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2- Girig / Introduction
2-1 Amag / Purpose

Bu el kitabinin amaci HMS MAKINA SAN. VE TIC.A.S.” de Sirket ici iliskilerin ve Sirket ve tiim ¢alisanlarin;
misteriler, tedarikgiler ve diger menfaat sahipleri -kisaca tiim paydaslari- ile olan iliskilerinin diizenlenmesi,
hizmet kalitesinin arttiriimasi, kaynaklarin etkin kullanimi ve haksiz rekabetin énlenmesi konularinda etkinligin
arttirilmasi amaciyla olusturulmus vazgegilmez kurallar butinudur.

The purpose of this handbook is HMS MAKINA SAN. VE TiC.A.S., internal relations, company and all employees;
It is a set of indispensable rules established to regulate relations with customers, suppliers and other
stakeholders - Shortly, all stakeholders - to increase service quality, to increase efficiency in the efficient use of
resources and to prevent unfair competition.

2-2 Kapsam / Scope

Bu el kitabi ulusal ve kiiresel capta, musterileri, hissedarlari, galisanlari, tedarikgiler ve diger menfaat sahiplerini
timunu kapsar. Etik Kurallar, Sirket politikalari, degerleri ve ilkeleriyle biitinlik icindedir ve bu kurallara Yonetim
Kurulu ve yoneticiler dahil tiim ¢alisanlarin uymasi zorunludur. HMS degerleri dogrultusunda tiim faaliyetlerinde
insan haklarina saygi géstermeyi taahhlt etmekte ve is ortaklarindan da (tedarikgiler ve alt yikleniciler dahil),
tiim is birligi icerisinde bulundugu taraflardan ayni tutumu gostermelerini beklemektedir.

This handbook covers all national and global customers, shareholders, employees, suppliers and other
stakeholders. The Code of Ethics is in harmony with company policies, values and principles, and it is mandatory
for all employees, including the Board of Directors and supervisors, to comply with these rules. HMS is committed
to respecting human rights in all its activities in line with its values and expects its business partners (including
suppliers and sub-supplier) to show the same attitude from all its cooperating parties.

2-3 Sorumluluklar / Responsibilities

Bu el kitabinin galisanlara bildirilmesi, ¢alisanlarin bu kurallara gerekli 6nemi vermelerinin saglanmasi ve bu
kurallara uyulmasi konusunda gerekli caba ve liderligin gésterilmesi Ust Yénetim ve Yénetici Personelin asli gérev
ve sorumluluklari arasindadir. Yoneticiler, pozitif bir calisma igerisinde insanlara saygi ile davranilan bir etik ve
uyum kiiltiri olusumunu tesvik etmekten sorumludurlar. Yoneticiler sirketin Sirdirilebilirlik, Etik, Cevre, is
Sagligi ve Guvenligi, Kalite ilkeleri ve sireclerinin yirtrlige konmasina liderlik yaparlar.

HMS calisanlari, HMS’nin politikalarina ve Davranis Kurallari’na uymakla ytikiimlidur ve Kurallarin ihlali is akdinin
feshine kadar varan disiplin cezalarina neden olabilmektedir. Kurallara aykiri davranis ve islemleri onaylayan ve
yapilmasi icin talimat verenlerin yani sira, olasi bir ihlalden haberi oldugu halde bu durumla ilgili bildirimde
bulunmayan veya bildirimde bulunan c¢alisanlara misillemede bulunan kisiler de disiplin uygulamalari ile
karsilasabilmektedir. HMS ¢alisanlari ayrica modern kélelik veya insan kagakgiligi da dahil olmak lizere insan
haklariihlalleriile ilgili her tirli endiseyi veya stipheyi yoneticilerine derhal bildirmekten sorumludur. Bu el kitabi
calisanlarinin karsilasabilecegi tim potansiyel durumlari kapsamayabilir. Calisanlarin herhangi bir etik ve uyum
konulu endisesi veya sorusu bulunmasi halinde bildirimde bulunmalidir.

It is among the main duties and responsibilities of the Senior Management and Executive Personnel to notify the
employees of this handbook, to ensure that the employees attach the necessary importance to these rules, and
to show the necessary effort and leadership in complying with these rules. Managers are responsible for fostering
a culture of ethics and compliance where people are treated with respect in positive work. Managers lead the
implementation of the company's sustainability, ethics, environment, occupational health and safety, quality
principles and processes.

HMS employees are responsible for complying with HMS' policies and Code of Conduct, and violations of the Code
can result in disciplinary action up to and including termination of employment. In addition to those who approve
acts and actions against the rules and give instructions to be carried out, those who do not report a possible
violation even though they are aware of this situation or who retaliate against employees who make a report
may also face disciplinary actions. HMS employees are also responsible for promptly reporting any concerns or
suspicions about human rights abuses, including modern slavery or human trafficking, to their managers. This
handbook may not cover all potential situations that employees may encounter. Employees should report any
ethical and compliance concerns or questions.
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2-4 Degerlerimiz / Values
HMS'nin ylruttigu her faaliyetin arkasinda; is yapis seklini belirleyen, is kiiltlirlini ve vizyonunu destekleyen ve
her bir HMS ¢alisani tarafindan benimsenen degerleri vardir.

Every activity conducted by HMS; It has values that determine the way of doing business, support the business
culture and vision, and are adopted by each HMS employee.

Miisterilerimizi memnun etmek; Zamaninda teslimat, Rekabetgi fiyat, Esneklik ve Kalite bilincinde bir kurumsal
surdurdlebilirlik anlayisimiz vardir.

To satisfy our customers; We have a corporate sustainability approach that is conscious of on-time delivery,
competitive price, flexibility and quality.

Gelecek icin isimizi ve ekibimizi gelistirmek; Ongoriilii ve yenilikgi, stirekli iyilestirme, birlikte 8grenmek ve
ogretmek, yalin olmak ile galisanlarimiz ile karsilikli gliven, saygi ve basariya dayali acik bir iliski mevcuttur.

Developing business and team for the future; There is a clear relationship with our employees based on mutual
trust, respect and success, with predictive and innovative, continuous improvement, learning and teaching
together, being lean.

isimizi giivenli kilmak; Farkinda olmak, duyarli olmak, sorumluluk almak bilincinde bir kurumsal siirdiiriilebilirlik
anlayisimiz vardir.

Make work safe; We have a corporate sustainability approach that is conscious of being aware, sensitive and
taking responsibility.

Yaptigimiz isten ve birlikte calismaktan keyif almak; Zamani iyi kullanmak, yaninda olmak, basariyi kutlamak ve
basarisizligin karsisinda beraber dururuz.

Enjoying work and working together; We stand together to use time well, to be with you, to celebrate success
and against failure.

2-5 Misyonumuz / Missions

HMS yurt ici ve disindaki misterilerine uluslararasi kurallar ve standartlara uygun, katma degeri yiksek, cevre

ve sosyal sorumluluk bilinciyle tim paydalarina deger yaratacak sekilde triin ve hizmetler sunmaktir.

HMS is to offer products and services to its domestic and international customers in accordance with
international rules and standards, with high added value, and in a way that creates value for all stakeholders
with environmental and social responsibility awareness.

2-6 Tanimlar / Definitions

Sirket- isveren : HMS Makina Sanayi ve Ticaret A.S. (Bundan sonra HMS olarak anilacaktir.)

isyeri : HMS Makina Sanayi ve Ticaret A.S.'ye ait isyeri veya isyerleri

Personel : Yonetmelik kapsaminda bulunan ve hizmet s6zlesmesine bagli ¢alisanlar (Personel

olarak anilacaktir)

Yonetim Kurulu : HMS Makina Sanayi ve Ticaret A.S.Yonetim Kurulu

Ust Yonetim : Yonetim Kurulu Baskani, Yonetim Kurulu Baskan Yardimcisi, Genel Midir, Genel
Mudir Yrd, pozisyonlarinda galisan personel

Yonetici Personel : Yonetmelik kapsaminda, Midiir ve Yonetici diizeyde olan personel

Company- Employer: HMS Makina Sanayi ve Ticaret A.S. (Hereinafter referred to as HMS.)
Workplace: Workplace or workplaces belong to HMS Makina Sanayi ve Ticaret A.S.
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Personnel: Employees within the scope of the regulation and under contract of employment (referred to as
Personnel.)

Board of Directors: HMS Makina Sanayi ve Ticaret A.S. Board of Directors.

Senior Management: Chairman of the Board of Directors, Vice Chairman of the Board of Directors, General
Manager, Assistant General Manager, personnel working in the positions.

Managerial Personnel: Within the scope of the regulation, personnel who are at the level of Manager and
Supervisor.

3. Kurumsal Kalite Prensiplerine Uygun Davranmak / Behave Accordance with Institutional Quality Principles
3.1 Yasalara Uyum ve Hukuki islemler / Compliance with Laws and Legal Actions

Tim isletme faaliyetleri ve muhasebe sistemi; yasalara, HMS politika ve ¢alisma ilkelerine gére tam ve uygun bir
bicimde yonetilerek kayit altina alinir ve raporlanir.

All business activities and accounting system,; are managed, recorded and reported fully and appropriately in
accordance with the laws, HMS policies and working principles.

3.2 Sosyal Sorumluluk / Social Responsibility

HMS de sosyal sorumluluk yaklasimi ile projeler gelistirilir ve bu amagla ilgili kuruluslar ile is birlikleri olusturulur.
Ulkemizin énemli sorunlari arasinda yer alan yetkin calisan sayisinin yetersizligi ve verimsiz istihdam konularinin
¢6zimine katki saglayacak projeler HMS sosyal sorumluluk faaliyetlerinin basinda gelir. Ayrica, HMS Calisanlari
cevre, dogal hayatin korunmasi, kamu sagligi konularinda duyarli ve kurallara uygun davranirlar.

At HMS, projects are developed with a social responsibility approach and collaborations are established with
relevant organizations for this purpose. Projects that will contribute to the solution of the insufficient number of
competent employees and inefficient employment, which are among the important problems of our country, are
among the leading social responsibility activities of HMS. In addition, HMS Employees act sensitively and comply
with the rules regarding the environment, protection of natural life and public health.

3.3 Miisteri iliskileri / Customer Relationship

HMS de miisteri memnuniyeti odakli, misterilerilerin talep ve ihtiyaglarina zamaninda ve en dogru sekilde cevap
veren proaktif bir anlayis ile calisilir. Musteriler ile saygl ve nezaket kurallari ¢cercevesinde glivene dayal uzun
vadeli iliskiler kurulur, operasyonel mikemmellik ve esneklik ile misteriler icin deger yaratilirken misteri talep
ve gereksinimleri yliksek memnuniyet diizeyinde karsilanir.

At HMS, we work with a proactive approach that focuses on customer satisfaction and responds to customers'
demands and needs in a timely manner and in the most accurate way. Long-term relationships based on trust are
established with customers within the framework of respect and courtesy, while creating value for customers
with operational excellence and flexibility, customer demands and requirements are met at a high level of
satisfaction.

3.4 Tedarikgi iliskileri / Supplier Relationship

HMS de kurumsal kalite sistemine sahip, etik ve dirust, is yapis seklimiz ile uyumlu, yetkinligi kriterler ile
tanimlanmis tedarikgiler ile calisilir. Tedarikgilerin performanslari belirli yetkinlik kriterleri kapsaminda siirekli
degerlendirilir ve tedarikgilerin kurumsal gelisimi desteklenir.

At HMS, we work with suppliers who have a corporate quality system, are ethical and honest, compatible with
our way of doing business, and whose competence is defined by criteria. The performances of the suppliers are
constantly evaluated within the scope of certain competency criteria and the corporate development of the
suppliers is supported.

Not: Tim dokiimanlara erisim MRP (zerinden saglanir. Dokiimanin imzal asli Kalite Sistemleri B6lim tarafindan saklanmaktadir.
Note: All documents are accessible via MRP. The original signed document is archived by Quality Systems Department.

Page 6 of 15 Rev No - Date: 01 - 08.08.2022



3.5 Rekabet / Competetion

HMS operasyonlarini gergeklestirirken rekabet iliskileri Mevzuatin izin verdigi sinirlarda adil ve giiclii rekabeti
tesvik eder. Belirli bir piyasada tek bagina ya da diger tesebbuslerle birlikte hakim durumda oldugu durumlarda,
bu hakim durumunu kétiiye kullanmaz rakipler ile piyasa ve/veya rekabet kosullarini birlikte belirlemeye yonelik
goriisme ve bilgi aligverisi yapmaz, rekabet tistinligu saglamaya calisiimaz.

While performing HMS operations, competition relations promote fair and vigorous competition within the
limits permitted by legislation. In cases where it is in a dominant position in a certain market alone or together
with other undertakings, it does not abuse this dominant position, does not negotiate and exchange
information with competitors to determine the market and/or competition conditions together, and does not
try to gain competitive advantage.

4. insan Haklarina Saygil Davranmak / Behave Human Rights with Respect
4.1 Kisisel Bilgilerin Korunmasi ve Gizlilik / Protection of Personal Information and Privacy

HMS, calisanlarin ve is ortaklarinin mahremiyetine, kisisel verilerinin korunmasina ve gizliligine saygi
gosterilmektedir. Calisanlarin ve is ortaklarinin kisisel bilgileri, sirket faaliyetlerini gelistirmek icin mevzuatlarin
izin verdigi 6lctide islenmektedir.

HMS respects the privacy, personal data protection and confidentiality of its employees and business partners.
Personal information of employees and business partners is processed to improve company activities to the extent
permitted by legislation.

4.2 Sosyal Toplumlarla Etkilesim / Interaction with Social Communities

HMS, faaliyet gosterdigi toplumlari 6nemli bir paydasi olarak gérmekte ve sorumlu bir tizel kisi olarak bu
toplumlara olumlu bir miras birakmak ve iyi bir toplumsal performans gostermek icin gereken G&zeni
gostermektedir.

HMS sees the communities in which it operates as an important stakeholder and, as a responsible legal entity,
takes due care to leave a positive legacy and show good social performance in these communities.

4.3 Tacizden Arindirilmis isyeri / Harassment-Free Workplace

Tacizin HMS de yeri yoktur ve tacize karsi misamaha gosterilmez. Tacizin, s6zIU ifadeler, fiziksel yaklasim veya
gorsel teshir gibi bircok sekli olabilmekte ve saldirgan, itibar zedeleyici, ayrimcilik gbzeten eylemler bu kapsamda
degerlendirilir. Cinsel tacizin her tlri de bu kapsamda yer almaktadir. Fiziki, cinsel, irkgilik iceren, psikolojik veya
sozll higbir tacize, uygunsuz ve kiiguk dislrici sakalar ve sdylemlere, fiziksel veya s6zIU siddet ve her tirli
mobbing girisimine miisamaha gosterilmemektedir. Geri bildirim, itiraz ve elestiri gibi durumlar her zaman uygun
ve saygili bir bicimde yapilmalidir. HMS Calisanlari meziyet ve becerilerin 6dillendirildigi, cesitlilik ve glivenin
tesvik edildigi, glivenli ve profesyonel bir calisma ortaminda calisirlar. HMS calisanlarindan, tim iletisimleri
siresince kultlrel farkhliklari ve hassasiyetleri gbzeterek hareket etmeleri beklenmektedir.

Harassment has no place in HMS and harassment will not be tolerated. Harassment can take many forms such
as verbal expressions, physical approach or visual display, and acts that are offensive, defamatory or
discriminatory are considered within this scope. All types of sexual harassment are also included in this scope.
Any physical, sexual, racist, psychological or verbal abuse, inappropriate and humiliating jokes and statements,
physical or verbal violence and all kinds of mobbing attempts are not tolerated. Feedback, objections and criticism
should always be made appropriately and respectfully. HMS Employees work in a safe and professional work
environment where merits and skills are rewarded, diversity and trust are encouraged. HMS employees are
expected to act by considering cultural differences and sensitivities during all their communications.
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4.4 Adil istihdam Uygulamalari / Fair Employment Applications

HMS de tiim istihdam kararlarinda tek kriter olarak ise uygunluk vasfi aranir. istihdam kararlarinda; milliyet, irk,
renk, dil, din, mezhep, cinsiyet, medeni durum, engellilik, siyasal dislince veya kanunlar tarafindan korunan diger
karakteristikler kapsaminda ayrimcilik yapmadan firsat esitligi saglanir. HMS ¢alisanlarini basarisinin kaynagi
olarak gérmektedir ve bu dogrultuda galisanlariigin firsat esitliginin saglandigi ve herkese saygili ve adil bir sekilde
davranilan bir ¢alisma ortami saglamak icin kiiresel standartlar belirlemistir. ise alim, terfi, maas, is akdinin
sonlandiriimasi, egitim firsatlari ve gérevlendirme gibi tim istihdam kararlari, yalnizca nitelik, performans, liyakat
ve tecriibe gibi unsurlara dayandirilarak verilmektedir.

At HMS, eligibility for work is sought as the sole criterion in all employment decisions. In employment decisions;
Equal opportunities are provided without discrimination within the scope of nationality, race, color, language,
religion, sect, gender, marital status, disability, political opinion or other characteristics protected by law. HMS
sees its employees as the reason of its success, and accordingly, it has set global standards to provide a working
environment where equal opportunities are provided for its employees and where everyone is treated with respect
and fairness. All employment decisions, such as hiring, promotion, salary, termination, training opportunities and
assignment, are made solely on the basis of factors such as qualification, performance, merit and experience.

4.5 Cocuk veya Zorla Calistirma ve insan Ticaretinden Kaginmak / Avoiding Child or Forced Labor and Human
Trafficking

HMS’de cocuk isci calistirma, insan ticareti, zorla ve zorunlu ¢alistirma, modern kélelik ve kayit disi/ yasal olmayan
isci calistirmaya ve fuhus faaliyetlerine asla tolere edilmemektedir. Cocuk isciligine ve zorla galistirmaya, HMS ve
istiraklerinin faaliyetleri, is birligi icerisinde olunan tedarikgi ve alt ylklenicilerin faaliyetleri de dahil olmak (zere
tiim deger zincirinde olmamasi yoniinde calisir.

Child labor, human trafficking, forced and compulsory labor, modern slavery and informal/illegal labor and
prostitution are never tolerated at HMS. It works to eliminate child and forced labor across the entire value chain,
including the activities of HMS and its affiliates, and the activities of cooperating suppliers and sub-suppliers.

4.6 Orgiitlenme ve Toplu Sozlesme Ozgiirliigii / Freedom of Association and Collective Bargaining

HMS, galisanlarinin misilleme, tehdit veya taciz edilmekten korkmaksizin sendika kurma, bir sendikaya katilma
veya katilmama hakkina saygi duymaktadir. HMS, calisanlarin yasal statlideki bir sendika tarafindan temsil
edildigi durumlarda, sendikanin 6zgiirce segilmis temsilcileriyle yapici bir diyalog kurmaya hazirdir. HMS bu
anlayisa sahip temsilcilerle iyi niyet dogrultusunda goériisme yiriitmeyi taahhit etmektedir.

HMS respects the right of its employees to form, join or not join a union without fear of retaliation, threats or
harassment. HMS is ready to engage in a constructive dialogue with freely chosen representatives of the union
where workers are represented by a legally-stated union. HMS is committed to conducting negotiations in good
faith with representatives who have this understanding.

4.7 Saghkl ve Giivenli is Yeri / Healthy and Safe Workplace

Calisanlarin guvenligi ve saghg HMS icin ¢ok bliyiik 6nem tasimaktadir. HMS’nin politikasi, glvenli ve saglikli is
verleri saglamanin, gecerli is saghgl ve glivenligi mevzuatinin eksiksiz sekilde uygulanmasinin yani sira;
uluslararasi standartlarin gereksinimlerine de uymaktir.

The safety and health of employees is of the utmost importance to HMS. HMS's policy is to provide safe and
healthy workplaces, as well as the full implementation of applicable occupational health and safety legislation;
to comply with the requirements of international standards.

4.8 Farklihk ve Dahil Olma / Diversity and Inclusion

is glicimiiz, tim paydaslarimiz icin milkemmel sonuca ulasmaya kendini adamis yetenekli profesyonellerden
olusur. Amacimiz; birbirinden farkli calisanlarinin her birinin bilgi ve yeteneginden faydalanirken is birligini tesvik
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ederek HMS Calisanlarini gliclendirmektir. Bunun icin HMS nin faaliyet gosterdigi tim konumlardaki ¢alisanlarin
farkli gegmislerine, deneyimlerine ve fikirlerine saygi gosterilir ve deger verilir.

Our workforce consists of talented professionals who are committed to achieving the perfect result for all our
stakeholders. Our aim; To strengthen HMS Employees by encouraging cooperation while benefiting from the
knowledge and talent of each of its different employees. To this end, the diverse backgrounds, experiences and
opinions of employees in all locations where HMS operates are respected and valued.

5. Varlk Ve Bilgi Yonetimi /Asset and Information Management
5.1 Fikri Miilkiyet Haklar / Intellectual Property Rights

HMS de mdsterilere ve diger firmalara ait; patent, telif haklari, ticari sirlar, marka, bilgisayar programlari ya da
diger fikri ve sinai milkiyet haklari icin bilerek yetkisiz kullanimdan kaginilarak telif haklari kapsamindaki eserlerin
telif hakki sahibinin izni olmaksizin higbir sekilde kullanilmamasi sorumlulugu dogrultusunda gerekli dikkat ve
ozen gosterilir.

HMS also belongs to customers and other companies; Necessary care and attention is paid in line with the
responsibility of not using the works within the scope of copyright in any way without the permission of the
copyright owner, by avoiding knowingly unauthorized use for patents, copyrights, trade secrets, trademarks,
computer programs or other intellectual and industrial property rights.

5.2 Bilgi Yonetimi/Bilgi Sistemleri/iletisim Araglari / Information Management/Information
Systems/Communication Tool

HMS de tiim yasal kayitlar, yasalarin 6ngordigi bicimde ve zamaninda tutulur. Calisanlar HMS’nin beyan ettigi
raporlarin gergege uygun olmasi icin gerekli titizligi gosterir, is ile ilgili her tirli belgenin HMS ye ait oldugu bilinci
ile hareket ederek s6z konusu belgeleri HMS prosediirlerine uygun olarak kayit altina alir, saklar ve gerektiginde
yasalarca tanimlanmis kurallara uygun olarak imha ederler. Sirket bilgisayarlarina lisanssiz programlar
ylklenmez, programlar yetki disinda kullanilmaz ve kopyalanmaz.

At HMS, all legal records are kept in a timely manner and as required by law. Employees show the necessary
diligence to ensure that the reports declared by HMS are true, act with the awareness that all business documents
belong to HMS, record and store the said documents in accordance with HMS procedures and destroy them in
accordance with the rules defined by law when necessary. . Unlicensed programs are not installed on company
computers, programs are not used or copied without authorization.

5.3 Varlik Yonetimi / Asset Management

HMS de gorevin yerine getirilebilmesi icin tahsis edilen her tiirli arag gereg, malzeme ve demirbas en iyi sekilde
kullanilir, sirket varliklari korunur ve verimli kullanilir.

At HMS, all kinds of tools, materials and fixtures allocated for the fulfillment of the task are used in the best way,
company assets are protected and used efficiently.

5.4 Giivenlik ve Kriz Yonetimi / Security and Crisis Management

HMS de teror, dogal afet vb durumlarda olusturulacak olan acil kriz yonetimi ile kriz aninda en az kayip ile isin
strekliligi saglanir. Olasi teror, dogal afet ve art niyetli girisimlere kars;; HMS calisanlarini, bilgi ve bilgi
sistemlerini, fabrika ve idari tesisleri korumak icin gerekli tedbirler alinir.

With the emergency crisis management to be created in cases of terrorism, natural disasters, etc. at HMS,
business continuity is ensured with minimum loss in the event of a crisis. Against possible terrorism, natural
disasters and malicious attempts; Necessary measures are taken to protect HMS employees, information and
information systems, factories and administrative facilities.
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5.5 Gizlilik / Privacy

HMS, veri sorumlusu olarak, 6698 Sayili Kisisel Verilerin Korunmasi Kanununundan dogan yukimliliiklerinin
bilincinde olup, faaliyetini bu yukimliliklerini yerine getirerek siirdirmektedir. HMS de msteri ve tedarikgilerin
gizli bilgi ve verileri korunarak ilgili yetkililer disinda kimseyle paylasilmaz. Calisanlara ait kisisel bilgiler gizlidir ve
ilgililer disinda kimseye agiklanmaz.

As a data controller, HMS is aware of its obligations arising from the Law on the Protection of Personal Data No.
6698 and continues its activities by fulfilling these obligations. At HMS, confidential information and data of
customers and suppliers are protected and are not shared with anyone other than the relevant authorities.
Personal information of the employees is confidential and is not disclosed to anyone other than those concerned.

6. Ticaret Kontrolleri / Trade Controls

HMS de ihracat ve ithalat kontrollerine tabi tirlin ve teknolojilerin nakledilmesi ve/veya kullaniimasi durumunda
ilgili kanun, diizenlemeler, sirket ilke ve uygulamalarina uygun davranilir.

In case of transportation and/or use of products and technologies subject to export and import controls at HMS,
relevant laws, regulations, company principles and practices are complied with.

7. Kara Para Aklama / Money Laundering

Kara para aklama, paranin sug¢ unsuru olusturan gegmisine ait izleri gizlemek veya parayl mesru gostermek igin
kisilerin veya olusumlarin su¢ unsuru parayi finansal sistem igerisinden gegirmeleri islemidir. Calisanlari, 5549
sayili Sug Gelirlerinin Aklanmasinin Onlenmesi Hakkindaki Kanuna, ilgili Yénetmelik ve Tebliglere uymakla
yakamladdar.

Money laundering is the process by which individuals or entities pass criminal money through the financial system
in order to hide traces of the criminal past of money or to justify the money. Its employees are obliged to comply
with the Law No. 5549 on the Prevention of Laundering Proceeds of Crime, the relevant Regulations and
Communiqués.

8. Personelin isle ilgili Sorumluluklari/ Job Responsibilities of Personnel

Bu maddede belirtilen is ile ilgili sorumluluklarini yerine getirmeyen personele Disiplin Yonetmeligi uyarinca
belirlenen yaptirimlar uygulanir.

Sanctions determined in accordance with the Disciplinary Regulation are applied to the personnel who do not
fulfill their job-related responsibilities specified in this article.

8.1 Gorevde Ozen Sorumlulugu / Responsibility for Due Diligence

Personel, hizmet sdzlesmesi ve is tanimi ile Ustlendigi gorevleri 6zen ile yerine getirmekle yukimludir. Personel
kasit, ihmal ve dikkatsizlik sonucu isverene verdigi zarardan sorumludur.

Personnel are obliged to meticulously fulfill the duties undertaken by the contract of employment and job
description. The personnel is responsible for the damage caused to the employer as a result of will, negligence
and carelessness.

Personel kendisine verilen islerin geregine gore astlarina dagitilip zamaninda sonuglandiriimasindan, yoneticileri
tarafindan verilen talimatin en iyi sekilde yerine getiriimesinden, sorumluluk ve yetkileri dahilindeki tim
kayitlarin dogru ve zamaninda tutulmasindan ve yasal slirelerde saklanmasindan sorumludur.

The personnel is responsible for distributing the tasks assigned to them to their subordinates and completing
them on time, fulfilling the instructions given by their managers in the best way, keeping all records within their
responsibilities and authorities accurately and on time, and keeping them within legal periods.
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8.2 isyeri Prensip ve Kararlarina Uyma Sorumlulugu/ Responsibility to Comply with Workplace Principles and
Decisions

Personel, isverenin isyerinin idaresi, ahengi, disiplini, is sagligi ve glvenligi ile ilgili olarak koydugu kurallara,
bunlar ile ilgili olarak gikarilan yonetmelik, proseddir, el kitabi ve talimatlara uymakla yikimltadar.

Personnel are obliged to comply with the rules set by the employer regarding the administration, harmony,
discipline, occupational health and safety of the workplace, and the regulations, procedures, handbooks and
instructions issued in relation to these.

8.3 Davranis ve iliskilerde Ozen Sorumlulugu/ Responsibility for Due Diligence of Behavior and Relationships

Personel, is yerinde is arkadaglari ve yoneticileri ile uyumlu galismak, isverenle iliskisi olan 6zel veya resmi kisi ve
kuruluslarla iyi beseri iliskiler iginde, isini dirist olarak ve siratle yerine getirmek zorundadir.

Sirket bilgisayari ve e-mailinin is amach kullanilmasi esastir. Personelin kendisine verilmis olan sirket bilgisayari
ve sirket e-maili, yonetimin gerekli gordigl durumlarda sirketin Gst yonetim onayi ile yetkili kisiler tarafindan
denetlenebilir.

Personnel are obliged to work in harmony with their colleagues and managers in the workplace, to perform their
work honestly and quickly, in good human relations with private or official persons and organizations that have
a relationship with the employer.

It is essential to use the company computer and e-mail for business purposes. The company computer and
company e-mail given to the personnel can be audited by authorized persons with the approval of the company's
senior management, when deemed necessary by the management.

8.4 Sirket Menfaatlerini Gozetme Sorumlulugu / Responsibility for Company Interest’s

Personel, isverenin ylrittagi isi ve isyeri ile ilgili olarak menfaatlerini korumak ve bu menfaatlere zarar verici her
tirl davranistan kaginmakla yikimludir. Personel, isverenin imkanlarini kisisel gikarlari igin kullanamaz.

Personnel are obligated to protect the interests of the employer in relation to the work carried out and the
workplace and to avoid any behavior that may harm these interests. Personnel cannot use the employer's facilities
for their personal interests.

8.5 Kisisel Bilgiler ve Bu Husustaki Degisiklikleri Bildirme Sorumlulugu / Personal Information and
Responsibility to Notify Changes

Personel, aile durumundaki, adres bilgisindeki her tirlii degisiklikler ile s6zlesmeler ve/veya yonetmeliklerde
dizenlenen haklar ve ylkimliliukler yoniinden esas alinan kisisel, ailevi ve yakinlari ile ilgili bilgileri ve bunlarin
dayanaklari olan belgeleri en gec 15 (on bes) giin icinde insan Kaynaklari Midiirl(igii'ne yazili olarak bildirmek ve
vermekle yikimliidiir. Ozellikle yasal belgelerin ilgili kurumlardan alinmis ve onayli olmasi zorunludur. Personel
bir degisiklik bildirmedigi takdirde personelin yasal tebligat adresi hizmet s6zlesmesinde yazili olan ikametgah
adresi olarak kabul edilecektir.

Personnel, family status, any changes in address information, personal, family and relatives information based
on the rights and obligations set forth in contracts and/or regulations, and the documents on which they are
based, shall be submitted to the Human Resources Department within 15 (fifteen) days at the latest, obliged to
notify and give in writing. In particular, legal documents must be obtained and approved by the relevant
institutions. If the personnel does not notify a change, the legal notification address of the personnel will be
accepted as the residence address written in the service contract.

8.6 Goreve Vekalet Sorumlulugu / Delegate Responsibility
Ust Yénetim personelinin 24 saati asan gorevi basinda olamayacagi durumlarda kendisi yerine vekalet edecek

personeli belirlemesi ve ilgili kisilere duyurmasi gerekmektedir.

In cases where the Senior Management personnel cannot be on duty for more than 24 hours, it is required to
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determine the personnel who will act instead of personnel and announce it to the relevant people.

8.7 Sosyal Medya / Social Media

HMS calisanlarinin sosyal medya kullanma ve buradan kendilerini ifade etme 6zgirliklerine saygl duymaktadir.
Ancak ¢alisanlarin, HMS hakkinda yaptiklari tim paylasimlar, HMS’ nin itibarini etkilemektedir, ¢alisanlarin, kisisel
sosyal medya araglarini is maksadiyla kullanmamalari gerekmektedir. Calisanlarin, bu platformlari sorumlu bir
sekilde kullanmalari ve kullanimlarinin sirket itibarini, kendilerinin ve arkadaslarinin performanslarini
etkilemediginden emin olmalari gerekmektedir. Calisanlarin ticari sirlari dahil hicbir gizli veya stratejik bilgiyi
sosyal medya ve aglardaki kisisel hesaplarinda paylasmamasi, hizmetlerini, musterilerini, tedarikgilerini veya
rakiplerini kotileyen s6z ve tutumlardan kaginmasi, is e-posta hesaplarinin is iletisimi disinda ve kendi kisisel
ihtiyaglari igin kullanmamasi gerekmektedir.

HMS respects the freedom of its employees to use social media and express themselves there. However, all the
shares of employees about HMS affect the reputation of HMS, employees should not use their personal social
media tools for business purposes. Employees are required to use these platforms responsibly and ensure that
their use does not affect the reputation of the company or the performance of themselves and their peers.
Employees should not share any confidential or strategic information, including their trade secrets, in their
personal accounts on social media and networks, avoid words and attitudes that disparage their services,
customers, suppliers or competitors, and should not use their business e-mail accounts for their own personal
needs other than business communication.

9. Personelin isle ilgili Yasaklar ve Gizlilik / Employee Prohibitions and Privacy

Bu maddede belirtilen is ile ilgili sorumluluklarini yerine getirmeyen personele Disiplin Yonetmeligi uyarinca
belirlenen yaptirimlar uygulanir. Bu dogrultuda tim HMS Calisanlarinin; Her kosulda yasa ve diizenlemelere
uygun hareket etme, HMS Etik Davranis Kurallarinini okuma, icinde yer alan kural, ilke ve degerleri bilme, anlama,
icsellestirme ve bunlara uygun hareket etme, Sirket icin gecerli olan genel ve isleri ile ilgili spesifik politika ve
prosedirleri 6grenme, kendisi veya baskalari ile ilgili potansiyel ihlaller konusunda yoneticisine rapor etme,
isbirligi icinde bulunma, sorusturma ile ilgili bilgileri gizli tutma sorumlulugu bulunmaktadir.

Sanctions determined in accordance with the Disciplinary Regulation are applied to the personnel who do not
fulfill their job-related responsibilities specified in this article. In this direction, all HMS Employees; To act in
accordance with the laws and regulations under all circumstances, to read the HMS Code of Ethical Conduct, to
know, understand, internalize and act in accordance with the rules, principles and values contained in it, to learn
the general policies and procedures applicable to the company and specific to their business, or others, to report
potential violations to his manager, to cooperate, to keep information about the investigation confidential.

9.1 ikinci Gérev Yasagi / Second Job Prohibitions

Personel calisma saatleri disinda da olsa isverenin yazili miisaadesi olmaksizin gercek ve/veya tiizel kisilerin
isyerinde Ucretli veya licretsiz ¢alisamaz. Ancak, isverenin dnceden misaadesi alinmak suretiyle resmi veya 6zel
ogretim kurumlarinda, kiltirel, mesleki ve sosyal tardimla ilgili dernekler, yapi ve tiiketim kooperatiflerinde
lcretsiz olarak gorev alabilir. Yillik Gicretli iznini kullanmakta olan personel izin siiresi icinde Ucret karsiligi bir iste
¢alisamaz. Personel higbir kosul altinda HMS Makina Sanayi ve Ticaret A.S. gikar ve yarari ile gelisen sosyal
calismalarda bulunamaz.

Even outside working hours, the personnel cannot work for a paid or unpaid job in the workplace of real and/or
legal persons without the written permission of the employer. However, with the prior permission of the employer,
they can work in public or private education institutions, associations related to cultural, vocational and social
education, building and consumption cooperatives free of charge. Personnel using their annual paid leave cannot
work in a paid job during the leave period. Under no circumstances should the personnel work with HMS Makina
Sanayi ve Ticaret A.S. can not engage in social work that conflicts with its interests and benefits.

9.2 Ticari ve Sinai is Yapma Yasagi / Commercial and Industrial Business Prohibition

Personel, ortaklik veya akrabalik gibi yakin iliskisi oldugu sirketlerle, calismakta oldugu sirket arasinda herhangi
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bir is iliskisi kuramaz, bu konuda araci olamaz.
Personelin, glinliik galisma saatlerini sadece baglh oldugu sirket i¢in harcamasi, ig gliciinii ve enerijisini diger ticari
ve sinai iliskilerle bdlmemesi esas prensip olarak kabul edilir.

The personnel can not establish any business relationship between the companies with which they have a close
relationship, such as partnership or kinship, and the company they are working with, and can not act as an
intermediary in this regard.

It is accepted as a principle that the personnel spend their daily working hours only for the company they are
affiliated with and not to divide their workforce and energy with other commercial and industrial relations.

9.3 is iliskisinde Bulunan Kimselerden Hediye Alma Yasagi / Prohibition of Receiving Gifts from Persons in

Business Relationship

Personelin gorevi geregi, is iliskisinde bulundugu is sahiplerinden, degeri 100 TL 'den yiiksek olan olan hediyeleri
kabul etmemesi ve bu gibi durumlarla ilgili bagl bulundugu yoneticiyi bilgilendirmesi gerekmektedir.

Yilin 6zel glinlerinde is sahiplerince reklam amaci ile verilen kigik ve degeri 100 TL 'yi gegmeyen hediyeler
(ajanda, takvim, kalem vb.) bu madde kapsami disindadir.

Due to their duties, the personnel should not accept gifts with a value higher than 100 TL (Turkish Lira) from the
business owners with whom they have a business relationship and should inform their manager about situations.
Small gifts (agenda, calendar, pen, etc.) given by business owners for advertising purposes on special days of the
year and whose value does not exceed 100 TL are excluded from the scope of this article.

9.4 Ugiincii Kisilere Menfaat Saglama Yasagi / Prohibition of Providing Interests to Third Parties

Personel gorev, yetki ve sistem olanaklarini kétliye kullanarak her ne surette olursa olsun kendisi, yakinlari

ve/veya lclnci kisiler lehine menfaat temin edemez.

The personnel may not obtain benefits in favor of themselves, their relatives and/or third parties by misusing their
duties, authority and system opportunities.

9.5 Bilgi Sistemleri Sifreleri / Information Systems Passwords

Personel kendisine tanimlanmis olan bilgi islem sifrelerini hicbir sekilde bir baskasina veremez. Bir baskasina ait

olan sifre ile kendi adina islem yapamaz.

The personnel can never give the data processing passwords defined to them to anyone else. He can not act on
his own behalf with a password that belongs to someone else.
9.6 Yetki Yasagi / Authority Prohibition

Personel kendisine taninmis yetki sinirlarini agsamaz.
Personnel can not exceed the limits of authority granted to them.

9.7 Kamuya Agiklama Yapma Yasagi / Prohibition of Public Disclosure

Sirket Ust Yénetimi tarafindan yetkili kiinan personel disinda hicbir personel HMS sirketini temsilen yazili ve
gorsel medya, kurum veya kurulusuna yazil veya sézIi bilgi ve demeg veremez.

Except for the personnel authorized by the Company's Senior Management, no personnel can give written or
verbal information or statements to the written and visual media, institution or organization on behalf of the
HMS company.

9.8 Kefalet Yasag: / Bail Prohibition
Personel bir misteri, tedarik¢i veya bayiye HMS sirketleri nezdinde kefil ve vekil olamaz. Ast- st iliskisi icinde
bulunan personel birbirine kefil olamaz.
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Personnel can not be a guarantor or agent for a customer, supplier or dealer before HMS companies. Personnel
in a subordinate-superior relationship can not vouch for each other.

9.9 Sir Saklama Sorumlulugu/ Confidentiality Responsibilities

Personel, yaptigl gorevle ilgili olsun veya olmasin, sirket ile ilgili olarak 6grendigi sirlari ve bilgileri saklamak
zorundadir. Ogrendigi sirlari, bilgileri veya bunlara iliskin belgeleri yetkili olmayan kisilere ve makamlara
aciklayamaz ve veremez. Bu yiukiamlulik isveren ile iliskisinin sona ermesi halinde de 2 (iki) yil stire ile devam
eder. Gizli Bilgiyi Koruma ve Haksiz Rekabet Etmeme Taahhitnamesi imzalamis olan personel igin s6zlesmede
belirtilen stre gegerlidir.

The personnel must keep the secrets and information they learn about the company, whether related to their job
or not. He cannot disclose or give away the secrets, information or documents he has learned to unauthorized
persons and authorities. This obligation continues for 2 (two) years in case the relationship with the employer
ends. The period specified in the contract is valid for the personnel who have signed the Commitment to Protect
Confidential Information and not to compete unfairly.

9.10 is Degerlendirme Kademesi ve Ucret Bilgilerinin Gizliligi / Privacy of Job Evaluation Level and Salary
Information

is degerlendirme kademesi ve Ucret bilgisi kisiye ait 6zel bir bilgidir. Personelin kendi is ailesi kademe ve icret
bilgisini diger personelle paylasmasi, diger personelin is ailesi kademe ve (cret bilgilerini 6grenmeye ¢alismasi
veya kademelerin Ucretlerin gizliligi prensibine karsi herhangi bir eylemde bulunmasi profesyonel is etigi ile
bagdasmamaktadir.

Job evaluation level and wage information is personal information. It is incompatible with professional work
ethics that the personnel share their job family, level and wage information with other personnel, try to learn the
job family level and wage information of the other personnel, or take any action against the principle of
confidentiality of the wages of the levels.

Yonetici pozisyonunda bulunan personel gérevi geregi, kendi is ailesi kademe ve Ucretlerinin yani sira sadece
kendisine bagl personelin is ailesi kademe ve (icret bilgilerini gorebilmektedir. Yonetici pozisyonunda galisan
personelin sahip olduklari bu bilgiyi diger yonetici ve personel ile paylasmamalari gerekmektedir.

The personnel in the managerial position can only see the job family level and wage information of the personnel
affiliated to them, as well as their own job family level and wages. The personnel working in the managerial
position should not share this information with other managers and personnel.

Personelin kendi veya kendine bagli olan personelin is degerlendirme sistemine ait kisisel bilgileri ve lcret
bilgilerini bu gizlilik maddesine aykiri olarak paylasmasi durumunda Disiplin Yonetmeligi'ndeki hukiumler
uygulanir.

In the event that the personnel or their subordinates share the personal information of the job evaluation system
and the wage information in violation of this confidentiality clause, the provisions of the Disciplinary Regulation
are applied.

9.11 Performans Degerlendirme ve Prim Bilgileri Gizliligi/ Performance Evaluation and Bonus Information

Privacy

Personelin performans degerlendirme ve prim bilgileri kisiye ait 6zel bir bilgidir. Personel kendi performans ve
prim bilgilerini diger personel ile paylasamaz, diger personelin performans ve prim bilgilerini 6grenmeye
calisamaz ve bu bilgilerin gizliligi prensibine karsi herhangi bir eylemde bulunamaz.

Performance evaluation and bonus information of the personnel is personal information. Personnel cannot share

their performance and bonus information with other personnel, cannot try to learn other personnel's performance

and bonus information, and cannot take any action against the principle of confidentiality of this information.
Not: Tim dokiimanlara erisim MRP (zerinden saglanir. Dokiimanin imzal asli Kalite Sistemleri B6lim tarafindan saklanmaktadir.
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10. ihlallerin Bildirilmesi / Reporting Violations

HMS, tim galisanlarini, tim is birligi igerisinde bulundugu taraflarin modern kélelik veya insan kagakgiligi da dahil
olmak lizere insan haklari konularina iliskin her tirll sorunu, endiseyi veya stipheyi bildirmeye tesvik etmektedir.
Her turlG ihlalin bildirebilmesi ve agik olmayan konular hakkinda tavsiye alabilmesini saglamak adina
info@hmsmakina.com.tr adresine bildirimde bulunmalari beklenmektedir.

HMS encourages all employees to report any problem, concern or doubt regarding human rights issues, including
modern slavery or human trafficking, by all collaborators. They are expected to notify info@hmsmakina.com.tr
in order to be able to report any violations and receive advice on unclear issues.

Not: Tim dokiimanlara erisim MRP (zerinden saglanir. Dokiimanin imzal asli Kalite Sistemleri B6lim tarafindan saklanmaktadir.
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