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1. PURPOSE AND SCOPE OF THE REGULATIONS

These regulations set out the procedures concerning ethical issues at the 
Imprensa Nacional – Casa da Moeda, S. A. (INCM) and the coordination of the 
bodies with responsibilities in this area - the Ethics Committee and the Board of 
Directors, under the INCM's code of Ethics and Conduct.

2. COMPOSITION OF THE ETHICS COMMITTEE

2.1. The Ethics Committee is made up of 5 members, including its chairman, one 
of whom is a representative of the INCM's Employees' Council.

2.2. The Employees' Council informs the Board of Directors of its choice of repre-
sentative, and the remaining members are appointed directly by the Board of 
Directors, based on that defined in 2.3.

2.3. The make-up of the Ethics Committee must represent the diversity of the 
INCM's population in terms of:

- a) Gender;

- b) The geographical locations of the work positions of its employees;

- c) The types of activities of its employees..

2.4.The members of the Ethics Committee are appointed for two year terms, and 
they may be reappointed.

2.5. The composition of the Ethics Committee is disclosed publicly both inside 
and outside the company.
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3. RESPONSIBILITIES OF THE ETHICS COMMITTEE 

3.1. The Ethics Committee is responsible for the following:

- a) Assessing and deciding on undue practices, based on conducting 
proceedings and drawing up the respective reports;

- b) Filing the proceedings that are conducted for undue conduct and 
practices;

- c) Proposing any corrective actions considered suitable, in accordan-
ce with the methodology defined in the current management system;

- d) Proposing disciplinary actions to the Board of Directors, in accor-
dance with current labour legislation, based on evidence of wrongful 
labour found during undue practice proceedings;

- e) Informing the Board of Directors about the performance of the 
organisation in terms of the application of the Code of Ethics and Con-
duct and of the Ethics Committee, at least every six months;

- f) Assessing how suitable the Code of Ethics and Conduct and its re-
lated procedures are for the requirements of the company, at least once 
every two years, and proposing updates if necessary;

- g) Proposing adjustments to the Committee's operating regulations, 
whenever thought to be necessary;

- h) Providing opinions about ethical issues, when requested;

- i) Monitoring the evolution of good practices and recommendations 
on ethics in corporate governance issues;

- j) Proposing management policies and instruments to the Board of 
Directors on the topic of business ethics, in accordance with -i).
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3.2. The chairman of the Ethics Committee is responsible for the following:

- a) Receiving notice of undue practices;

- b) Conducting or ordering undue practice proceedings by appointing 
one or several members of the Ethics Committee;

- c) Submitting all of the proceedings that have been conducted and 
their respective reports to the Ethics Committee for a decision;

- d) Appointing one or more members of the Ethics Committee to 
coordinate or collaborate on the follow-up to the investigation, when 
justified;

- e) Monitoring each of the undue practice proceedings until their clo-
sure and, where necessary, establishing connections with the notifying 
party;

- f) Calling meetings of the Ethics Committee;

4. OPERATION OF THE ETHICS COMMITTEE

4.1. The committee meets quarterly, or whenever convened by its chairman, or 
on the initiative of at least three of its members.

4.2. Ethics Committee decisions must be taken by a majority. The chairman 
has the deciding vote in the case of a tie.

4.3. Minutes are drafted of all meetings.

4.4. Once the work is complete, the Ethics Committee informs the Board of 
Directors of its conclusions and proposes any corrective or disciplinary ac-
tions that it believes to be necessary.
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5. SUPERVISION OF THE ETHICS COMMITTEE

The Board of Directors is responsible for supervising the activities of the Ethics 
Committee and carries out the following activities:

- a) Appoints and replaces members of the Ethics Committee;

- b) Approves the Ethics Committee's regulations;

- c) Assesses the performance of the company and the Ethics Committee 
on the application of the Code of Ethics and Conduct;

- d) Approves the corrective actions proposed by the Ethics Committee;

- e) Decides on conducting disciplinary actions, as proposed by the 
Ethics Committee;

- f) In the last instance, ensures that the company's Code of Ethics and 
Conduct is applied correctly.

6. NOTIFICATION OF UNDUE PRACTICES

6.1. The company's employees, suppliers, customers and other interested parties 
must provide notification of any undue practice committed by company em-
ployees.

6.2. Notifications should be made in writing and sent by letter or email to the 
chairman of the Ethics Committee.

6.3. Any illegal, immoral or illegitimate behaviour, actions or omissions that oc-
cur within the sphere of control of the INCM and that infringe the rules establi-
shed in its Code of Ethics and Conduct are considered as "undue practices".

6.4. The notification must contain the following information:

- a) The identification of the notifying party (optional);

- b) Detailed description of the facts of the notification;

- c) Contact details (telephone number, email or address), should the 
notifying party wish to receive information about their notification.
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6.5. The following notifications are rejected:

- a) Those that are not based on the principles of good faith;

- b) Those that do not show constructive and responsible conduct on the 
part of the person making the notification;

- c) Those that do not contain all the information required for conduc-
ting the proceedings and where it is not possible to contact the person 
making the notification.

7. CONDUCTING THE PROCEEDINGS TO INVESTIGATE UNDUE PRACTICES

7.1. The investigator or work group in charge of conducting the process must 
draw up a report, within two weeks following the date on which the notification 
is received, as per the following procedures:

- a) A description of the notified situation and of the ascertained facts 
that are relevant to its assessment;

- b) A reasoned opinion on the classification of the situation as an infrac-
tion of the company's Code of Ethics and Conduct and on the potential 
levels of risk that the situation may cause. The assistance provided for in 
10.3 may be requested;

- c) The source of the information that is provided should not appear in 
the report.

7.2. The report is submitted to the Ethics Committee which, during a meeting of 
its members, must decide on the following:

- a) The classification of the events that are notified as an infraction of 
the Code of Ethics and Conduct;

- b) The need to continue with the investigation to comprehensively 
clarify the facts, consequences and those involved.
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8. CONCLUSION OF THE PROCESSES

8.1. As a general rule, processes must be concluded within a maximum of 2 
months counted from the date on which the respective notification is received.

8.2. The chairman of the Ethics Committee must inform the person who provi-
des notification of the undue practice of the final conclusions, via the communi-
cations channel used by the latter party to send the notification.

9. ANONYMITY AND PROTECTION FOR THOSE MAKING NOTIFICATIONS

9.1. Any form of retaliation against anyone providing notification of undue prac-
tices is expressly prohibited.

9.2. Any person providing notification of undue practices is guaranteed anony-
mity if this is expressly requested.

10. INDEPENDENCE OF THE ETHICS COMMITTEE

10.1. The Ethics Committee is a body that is independent of the company's other 
organisational structures.

10.2. The members of the Ethics Committee must ensure that they fulfil their 
functions with independence, impartiality and good faith.

10.3. The Ethics Committee may request support, consultancy or cooperation 
from any of the company's areas, as long as this favours the good progress of 
the work.

10.4. The Ethics Committee also answers directly to the Board of Directors. 
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11. CONFIDENTIALITY

11.1. All notification of undue practices will be treated as confidential.

11.2. The following people are bound by professional secrecy:

- a) Members of the Ethics Committee;

- b) Members of the Board of Directors;

- c) Anyone who is given access to the respective content during a pro-
cess to investigate undue practices.

12. CONFLICTS OF INTERESTS

12.1. Should notification be received of undue practices that may create a conflict 
of interests with one or more members of the Ethics Committee, these parties 
must inform the remaining members of the Committee and excuse themselves 
from participating in the process.

12.2. Should the situation described in 12.1 involve the representative of the Em-
ployees' Council who sits on the Ethics Committee, this party must be tempora-
rily replaced by another member of the Employees' Council.

12.3. Should the situation described in 12.1 involve the president of the Ethics 
Committee, the process should be conducted by another member of the Ethics 
Committee appointed expressly by this body.

13. MODIFICATIONS TO THE REGULATIONS

The INCM reserves the right to modify these regulations whenever justifiable.

14. APPROVAL OF THE REGULATIONS

These regulations were approved by the Board of Directors on the 29th of De-
cember 2011, coming into effect as of this date.
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