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Bangkok Commercial Asset Management Public Company Limited 

Anti-Corruption Policy 
 

Whereas the Board of Directors’ Meeting No. 5/2026, held on 4 April 2026, resolved to approve the revision 
of the Company’s Anti-Corruption Policy in order to align with the self-assessment framework for strengthening 
anti-corruption systems under the Thai Private Sector Collective Action against Corruption (CAC), in respect 
of which the Company remains committed to conducting business with honesty, integrity, and fairness, while 
emphasizing social responsibility toward all stakeholder groups in accordance with the principles of good 
corporate governance and sustainable business operations. In addition, the Company has joined the Thai Private 
Sector Collective Action against Corruption (CAC) to demonstrate its intention and commitment to combating 
corruption in all forms. Accordingly, the Company hereby repeals the previous Anti-Corruption Policy dated 
11 October 2021 and replaces it with this revised Policy as follows: 
1. Principles and Rationale 

The Company has cultivated and instilled strong ethical awareness among its directors and personnel 
at all levels to ensure that they perform their duties with honesty and integrity, without seeking personal gain 
from their positions or providing undue benefits to others. They are also made aware of the penalties, impacts, 
hardships, and damages arising from corrupt practices. The Company has therefore established guidelines for 
directors and all personnel to strictly comply with. 
2. Objectives 

2.1 To ensure the directors and personnel at all levels perform their duties with integrity and primarily for 
the best interests of the Company and do not seek benefits from the Company for themselves or their 
related people. 

2.2 To prevent the devastating effects of corruption on economic stability and competitive potential of the 
Company and the country. 

2.3 To promote the policy under the corporate governance principles and code of conduct of the Company. 
3. Definitions 

“Company” means Bangkok Commercial Asset Management Public Company Limited. 
“Board of Directors” means the Board of Directors of the Company. 
 
 

2 / “Director” … 
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“Directors” means the Company’s directors, including directors serving on sub-committees. 
“Senior Executives” means the Chief Executive Officer, Deputy Chief Executive Officers, Assistant Chief 

Executive Officers, and shall also include executives as defined by the notifications of The Securities and Exchange 
Commission, Thailand regarding definitions related to the issuance and offering of securities. 

“Executives” means Department Directors, Division Managers, and Deputy Division Managers of the 
Company. 

“ Employees” means the Company’s employees as defined under the Work Regulations of Bangkok 
Commercial Asset Management Public Company Limited B.E. 2562  ( 2 019 ) , excluding Senior Executives and 
Executives. 

“Personnel at all levels” means Senior Executives, Executives, and Employees.  
“Government Official” means a civil servant, local government employee with a permanent position or 

salary, personnel working in government agencies or state enterprises, local administrators, deputy local administrators, 
assistant local administrators, and members of local councils under local administrative organizations, officials under 
laws governing local administration, or any other officials as prescribed by law. This also includes directors, sub-
committee members, and employees of government agencies, state agencies, or state enterprises, as well as individuals 
or groups of persons authorized by law to exercise administrative powers established under the government, state 
enterprises, or other state activities. However, this shall exclude political office holders, judges of the Constitutional 
Court, office holders in independent organizations, and members of the National Anti-Corruption Commission 
(NACC). 

“Political Office Holder” means the Prime Minister, Ministers, Members of the House of Representatives, 
Senators, political officials under the law governing political civil servants, and parliamentary political officials under 
the law governing parliamentary civil servants. 

“Corruption” means all forms of bribery through an offer, promise, giving, assuring, request or acceptance 
of money, assets or any other improper benefits that have monetary value to or from government officials, government 
agencies, private agencies or any persons in charge, whether directly or indirectly, to entice them to perform or refrain 
from performing their duties in order to acquire or retain business or introduce business particularly to the Company or 
to acquire or retain any other improper business benefits, unless otherwise permitted by laws, rules, notifications, 
regulations, local tradition or trade custom.  

“Other Benefits” means any benefit that can be valued in monetary terms, including privileges, discounts 
on assets, entertainment, services, training, money, assets, gifts, rewards, or benefits intended to build goodwill or 
relationships between the giver and the recipient. 

“Bribery” means giving, offer or receiving of money, items, gifts, presents, rewards or any other benefits 
for oneself or other persons as an inducement to perform any act which is dishonest, illegal or unethical. 

“Gift” means money, assets, or any other benefits given as a token of goodwill, including rewards, gratuities, 
acts of kindness, assistance, privileges, discounts not generally available to the public, services, training, entertainment, 
travel expenses, accommodation, meals, or similar benefits, whether given in the form of tickets, vouchers, advance 
payments, reimbursements, or other forms.  
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“Normal tradition” means a festive occasion or special day probably with mutual gift-giving, which shall 
include an occasion to express congratulations, thanks, welcome, condolences or to give assistance in line with social 
etiquette.  

“Giving or Receiving Gifts” means the act of giving or receiving money, assets, or other benefits as defined 
under “Gift.” 

“Hospitality or Entertainment” means expenses incurred for business hospitality, such as meals and 
beverages, sports entertainment, or other expenses directly related to business operations or customary trade practices, 
including the provision of business knowledge and understanding. 

“Facilitation Payment” means unofficial payments made to government officials solely to ensure that 
officials perform routine processes or expedite actions that do not involve discretion and are lawful duties of such 
officials, including acts to which a person is already legally entitled.  
    “Sponsorship” means the provision or receipt of financial support or items to or from customers, business 
partners, or business associates for business purposes, brand promotion, or reputation enhancement, in order to build 
commercial credibility and strengthen business relationships as appropriate. 
    “Donation” means the giving or receiving of money, items, or any other benefits to or from individuals or 
legal entities established for purposes that may have hidden intentions, such as charitable organizations, foundations, 
or funds. 
  “Political Contribution” means the provision of money, assets, rights, or any other benefits to support, 
sponsor, or provide advantages to political parties, politicians, election candidates, or persons involved in political 
activities, whether directly or indirectly. 
 
4. Guidance on Anti-Corruption 

The Company has established an anti-corruption policy prohibiting directors and personnel at all levels from 
accepting or engaging in any form of corruption, whether directly or indirectly. This includes the giving or receiving 
of gifts, sponsorships, donations, money, presents, rewards, or any other improper benefits, as well as inappropriate 
hospitality or entertainment involving parties related to the Company’s business, including customers, debtors, 
creditors, suppliers, business partners, alliances, and other stakeholders. The Company shall conduct regular reviews of 
compliance with this Anti-Corruption Policy at least once a year (details in Appendix 2). Directors and personnel at all levels 
must comply with the following guidelines: 

4.1 Perform duties in accordance with the Company’s Anti-Corruption Policy and Code of Conduct 
and must not be involved in corruption, whether directly or indirectly. 

4.2 Assist in monitoring corrupt practices whereby if any corrupt act is discovered or detected, the 
person committing such corruption, irrespective of his/her position, shall be subject to the same 
punishment by the Company. 
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4.3 Do not overlook or ignore when witnessing or becoming aware of acts falling under corruption 
or misconduct related to the Company, which is considered a duty to report to his/her supervisor 
or to the person in charge and cooperate in the investigation. 

4.4 Do not unfairly and unlawfully perform any transaction by conniving, directly or indirectly, with 
any government official, other person or other agency, and do not have any other hidden benefits, 
directly or indirectly, of oneself, one’s family and ally of the Company, including transactions 
such as sales of products and services to the Company or in competition with the Company. 

4.5 Avoid accepting any improper entertainment from those related to the Company or from other 
persons who may gain an advantage through the performing of duty by the Company’s 
employees. 

4.6 Do not offer or accept money, gifts, presents, rewards or any other benefits for a reciprocal 
exchange of favors or business advantages of all kinds and ensure that business operation of the 
Company and contact with the government sector are carried out with transparency, integrity 
and honesty and in compliance with the applicable laws.  

4.7 The Company has a zero-tolerance policy on facilitation payments in any form, whether directly 
or indirectly, and will not engage in or accept any actions in exchange for business facilitation 
that may lead to corruption. 
  

5. Reporting Corruption 
5.1 The Company has in place an efficient and transparent operational system to ensure reliability of its 

financial reporting, and closely and regularly monitors the possibility of corruption risk in its operation. 

5.2 Any employee who has witnessed any corrupt practice within his/her work unit must report such matter 

to his/her supervisor or report clues about such corruption as soon as possible through the channels 

designated by the Company and shall abide by the Corporate Governance Code and the Code of 

Conduct of the Company. 

5.3 The Company will ensure fairness and protection of both the complainant/whistleblower and the 

alleged wrongdoer on an equitable basis by implementing protective measures for the 

employee/whistleblower who has reported any corruption related to the Company. The Company will 

also protect the employee who denies such offence/who cooperates in reporting corruption as set forth 

by the Company in the procedures for complaint handling and whistleblowing for employees and 

customers/outside parties (see details in Annex 3 and Annex 4). 

5.4 The Company provides channels for complaints/whistleblowing for employees and customers/outside 

parties who have witnessed any corrupt practices related to the Company with the objective to establish 

procedures for handling complaints until the final outcome is reached, ranging from investigation, 
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improvement/revision in management aspect in a concrete manner to reporting of complaint handling 

results to the Corporate Governance for Sustainability Committee (see details in Annex 5). 

5.5 Any of the directors and personnel at all levels of the Company who have committed any corruption 
shall be deemed violating the Company’s code of conduct and, hence, shall be subject to disciplinary 
punishment according to the Company’s regulations as well as legal punishment if such act also 
violates the law. 

6. Other Guidelines 
6.1 This anti-corruption policy shall extend to all activities relevant to the Company’s operation. 
6.2 A corruption risk assessment shall be regularly conducted across the organization on a yearly basis. 
6.3 The directors and personnel at all levels of the Company must perform their duties with due care regarding 

the guidelines on giving or receiving of money, gifts, presents, hospitality or entertainment, or any other 
benefits (see details in Annex 1). 

6.4 A charitable donation and giving of money or items for sponsorship must be made transparently and 
lawfully, and it must be ensured by a  that such money or items donated and money or items for sponsorship 
are not used as a bribe (see details in Annex 6, Annex 7 and Annex 8). 

6.5 In conducting its business, the Company must remain politically neutral and must not provide any political 
support or involve in and take sides with any political party or any person with political power and must not 
use the Company’s funds or resources to support, whether directly or indirectly, any political party or 
politician. 

6.6 If the Company hires government officials to perform any work for the Company, such hiring must 
be appropriate and transparent and must not be used as a form of compensation for obtaining 
improper benefits. The Company must disclose information regarding such employment to the public 
for transparency and accountability. 

6.7 In building business relationships and executing procurement/hiring, the Company must not give 
bribes for any conduct of business of all types with business partners, counterparties, government 
agencies or agencies doing business with the Company, and must embrace transparency and 
compliance with the applicable laws. 

6.8 The Company must develop and instill good conscience in the directors and personnel at all levels of 
the Company so that they are aware and perform their duties with integrity and do not seek benefits 
from their positions or offer any favor to other persons. Any of the directors and personnel at all 
levels of the Company who have committed corruption shall be punished in any case whatsoever, 
regardless of the amount of money involved in such corruption. 

6.9 The Company must give importance to the dissemination and promotion of knowledge and 
understanding among both the persons involved with the Company and the stakeholders of the 
Company for the development of good conscience. 
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Any other actions relevant to corruption shall be subject to compliance with this anti-corruption policy 
as well as the Corporate Governance Code and the Code of Conduct of the Company, the policy or practice 
guidelines towards all groups of stakeholders, and the regulations, orders, operational handbooks and working 
procedures, both existing and/or to be amended in the future. 

 
7. Policy Communication 

The Company shall communicate and disseminate the Anti-Corruption Policy to directors and personnel at all 
levels through various channels, such as orientation for new employees, training sessions, seminars, internal 
communications, and the Company’s electronic systems. 
 
8. Policy Review 

The ESG Development Department shall review this Policy at least once a year. In the event of any revisions, 
the proposed amendments shall be submitted to the Corporate Governance for Sustainability Committee for 
consideration and screening before being forwarded to the Board of Directors for approval. 

 
Announced on 24 April 2023. 
 
                                                                                                            -Signed by- 
                                            (Mrs. Tongurai Limpiti) 
                                                                                                     Chairman of the Board 
 
 
ESG Development Department 
Tel. (02) 267-1900 Ext. 6003, 6013 
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Appendices 
1. Guidelines for Giving or Receiving Money, Gifts, Rewards, or Other Benefits, and Hospitality or 

Entertainment  

2. Procedures for Compliance with the Anti-Corruption Policy 

3. Procedures for Complaint Handling/Whistleblowing for Employees 

4. Procedures for Complaint Handling/Whistleblowing for Customers/Outside Parties 

5. Complaint/Whistleblowing Channels 

6. Procedures for Cash or In-Kind Sponsorship 

7. Procedures for Charitable Donation 

8. Procedures for Disposal of Unused Supplies of the Company (Charitable Donation) 
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Appendix 1 
Guidelines for Giving or Receiving Money, Gifts, Presents, or Other Benefits, and Hospitality or 

Entertainment 
1. Receiving Money, Gifts, Presents, or Other Benefits 

Directors and personnel at all levels are prohibited from receiving money, gifts, presents, or any other 
benefits from parties related to the Company’s business if such benefits constitute bribery or corruption, 
except in cases of customary occasions or festivals where such practices are generally accepted. 

In cases where the value of such benefits exceeds THB 3,000 (approximately) and it is necessary to 
accept them to maintain friendship or a good relationship, the following procedures shall apply: 
1.1. Report to the immediate supervisor as soon as possible using the Conflict-of-Interest Disclosure 

Form. 
1.2. The immediate supervisor shall exercise discretion and issue instructions for the relevant personnel 

to acknowledge and proceed accordingly, taking into consideration whether there are reasonable 
grounds, appropriateness, and necessity for such personnel to retain it as their own entitlement. If 
deemed inappropriate, the benefits must be returned to the giver immediately. If return is not 
possible, the supervisor shall instruct that the benefits be transferred to the relevant department for 
official ownership or take other appropriate actions. 

1.3. The responsible department shall retain the original Conflict-of-Interest Disclosure Form and submit 

a copy to the Corporate Governance and Sustainability Promotion Department for summary and 

reporting to the Corporate Governance for Sustainability Committee. 

2. Giving Money, Gifts, Rewards, or Other Benefits 

 Directors and personnel at all levels are prohibited from giving money, gifts, presents, or any other 

benefits to business-related persons if such actions constitute bribery or corruption, except for customary 

occasions or festivals. In cases involving government officials or political office holders, the value must 

not exceed the amount prescribed by the National Anti-Corruption Commission (NACC). Any giving made 

on behalf of the Company must be approved by the authorized person in accordance with Company 

regulations, and a report of the action taken must be submitted to the approving authority, with a copy sent 

to the Corporate Governance and Sustainability Promotion Department. 

3. Hospitality or Entertainment 

  Directors and personnel at all levels must avoid hospitality or entertainment of excessive value or 

unreasonable frequency from parties related to the Company’s business, and must refrain from any 

hospitality or entertainment that could be considered bribery or corruption, particularly from suppliers 

currently under consideration in the procurement process. 
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 Expenses for hospitality or entertainment provided to business-related parties must not constitute 

bribery or corruption and must be appropriate in terms of activities, venues, and ethical standards. Such 

expenses must first be reviewed by the immediate supervisor before being submitted to the Chief Executive 

Officer for approval. 

 In cases where hospitality or entertainment is provided to government officials or political office 

holders, the value must not exceed the amount prescribed by the National Anti-Corruption Commission 

(NACC). Such hospitality or entertainment must first be approved by the immediate supervisor and 

reviewed by the Corporate Governance and Sustainability Promotion Department before being submitted 

to the Chief Executive Officer for approval prior to every action. 

 After the hospitality or entertainment has been completed, a report of the expenses incurred shall be 

submitted to the Chief Executive Officer, with a copy forwarded to the Corporate Governance and 

Sustainability Promotion Department for acknowledgment. 
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Appendix 2 
Procedures for Compliance with the Anti-Corruption Policy 

 
Description Procedure

Start 

The Board of Directors resolves to approve the renewal application plan.
 Thai Private Sector Collective Action Against Corruption (CAC)” 

1. The Board of Directors and senior 
management shall demonstrate commitment to 
the Anti-Corruption Policy by assigning the 
Chairman of the Board to sign the declaration of 
intent to participate in the Thai Private Sector 
Collective Action Against Corruption (CAC).
2. The Board of Directors appoints:

2.1 The Audit Committee to review the 
“Self-Assessment Form on Anti-Corruption 
Measures” (71 items).
    2.2 The Corporate Governance for 
Sustainability Committee (CGS) to review the 
Code of Conduct (COC) to ensure consistency 
with anti-corruption measures.
    2.3 The Risk Management Committee to 
review and assess corruption prevention risks.
3. The Audit Committee reviews the Self-
Assessment Form (71 items) and submits it to 
the Board of Directors for approval in order to 
apply for CAC certification renewal.
4. Communication to Employees
Senior management shall communicate the 
Anti-Corruption Policy to executives and 
employees at all levels throughout the 
organization to ensure awareness and 
understanding.
5. The Company shall establish processes for 
monitoring, following up, and evaluating 
compliance with anti-corruption measures on a 
regular basis to ensure effectiveness and 
continuous improvement.

Audit Committee Corporate Governance for 
Sustainability Committee (CGS)

Risk Management Committee

To review the Self-
Assessment Form on Anti-
Corruption Measures (71 

items).

To review the Code of 
Conduct (COC) to ensure 

alignment with anti-
corruption measures.

To review and assess risks 
related to corruption 

prevention.

The Audit Committee reviews the Self-Assessment Form (71 items) and submits it to 
the Board of Directors for approval in order to apply for CAC certification renewal.

Senior management shall communicate the Anti-Corruption Policy to executives and 
employees at all levels and ensure monitoring and evaluation of compliance with the 

measures.

The Company shall regularly review and improve its anti-corruption measures to 
ensure consistency with business operations, legal requirements, and relevant 

End
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Appendix 3 
Procedures for Complaint Handling/Whistleblowing for Employees 

 Employees may submit complaints or whistleblowing reports through various channels, including 
postal mail, email, in-person meetings, telephone, fax, and other means, to the designated complaint recipients. 
The complaint recipients shall acknowledge receipt of the complaint to the employee within 3 days (and no later 
than 7  days from receipt). The Company shall investigate the facts according to the established complaint-
handling and whistleblowing procedures within an appropriate timeframe, ensuring transparency and fairness 
to all parties. The Company shall protect and keep confidential the identities of complainants and 
whistleblowers, both before and after the investigation process. The results of the investigation shall be 
communicated to the complainant/whistleblower as soon as the review process is completed. 
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Appendix 4 
Procedures for Complaint Handling/Whistleblowing for Customers/Outside Parties 

 
 Customers and external parties may submit complaints or whistleblowing reports through postal mail, 
email, in-person meetings, telephone, fax, electronic channels (Internet / Website), and other means to the 
designated complaint recipients. The complaint recipients shall acknowledge receipt of the complaint to the 
customer or external party within 3 days (and no later than 7 days from receipt). The Company shall conduct 
fact-finding investigations in accordance with the established complaint-handling and whistleblowing 
procedures within an appropriate timeframe, ensuring transparency and fairness to all parties. The Company 
shall provide protection and maintain confidentiality of the identities of complainants and whistleblowers before 
and after the investigation. The results of the fact-finding investigation shall be communicated to the 
complainant or whistleblower as soon as the review process is completed. 
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Appendix 5 
Complaints/Whistleblowing Channels 

   
Complaints/Whistleblowing Channels 

Channels Employees Customers / 
External 
Parties 

Recipient (Email / Address) 

1. Board of Directors 
 

✓ ✓ weeravej.s@bam.co.th (Company Secretary) 
Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 

2. Chief Executive Officer ✓ ✓ rak.v@bam.co.th 
Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 

3.  BAM Executives ✓ ✓ Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 

4. Office of Company 
Secretary 

✓ ✓ ops@bam.co.th 
Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 

5. Human Resources 
Management Department 

✓ - hr@bam.co.th 
Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 

6. Internal Audit Department ✓ - internalaudit@bam.co.th 
Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 
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Complaints/Whistleblowing Channels 

Channels Employees Customers / 
External 
Parties 

Recipient (Email / Address) 

7.  Audit Committee - ✓ auditcom@bam.co.th 
Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 
 

8. Corporate Communication 
Department (Customer 
Relationship Division) 

- ✓ customercare@bam.co.th 
Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 
 

9.  https://www.bam.co.th - ✓ Bangkok Commercial Asset Management 
Public Company Limited 
99 Surasak Road, Silom Subdistrict, Bang Rak 
District, Bangkok 10500, Thailand 
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Appendix 6 
Procedures for Cash or In-Kind Sponsorship

Start 

Annual Budget Approval

1. The Board of Directors shall consider and approve the annual budget 
for sponsorships.
2. When an external organization submits a written request for 
sponsorship to the Company, the Corporate Communications 
Department shall conduct a preliminary assessment based on the 
following criteria:
2.1 The activity or project aligns with the Company’s plans and falls 
within the approved budget framework; or
2.2 The activity or project has been carried out and provides benefits to 
society as a whole, without conflicting with public morals; or
2.3 The activity or project is related to the Company ’s business 
transactions; or
2.4 The activity or project enhances the Company’s corporate image.
3. The Corporate Communications and Investor Relations Department 
shall evaluate the value and benefits the Company will receive by 
comparing with previous sponsorship practices and submit the proposal 
for approval to the authorized person (Director level or above).
4. The authorized person shall consider the rationale and appropriateness 
of providing sponsorship, including ensuring diversity among 
beneficiary organizations and preventing concentration of support on 
only certain entities.
5. Upon receiving approval from the authorized approver (Director level 
or above):
5.1 In the case of financial support, the Corporate Communications 
Department shall submit the expense disbursement for approval by the 
authorized approver.
5.2 In the case of in-kind support, the Corporate Communications 
Department shall proceed with procurement in accordance with the 
Company’s regulations.
6. The Finance and Treasury Department shall process the 
disbursement to the Corporate Communications Department for 
delivery to the supported organization.
7. The Finance and Treasury Department shall record the accounting 
entries in accordance with the department’s procedures.
8. The Corporate Communications Department shall follow up on 
supporting documents for the sponsorship disbursement / receipts from 
the recipient organization and submit them to the Finance and Treasury 
Department for accounting records and retention as supporting 
evidence.

END

Board of Directors

- Consider the cost-effectiveness and the benefits that the 
company will receive. 
- Submit the proposal for approval to the authorized 
approver (Director level or above).

Corporate Communications Department

  Process disbursements for the Corporate Communications 
and Investor Relations Department. 
  Record accounting entries.

Treasury and Financial Management Department

- Follow up on supporting documents for sponsorship 
disbursement / receipts from the recipient organizations and submit them 
to the Finance and Treasury Department for accounting records and 
retention as supporting evidence.

Corporate Communications Department
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Appendix 7 
Procedures for Charitable Donation

Description Procedure

Start 
1. The Sustainability Development Working Team (ESG) shall determine 
the annual budget for charitable donations in alignment with the 
Company’s plans, policies, and business operations, and submit it to the 
Corporate Governance for Sustainability Committee (CGS) for approval.
2. The CGS Committee shall review and screen the donation plan and 
provide its approval.
3. The Board of Directors shall consider and approve the annual 
charitable donation budget.
 hen an external organization submits a written request for donation 
support, the Corporate Communications and Investor Relations 
Department shall consider the request based on the following criteria:    
4.1 The event or activity aligns with the Company’s plans and approved 
budget framework; or
4.2 The event or activity benefits society as a whole and does not conflict 
with good morals; or
4.3 The event or activity is related to the Company ’s business 
operations; or
4.4 The event or activity enhances the Company’s image.
5. The Corporate Communications and Investor Relations Department 
shall assess the value and benefits that the Company may receive by 
comparing with past donation support and submit the request to the 
authorized approver (Director level or above) for approval.
6. The authorized approver (Director level or above) shall consider the 
rationale and appropriateness of providing charitable donation assistance 
to organizations that have submitted formal requests. In this regard, 
consideration shall also be given to the diversity of recipient 
organizations to ensure that support is not concentrated on any specific 
organization.
7. Upon receiving approval from the authorized approver (Director level 
or above), the Corporate Communications and Investor Relations 
Department shall submit the expense disbursement for approval.
8. The Finance and Treasury Department shall process the disbursement 
to the Corporate Communications and Investor Relations Department for 
delivery to the supported organization.
9. The Finance and Treasury Department shall record the accounting 
entries in accordance with the department’s procedures.
10. The Corporate Communications Department shall follow up on the 
letter of appreciation / certificate of acknowledgment from the recipient 
organization and submit them to the Finance and Treasury Department 
for accounting records and retention as supporting evidence.

END

ESG Working Group

Review and consider the proposed plan and grant approval.

CGS Committee

Review and approve the annual budget for charitable donations.

Board of Directors

- Consider the cost-effectiveness and the benefits that the 
Company will receive. 
- Submit the proposal for approval by the authorized approver 
(Director level or above).

Corporate Communications Department

Treasury and Financial Management Department

Follow up on the letter of appreciation / certificate of acknowledgment 
from the recipient organization and submit them to the Finance and 
Treasury Department for accounting records and retention as 

Corporate Communications Department

- Process disbursements for the Corporate Communications and 
Investor Relations Department. 
- Record the accounting entries.

- Consider and determine the annual charitable donation budget 
in alignment with the Company’s plans, policies, and business 
operations. 
- Submit the proposal for approval to the CGS Committee. 
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Appendix 8 
Procedures for Disposal of Unused Supplies of the Company (Charitable Donation) 

Procedure

END

 Record the donation of unused supplies in the accounting records and recognize them as the Company’s expenses.

Treasury and Financial Management Department

General Assets Department

Start

   Collect and compile a list of the Company’s unused assets and inventory items.

     The department responsible for the assets shall inspect unused assets or assets that have reached the end of their 
useful life and return them to the General Administration Department using the prescribed form. (  . 01-01) 

Asset Inspection

General Assets Department

In case an external organization requests a donation of 
the Company’s unused supplies.

In case the Company donates its unused supplies.

- Review the requesting organization’s 
documents in accordance with the established 
criteria. 
- Submit for approval by the authorized 
approver (Director level or above).

General Assets Department General Assets Department

General Assets Department

- Prepare a categorized list of the Company’s unused supplies for donation. 
- Assess the needs of external organizations in accordance with the established 
criteria. 
- Submit the list of recipient organizations for approval by the authorized approver 
(Director level or above). 
- Coordinate with external organizations to obtain a formal donation request letter 
as supporting documentation.

- Submit the donation proposal for approval by the authorized approver for disposal of unused supplies, in accordance with the 
procurement regulations. 
- Deliver the donated items to the recipient organization. Notify the Finance and Treasury Department of the donated unused 
supplies.

- Obtain the acknowledgment letter / receipt of donated items from the recipient organization. Submit the donation record and 
supporting documents to the Finance and Treasury Department for retention as evidence.
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Description 
1. The asset owning department shall inspect unused assets / assets that have reached the end of their useful life (to 

be replaced according to the usage cycle) and return them to the General Administration Department using Form 
(BT.01-01). 
1.1. For general assets such as desks, chairs, and filing cabinets, the asset owning department shall check all 

information, documents, and items to ensure that nothing remains before handing them over to the General 
Administration Department for storage. 

1.2. For personal computers (PCs), the Information Technology Strategy Department shall erase all user data 
before handing it over to the General Administration Department for storage.  
Prior to donation, the department shall clone the HDD using a master hard disk containing only the Windows 
operating system (OS), ensuring that no residual data or licensed software remains on the donated computers. 

2. The General Administration Department shall compile a list of the Company’s unused assets and supplies and 
establish preliminary criteria for charitable donations, as follows: 
2.1 Donations shall be made to government agencies, state enterprises, private organizations, temples, educational 

institutions, or foundations for public benefit; or 
2.2 Activities or projects should benefit society as a whole and not conflict with public morals; or 
2.3 Activities or projects shall contribute to the Company’s positive image. 

3. The consideration process for disposal of unused supplies by donation shall be divided into two cases: 
Case 1: External organization / applicant submits a written request for donation 
- The General Administration Department shall review the request in accordance with the criteria under Clause 2 

and submit it for approval by the authorized approver (Director level or above). 
- Once approved, proceed with Clauses 4 to 9. 
Case 2: The Company initiates the donation of unused supplies 
- The General Administration Department shall prepare a categorized list of unused supplies for donation. 
- Assess the needs of external organizations in accordance with the criteria under Clause 2. 
- Once the list of external entities eligible for the Company’s donations has been obtained, submit the list of 

recipient organizations for approval by the authorized approver (Director level or above). 
- Once approved, coordinate with external organizations to obtain a formal donation request letter as supporting 

documentation. 
4. Submit the donation proposal for approval by the authorized approver for disposal of unused supplies. 
5. Once approval is granted, the assigned procurement officer (Asset Management Unit) shall arrange and deliver the 

unused supplies (for charitable donation) to the approved recipient organization. 
6. The General Administration Department shall notify the Finance Management and Finance Department of the 

donated unused supplies. 
7. The Finance Management and Finance Department shall record the donated unused supplies in the accounting 

records and recognize them as the Company’s expenses. 
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8. The General Administration Department shall obtain the acknowledgment letter / receipt of donated items from the 
recipient organization. 

9. The General Administration Department shall submit the donation record together with the acknowledgment letter 
/ receipt to the Finance Management and Finance Department for retention as supporting evidence. 


