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Announcement (Translation)

HR/A/003/2021
COVID-19 Preventive Measures in the Head Office (Additional)

Due to alarming levels of spread within Bangna and Samutprakarn areas, the company is hereby

announcing additional preventive measures in the office building.

1.

Each department head to consider increasing numbers of WFH staff to as many as possible.
However, please ensure that the increasing numbers will not halt the operation. (You may consider
staff who are taking public transportation to work.)

Canteen space to be divided into two zones. (Specific lunch time slot designated by floor as
previously announced.) Please sit in the designated zone.

Avoid physical contact as much as possible, especially when you need to contact staff in other
floors. Switch to Line, E-mail, and telephone.

Internal messenger will drop off document to the designated drop point: at the back of each floor
and will not walk into the departments. The drop-off time will be on specific schedule every 1 hour
from 8.00 am - 5.00 pm. In case of urgent document, the messenger will call department
representative to pick up. Department representative will be responsible for delivering document
to the particular recipients within his/ her department. All document should be internally distributed
by that respective department.

If there is any positive confirmed case of COVID-19, the company will be shut down for one day
for disinfection.

The other staff who work on the same floor with COVID-19 infected staff or any close contacts
from the other floors must be home-quarantined for 14 days.

After that required one day building disinfection, WFH staff members who work on the same floor
with the infected staff will return to the office as substitutes for members who are home-quarantined
and the infected. Staff on the other floors or not in close contact can continue to work, but need to
observe themselves. Ifthey have developed symptoms, they must alert their supervisors and Human
Resources Management department right away. They will then also be home-quarantined for
observation.

The company will impose disciplinary actions on anyone who has violated these preventive
measures, including anyone who has concealed suspected or confirmed cases, and anyone who
refuses to give full cooperation to the designated persons.

At any time these additional preventive measures may be adjusted to the suitability of the changing
and on-going situation. Should you have any question please contact SPG at 8121 or 091 773
6161or ASN at 8002 or 091 773 6108

Fighting against the spread of COVID-19 is our collective responsibilities. We should protect

ourselves, family members, and colleagues to make sure we are all safe from the infection by taking all the
precautionary measures and strictly follow the Company’s and the Government’s guidelines/
recommendations/regulations. Stay safe!!!

Please be informed accordingly. This announcement is published on 12 January 2021.

(Mr. SuraSak Osathanugraha)
Assistant Managing Director



