flail Ja

In Strict Confidence
Qols &y (58

1] F



Corporate Governance Department
Policy & Procedure Manual

Gl Juds

388l AaS g pod cilpl Yl s

22.1 CGV-BS8-01 Board and
Board Committee Meeting
Galendars

Annual Board / Committee calendar
activity should be initiated by the
Board Secretary.

Board / Commitiees calendar should
be prepared during last quarter of
each vear, for the subsequent vear.

Board / Committees calendar should
be prepared using predefined and
approved unigue form.

Board [ respective Committee
calendar should be approved by the
Board / respective Committee.

Board [/ respective Commiliee
meeting dates must be in accordance
with the laws and regulations and
AMLAK by-laws.

Any changes to calendar should
undergo re-approvals process.

Latest calendar should be maintained
by Board Secratary at alf times.

In Strict Confidence
sl By 08
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) Zfalt Aol el 5N
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» Board/ Committee secretary should
monitor and ensure compliznce with
the approved calendar, Any deviations
from the calendar should be reported
to the Board/ Committes.

In Strict Confidence
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222 CGV-BS-02 Notice and
Agenda of Meeting

Notice and agenda of meeting should
be in Ilne with the approved
Board/Committee calendar.

Notice and agenda of meeting should
be prepared using a unified and pre-
approved form. A standing agenda
with pre-defined recurring items
should be agreed on at the beginning
of each year. Additional items can be
added ahead of each meeting.

Board/ Committee Secretary should
consult Board/Committee members,
the Chairman and the CEQO when
preparing the agenda.

Each member of the
Board/Committee is enfilled fo
propese additional items to the
agenda.

Notice and agenda should be

approved by the Chairman of Board /
Committee prior to circulation o the
members.

Notice and agenda should clearly
identify the purpose of meeting, and
specify at least information on date,
time, place, list of agenda items along
with information on presenier [
required time per item / required
action by the Board or Committee,
and details on any individuals
required in the mesting (by invitation).

In Strict Confidence
P TRUWINPY

Jeal dsaay =8 CGV-BS-02 2.2.2
glaayl

dstas 8 il o e

il Jpall e plinyl Juae

[ Gdae atall sl
Al

Jueel Usans el dhe] gy <
1 ge gigel Aliaduls Caeldayl
e FEY ompline adhas
35 gy ae b Jueel Jyas
S Bl 3 Guen Ba3aa 3 S5
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Sleial 8 JE e Jsaad
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> Notice

and agenda for
Board/Committee meeting should be
circulated to the members no less
than seven {7) working days prior to
the date of meeting.

Board/Committee  shali ratify the
agenda once the meeling is
convened. Should any member of the
Board/Commitiee raise any objection
in respect of the =agends, such
objection shall be recorded in the
minutes of the meeting.

Board/Committee notice and agenda
of the meeting should be circulated to
the members through proper means,
such as hand delivery (with evidence
of delivery), registered post, e-mail or
any other electronic means. Where
Board/Committee specifies the mode
of circulation, then the same should
be usad.

In Strict Confidence
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2.2.3 CGV-BS-03
Board/Committee Packs

Board/ Commiiiee Secretary should

initiate ~ Board/Commitiee  packs
preparation  process ahead of
meeting.

The Board/Committee pack should
contain all related workshests,
documents, reports and other
information refated to fopics in the
agenda.

Information in the Board/Commiltee
pack should be adequate to enable

members discharge their duties
properly.
All information to be Included in

Board/Committee packs should be
pre-reviewed by ihe relevant
department Head for accuracy and
completeness.

Prior to circulation to the members,
Board/Commitlee pack should be
reviewed by the respeciive Chairman.

Board/Commitiee pack should be
circulated to all members in
accordance with rules specified in the
respective section of the Corporate
Governance manual.

Board/Commitiee packs should be
circulated to the members through
proper means, such as hand delivery
(with evidence of delivery), registered
post, e-mail or any other electronic
means. Where Board/Commitiee
specifies the mode of circutation, then
the same should be used.

In Strict Confidence
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of Meeting

> Board / Commiltee Secretary Ll / o) pdas 8w o S £
should prepare the minutes of all Clelda) e slas ool A Zad
Board/Committee meetings. Asalll £ ol

» Board/Committee meetings shall /5 by} sdae lelday Soe¥l o o wang
be prepared using a preapproved  Sdees 23 e zsel iy 4 dall Al
and unified form across all Board e greny B Gdae e
and Board Committee.

» Board/Committee meetings shall /il odes cleldad 385 o5 of o
be documented in minuies @i Slelda¥l gisle. 8 Aol 2l
including the discussions and W @¥slaally CLiEGd Gl 5 e Al
deliberations carried during such Cdeldaiiods (JMa o5
meetings.

» Recommendations of the Cyspadt gl el Claed G850 sy
committees and voting results & Lo plbisy pals doaw J 1o Bl
shall be documented and retained s 15 el cillaind (55 o paladl pland ol
In a special and organized (s Of)
register, including the names of
the aitendees and any
reservations they expressed (if
any).

» A proper level of deliberations & <ol ge cadic (5 ee G5 A0
should be documented in the & td J8 &b led plds)l s
minutes for each decision taken. REEN)
A proper flow of information can Zusy Clagha mpie e pesed OSa
be designed in a manner to - &I (il oy} il 3 GeusT
include 3 sections (Presentation, Al o i e gladl
Discussion — Deliberations, and
Resolution).

> Where a member expresses an Ji o8 <y gl o el o e
opinion that differs from the dJdoud Jed a3 Al Ll £33 dna
Board/Committee resolution, such FLn Y juana il gl 1 108
opinion must be recorded in detail
in the minutes of meeting.

> Where a member has remarks in  sldh @3 SlBala soall 8 Laie

224 CGV-BS-04 Minutes

respect of the performance of the
Company or any of the matters
presented and which was not
resolved in the meeting, such
remarks shall also be recorded
and the procedures taken or to be
taken by the Board/Committee in

In Strict Confidence
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connection therewith must be set
forth in the minutes of the
meeting.

All reporis submitted to the
Board/Committee and the reports
prepared by the Board/Committee
shall be retained along with
rninutes of mesting.

Minutes should be circulated five
(5) working days or / and in
accordance with timelines and
policies specified in respective
Board / Committees section of the
Corparate Governance manual.

Minutes shall be signed by all the
members present in the meeting,
Chairman and Secretary.

All minutes, and the related
documents, reports and other
papers should to be maintained in
the Company's head office for at
least ten years.
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2.25 CGV-BS-05 Logging
and Follow-Up on
Resolutions and Actions

Board / Committee Secrstary should
maintain at all times, proper
lags/trackers of all Board/Committee
resolutions and action items decided
during the meetings.

The logsftrackers should contain all
necessary information, including
date, task [ action required, timeline,
responsible party, date{s) of follow-
up{s), status, and date of last
change in status, progress, and
remarks / notes.

Board / Committee Secretary should
communicate to relevant parties on
the actions required and the
timelines.

Board / Committee Secrefary should
regularly follow-up on the resoclutions
and action items, fto confirm the
progress and completion of the
action items.

Board / Committee Secretary shouid
periodically report to
Board/Cormnmitiee on status of the
action items.

In Strict Confidence
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226 CGYV-BS-06
Disclosure register

» Board Secretary should maintain

a register for disclosures of each
Board member and the members
of Executive Management.

The register should contain all
disclosures required as per
Companies Law, the Capilal
Market Law, SAMA Regulations,
and their implementing
regulations.

Board Secretary should regularly
update the disclosure register.

Disclosure register should be
made available for review by the
Company's shareholders free of
charge.
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2 Governance Compliance Policies
2.1 Obijective

Governance Unit assists with
implementation of AMLAK corporate

governance framework, monitors and

reports on the level of compliance with
governance requirements set out in the
AMLAK internal framework, articles of
association, by-laws, companies law, CMA
and SAMA rules and regulations. The Unit
also carries out governance awareness
sessions and updates Board Directors on
developments in corporate governance and
better practices.

2.2 Scope of Responsibility

Governance Unit is directly responsible for
undertaking the below core processes, in
accordance with the policies and
procedures detailed in the subsequent
sections.

Sub Process name
A ill Allaall o

Reference Number
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CeVigranq Governance framework implementation
Al Jee ) 35

CGV-GC-02 Governance compliance monitoring
A8 pall JUReY) bl

CGV-GC-03 Governance awareness
iS5l A il
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¥

CGV-GC-01 Governance Framework
Implementation

Governance Unit should epsure that
AMLAK governance framework is in
compliance with latest faws, rules and
regulations, and best practices, and must
recommend any necessary changes
required to the Board of Directors for
necessary updates and approvals.

Governance implementation plan should
be prepared.

Governance implementation pian shauld
be comprehensive, and must contain
details on milestones, key stakeholders,
activities and timelines.

Any changes In governance due to new
laws, rules and regulations, and changes
in AMLAK environment should be actioned
and implemented in a timely manner.

Governznce Unit should closely monitor
progress on implementation of governance
in AMELAK.

Any delays in implementation of
governance, which may result in non-
compliance should be prompily escalated
to the Board of Directors.

Report on governance implementation
should be presented to the Board along
with recommendations, at least annually.

Ensure the implementation of the
Governance Laws and regulations.
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3.22 CGV-GC-02 Governance Compliance

>

Monitoring

Governance unit monitoring should be
well planned, and should result in
improvad compliance and overall quality
of governance in AMLAK.

Governance  compliance  monitoring
program shouid be prepared on an
annual basis, and must be updated as
soon as there are relevant changes in
laws, rules and reguiations, AMLAK
Corporate  Governance  framework,
articles of assoclation or the by-laws.

Governance compliance  monitoring
program, and any changes must be
appreved by the Head of Governance &
Legal.
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> Approved governance  compliance JWsY) ddige madiy Je @l W8 o ey <
monitoring program must be  strictly Sl ad st Aaud s 150 il 45 L8 pall
adhered. R G IR

> [ntermal  reports on  Govermance JELW A8 e iy ajbeall afills oW ey <
compliance  monitoring  should be el 38 gal)

generated on a quarterly basis, and
shared with Head of Governance & Legal
to determine necessary actions.

Any significant non-compliance issues
w.r.t governance should be promptly
reported to the Board of Directors by
Head of Governance & Legal.

Report on governance compliance and
recommendations must be presented to
the Board Audit Commitiee, Nomination
& Remuneration Commitiee and where
required, summary te the Board at least
annuatly.
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3.24 CGV-GC-03

Y

Governance
Awareness

Governance awareness sessions
should be conducted for &l new
Board member and Execuiive
management.

Up-to-date material on governance
awareness should be available on
new developments in corporate
governance and better practices.

All board members should be kept
informed on new developments in
corporate governance and better
practices.

Records of governance awareness
activities must be maintained by
Governance Unit.

Feedback should be obtained from all
members  for  improving  the
awareness process.

18 alh 3 3l CGV-GC-03  3.2.4
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3 Disclosure and Transparency
Policies
3.1 Objective
AMLAK has an obligation to provide

appropriate disclosures to the shareholders,
and publish various announcements from time
to time, in accordance with provisions of laws,
rules and regulations.

Governance Unit is responsible to ensure all
information required to be disclosed is being
disclosed appropriately in accordance with
CMA’s and SAMA rules and regulations. The
Unit serves as central point to effectively

manage  disclosure and  transparency
requirements.
Please refer to the “Disclosure &

Transparency Policy” separate Document for
more information.

3.2  Scope of Responsibility

The Governance Unit is responsible for
undertaking the below core processes, in
accordance with the policies and procedures
detailed in the subsequent sections.

Reference Number

AHLEY 5 rlady) Slulsw 3
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Aalia ol Sl g o jUaatt pli g Crealicall Uil
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Sub Process name

2 el ol e il Adeell ol
CGV-DT-01 Announcements
bl ¢ ol ety
CGV-DT-02 E-forms submission
A Y il s
CGV-DT-03 Board of Directors report preparation
SV e s 5 Slae
CGV-DT-04 Follow-up on disclosure and transparency matters
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4.2,1 CGV-DT-01 Annocuncements g il U2 CGV-DT-01 4.2

> An up-do-date announcements fracker oljdaail Basadaffe iy abell o oY oy
must be maintained at all times, that sets Al Y Glalls G SN prea 3223 AT Ll
out all mandatory announcements Wby Ay swoldly oPEl coga Dbl
required under the law, rules and kYL A Clobal Ay ey
regulations, mode of announcements, ALl ls Agha 3l ghaall g A gl
along with information on responsible
parties and fimelines.

> Governance Unit should work in close eud¥l s A Gels L sall Saay Jond o oy
coordination with relevant Depariments, o @ijtaaih L8 e gleal dhall @ld o iyl
ensure they are aware of the A thalt alilati
announcements required.

» Disclosures and announcements must be LS &l Aba¥ls Flait clde 008 o wa
complete, clear, accurate and not Al 2 s Ty Aaal gy
misleading.

» Al announcemenis must be routed Gy JUA e SUGIL CAURAYE sten Ao Gang
through Governance Unit. RV

» Mode of announcements should be as in s &R lbally <Ay BHk o8 of qa
accordance with rules and regulations Lusspaes Llall (§eadt Lim lasand 3 pitolll 5 2o 30
prescribed by CMA and SAMA. gl o gl S

> Any foreseeable delays N ol i Uea Yl 4 s uall 6l pead cag
announcements must be escalated odse D 3 ey dapnall @b B gl e
promptly to the right levels, including sotliall SR Y o a1 a0 13 5l
Board of Directors if required, for
resolution.

»  Announcements must be approved by the = el et B o Jpaall oy
CEO. ALy &l el
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4.2.2 CGV-DT-02 E<farms Submission

» A iracker of all e-forms that AMLAK is O o3 A5, 5 2 3tadl pead Tadie oy Bl oy g

required to file must be maintained, along
with the filing daie, purpose and form of
data required to be filed.

» Governance Unit should work in close
coordingtion with relevant stakeholders, to
ensure they are aware of the required e-
forms filings.

» E-forms filed must be complete, clear,
accurate and not misleading, and must be
signed by the concerned party.

» All e-forms must be routed through
Disclosure and Transparency department
for submission to CMA and SAMA.

» Al duly completed eforms must be
reviewed by the concerned stakeholders
and the Head of Governance & Legal.

» Proper legs and reports of e-forms
submitted to authorittes must be
maintained along with acknowiedgment of
receipts for future reference.

» Any foreseeable delays in e-forms filing
must be notified to the Board of Directors.
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423 CGV-DT-03 Board of Directors

Report Preparation

The Board of Directors report should i aadl o 090 oo a8 gy ol e <
contain all the minimal disclosures as 208 i cithe 2 W B 42 L 4 Le
required by CMA and SAMA rules and qsal S8 fsges Adlall Gedl A4,
regulations. 2 gl
A ftracker of disclosures required in & Lsdbadl Clageddt Lafie fsy BERE O <
Board Report must be maintained and Ul sand o oy GBS Whaady pdoall 585
updated on a regular basis. the tracker o= syl Gl Flcd] e S8 Jualis
must identify the details of each of the #&: s e plailfl o5 Al GG i3S S a0
disclosures, responsible parties for el CadS sl F gl MY [ e
providing each disclosure, the start date UL PR R
{ notification date to initiate preparation
of the disclosure, and the deadline.
Al fimelines in the disclosures tracker \lede saseaiell The Jghaall poen 386 o wu <
must be in consideration with the Jdsndl ASeYW L rlaill cble daiie iy 3
uiimate timeline for Board report, B e B el B S
All disclosures must be finalized within 3 8 3 034 flaiifl Cldee pren Do sleifl iy <
months after end of AMLAK fiscal year. ALt 28 ) LML 2y Al aay
Governance Unit should work in close  wdaal pe A Gailly L€ ol fan 5 Juei o} (S <
coordination with relevant stakeholders, owdsa 8 <lbia ol futeall Aaliadll
to meet requirements of the Board ey
report.
Governance Unit  must ensure that odse 508 o 0o S LSl fany o vy €
Board Report contains fair and accurate  Ji By, dbab claghe o gsiay 55000
information before sharing with the lode Z@eadly Yhalyd by dad Lelae))
Board for their review and approval, in Lparbial) B ge o Jpant 15lantal
preparation for approval by
shareholders.
Board report should be approved by the — 30a¥1 pdaw i Je o pesbuadl Gilp o s <
shareholders.
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424 CGV-DT-04 Follow-Up on Disclosure

and Transparency Matfers

CMA, SAMA and MCI should be
furnished, without delay, all the
information, explanations, books, records
and forms that the authorities require.

Governance Unit should work in close
coordination with relevant stakeholders,
to fulfil requests from CMA, SAMA and
MCI.

All requests from CMA, SAMA and MCI
should be considered on high priority,
and regular follow-ups must be done by
Governance Unit with  concerned
stakeholders, to enable meet deadlines.

Any foreseeable delays in fulfiling CMA,
SAMA and MCI requesis must be
escalated promptly to the right levels,
including Board of Directors if required,
for resolution.

Head of Governance & Legal must
ensure all infermation, explanations,
books, records and forms submitted are
in accordance with their regquirements.
VWhile deing so, Head of Governance &
Legal must consult the Executive
Management, as needed.
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4 Shareholder Relations Policy

41 Objective

Governance Unit manages relationship with
shareholders and investors. The unit assists
particularly with shareholder query handling,
investor complaints settlement, seize and
release of shares and general assembly
related affairs. In performing its duties, the
unit ensures transparency at all times in order
to protect rights and interests of the
shareholders.

Please refer to the “Shareholders Manual”
for more information.

42  Scope of Responsibility

Governance Unit is directly responsible for
undertaking the below core processes, in
accordance with the policies and procedures
detailed in the subsequent sections.

Reference Number

Sub Process name

Osetlaall GlBE Cladiw 4
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CGV-SR-01 Investor queries and complaints
afiedl o S0y ol i

CGV-SR-02 Seize and release of shares
38, Lgislhe Jiiy agudyt S

CGV-SR-03 General assembly meeting
Loo penll Lumeall gl

CGV-SR-04 Minutes of shareholder meetings
Spetlicell Dleldal pias.
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425 CGV-SR-01

Y

At

Investor Queries and
Complaints

Proper channels should be established
o receive investor queries and
complaints, and such channels should
be communicated to the investors
through Company's website.

All investor queries and complaints
should be Instantly logged in a tracker,
with complete deiails including nature of
query, details, date of receipt, details of
investor, date of assignment, responsible
party, timeline, dates of follow-ups, dates
of escalations, status of query, and
notes.

All  complaints should be promptly
escalate to Governance Manager for
information and any immediate actions.

investor queries and complaints fracker
should be kept up-to-dale at all times.

Every investor query and complaint
should be responded in a timely manner.
The timelines assigned fo every
guery/complaint must be in consideration
to nature of complaints, past and ideal
completion times, guidance from the
Governance Unit and the Head of
Governance & Legal,

All assigned timelines should be pre-
agreed / informed to the concerned
parties.

Where investor queries and complaints
may fake a period longer than 5-
business days for closure, the investors
should be communicated and kept
informed.

All gueries and complaints should be
assigned to at least a manager level
position {If applicable).

When assigning and performing follow-
ups on investor queries and complaints
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with concerned departments,
Governance Unit manager should copy
the Unit Manager in all communications,
and the Head of Governance & Legal in
communications above managerial level
positions.

in ali cases, an investor query or
complaint should be closed in a
maximum duration of 1-rmonth. In case of
nan-resolution of an investor guery or
complaint within 1 month, such queries
or complaints should be escalated to
Head of Governance & Legal to seek
guidance on next steps and actions.

The Head of Governance & Legal may
decide o escalate overdue investor
complainis fo highest levels possible,
including Board of Directors, as
appropriate, depending on nature and
sensitivity of the complaint.

Investor queries and complaints tracker
should be monitored on regular basis for
outstanding and overdue items.

Summary of investor queries and
complaints should be shared with the
Governance Unit Manager on a weekly
basis.

Periodic reports should be prepared on
investor queries and complaints. The
reports should contain details on nature
and volume of queries and complaints
received, outstanding queries and
complaints, completed queries and
complaints, average / maximum and
minimum resojution times and frequent
querigs., Such reporis should be
reviewed by Governance Unit and sent
to Head of Governance & Legal to
identify areas of improvement.
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426 CBV-SR-02 Seize and Release of wish (i, seu¥l o CGV-SR-02 4286
Shares a5,
> Governance Unit manager i Y AlS e Ve LSpall faay e oS <
s plual g

responsible for seizing and releasing
shares.

> Governance Unit should regularly os3al Sl ae Gecll A8 ol Bany ol O vy <
coordinate with finance department, /[ sudls gl adl¥l fua 5 5l Jghs 5 L
Lol ol pentl o Jpeandly el aslicall

Tadawul and the concerned investor /
shareholder for seizing or releasing of
shares,
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427 CGV-SR-03

'

General Assembly

Meeting

Board Secretary should prepare agenda of
general assembly clearly specifying the
business to be conducted and matters
requiring shareholders’ approval.

Any agenda ilems reguested by
shareholders holding 5% or more shares
must be added to the agenda.

Board of Directors should approve agenda
of the meeting.

Date, place, and agenda of the General
Assembly shall be anncunced by & notice,
at least 21 days prior to the date of the
meeting.

Irwvitation for the mesting shall be
published on Tadawul websiie, the
Company's website and in two

newspapers of voluminous distribution in
the Kingdom of Saudi Arabia.

Proxy form should be sent o shareholders
along with notice of meeting.

Governance Unit should make proper
arrangements  to  enable  maximum
shareholders participation, and include
provision for  participation  through
coniemporary technology, if needed.

Governance Unit should verily identity of
the shareholders who vote electronicatly
and participate in general assembly
meeting through contemporary technology.

Governance Unit should receive and
maintain proper records of original proxy
forms or legal power of aitorneys from
Shareholders. All proxy form should be
collected at least ftwo days prior fo
assembly.

Governance Unit should verify
shareholders signature on proxy form in
accordance with ‘Regulatory Rules and

In Sirict Confidence
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Procedures issued pursuani to the
Companies Law relating to Listed Joint
Stock Companies - Article 49 issued by
CMA.

Governance Unit should conduct voting in
General Assembly.

Governance Unit should ensure that all
the business in the General Assembly is
conducted in an effective manner,
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428 CGV-SR-04 Minutes

A"

v

v

of General
Assembly Meeting

Board Secretary serves as secretary for
General assembly meetings, and should
prepare minutes of all the General
assembly meetings.

Minutes of the general assembly
mestings should include the names of
stockholders present or represented
thereat, the number of shares held by
each of them, their presence in the
meeting - whether personally or by proxy,
the number of votes allotted thereto, the
resolutions adopied, the number of
consenting and dissenting votes, and a
comprehensive  summary of the
discussion conducted at the meeting.

Minutes of general assembly meetings
should be recorded in special register
which should be signed by Chairman of
the assembly, secretary and the teller of
the meeting.

Shareholders must be granted access to
the minutes of general assembly
meetings.

Once convened, the minutes of general
assembly mesting should be submiited
fo CMA within 10 days.

All minutes, and the related documents,
reports and other papers should to be
maintained in the Company's head office
for at least ten years. In addition, records
should also be maintained in soft copies.

Results of general assembly meeting
should be announced to public, CMA and
Tadawul  Immediately following its
conciusion.
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5 Board / Committee Secretary

Procedures

Reference Number

Sub Process name

Ll [ 5,091 Gulaa i fass Al sl 2Y) 5

2l o Lo il Aol ol
CGV-BS-01 Board and Board Committee meeting calendars
Al e Laind g 5001 dae Cleldiay fe 3l Jsaal)
CGV-BS-02 Notice and agenda of meeting
plaia¥t Juei Jsony ol
CGV-BS-03 Board /Committee packs
Led dagiill Aaallifs oyl elae clelaial Siile
CGV-BS-04 Minutes of meeting
[t P
CGV-BS-05 Logging and follow-up on resolutions and actions
Lfndla s el Yl ol 8 Jas
CGV-BS-06 Disclosure register
gladl Jas
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6.2.1 CGV-BS-01 Board and Board Cleldaly 5¥ Sdae Slslday Ll el 6.2.1

Committee Meeting Calendars

1

Responsible

Board /

Ll

Description

Board Secretary coordinates / aligns with Board

Coordinates/aligns Committee / Committee members on their proposed dates
dates and times Secretary and times of meetings.
of meetings e 8 S glimci pe Joal 81/ 5ol 3 00Y1 ddae 5 S o e
gl s paat 5 A llifs layl colelain S da Hall vl gall g 2o ol B Aol £ pels dl
Clelday! uel g ] Ay
2 Board / Board Secretary prepares draft
Prepares Commitiee Board/Committee calendar in consultation with
draft Secretary Board/Committee members.
Board/Commi olae 5 K el Jsandl 52 pune alacly 8 )oY edae 6 S o
ttee calendar Zaallifs oyt fodaall slmel aa 50 diall /el e Lainy
33 gase e al 4oyl Al
el Ssanll
walae Cileldny
Lallifs sy
3 Board/ The Board/Committee reviews the calendar.
Provide approval Committee = |f the calendar is approved, goto step 5
on the calendar S5y udsw | = If the calendar is not approved go to step 4
e A8 gl oS Ayl il Jsandl daalyer ol Al Aiallfs oWl edas L om
sl Jsaall cdaddl w3l
el 5sehall A JEd el Jsaadl e d3sdl cod iy w
4 5ghall LN JEE e U Jpandt o &gt o5 131
4 Board / Board / Committee Secretary resolves
Resolves Committee | comments and forwards it again to the
Board/Commi Secretary Board/Committee, go to step 3.
ttee . M{S:iw Lol s illiade lews 4 Tl Dl 5500Y1 Sedaa o5
comments | I sy e 8 i il 091 e
Forwards ke
L«“‘"‘:-"" ?JL-
Al 2556 Yl
L
e
el )l s
5 Board / Board / Committee Secretary circulates
Circulates Committee | approved meeting calendar to
approved Secretary Board/Committee members.
meefing calendar | utae 5|1l sy 4 Al Tl £ 5 e 5K e
iuj Jiuﬂ i :\I:_,“:'_‘]‘F Lialll /50y Sdae slme | o cleliadl adadl 3l
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6.2.2 CGV-BS-02 Notice and Agenda
of Meeting

Responsible

e CGV-BS-02 622

glaatyt

Jleel Jsans

Description

Jpeea

-_-i.h.a_,dt

1 Board/ | Board / Committee Secretary prepares notice and
Prepares notice Committee | agenda for the Board/Committee meeting in
~ and agenda Secretary | consultation with Board/Committee members,
el dgns ad) slaz] 2 Chairman and the CEO.
ghey! L s plial Juel Jpsay el shel sy odae 8 S 5k
‘-*-“:]ﬁ;ﬁ: Ll 7 5 ks ,‘-__._‘.r_.i an sl Aanlfs oyt dse
2 LA et Mg B e e
2 Board / Board / Committee Secretary forwards the draft
Forward the Committee | notice and agenda to the Board/Committee
draft notice and Secretary | members for their review / consultation and
agenda BEBS feedback.
e B3 e | gats Jiacl Jstng el Sgeee Jhsls 5o Ludaa 5 S0 sk
e Llllfs Jacy il fasisall Al il dae el )
cdebiad At A3 cadd
3 Board / Board / Committee reviews the agenda, and
Approves the Commitiee | provides feedback and any objections on the
" ?ie'jf‘mﬂ ﬁ«“;:-i th_‘.:ﬂ .| agenda from a Board/Committee member.
J EL;L.:.;W : _)J-mﬂ ey JJ_;;. ml)u a) daglall Aaadll o8 f5 oY) elae agh
o j oadae elmel aal e adde cilal el Sy Clbadldl s,
Azl
4 Board / Board / Committee Secretary resolves
Resolve Committee = Board/Committee member comments on the
Chairman’s Secretary | otice and agenda.
somments H S B e pone i e 30 Rinl [odall 55 e o
e e i o
oo, U il s sl Slda¥t Jeel Joon s il e 25
lede 3l g andl 4] dagsll
5 Board/ | Board / Committee Secretary forwards the
Forward the notice Committee | updated notice and agenda to the Board /
and agenda Secretary | Committee Chairman for approval.
Cxedls el J ) S S Jee¥ Jsany ded) Sl Ll Y1 e 52 S g
el Lol ies egale 45 pall a5 W) Gelae i) ) adl
Lalilfz 1oy
af 4l
6 Chairman | Chairman approves the notice and agenda of the
Approve the notice (rdae gy meeting. .
and agenda 5yl Do lda ¥l Juel iy Jadl e 3y das ey 385
B e
cieldayt e
¥ Board / Board / Committee Secretary circulates the
Circulates the Committee | notice and agenda of the meeting to the
noti_cp; and ?g:enda_ Secretary | Board/Committee members.
e Ti.:i-‘i;‘ = J’_szu Jueel S Jledl sty Aialll /50001 pdas 58 S ot
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Description

aa el

Aaallifs oy Al f Gdaall plmei e gl
4} Al
8 Board / Board / Committee Secretary records approval
Record approval Committee | and any objections on the agenda in minutes of
and any objections Secretary meeting
g 438 coll Jens R . R "
e Fir bt el gy g Mt s J ) il 58 i
Axllifs i) FriaYl e G ¥ Uy o
al Gt
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3.2.3 CGV-BS-03

Board/Committee Packs

1

Responsible

Jsisa
Board /

fale s Aalll / el il CGV-BS-03  6.2.3
pnay Jall plasdl o ae e 05F L
Gl g latatyl

Description

»Jn-.a;ﬂl

Board / Commitiee Secretary initiates the process

Initiate the process Committee | for preparation of pack for Board / Committee
for preparation of Secretary | meeting, well ahead of the meeting.
idee g5, pack S dae pliial wilile o] ddes Lpdll /30001 b 5 S Ty
Flaiatfl clile s g 2z e SHS S g LY JE Ll /300
Laaliifs yizyl
a) Al
2 Board/ | Board / Committee secretary coordinates with
Coordinates with Committee | relevant departments to gather information to be
relevant Secretary | included in the Board / Committee packs.
departments to o8 S Alalt s b Sl ae Bpetly ol /5 eyt a5 Sua sy
gather information laa [0y odae plaia) ilile a5h g8 Ledran o0 e la ) peny
AV ae Gl allifs oy Al
aaxd Al iyl 4] da il
Zile gla i
3 Relevant | Relevant departments generate reports that is
Generatereports | Departments| deemed fit for Board / Committee members

R s i Loudie el A1 Ll laaly el il vty Hld o
Al f 5l Gl elime] Sile
4 Department | Function Head reviews the information being
~ Reviews the Head provided to the Board Secretary for
information being pedll ety completeness and accuracy.
provided 5 N g g A e gl Ry i ) 5
ol aiul g dand e L) e S el
Lol s ghadll ey } o ol
) Board / Board / Committee secretary reviews information
Review information Committee | provided by various departments against the
o “pﬂr?\rlde‘d‘ ' Secretary | agenda, and ensures information is complete.
Bt gedlang o Js:‘ = |f the information is found complete, go to step 7
Ll /r:b-’_il = gthe information if found incomplete, go to step
Sl o Batill o gl Fash g K5l /5 00 e S p gl
ade sty e Jgase Gl Lad ooy Jdi) (il
G ol gleall JLES) e o€ 3 1) e gladdl LIS g 2SS0
Y a1 e bt S ate e SHH 31T 5 5kall Y
B 5skaall
6 Board / Board / Committee Secretary obtains necessary
Obtains necessary | Committee | information from the department, go to step 2
information Secretary el e Al Tt Risllt 7 35bY) sdae 5580 Joany
Do gledl e Jpaall O S - R
2l : 23 Pt B By ) sl e e 300
Lallfs lay

42|Pzce
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Description

g —hzen 5
41 225l
7 Board / Board / Committee Secretary consolidates zall the
Consolidates all the | Committee | information in Board/Committee pack and
B ujﬂcﬂ}z&atlo\n Secretary | forwards it to Chairman for feedback.
- ndanl IR S s gpans ok O Al /501 e 8 e iyt
i—'\;ﬂ'ﬁ;‘é-}"‘ J":"'J” ;A‘ 11‘1“‘.).'—"5 ;C"T"-U‘ l' u“.“-;ﬂll i‘“‘:‘;! ‘L‘L‘l‘ \,55 ‘;"‘L‘“j!"“'h
ad il Ll il
8 Chairman Chairman reviews Board/Committee pack to
Reviews wdss sy | ensure that it serves the purpose of the mesting,
Board/CcrEmtttee R and provides Board Secretary with feedback if
pacl
e s Tapl s e o T
Ll ol ¢ L = |f no additional information is required, go to
o step10 o .
= |f additional information is required, go to
step 9
clile Sogine daalye Lnllfe )oYl edae efy agi @
s plday) e Al o g e SED plasyl
Ay o Lede a8 oYl Gdae 58 S 2530
) R 8 dslee Adln) clegee s ST AL 1Y w
st Ay gl Tala) e slas Sllis 2GS 131410 S 5 skl
© %5kl L Jasy)
9 Board / Board / Committee Secretary resolves
Resolves Committee | Chairman’s comments, and sends revised
Chairman’s SE‘EFEtarV version to the Chairman, go to step 8.
y imrzilts@m -’-“-’L o CABaMe dalee 4l dagdl :L.;.m PSSV e s
N e N TR dagdl A3l Qe ls Lede ol daalli J____) Sy ;)-1&-‘
| al 2l Beshall N Jawy B4l
10 Chairman | Chairman sends the reviewed version to Board /

Send the reviewed F iy Sdae oty

Committee Secretary for circulation.

version il Al Mool Tl a0 iod) i ety wk

R CE O O W JL“J! o e J.UJ', ) u::u L

Ll e Baall /5 Y1 e 535 S

11 Board / Board / Committee Secretary circulates
Circulates Committee | Board/Committee pack to the members.

Board/Commitiee Secretary clile Taja posh 4l Zail Al /5y e 40 Su gk

pack BB Lome ¥ e il | e laal

Bty el s iilaes sl e Ll / el gl
Lalifs oyl Ldae plaial | Aiallifs jioyl
) Al el
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6.2.4
Meeting

CGV-BS-04 Minutes of

Responsible

Jazeea

gliayl ase CGV-BS-04 6.2.4

Description

cina gl

e
st 5390 s
misslels dme !

J—A:M
glaayl

1 Board / Board / Committee Secretary prepares minutes
Prepare minutes of Committee | of Board/Committee meeting in consultation with
Board/Committee Secretary | respective Chairman
meeting S glainl jumas slaelyad de i Ll /5 oY) oedae o S o2
t‘u‘:hmf' Mmj‘; oy ol B Sdaa ety pa sty Liadll /5 0¥ _:E
o] Za sl
2 Board / Board / Committee Secretary circulates the
Circulate the Committee | draft minutes of meeting to Board / Committee
draft minutes of Se?retaw members for comments or approval within five
, m??tfng i - JJSL (5) working days.
)"'“"‘:C‘L;:“;?:""’ '—'i_h-m,"s__;"l.‘.i'l e a3 d Aadh Zaalll /51y u“‘!a"’ S e
o a3l e A3t 51 gl 2l /el cbmel o plaayl
e A (5) Luas JNa
3 Board/ | Board / Committee members review draft
Review draft Committee | meetingminutes:
meeting minutes members | = If minutes of meeting are approved, go o
nna Bips deal je o S step 5
gldayl e = |f minutes of meeting are not approved and
Aaadlifs Hlay! there are comments, go to step 4
A4l = If there is no response within 14 days of
circulation, the minutes are deemed
approved, go to step 6
uane Blgme Aanlyer Al [ el pliaci A e
JEY Al pledall jeese o &gl o 13 p LY
5 i sskall
cade cEded ollis oIS plaayl jama aldie) G5 ol 1)
4 5, tskall W Jamy o
14 D8 pliayl joaas o il gl s oS00 s
6 i 3ghaall N JERY A sdldie] pud cal gl e lap
4 Board / Board / Committee Secretary resolves
Resolve Chairman Committee | member's comments and re- circulates the
and/or members Secretary | minutes of meeting, go to step 2.
ORI agﬁ re- Jf‘fjﬂ S stet i Nay 4l Rudh RSl £ 5y sdban 3 S oy
?’niﬁuﬁs ° EL:JWUJ-.\—"‘ B Pl i gussRastie D s
of meeting al dagdl 2 @5 skalt ) Jasy)

a4 |- = 0=
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Responsibie

Jyipse

Description

o gl
—

5 ‘ Board / Board / Committee members approve the
Approve the Committe minutes of meeting. '
minutes of meeting = Slanyl piase e Lalll /o W) Lalas elimel 30l
pimma e 43 gall members
gl sbme
alae
Lallifs oyl
A 2l
6 Board / Board Secretary signs the minutes of meeting,
Sign the minutes of Committee | and obtains signatures of the present members
eEhng Secretary | and Chairman in the subsequent meetings.
*"‘ggﬁ*' S e e e il 5 odae LSS o
o Lallfs iy | o ot ot Delad shmeil Cadd o Jioays
A il A SleLaay
7 Board / The Board Secretary archives the minutes of
Archive the minutes | Committee | meeting, along with all related documents,
of meeting Secretary | reports and other papers in Board / Committee
E I S Minutes lo
gLyl JAES] i - bew b : :
- Bl gy | o LR ot 1R o 8 kg
g | e oAbl ol oAl GV el G A
do i il e,
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225 CGV-BS-05 Logging and Clelaily @il Jaes 05-BS-CGV 225
Follow-Up on Resolutions Lginslia g

and Actions

1

Jyuca

Responsible

Board /

Description

il

Board / Committee Secretary prepares log sheet of

revised timeline
¢ A o ol glaall 2L
Liad! Y E30

il el el

Prepares log sheet Committee | all the action items decided in Board / Committee
of all the action Secretary | resolutions.
items decided E S ol s slaely ad Rl sl /o5 dae g8 K sk
Jel B et el Faglon odas i teds e Al Jall sy 28 Jak
S A el g A0S Daallifs jlay) e S < 1 u_m
4l sl o
2 Board / Board / Committee Secretary communicates
communicates Committee | actions required along with timelines for
actions required Secretary | completion to all responsible parties and their line
along with timelines BHE AR
Js iy el 2 £330 s | e e Bl 1wyt wodss 51 i B
‘-J} :_“L.ay}_: a_ljl“n&“ M‘ﬁju}” C - ‘—'J"y ails CJLfL: q“"-’“m / a_)L‘}" L2 J.‘-u-ﬁ“' (]
e 3l Jstall aJ el Juetfly el aYl Cpodiall agpses Opieell by
Lo Slady A 3 Jghandl ae & glladl
3 Board / Board / Committee Secretary follows-up on the
Follows-up on the Committee | status of actions:
status of actions Secretary | = If action is completed, go to step 7
el ail Als Aaie Prp- = [f action is not completed, go to step 4
I lhaalt Jle i usdae Sl payt Alla a) Ladall Bl /5 0Y) daa 5 S Al m
A llifs oy bl JeYl g
il |7 3 5skall 0 JESY1 G el el aad ladlg Mad) 313w
Bakall I JESY 58 o) jal aal el A 3 Gl 1Y
4 A
4 Board / Board / Committee Secretary checks the timeline:
Checks the timeline Committee | = If timeline is exceeded, escalate to the CEO,
el Jsaall e 3511 Secretary or Chairman if action is related to CEO
Aesile B = |f timeline is not exceeded, go to step 3
e Gl eyl Gand il / dad) 55 S 0 @
A llifs 3} i
Aidi | s e et b Sl Sgat 81
eloa¥l i IS I3 Y1 e ety sl pRaTl et
il e 3
3 peshall M OGN L8 el Jpeall Glat by w
5 CEO/ CEOQO/Chairman take necessary steps, and
Take necessary Chairman | communicate on revised timeline to the Board /
t d JisRamll sl :
Steps, an daans, | Committee Secretary
ity iy Sl sl 353 By e ot ) Guil e

Jysally 4 Fuksh Ll SIS0 by e 30 g L 3N
gl e i
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6 Board/ | Board / Commiitee secretary separately notes the
Secretary Comimittee | revised timeline in the log sheet, go to step 3
separate(ljy notzles Secretary JSE il el el Jen Bhala cpyth Sl o
the revised timeline S ’ 3 g chall I HEEYT 4 e s ¢ g A e 8 il
in the log L 3 i sskall M YT 5 ey ¢ b Do B ealie
Sheet Al jlay
Cupdls o8 Sl o o] Faih
df“ﬂ;ﬂf* Alate )
j = :-. _-ﬁ‘j‘ . _}h
o i\-ﬂ ‘_-.I—{u
7 Board / Board / Commitiee Secretary performs review of
Performs review of | Commiltee | all completed actions, and updates the status in
ali completed Secretary | the log sheet.
aai]?jj i J"—’S“ S el a1 roan Tl oy Rinll /6001 a5 s o 51
Gren T s e e S Sl ARl s
UasEall el ! Laaliifs Jlayl e 2
<3 L0
. 8_ Board / Board / Committee Secretary periodically presents
Periodically Committee | 3 report to the Board/Committee as and when
presents areportto | Secretary | needed, on status and completion of action items
the A and any challenges faced
Board/Committee wdza P, o . . .
oz g 53 I ae il Hlayl EEE R TP W35 JSiy alil £ 21 pedna i Sur a2y
A Rl A3l £ 501 o agtal Juae¥h 254 Sty Lol Aall Jum dalall sie alll /5 oY)
hiiad gh dgalges
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6.2.6 CGV-BS-06 Disclosure register

Responsible

Slegedll o Flail Jae CGV-BS-06 6.2.6

Description

hia il
Board Secretary coordinates

1 with Board /
Coordinates with Secretary | committee members and the member of Executive
Board and O R Management on regular basis (quarterly) to identify
Committee it | )| required disclosures.
memberg and slomcl [ adadl lomel pe Godils Y1 Gdas S ok
= (o ) e 53 i ) e 4 e
i el —y 53 A._:JMAII CL..:;‘}H x_zl_JA: = aaal
4ig A5l _‘;L-_d]lj i)\.}},’l
il s Y
2 Board and | Board and Committee members and Executive
Provides details Committee | Management provide details of disclosures
of disclosures members and | required in respect of Board / committee members
required Executive | andthe members of Executive management.

Sl Jealiiey | Management | g i da e G el eimely 8 Y1 pdae clmel oy
L slhdl Zlady! ofpaelil | oo L Dl plailt clle Judis 43N 50,
““"f'{ LY 351 Jdae e A ~.{_:_u| elzmed [ 350y Ldaa Laiels
O Al ladl ’ T N 0
s s Aol syl slme

Asadl 5
3 Board Board Secretary prepares disclosure register, and

Prepares Idisclosure Segretary regularly updates the register.

. C:zg_'fii e U_\g;i; Syanl psity pLaiyl aw daely 51 o f;js“ o5
s, ‘ A el
a_l\&}:b;e:“

4 Board Board Secretary disclosure register is made
Disclosure register Secretary | available for review by Company's shareholders
ismade avalieble | J“JST as and when requested.

CEEOQJZ\;EFL Y e iy Aandpall ZLadl Jae Aaldy 300y ,_}JM 2B S o s
Aaslyall sillelt s B30 panlsa
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7 Governance Compliance Procedures

Reference Number

Sub Process name

AaS gl Jiay) cls) ) 7

e el 8 L il Alaall

CGV-GC-01 Governance framework implementation
I

CGV-GC-02 Governance compliance monitoring
e pall eyl il

CGV-GC-03 Governance awareness
A gy doe g
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724 CGV-GC-01 Governance LSl oo bl 283 CGV-GC-01  7.2.1
Framework Implementation

Responsible Description

Jssue Caua

1 Governance | Governance Departement develops governance
Develop Departement | implementation plan based on new laws, rules and
. Governance Assllad | regulations, changes to AMLAK internal Corporate
mpiemggtatlon Governance framework, articles of association or
'Aeiﬁ‘ﬂ-ip.e#.s s by‘—léws. . _ . )
1S gl Ol Al o el S a2 2l bt sm Al pd B
Adaiall ASgall Ul B Sl el Saaall Al aol gl
Sl Alaiall gt gl g sy Sl g ol 28,3
2 Head of Head of Legal & Governance reviews the
Review the Legaland | governance implementation plan, seeks inputs
_ governance Governanc | from all key stakeholders to be involved and
mpiemI:;tatlon 2 makes changes as required.
S Sl | A Tan e B 3y Al k) e e
18 gl 55 a0 DA% o Jpeall e o) o Zus Al
g gl Al sl el jal s agS15EY Saees i Aaliaall sl
3 Head of Head of Legal & Governance approves and
Approve and Governanc | forwards the updated governance implementation
forwards the e&Llegal | plan to Governance Unit to initiate implementation.
upgatsd govemance| 3% | S0 i % Sy L 18 o 3 I oo
i _plan sl s el Afaall tan g I Ll b oy ASdl da Al
LS gall dhd Lo 281 gal % i il
oaiial] Ll gl g daadll =5
4 Governance | Governance Departement initiates actions in
Initiate actions in | Departemen | accordance with implementation plan, including
accordance with sl af | notifying various stakeholders, coordinating on
implementation activities, monitoring implementation progress and
plan 6t
K e T gl timelines. .
Daaldead Al e anll Zhal Uy el el S RS el ad
e (hulsy il BRI i) ol Sl g Aaliadll Claal Calia e ledl)
2aul Al culy A 5l Jglaali g 2zl B 5 el
5 Governance | Governance Departement reports to the Head of
Report to the Head | Departement | Governance & Legal on implementation progress,
of Governance & Afpll | and seeks advice and support as required.
Legal on A 05305 RS sl Gty ) S iy Al ok o5k

implementation
progress
ek iy M i
23 sl 5 B gl
il 3 g ety

sl aill o aeally Aasadll by dasl 3 2 Jpa
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Responsible Description

Jysee i ol
6 Head of Head of Governance & Legal reviews
. Review Governanc | implementation progress and provides any
implementation e & Legal ;
progress and 4 support, as required.
provide any ":5;(’ Ll 3 Al dead per L gE G gpilly AaS gall ud i) oy
support G Aalall Coes o 3Y asa gl iy
Sl 8 il Gal o g{:‘_:"ﬂ s
2 e gl ity i
7 Head of Head of Governance & Legal prepares and
Prepare and Governanc | presents report on implementation of governance
prgrsentjr:c;p?rt‘ e&legal | {5 the Board of Directors.
FPTLry] alae e i e & = & B o
T : iﬁf L Ge e s A T 0 g plll s S el wn d ) o e
sy Ly PO PR . |
A gl
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7.2.2 CGV-GC-02 Governance JEY 1y 48 e 02-GC-CGV 7.2.2
Compliance Monitoring FLPN]

Responsible Description

Jssee i 53l
1 Governance | Governance  Departemen  develops/updates
Develop/update Departemen | governance compliance monitoring program
governancs “ssllef | pased on latest laws, rules and regulations,
compliance AMLAK Corporate Governance framework,

monitoring program . o
gllize %Ag“_pl f s articles of association and the by-laws.

JEY) A8y g 2y JURYN A oy 2y gl Tyl g b 48 pall o o 5
2 gl 3k byl g 23l g ac gl ol gEH Coal o Sl RS i 558
Allasll g el 48 50 Adatall Dpsnapall LS gall Jlal e a3l
Sl el 2 S

2 Head of Head of Governance & Legal reviews the
Review the Governanc | governance compliance plan and checklists
govef?ance e&legal | against the sources, and updates as required.
comp;;;nce a&j{) Jisey) Ak A.,,_-JJA. Al Hgpally A€ eall aud ad ) ey
i Tl g andlly gt s L g clinadlls plead) e Leeaandy 38 sall
LS pall i) ag
3 Head of Head of Governance & Legal approves and
Approve and Governanc | forwards the reviewed version of governance
forward the e&legal | compliance monitoring  program  to  the
reviewed version &= =2 | Governance Departemen.
ﬁ’ﬂ"‘hmjﬂ! usj_:‘“ Al o A ol LS pall and ey Bis o g
oiaall Ll 5l g Baadll sl i P
iz el e A Ll )5 B gl Y R o gl e Al
RPN
4 Governance | Governance Departemen executes compliance
Execute Departemen | monitoring as per approved program.
compliancs | A8pled | s g e S0 RS
JEN Je 45 N 24%
5 Governance | Governance Departemen prepares report on
Prepare report on | Departemen | governance compliance, which covers the areas
HLHISINAE Assl £ | tested, results and recommendations.
compliance S A Vi A sall BN e 1y ) A gal) pnd ey

eyt ¢ 55 sl
PARLEE R (i gl 5 S0 5 o LR

185l
Head of Head of Governance & Legal reviews governance

6 Governanc | compliance report, and generates list of actions

Revaev'\.: governan;:te e&legal | on areas of non-compliance. Any significant
copiatiee [Cho e issues of non-compliance are reported to the

JEYY T sl e L& sall b B
sl sl oard of birectors. e
FR D2 aal ey Al 1yl AS el a8t p g O e

e el el AaME Leay aship ASeall 2ol gl Y
dilate Lale Limi gl 500yl o £300 23 Y aae Eae
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Responsible

il s
Al das sa ad Sile Y g

Description

7 Governance | Governance Departemen coordinates on actions
Coordinate on Departemen | required with relevant stakeholders, and seeks
actions required with | 28 sall od support of Head of Governance & Legal as
stgsieivoa%g(tars pRgpwad, .
Sl s Gl g Agsilaal Clel Yl ol Semll dSeall a8 e _,L
el po dllall ped ety s e demall ads pied) Baladl el
el daliad gl padll e B gl gl 5 S sal
8 Governance | Governance Departemen updates the Head of
Update the Head of | Departemen | Governance & Legal on status of actions related
Governance & “Ssl e | {9 non- compliance instances, and seeks support
ajs-fgfl 0,_” s?atgiu as required.
ey ;ﬁjﬁ‘m 'y Al gpdll s RSl ad e iy LSl ad a5
FETY I P 2ol JEN ae OV Al SleljaY) s iy
Falall Coim peall e Jgaall aud;
9 Governance | Governance Departemen checks status of
Check status of Departemen | completion of approved governance compliance
completion SSpled | opian,
St Alla e (387 ;
eyl = If plan is not completely executed, go to step 4
= [f all plan has been completed, go to step 10
JES Sadied] Al el Alla (e FEadll ACpall o8 LR
Akl
4 3,5 5kali 0 JEEY 28 Jasl Aha) G aD A 1Y
10 A pkadl I JEyl 2 Sl Aball 2w 1Y -
10 Governance | Governance Departemen prepares summary on
Prepare summary | Departemen | governance compliance monitoring in AMLAK and
on governance LSl 5| shares with Head of Governance & Legal.
montorig bRl il i
Sl o pssle il A RS s S sl and oy p 3l 5 S
L 3 s
11 Head of Head of Governance & Legal reviews and
Review and Governanc | updated the summary on governance compliance
updated the e & Legal in AMLAK, and prepares a report for the Audit
summary on pod Lt ) Committee on Governance Compliance and
governance A8 gl recommendations.
compliance G335 Syaads danl e LA Oy Al a8 L e Gad
EENCL PR T 4 gl GE Diall 5 )8 sely I S35 3 LS pall JEY sl
LS gall Jimay) o2l 134 3 Cln 5 atily 4 gl ST e
12 Head of Head of Governance & Legal presents report on
Present report on Governanc | Governance Compliance and recommendations to
Governance e & Legal the Board Audit Committee, and Nomination &
Compliance and aE et Remuneration Committee.
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Responsible Description
Jj‘j——ﬂ
recommendations d
A gall e g T sl s Aaaly byl Ldad Zadd GESl Al N claa dliy AaS5all
i il g LY A gl JRGEEI Lo P P il
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7.2.3 CGV-GC-03 Governance Awareness L ealls = o CGV-GC-03 7.2.3

Responsible Description

Jspmee —i= 2

1 Governance | Governance Departemen considers the need to
Consider the need | Departemen | prepare governance awareness material, as
to prepare LS gall i prescribed in the policy.
governance oo LSl Aol slpe shel M Aalall RS oall pud e ja
awareness ! b agle aseaidl gl
material,

Nge Macy dalall Gy
J\.;S_,;.!‘.g §:Jl| 3.:'!._1)1

2 Governance | Governance Departemen prepares material on
Prepare material on | Departemen | governance awareness.
governance i sall il AS gl o ol 223 al g dlaely LS pall aud 2 o
awareness
2.}:_931! L_}'}L‘l AIJAI alael
A8 gl
3 Head of Head of Governance & Legal reviews the material
Review the Governanc | and makes any updates as required.
material agdtmake e8;LegaI ey 3l Besd g HAGEY copnllly Kkl ul a5 i
u_jtgauij zzﬁ a::Sj:IJ Ao clsaadll
oY Ziliaad gl dee s O3l
A giEh
4 Head of Head of Governance & Legal identifies the need
Identify the needto | Governanc | to have Governance awareness campaign in
hav:wic:;ﬁg;asnce e&legal | aocordance with policy.
i s f:;jj Lo ) Al Lo Zalal 23 5000 033205 RS sl o i 305
iles Joxl Zalall poat Gagey Lo Jsendl DLl 5 A8 sl
5 Head of Head of Governance & Legal identifies the
Identify the medium | Governanc | medium to deliver governance awareness, ie.
to deliver e&legal | physical session / meeting, through use of
governance ¢ ou contemporary technologies, or through circulation
. awareness LS gall by et
i RN FVURR L I PP, VRV i el :
‘:l 4.;5;:!-.5‘: s ;jll s ;i;fwj i o Al gf Lo ol 43 30 sl A gl pash ) 20my
L e ek pldnd [ Auds dio o ol S all A g LN s
2ol Jgml A e g 5esleddl ol Llaate JMA
TP |
6 Governance | Governance Departemen delivers governance

Deliver governance | Departemen | awareness session, with support from Head of
awareness session | &S~ | Goyernance & Legal.

- 'ﬂsﬁma_L Al ol ety (e a0 A8 allyde Al dde € pall 0 5 )
) A Al 5l
55|FPzoe
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7 Head of Head of Governance & Legal obtains feedback
Obtain  feedback | Governanc from participants regarding awareness sessions
from  participants e & Legal for improving the overall process, and takes
regarding aed ot actions as necessary.
awargness sl
sessions Crazdl s
cllate o Jgeasd 2 Sl
iy bed BEOLEN e O SiinSha (o B 53 0530 5 Al gl pd ey ey
A il ladsy 22y g A0S0 Alanll (gt T T ity (et Lad 0 il
Al el Yl
8 Governance | Governance Departemen maintains records of
Maintain records | Departemen | governance awareness sessions.
of governance RS goll o
awareness i G e . g g P
sessianS L8 pally B gl e D3k Bl A pall a5y
A golly 3 I
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8 Disclosure and Transparency AMAEY g plaly) Clubis 8
Procedures
Reference Number Sub Process name
el a3 ic @l dleall o
CGV-DT-01 Announcements
il o jlaay)
CGV-DT-02 E-forms submission
iy S Sl oo
CGV-DT-03 Board of Directors report preparation
S Celan 85 Slae ]
CGV-DT-04 Follow-up on disclosure and transparency matters
AAE s ALl dalall et dadlie

57|Page
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8.2.1 CGV-DT-01 Announcements

1

Responsible

dges
Governance

il y @l lea¥l CGV-DT-01  8.2.1

Description

iea sl
Governance Department Manager prepares an

Prepare an Department | announcement tracker, as prescribed in the policy.
announcement Al gl o e bl 5 Sl Uea dadde Jaus Slasly A gall pud jpne a gl
tracker Lo Jpenall Slaldt 3 4l U paidl gaill
dafie gy alae]
S g ot sl
2 Head of Head of Governance & Legal reviews the
Review the Governanc | announcements tracker and updates as necessary.
announcements e & Legal i g daalpey AASEN apllly Afadl ad ed a5
tracker and pud et A A 0 Sl Jee 5 UL 2 syl
update A pall
B3 Zuaaty deal e Qs
S jUadYi datie i gl
Sl
3 Head of Head of Governance & Legal forwards the
Forward the Governanc | reviewed announcements tracker to Governance
reviewed e & Legal DepartmentManager for execution.
announcements o ) Aafie s Je Al 055l ASsall ad ey ash
tracker A sall (AN A8 pall and juve ) Asdfiall DUL 5 il ey
Ladie Jaw 4 gisale) a5l
Sl ol jUasy! EE =l
Aal e
4 Governance | Governance DepartmentManager initiates
Initiate Department | communication with all concerned departments on
communication with S pall o the announcement to be made and deadlines for
all concerned submission.
departments Agadl bVl oyl WS QY Al oF e fag
bl RSy Jea) 3 Al Aol e | pall 5 e e S Dl 2l AL
Al pludYl
5 Concerned | Concerned Department forwards information for
Forward Department | announcement, after review and approval.
info;fm;:t‘t:i;‘ljrr}}l efa?\rt Liaall B Yy ) S AW e chededl Ji by dndi Bl ol
annou 5
Sl iy RS JiaTYl ey Agde 28yl ol
il ALY
6 Governance | Governance DepartmentManager reviews the
Review the Department | information provided by concerned department,
information “8alled | and prepares draft announcement,
provided
Lrl.s_,ln_al‘ i_:_'\l),q . . . . . .
o Sy e Lt Cllagbaall Axal jar RS gall and e asE:
HERY B2 e Lee 5 el
7 Head of Head of Governance & Legal reviews the draft
Review the draft Governanc | announcement, makes any updates as required,
ﬁr[”?lff‘cer;‘:‘;'t & S;Lega' and obtains CEO approval on the announcement.
D=1 30 s Amal e ?:;Sj'le Ul 52 g daad ey A 5 on Bl A€ all aE ) AR
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Responsible| Description

AP it i ,
053l s o Jeanyy gl s Ll iy clinad L el als (Ol
A5l Ol gl At e phnll e ) 431
8 Head of Head of Governance & Legal forwards the
Forward the Governanc | approved  announcement to  Governance
approved e&legal | pepartmentManager.
Priteodincie o Bes il ISP R P
O syl 5 A gl pud e S i
Ag 0
¢} Governance | Governance Department Manager initiates
Initiate publication Department) , bjication of the announcement as required by
Ui “Elef | CMA and SAMA

announcement

BUSHIE g gt sbae 58 Wb B el §f mal i 3 A all gl e lay

gl pall S e s LI Bl i JE e

10 Governance | Governance Department Manager marks the
Mark the Department | announcement as  completed in  the
announc?ment LS e% | announcements tracker, go to step 4.
oot ] 5 ks ol ) Y e s Sl o e s
o5 38l o i A e Yl Sy Sl Ul daie s B ol
kel g i) A 55kl
B9|FPace
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8.2.2 CGV-DT-02 E-forms Submission

1

Responsible

dysien

Governance

duy fSlYl 23l 23 ACGV-DT-02 8.2.2

Description
i gl

Governance DepartmentManager prepares a

Prepare atracker | DepartmentM | tracker of all e-forms.
of all e-forms anager Ay Yl el 4881 dadie jHa ahaels AaS gl aud yuae oy
A8 faglie g alac) LS gall and piae
s Iy 3Ll
2 Head of Head of Governance & Legal reviews the e-forms
Review the e-forms | Governanc | tracker and updates as necessary.
tracker and update e & Legal Aafie By Axal jey AggHEl 5500 ASsall ad ey agh
Ay luaady daal e o sy Al e O el e ¢ R pEYI g3l
s ySIY) 3l da i A gall
D555
Ay
3 Head of Head of Governance & Legal forwards the
Forward the Governanc | reviewed e-forms firacker to  Governance
reviewed e-forms e & Legal DepartmentManager for execution.
tracker il it g el Aalie s e sl 35 080 0 0l 5 Al gl af et o s
faie a4 giiile) 4 gl AT Al 3 pne ) Haial) G5 Y
Aaiiall By pSlY g3l Osxll s
A gl
4 Governance | Governance DepartmentManager follows the
Follow the tracker | DepartmentM | fracker and initiates communication with all
and initiate anager concerned stakeholders on the information required
communication I8l ad i | to befiled in e-forms along with timelines.
eaps Aaglial i A0 g ga Jeal gl Tagy Aadidl 8 o a8 gall oo 00 g
Jaiyi Y POV~ SN PO CH DS SO R . PR IO: PN | - R0 WA | TP PO
. ALl s Ll Jshaadl ) Bl 45 Sy el
5 Concerned | Concerned Stakeholders forward information for
Forward Stakeholders| e-forms filing.
information for e~ faladll cia g e daiad e gdaalt syl cprinall Aaladll s o o g
forms filing el
B Ce Sl Sl
s Y1 3L
6 Governance | Governance Department Manager reviews the
Review the Department | information provided by Concerned Stakeholders,
information mMa?ag;“er and prepares draft e- forms for filing.
B e Rl e e M
il g SN 7 SLeilt s g Jaiay o iy ainall Aaliadll
g Concerned | Concerned stakeholders review the draft e-forms
Reviews the draft Stakeholders| for filing
e-forms for filing Asladi =i | = |f feedback is provided, go to step 8
Z el Dol g Baal e ozl | |f there is no feedback, go to step 9
ledaiat du g jSlyl Al Shope Aaal e Suiad! Aabadl Glaal sk =
Liall 4, yRIyI
135 8 A8 5 skaall I JEBY 58 &y pllaall lla Ml aafs 213w
9 pf 5 phall I JEY) 25 el pas o3 o
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Description

Sl A58, Lliayi
A I o Sadll ZElatll
Lexidl

Jsee ia sl |
8 Governance | Governance Manager resolves comments/
Resolve comments/ | Manager | feedback from concerned stakeholders, and
feedback from S gall aad e | e il f E——— &
concerned S orwards the e- forms to Head o avernance
stakeholders Legal.
f il Aalasy ALl S Redidl s Al Aalee: LSl ol e agh
R e A Y 3 Je s e 305 el Aalad) ol
T ey EEFC- U PE PR PV
9 Head of Head of Governance & Legal reviews the draft e-
Review the drafte- | Governanc | forms for filing along with source information
forms e & Legal If feedback is provi
s i . it = provided, go to step 10
/ _“'“"_‘f""'f”i"-‘_‘}‘_‘“'-'jw i = If there is no feedback, go to step 11
uftﬂfw“—'imw, Lol by s Tanlye gl danipally RSpall pud ity sy @
Osnell L::mﬂli sl gfjj_i'n: paaell o glae aa edaiad 43 5 SN 3Ll
gle 3y e 10 oy 5 ghall ) JEEY A Ly gl clladal s o 134
11 o8, b5kl U JEEY1 a8 cilaa Ml pp o W1
10 Governance | Governance Departement Manager resolves
Resalve Departement | comments/ feedback from Head of Governance &
i cc()jrgmir;tsl Ma’nager Legal, and coordinates with concerned
ee H?ac; | e "‘.;Sj::’ stakeholders to obtain signature.
o Corparats O ) Sl [ SR e 3l RS gl o e g
Governance Gabadl Claal go Buirg A3 glEl il 28 gall auf e
{ AR A ey SLEY gl o Jpanll fpiadl
e el claa Nt
ey
e pall A gl ol
1 ) Disclosure | Governance Departement Manager coordinates
Coordinate with and with AMLAK representative to CMA to file the e-
AMLAK Transparency | forms
_representative Manager " s . . "
Ak Jiee pn Gt | gaiaaly plaayr | e b Wy 3 2805 Jas g Gpuatlly LS gadl B 0 050
i) e A Y1 el Jaiad A0 3l A ade
12 Governance | Governance DepartementManager maintains all
“ﬂ:;gttgé”tg]g?gf’nz 25 D?\Laartement records related to e-forms submitted.
siibriitied m}jpiﬂ‘iu A g I 2l Aileil el DS, 3 0Y) aud J,-;"_'a.s%-

Akl

61]Fzge

In Strict Confidence
ol @y, 58




Corporate Governance Department
Policy & Procedure Manual

Gl Jala
A5 an iaSJ;f.uéQk—b_&‘_Jl_g

8.2.3 CGV-DT-03 Board of Directors
Report Preparation

Step

&l ¥l

Responsible

Jgsea

Yl pelae p 801! 03-DT-CGV 8.2.3

Description

asa gl

1 Governance | Governance Departement Manager prepares a
Prepare a tracker | Departement | tracker of all disclosures required.
of all disclosure Manager e Loy Silles AU Tafe Jpealinly T8 pall aid e a5
required RPN ATl
23] dalie Jaw o)
Zad T pleadyl Sl
2 Head of Head of Governance & Legal reviews the tracker
Review the tracker Governanc | and updates as necessary.
and update e & Legal Gl o Aaal ey A5G (il A all and et A g
o dyaats daal e s, A 5ol sl e
ol 1 all
S5l
4 30l
g Head of Head of Governance & Legal forwards the
Forward the Governanc | reviewed tracker to Governance Departement
reviewed tracker e & Legal Manager for execution.
il Jos 4pngisile] e et S ErdGalt o Jle e A g (50 g A€ gall i et ) 5 5
aixal yo o 53 il il A8 ol g ypne Al sl je add
sl
Pl
4 Governance | Governance DepartementManager follows the
Follow the tracker | Departement | tracker and initiates communication with all
and initiates Manager concerned stakeholders on the disclosures
communication i85l a3y | required for the purpose of preparation of Board
pars Andidl o o report.
Jeazyl oo deat sl gy Bt e o Al pd e ol
Lol pladyl clle gl ppiedl daladl Glaal aes
oMYl e o 8 alae ] i 4
5 Concerned | Concerned Stakeholders provide the disclosures
Provide the Stakeholders| for Board report.
Lyl B e 2 8 s ) Chagy
6 Governance | Governance Departement Manager reviews the
Review the Departement | disclosures provided by concerned stakeholders,
disclosures mMalnager ensures its completeness, fairness and accuracy,
;_—;ugﬁliefyﬁ ol gk e and prepares draft Board report / submits to
Y Concerned Stakeholders as required.
T il s s A plady) Slides Ganl e RSl Saa s e o s
p fangg eBa g a3 L] Ganimyg Opiealt dabiadl el
s LS il daladl (sl Byl dae o8 B3pee
ashhas
7 Concerned | Concerned stakeholders review the draft Board
Review the draft Stakeholders| report
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Responsible

Js5ee

Sl ($da
A5 Al A 3o b il a1 g

Description

i gl

Board report Aaladl ol = [f feedback is provided, go fo step 8
i B e daal je il = [f there is no feedback, go to step 9
Byl das 2 Erpes dand e Cpiedl dalladl Claal agiy @
Byl sl
1305 8 a3 8 phall I JEEY! 238 & db ) Clliadlall anfs 2313 @
9 o8 5 plaall ) JUEY) w8 Slasldl il s
8 Governance | Governance Departement Manager resolves
Resolve comments/ | Departement | comments/ ~ feedback  from  concerned
feedback frgm _ Manager | giakeholders, and forwards the draft Board report
Sﬁgﬂgﬁgﬁer LSl pd e to the Head of Governance & Legal.

s e Aedidl Sladlell fOiBdal Aalacy LS gall and e o
[ clidatll Galla s L otlae 8 Sase Ju s lede 2 05 pnimddl daloall sl
Gee S} ikl A g 0953 5 RS gal) o ) 1 3)1Y)

el
ialadll
Ciaall
9 Head of Head of Governance & Legal reviews the draft
Review the draft Governanc | Board report along with source information
Board report e&Llegal | . |ffeedback is provided, go to step 10
SRt g g gty = I there is no feedback, go to step 11
e e 8 B3 pese Aand oy A on Bl TSl pd iy ol W
Q555 Jtemal) e slae e 3y alas
Ll 10 a8 5shall I JEY1 A28 T sluadl Clbia Sl sl 3 13)
11 o, 5ekaall 0 Gy o cillaadall sl nb 113 m
10 Governance | Governance Departement Manager resolves
Resolves Departement | comments/ feedback from Head of Governance &
comments/ MMar:ag’er Legal, and coordinates with concerned
Hézzd:faégrf;z?;te s stakeholders where required.
CAvErhatice Clladl f Gl o sy Tallee XS pall pud jate psis
[ odides dallaa Claval g Fustis A 53080 5530 5 A pall ad iy e Al
e Ladiall s REII SR RC - I PRIV PON (- WA |
A pall aud
Al
11 Governance | Governance Departement Manager forwards
Forward Departement | revised version of Board report to Head of
revised LéMa‘:wager _ | Governance & Legal.
Bgeaﬁii?gpg i FUETE Y pdaa ‘\—“-?—A’ Al Je %&s_,a.h e e psh
sl Jh)‘ .‘:‘-—’.ﬁ:‘m‘ Q.!}*mij ‘L‘S.F‘” r“‘-a ..,"T'J JH
8 e AaTudll
! dae
12 Head of Head of Governance & Legal coordinates with
Coordinate with Governance | CEO to receive and resolve his
CEO to receive and & Legal comments/feedback on the Board report, and
resolve his Al o ety | forwards the report to the Board of Directors for
comments/feedbac = issE o558l | approval.

k el e Gl A5 GEN 5l RS sl aid a) ek
sl et Il e Gaul s B e 58 e aflladle [ 4dib S gl
aflaadle f 4didas SN e 238 pall 0y e ) 8 Jes o p iy lede

Lggde 3 Ml
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Responsible

Jsace

[ PO PR LK)
A Al A g and el aYl g

Description

o gl

13 Board of Board of Directors reviews and provides approval
Review the Board Directors on the Board report, in preparation for approval by
Report ilYl sdae | shareholders.
ol i Aaal e e ade A5 gl 5 3 oY) (lae o 80 Anad jan 8 Y1 Lo o 50
3y e paslod) Bl ge o Jpoaal
14 Governance | Governance Departement Manager publishes the
Publish the Board | Departement | Board report, after approval of shareholders.
report Manager Aga o Jpmall s 501 Gulae o A8l and pae jdy
Bl e B I | daSgall o e Ade Sperladl
64|~ -

In Strict Confidence
aali w8



Corporate Governance Department
Policy & Procedure Manual

Sz Jal
A5 Al S sa and ile) 2l

823 CGV-DT-04

Matters

Step

La3adl o=t 3l el

Follow-Up

Responsible

1345
e

on
Disclosure and Transparency

<t Jes CGV-DT-04 8.2.3
iadiey el 2 ¥l

Description

a5l

1 Governance | Governance Departement Manager receives '
Receive request Departement | request from CMA, SAMA or MCI on provision of
from CMA, SAMA | Manager | information, explanation, books, records or forms.
OorMCI | Adaliadpne |l Laege g Jall G R e Wb LS pall af e il
Bgell L adle a0 lagleadl i b Ly s 55055 o apadt el
g T Ao gl g el ) 3 g e i
S5 pased)
Sl g
2 Governance | Governance DepartementManager consults Head
Consult Head of | Departement | of Governance & Legal and devises an action
Governance & Manager |
Legal and devise | g ) 5 e | PO . ) o ) )
an action plan - Ossilly RSl aud ety ae Pl RSl sl e a5
‘smi‘_,ugj_)éfj_yml Jsﬂl&;t.aj_,i.__..j.“..di
syl as sl
Al &n-‘jj 475:7_}.\{.!]!
Jee
3 Head of Head of Governance & Legal approves / agrees
Approve / Agree on | Governanc | on the action plan.
the action plan}‘j e & Legal By Bl ok Sy eyl Bl By i sl
&ii‘aﬁc}'ldjcml | ?..._5‘).;\.\_) = .y - R
J.u_h "4_.;5};.“ _J«d\«h.-.c_.a_,_,‘\__z__,}_m
Ol s
A il
4 Governance | Governance Departement Manager follows the
Follow the action | Departement | action plan and initiates communication and follow-
plan and initiate | Manager | ,p process with all concerned stakeholders on the
communication S pall o ne ¢
R TIT request.
;.._ljuu.]-k.na..g.tu s ® i Lol SLhs e 3§ % -
ey Jlaiyl Adee lans Jeell ddaa Aam ZS aef e aghy
bl GLE el ol aall Claal aea ae daylsall g
5 Concerned | Concerned Stakeholders provide the information
Provide the Stakeholders| to fulfil the request.
information to fulfil fAslad Cisal el Al e el ity siedll Aaladlh el o 58
the request Crinall
allaly
6 Governance | Governance Departement Manager reviews the
Review the Departement | information provided in consideration with the
information Manager | request received.
pro\:'lded i el |, g information does not meet the requirements,
consideration gotostep7
Lol f‘-‘ﬁl‘fl' = »  |f information meets the reguirements, go to
Sl A step 8
Cllali xa eyl 6 demdl e ledt 3L AE all ad e o 56
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Step
L35 Cps 31 2 gl

Responsible

Jgiee

b Jal
A5 i) A g aid Cilg) 2 g

Description

il

A a3 g3l |
7 a8y skall 0 JGEEY 58 (L) e ghaall 501N
8 A8 shall I JESY 6 ccldinnall clagleadl b 1Y) w

ARSI

7 Governance | Governance Departement Manager follows-up
Follow-up with the | Departement | with the Concerned Stakeholders to receive
Concerned _ Manager | appr0priate information, go to step 5.
Seaienidens . 8 Ao Cpiaell Faliadl Cdaial po LS all sl pve plis
sbgand on Sl . okaalt | 5 il @ !
) 5 5sbaalt 5 il Gl ghead
8 Governance | Governance Departement Manager prepares draft
Prepare draft Departement | response to the request and forwards it to Head of
response to :jhe _ Manager | Governance & Legal for review.
gl Afsallad onn |y hpmpy bl o 3 B2 gen sl RSl yae s
forward it 5 i i G
e 3 1 B8 s lac) Aaal el E g 05l A pall andd et )
e R
9 Head of Head of Governance & Legal reviews the draft
Review the draft Governanc | response to the request.
response to the e&Llegal | . |fthere are comments, go to step 10
request et = |f there are no comments, go to step 11
el T taglne et e 183 g Bl e A8 08 055 5 LSl o8 st 05
il O3l 5 L
T e
- 10 a8 55mall I JEEY 8 e dllia S 1Y w
11 a3, 2shall I JEY1 258 SliaSie s (€5 013 =
10 Governance | Governance DepartementManager resolves the
Resolve the Departement | comments, and forwards the draft updated
comments, _ Manager | response again to the Head of Governance &
Hid Afoall e e | ooal, go to step 9
forward the draft . N o ) 3 .
updated = B A iy JM‘ w2l S gall ol e o
e 2 A ey AN Gl A8 gl o ety M g ATE pe Ziaadll
o 9455550 Y Jamy
ks
L“_’::u:;:\]l 33 gass J'..--.Jl
Head of Head of Governance & Legal approves the draft
11 Governance & response.
Approve the draft | Legal AW Ba e o A5 5N 53 RS sl g et 5 BBl
response LS pall sl et
SN 83 gaia e 33 gl A Bl gl g
i e
Governance | Governance Departement Manager submits the
12 Departement | response (information, explanation, books,
Submit the Manager records or forms) to the respective regulatory
response A8 all md pae | guthority (CMA, SAMA or MCI).

sl g sl ) e e dl) o Al A e A
Gl As) Laiaall deadaml ALl ) (3l Gl el
iy s 85l 3 5y s o pmadl o et S Risige 1 AN
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9 Shareholder Relations Procedures Ot lecall CilBblal Lalitall Cludaad) 9

Reference Number Sub Process name

_’_v.;.a._}g“ ::5_)!‘ 4.:'5)5,5 333‘.4.1.” ?,....!
CGV-SR-01 Investor queries and complaints

B B L PR B
CGV-SR-02 Seize and release of shares

As pall easlhe Jig agud) L 02-SR-CGV 5.2.2
CGV-SR-03 General assembly meeting

Ao sanll Emanll pleta

CGV-SR-04 Minutes of shareholder meetings
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9.2.2 CGV-SR-01 Investor Queries and gsEs; ol CGV-SR-01 922
Complaints |

Responsible Description

Jysea

1 Governanc | Governance Departementreceives enguiry from
Receive enquiry e investor.
from investor Departem L auall (e aSlalil A sall ol iy
o A S ent
IS sl o3
2 Governanc | Governance Departement determines if the
Determine if the e enquiry is a query or complaint and determines the
enquiry is a query Departem | course of action (responsible person and timelines).
or complaint ent = |f the enquiry cannot be resolved immediately,
S Le aasd A8 gall go to step 3
31l ASlat) = If the enquiry can be resolved immediately, go
S5 to Step 11

S 22ay (588 1 1Lt pDLBE IS 13 Lo LS pall o ey

(Al 3 A 31 Jglaalty Jgsacdt as 2N} Jeall

ol e PN S s g sl Ja YL S
3 i s skadl N Jumyl 56 ol

S s PN G M) p gt o ERYL K1) e
11 piy5shall N JEylasd o il

3 Governanc | Goavernance Departement logs full details in the
Log full details in e investor queries and complaints tracker.
the investor queries | Departem | <ijladisl @ jEs 3 AL Loalill A sall ol aus
s UL EVOR -t ) PO ent AT S PRTEv o]
Cppetieall o gLt Pl gall ol
4 Governanc | Governance Departement assigns the query /
Assign the query / e complaint to the concerned stakeholder along with
complaint to the Departeme | {imeline.
concerned nt 2 = . L P
B ) daladl ol oS30 [ LG dady e pall sl ok
stakeholder along | %St aud ot S anred iJ::J o 4 i
At : 1L’;lg_u‘)lﬁl_jj\_7.llcnu\a.lzsdi
Timeline
X S g (R
Galadl cala
) cA Oﬁf{;&h :
FAA] 52 -r'“Jh ,__U.;:'.JI
5 Governan | Governance Departement performs regular follow-
Perform regular ce up with the concerned stakeholder, and accordingly
follow-up with Departem | \pdates the tracker and the investor on the status.
the concerned ent

= |f the query / complaint is not completed within

stakeholder A gali ok o
Ralifia n iy oLl timeline, go to step 6.
Ialadl Cilaal ae = |f the query / complaint is completed within
- timeline, goto step 8.
- Opindll daloadl Cilaal ae Taliie Laie Jony 28 ol o 5 50

EOVREUN V- F 2 R P ACAT - NUNCSCIPN- - 1
el Jsaadl & o S8 /lisayl JJe s il g By d 131w
Bl bshall b Jumyl a8 Al g3
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Responsible

e

Sl (Lla

A8l AaS ga audd el Yl

Description
Cavagll

53 e Jpaall 3 g oA/ Uiyl de o)l g cuns o5 13)
8 a8 Eskall N JEsyl e dlall

1S Jpeatisl

6 Governan Governance Departement escalate the matter to
Escalate the matter ce Head of Legal & Governance.
Bl st Departem | o,,5, 1S sall o8 s M £ 3oyl 3l LSl o 55
ent A5
S aall ad o
7 Governance | Governance Departement decides on the course
Decide ?n the Dteparteme of action to enable completion of the outstanding
course of action n ;
g e . .| query / complaint.
AeGHAEEEL | S Ted | e o G DR o iy et RSl 1
Aslaall g K20 /Gty e 2l
8 Concerned | Concerned Stakeholders actions on the guery /
Action on the query | Stakeholders| complaint, and responds to the Governance
/ complaint, and  faladdl ..j_h‘.i Departement.
T | D e s i it i
3y 5 AN/ Enn Al and o sl g g SEI /Lt
e
9 Governan | Governance Departement informs investor of the
Inform investor of ce result.
the result Departem L el £ UL AaS pall 0uE g
e Al il &30 ent
Jae a0 sl Assall i
Sy ) ] e
yaiceall
10 Governan | Governance Departement updates the investor
Update the investor ce queries and complaints tracker.
queries and Departem Sl daglie Jad a0 daatll ey € all aud o
complaints tracker ent L oaieeall g 8
Jad Aol sl e A eall o3
S5 il i) dailia
aeall
11 Governan Governance Departement resolves enquiry, and
Resolve enquiry, ce logs full details in the investor queries and
and logs full details Departem | complaints tracker.
g smpall Lo sl dalla ent PNyl iy 8 gl e 30 Aallens RSl ad i
oy iz paiay) o5 53 S aall o Sy O Ll da)Se Jae B ALIS Lol ey 4k
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lasle Jiy .Y Wl CGV-SR-02 9.2.3
i,

9.2.3 CGV-SR-02 Seize and Release
of Shares

Responsible Description

Ciua gl

Jssean o g
1 Governance | Governance Departement receives request from
Receive request Departement | Finance department regarding seize / release of
allall a3 A8 sall st shares.
) el / Sl Gl 2L 1Y e Ul 28 sall o Ly
2 Governance | Governance Departement reviews the case:
Review the case Departeme| =  If there is no feedback, go to step 4
Ul daal e nt = If there is no feedback, go to step 3
S gl Al Ll yos 1 gl 2 2583
4 5555 shall N JEEY) a5 claa el i AL e
3 8555kl I JUEEY 258 sl i Bl 1Y m
3 Governance | Governance Departement coordinates with Finance
Coordinate with Departement | department and resolves the comments, go to step
Finance S all pnd 2.
p-y 5 a5 0
comments 2 pE sl Y1 S Gy oDl el s
Al 30y me Gaall
e gzl Tatllas,
o o 5 A
S\l
4 CFO CFO approves seize / release of shares.
Approve seize / O3l ) Jfaalfdlles o 31 pally 0Ll 2552l e o s
release of (CFO) 4L
shares
o &3 el
pee) laalfaile
4] Governance | Governance Departement contacts Tadawul
Contact Tadawul | Departement | regarding seize / release of shares and obtains
regarding seize / Al o nfirmation.
;  Jessa DI SURRTPUIEE ST N PN IO TR W S
a5l Jsh Sl Lo i 1 1 ' AP
L s gl pg) AL e a8l e Jganlls agul agal jlaalfdila
r,i_..“;!l Shaalfells
6 Governance | Governance Departement provides update to
Provide update to | Departemen | Finance department on seizes / release of shares.
FlFEOe el | S Rl e i ) s el RSl 8
department sall ol AL e a8 e Jgenally aguld) agudl Jlaaidlls
S st ety
0 gl a1 s 52
Dlaalfdlles ol
peml
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9.2.4 CGV-SR-03 General Assembly

Meeting

Responsible

Japee

fpesenll Lmnall pLa) CGV-SR-03 9.2.4

Description

i il

Governance | Governance Departement prepares draft notice |
Prepare draft notice Departeme| and agenda of the general assembly meeting (one
and agenda nt month before) setting out the business to be
Jsins ladl 52 guse slae) izl o8 | conducted and forwards it to Board of Directors for
pldayl Jeel approval.
fonaall platal Jleel Jgan s el 825 alacls 38 5l aud ol
AT phes A Mo YT 4005 (G0 aaly el L) 5 dnesedd)
lede Tl 51 ol ) teilal
2 Board of | Board of Directors reviews and finalizes the
Review and finalize Directors | agenda for general assembly meeting.
the agenda ) el Leseall Dmaall pliia) Juel Jsas danl e 500Y1 Gdaa o8
T, sy e A Y1 Gl
sl i gy LY o o
Ade 3,34
3 Board of | Board of Directors approves the agenda for
Approve the Directors | general assembly meeting.
~ agenda 1Y) lae il plaal el Jso lo Eiedl 5 0¥1 Gdae oy
Jlest Jsoa e i gl Ty
g laiayl A
oA Govern Governance Departement publishes the agenda
Publish the agenda | ance for general assembly meeting.
FEESR | (Eapadei EYRE PURTPSTRI WA PRI RN
AaS gal)
5 Governance | Governance Departement initiates all
Initiate all . Departeme | arrangements for general assembly meeting.
arrangements for nt Ll ety LlEl o) S, MRS LSl b T
general assembly ELPPR I i S i gy Al . _T
meeting Ayl
Aalall ey gl
Lpagenll Lnanll plaialy

TH|Page

In Strict Confidence

dols

&y o



Corporate Governance Department
Policy & Procedure Manual Ciladbpen Juda

4540 das ga pud Cilel pYI s

9.2.5 CGV-SR-04 Minutes of General imeall plal s2ae CGV-SR-04 925

Assembly Meeting

Responsible

38,20 Za el

Description

Usseea Cina gl
1 Governance Governance Departement drafts minutes of
Draft minutes of Departement | general assembly meeting, and forwards it to
general assembly A gall d Head of Governance & Legal
meeting dmeall plaial palac Bipue Jeay Sl pusb s
pleinl jumnc e Os3ills A sadl i ety A Lelady A5 0l A seadl
1€ A8 Agayall Rumaali Zg gl
2 Head of Head of Governance & Legal reviews draft
Review draft minutes | Governance & | minutes of general assembly meeting to
of general assembly , Legal ensure correct information has been
meeting L pall aud ut o —
Flanl jaimne 82 guse hupl pe | Anplll oyl )
08 5 s gl Al = |f not approved and feedback /
comments provided, go to step 3
= |f approved, go to step 4
Bagese dand jay gl G opills RS pall af Lty Ak
Jioed leal 3,80 dugeal) Dpmendl plaial jmas
Faaall cile gladl
bl fodlaadidl S5 S lede A8 el a3 ) 1) W
3 a5 5shall I JERY) ad dgdle
4 3, 5gkall N JEY 20 dede A8l 1Y
3 Governance Governance Departement resolves
Resolve comments of | Departement | comments of Head of Governance & Legal,
Head of Governance & | 4Ssall aud go to step 2.
Legal, b | ol ey et dalleay A€eall ad add
b 5 Sl dpllne Wl i B O e e i
:\'__,.hﬂ Jjj“:'-hj LS gl 2 &2 ‘}i‘ﬂ‘ A JE &~ “.,*‘J-‘L‘-I'i Ossdll g
4 Head of Head of Governance & Legal provides
Provide approval on Governance & | approval on the draft minutes of general
the draft minutes of . Legal assembly meeting, for circulation to the
general assembly S gall ok et ChalfEH
i A g g5l ;
- [!}B?tlng e 553l 5l s e T A gyl s e gy o
mase Brgee o A3 gl ] , . .
Tyl Lmmallip Ll R T e e
A pdas
5 Governance Governance Departement forwards the draft
forward the draft _Departement | general assembly meeting minutes to
general assembly Al it Chairman for approval.
meeting "”'”;LJ‘ES Laeall pldal jumae Sigee Alaly ASgall o o
&;y‘]! "}Tﬂntuﬁ;l Adde 3 gl 3 Iy Gedaa ey ) A ganll
6 Chairman of Chairman of general assembly reviews draft
Review draft minutes general minutes of meeting to ensure correct
.Of r_‘:ee“{'i l ) asls_emb:y | information has been recorded.
‘ &Lz;l Pt e i TR approved and feedback /
o comments provided, go to step 7
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Responsible

Sl Juda
AS i) LS g i el 2l

Description
i gl
= |f approved, go to step 8
glainl smma Bapie danl joy doepenll domenll o) o
Aasaall e gleall Jeaed acal 38 530 Gua gasdl Snanll
lidall fetia Nl G5 Ly e A8l a3 A 1Y e
7 aisishadl N JESY) A8 dde
8 o8, 55hall I QU 38 gl iyl 3 3

assembly meeting
anae 3.]}-“ bJ.r.‘. ;\ii‘_,.dl
Ao gandl Lmaall plasal

7 Governance Governance Departement resolves
Resolve comments of | Departement | comments of Chairman, go to step 2.
_, Chairman LSl s &5 e pealt Asmanl s 5 didal Aadlaey AaS gl and o s
e e e 2 o8 55 hall L Jasys
fos pendl gnanll i et S
8 Chairman of Chairman of general assembly provides
Provide approval on general approval on the minutes of general assembly
the minutes of general assembly meeting.

Ao ol Lpmanll e

e Sagan o D8 sl dacpenll Lmanll Gty o s
e genll Apmandl plaial

9 Governance Governance Departement sends the
Send the approved Departement | approved minutes of meeting key
minutes of meeting Aol pud stakeholders and CMA.
[ | Py s £
Sl i s b ol Sl PN e el RSyl o
Al 3 gl it g LEYY E Gpnet f) Gl
10 Governance Governance Departement records
Record approved Departement | approved minutes of the meeting in register
minutes of the Satpslipn for record keeping.

&w_q,g?e?t'"g . U 8 el pLiia ¥l jumas Sy 1S pall and p iy
- J“T‘J‘“‘J el Jadal
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