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1. Policy purpose and scope

= Developing a delegation policy that incorporates best risk management and offers a dedicated

management accountability too! through which Orange Egypt for Telecommunications SAE (the

‘Company’ or ‘OEG’) senior management can delegate their powers and responsibilities to other

team members within OEG in case a manager absence for a day or longer.

= The policy applies to all OEG team members holding senior management position from Head of

Departments and above.
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* This policy does not apply to the execution of external documents which are govemned by the
Company’'s commercial register, the Signature Authority Matrix -as attached in Annex 1) and
Manage Company Contracts Process (Ref. LEG.PRC01.V2.0).

2. Policy statement
2.1 Activities subject to delegation

= The Delegator shall determine and defines the activities that he/she delegates to his/her
subordinates or peers.

«  The delegate shall take decision within the ordinary course of business.

= The Delegate shall limit his/her actions to important and urgent matters to ensure proper business
continuity.

= Delegators are not allowed to delegate their signature with regard to the following cases :

+  Employees Promotions
Dismissal of employeas / Dismissal warnings
Own requirements
Unpaid leaves

2.2 Formalizing the delegation

» Once the Delegate has been identified, the Delegator shall inform the below mentioned individuals
through a memo or an e-mail of the Delegation nature and duration:

His/her direct manager.
His/her subordinates.
His/her peers.
» The Delegator shall activate an automatic (out of office) response for all incoming emails indicating
the name of the Delegate(s) and the duration of the Delegation.
= A formal internal memo or an email indicating the scope of the Delegation and its duration should
be formulated by the Delegator and addressed to the Delegate(s) as well as to those under his/her
direct report at least 24 hours before the start of the Delegation period. A copy of such memo is to
be sent to all Chief Officers, the HR department, and the Corporate Govemance department.
= In case of urgency or emergency, the formal intemal memo or email should be formulated as
stated above before the start of the Delegation period.
= The Delegation can be revoked at any time before its end of term by the Delegator and/or by the
CEOQ following the same procedures as mentionad above.

2.4 Archiving the Delegation
= Delegations, including all updated versions, must be archived for a ten-year period after the end of

Delegation period.
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2.6

Archiving must be supervised by the person in charge of DPSA in each department.

Electronic archiving can only replace paper archiving if the system used allows the traceability of
the document and its integrity for long-term storage.(Refer to Archiving & Records Management
Policy” QR.CIS.POL03.V.4")

Responsibilities of the Delegator/ Delegate

Upon Delegation, the Delegator is committed to monitor and govemn the Delegate during his/her
absence in order to check the efficiency of the Delegate{s) actions performed during the
Delegation period.

Delegator must ensure providing Delegate(s) with all required information/resources that is needed
in order to execute actions during the Delegation period in the most appropriate manner.

The Delegation will not waive the responsibility of the Delegator.

The Delegate has the right to decline the Delegation; however, if accepted, the Delegate is
required to accept the Delegation either through a formal acceptance intemal memo as per the
template document in Annex 2 or through an email with the same content as the template
document in Annex 2

The Delegate is requested to undertake complete accountabilities of the Delegator in terms of,
internal document signatures, etc....

Delegate has not the right to sub delegate the Delegation, consequently Delegate shall commit to
full duty during the period of Delegation.

If the Delegate identifies a reason for an urgent need of absenteeism or emergency, he/she should
inform the Delegator for a replacement Delegate, and in case of inability to reach the Delegator,
the Delegate should approach the Delegator's direct manager.

It is the Delegator’ responsibility to ensure that he/she keeps full awareness of all
actions/decisions made by the Delegate in his’/her absence.

In case of the previous is not held properly as a result of uncooperative behavior of Delegate, the
Delegator shall inform the Legal & Corporate Affairs and HR for adequate measure.

Delegation for formal external documents Signature:

The formal delegation assigned for external documents’ signature (purchase orders, bank
documents, and contracts’ signature) occurs based on the Company’s BOD decisions and
authorization, where it is instantly modified in case the concemed delegated person resigns or
transfers to a different depariment. Therefore, the Legal and Corporate Affairs department and
Board Secretary are responsible to advise the BOD and to handle the authentication procedures
of any such modification.

Based on the “Signature Authority Matrix” and the delegation as per the Manage Company
Contracts Process (ref. LEG.PRC01.v2.0) which are conducted within OEG on separate bases a
delegator authorized to sign checks/bank documents or contracts is prohibited to delegate this
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particular authority to others, taking into consideration that the delegation will not waive the
responsibility of the delegator.

- Paolicy breach may be subject to HR disciplinary action.

3. References

Name Date

Manage Company Sep.2014
Contracts Process (Ref.
LEG.PRC01.V2.0)

Archiving & Records Dec.2015
Management Policy”
QR.CIS.POLO3.V.4")

4. Abbreviations

SR, Abbreviation Explanation

1 CEO Chief Executive Officer

2 CO Chief Officer

3 HOD Head Of Department

4 HR Human Resources

5 OEG Orange Egypt for Telecommunications

7 DPSA Delegation of power and signing authority
5. Definition

SR. Terms Definition

Orange Egypt for Telecommunications {Orange}- 2016
li . i
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1 Delegate The person (employee) acting under a delegation.
2 Delegator The person (employee) granting a delegation.
Transfer of powers and responsibilities 1o another person (employee) in the
3 Delegation organization; this person (employee) can be a subordinate or a peer.
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7. Annex {2)
Acceptance of Delegation of Signatory Form
Date: ! !
Name
From Tite
Ph
“De]egate" one AL TR S e o S N
Fax
Email i
To Name
“Delegator” Title
.......... e T — SRR e
Subject Acceptance of delegation of signatory
As * of Orange Egypt for Telecommunications SAE
(hereinafter “OEG” or “Company”), | hereby accept the delegation of signatory granted to me by
deed of Mr./Mrs. ** dated ! / and declare to know

the Delegation of Signatory Policy in force and the area delegated to me.

| also hereby declare to know the rules, standards and internal procedures of the Company, such
as Code of ethics and standards of compliance. | undertake to respect them and to bring them to
the knowledge of personnel under my responsibility.

This Delegation is valid
From / /
To / / {inclusive).

Page 7 of 8



Delegation of Authority

Policy

LRA.CG.POL03.V.7.0

Signed in Cairo, on

* Insert title of Delegate
** Insert name of Delegator

Orange Egypt for Telecommurications {Orange)- 2016
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