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CHAPTER | - PURPOSE

Article 1

This Code of Conduct, applicable to the Workforce (“Employees”) and Other
Collaborators, aims to guide the personal and professional conduct of LAB245
Employees and Collaborators, based on ethical values and principles that must be
adopted in their relationships with third parties and among themselves.

CHAPTER Il - DEFINITIONS

Article 2
For the purposes of this Code of Conduct, the following definitions apply:

e Administrator — The natural person who is part of the General Board or one of
LAB245’s Directorates, exercising the activities conferred by law.

e Moral Harassment — Any abusive behavior by a person, through gestures,
words, and/or attitudes, which, by repetition, threatens the physical or
psychological integrity of any Employee, Collaborator, or Administrator,
degrading the work environment.
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o Sexual Harassment — An act through which a person, taking advantage of their
hierarchical superiority, employment position, or function, constrains any
Employee, Collaborator, or Administrator with the intent of obtaining sexual
advantage or favor.

e Participant’s Code of Conduct (“Code of Conduct”) — The set of values and
procedures that guide the behavior of the Participant in their performance in an
Organized Market, System, and/or Service.

e Collaborator — The natural person who contributes their efforts to the proper
development of LAB245’s activities.

e Conflict of Interests — Any action or omission, direct or indirect, by a
professional linked to LAB245 in situations that influence or impair the
performance of professional tasks, damage professional reputation or LAB245’s
image, provide personal and exclusive benefits at LAB245’s expense, generate
competition with LAB245 in any business activities, or divert business
opportunities from LAB245.

e General Director — The natural person elected to hold the position of General
Director, who exercises, among other activities, the active and passive
representation of LAB245.

o Employee — The natural person, regularly or legally appointed to perform a role
or function at LAB245.

e LAB245 Norms — Code of Conduct Manual, Notices, Circular Letters, and all
information published on the intranet under the Internal Publications section.

o Adherence Term — The written document prepared by LAB245, through which
the Employee, Collaborator, or Administrator expresses their unequivocal and
uncontested acceptance of LAB245’s Codes of Conduct and the Manual of
Procedures for Initiation and Processing of Administrative Proceedings.

CHAPTER Ill - ADHERENCE OF EMPLOYEES AND OTHER COLLABORATORS
TO THE CODE OF CONDUCT

Article 3

Adherence to this Code of Conduct by Employees and Collaborators is mandatory,
requiring their express and unequivocal awareness and agreement, through the signing
of the Adherence Term.

CHAPTER IV - RULES AND PRINCIPLES APPLICABLE

Article 4
Employees and Collaborators, in their relations within LAB245, must observe:

e Compliance with applicable laws and regulations;

e Compliance with LAB245’s entry and exit schedules;



LAB245 SOFTWARE LTDA - CODE OF CONDUCT 4@5

e Compliance with lunch break schedules;
o Confidentiality of information;

e Probity and good faith;

e Basic principles of corporate conduct;

o Market practices and customs.

Article 5
The basic principles of corporate conduct at LAB245 are:

e Respect for laws, regulations, and LAB245 Norms in conducting business or
related activities;

e Maintenance and support of norms and procedures designed to safeguard the
confidentiality of LAB245’s and its Clients’ information;

e Promotion and commitment to ethical and honest conduct, including the
handling of personal and professional Conflicts of Interest, whether actual or
potential.

Article 6

It is strictly forbidden to practice any act or use expressions, gestures, or discriminatory
attitudes, directly or indirectly, by Employees and Collaborators, among themselves or
in dealings with third parties, regardless of the type of relationship between the parties.

e §1 — Discriminatory conduct includes any prejudiced manifestation related to
color, race, sex, age, religion, political ideology, sexual preference, or physical
(or any other) disability.

o §2 — Attitudes that may constitute Sexual or Moral Harassment are equally
prohibited.

CHAPTER V - EMPLOYEES AND OTHER COLLABORATORS

Article 7

Employees and Collaborators must maintain personal conduct that respects the
highest behavioral standards of a professional, especially regarding treatment of
Clients.

Article 8
In performing their activities, Employees and Collaborators must:

e Demonstrate socially responsible conduct;

e Help other Employees and Collaborators maintain high ethical and professional
standards;

o Seek advice on ethical issues from their Manager or the Management team;

e Respect and comply with all laws, norms, policies, and internal guidelines
applicable to their role and LAB245’s objectives;
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e Avoid attitudes that generate Conflicts of Interest or appear to do so;

o Respect the confidentiality of information regarding LAB245’s business and its
Clients.

Aqui esta a traducgéao para o inglés do trecho solicitado. Mantive a estrutura formal e
juridica do texto para preservar o tom original:

CHAPTER VI - CONFIDENTIALITY OF INFORMATION

Article 9
Confidentiality is an inherent duty of the activities carried out by LAB245, extended to
all Employees and Collaborators, and applicable mainly to non-public information.

Article 10

Information about LAB245 must only be transmitted when previously authorized by a
competent Employee and if related to a specific legitimate purpose.

Single Paragraph — The transmission of the information referred to above must be
carried out with the express caveat that it is confidential and must be used exclusively
for the strict purpose for which it was received or granted.

Article 11

Except in cases provided for by specific legislation, confidential information may only
be disclosed by express judicial determination, and such information must be used for
professional purposes.

e §1 — Disclosure of the information referred to above to third parties or
professionals not involved and/or authorized to receive it is prohibited.

e §2 — Under no circumstances shall the use of confidential information be
permitted to obtain any personal advantage, for oneself or for others, under
penalty of applicable legal measures.

Article 12

The use of e-mail, fax, telephone, or any other communication system within LAB245 is
permitted, provided it does not interfere with work.

Single Paragraph — Any personal information disclosed through these systems will not
be considered confidential.

Article 13

The use of pagers, notebooks, cell phones, or other communication devices for
personal purposes is prohibited in any internal areas of the company, except in cases
expressly permitted by the managers of specific areas.

CHAPTER VIl - PUBLIC REPRESENTATION OF LAB245

Article 14
Only the General Director is authorized to make statements or grant interviews on
behalf of LAB245.
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Single Paragraph — The General Director may exceptionally authorize an Employee
and/or Collaborator to provide statements or grant interviews on behalf of LAB245.

CHAPTER VIIl - CONFLICT OF INTERESTS

Article 15

It is the responsibility of each Employee and Collaborator to carefully evaluate and
avoid any situation that characterizes or may lead to a Conflict of Interests, giving
priority to LAB245’s interests over personal or third-party interests that may influence
their decisions, actions, services, or activities carried out on behalf of LAB245.

Article 16
A Conflict of Interests may occur mainly, but not exclusively, in the following situations:

I.  Performing another activity or acting as attorney, consultant, advisor, or
intermediary of private interests that, by their nature, are incompatible with the
duties of their functions;

II.  Disclosing or using information obtained through their functions, which is not
public, for the purpose of obtaining personal or third-party benefit;

lll.  Participating in administrative proceedings investigating infractions in which a
spouse or relative, by blood or affinity, in a direct line or collateral line up to the
third degree, or a close friend, is a party;

IV.  Favoring or harming any person or company in administrative proceedings,
which must strictly follow the normal procedures of the activity performed.

CHAPTER IX - PROHIBITION OF THE USE OF INSIDE INFORMATION

§1 — All Employees and Collaborators must ensure the confidentiality of any
information to which they have access and which has not yet been disclosed to the
investing public.

§2 — Disclosure of inside information is permitted only when necessary for the conduct
of company business and only if there are no reasons or indications to presume that
the recipient will misuse the information.

Article 17
Any violation of the disclosure or use of inside information by an Employee or
Collaborator will subject the offender to the penalties provided by law.

CHAPTER X - INFORMATION SECURITY

Article 18

Each Employee and/or Collaborator with access to LAB245’s System will have a
personal and non-transferable password, which must not be disclosed or shared. The
holder is responsible for safeguarding and correctly using it.
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Article 19
Regarding documents used in the workplace, the following measures must be adopted:

I.  Exposure of documents must be avoided.

Article 20

It is the responsibility of all LAB245 Employees and Collaborators to control access and
monitor the actions of third parties during the period they are inside the company’s
facilities.

CHAPTER XI - BEHAVIORAL ISSUES AND INTERNAL STANDARDIZATION

Article 21

The rules set forth in the following sections are basic, habitual, and mandatory
behavioral guidelines that must be followed and respected by all LAB245 Employees
and Collaborators.

Section | — Greetings and Telephone Contacts

Subsection 1.1 — External Calls

Article 22

When receiving external calls, it is mandatory that the greeting include the name
“LAB245,” followed by the identification of the Collaborator.

e All support calls must be registered in the workflow, and the protocol number
must be provided to the client.

Subsection 1.2 — Transferred or Internal Calls

Article 23

When transferring calls, it is mandatory to inform the recipient who (User or not) is
waiting for the call to be answered.

Single Paragraph — This procedure aims to avoid embarrassing or uncomfortable
situations with third parties.

Article 24
In transferred or internal calls, informal treatment is permitted, but hostile or
disrespectful treatment is not tolerated.

Article 25

Any attitude contrary to the provisions above must be immediately reported to the
Compliance Management, which is responsible for monitoring and ensuring
compliance with these rules.

Section Il - Consumption of Alcoholic Beverages, Tobacco, and Toxic
Substances

Article 26
The consumption of the following substances is strictly prohibited within LAB245’s
premises:
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l. Alcoholic beverages — permitted only, without abuse, when receiving a client for
software presentation or during LAB245 celebrations;

II.  Cigarettes, cigars, cigarillos, pipes, or any other smoking product, whether
derived from tobacco or not;

lll.  Toxic substances and/or narcotics of any kind.
§2 — Smoking will only be tolerated when carried out outside LAB245’s

premises.
Section Il — Minimum Clothing Requirements
Article 27

To preserve the personal image of Employees and Collaborators, as well as LAB245’s
image, the following clothing items are prohibited:

I.  Jeans and t-shirts when visiting clients;
[I.  Shorts (both male and female);
Ill.  Flip-flops;

IV.  Other types of clothing considered inappropriate by the General Director.
Single Paragraph — The General Director may authorize the use of the clothing
items mentioned above in certain circumstances.

Article 28
The Administrative Director is responsible for monitoring compliance with minimum
clothing requirements.

Section IV — Department Duty Shifts

Article 29

To maintain the quality of service to Users, it is advisable that at least one professional
remain in each LAB245 Department during the entire regular work period, including
lunch breaks.

Single Paragraph — The complete absence of personnel in a Department will only be
allowed in the following cases:

I.  When the Department has only one professional with a regular 8-hour daily
schedule;

II.  When meetings involve all Employees and Collaborators of the Department;

lll.  With the knowledge and authorization of the Director responsible for the
Department.

Section V — Marketing and Disclosure of LAB245’s Image
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Article 30

Employees and Collaborators must safeguard LAB245’s image, following the
instructions provided regarding materials developed that involve LAB245’s brand and
name.

Article 31
The following guidelines must be respected regarding LAB245’s brand:

I.  Approval by the General Director is mandatory for any type of advertisement or
publicity, as well as promotions, partnerships, sponsorships, or any form of
disclosure of LAB245’s image.

CHAPTER XIl — PROHIBITION OF RECEIVING PAYMENTS, GRATIFICATIONS,
AND FAVORS

Article 32

Employees and Collaborators are prohibited from requesting or receiving, for
themselves or others, any item of value or benefiting from favors in exchange for
business with LAB245, personal favoritism, or the provision of confidential information.

e §1 - Employees and Collaborators are also prohibited from giving, receiving, or
promising, on behalf of LAB245, anything of value to employees of another
financial institution or of a different nature in relation to any business, with the
intent of illicit activities or in disagreement with this Code.

e §2 — Those who receive payments or benefit from favors, as described above,
will be subject to Administrative Proceedings with the application of penalties
provided in this Code and current legislation.

CHAPTER XIll - GENERAL PROVISIONS

Article 33
This Code of Conduct enters into force on July 1, 2008, and its content is made
available on LAB245’s intranet under the Internal Publications section.

I.  All Employees and Collaborators shall be made aware of this Code of Conduct.

II.  Anyone who fails to comply with the Code of Conduct will receive a written
warning signed by their superior.

lll.  The warning will be filed in the Employee’s personnel folder.



