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TopValue Employee Code of Conduct
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Purpose: The ideal status TopValue pursues is TopValue provides and creates the most relaxed working
environment for employees, not to restrict employee’s individual growth and creativity. Meanwhile, considering
that as a collective team which needs common Code of Conduct to keep the good internal coordination, the
effectiveness and efficiency of the overall business output. Our final goal is employees achieve biggest freedom
via self-discipline conduct.

JilE Scope: EA AT 1. Suitable for all employees of TopValue.
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National laws: Consciously abide by national laws and regulations.
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Company system: familiar with and identify with our company culture, values and business philosophy.
Abide by company system.
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Company Red Lines which means no circumstance to allow violation: (No more than 3 Red lines.)
1) MSSHATS, AR, ARCZEFIAEFAL.
No corruption, no bribery, no kickbacks in business.
2) YA, FEA AT, ARERT . PRTFEGEGRIREIIN, AR
During work hours, don’t play games in the office, do not play entertainment videos such as tiktok,
Instagram, Kuaishou, and don’t speculate on stock & funds.
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Note: The red line (company ban) cannot be violated, and it is unacceptable after the violation: employees could
submit the resignation or the company will dismiss the employee.
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Others: Company advocates the following (Not as requirements)

1

2)

3

4)
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Pay attention to personal hygiene (take bath and change clothes frequently, without odors on your
body, dress neatly dress neatly and decently, be decent and be polite. Keep optimistic and upward.
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Weekly work, daily work is planned, and after the plan is completed, there is a reflection and summary.
Try to improve your thinking ability and work ability.
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Keep the office tidy, clean and hygienic.
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Do work-related activities during working hours, or learn work-related knowledge. Don’t do irrelevant

things, such as listening to music with headphones, social chatting and surf Wechat moment etc.
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If you are unwilling to comply with any terms of above, please indicate them here.
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In addition to the above-mentioned terms (if any), | voluntarily abide by the above company “Code of Conduct”,

and sign here to confirmed it:

2 H 1
Signature: Date:
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