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Tip-off Management Regulation

Chapter One General Principles

Article 1 The Regulation is hereby prepared in order to regularize whistle-blowing processes,

strengthen the supervision on the company’s operation and management work by the company’s

employees, stakeholders and all sectors of the society, safeguard the legitimate rights and interests

of the whistle-blowers, create a climate with district discipline and high integrity, and ensure the

achievements of business target and sustainable, stable and robust development of the company.

Article 2 This Regulation is applicable to all employees, stakeholders (including but not

limited to dealers, suppliers, consultants and service providers) and other social organizations. All

employees and stakeholders of the company can be whistle-blowers, having the right of

supervision and whistle-blowing. The management at all levels and employees with certain

authority should be subject to the supervision by employees, stakeholders and all sectors of the

society.

Article 3 Handling of tip-offs should follow the principles of quick, effectiveness and closed

-loop management.

Article 4 Acceptance and handling procedures for tip-offs should be in accordance with the

Regulation.

Article 5 The sector receiving tip-offs is the Discipline Inspection Office, which is the joint

office of the company’s Discipline Inspection Committee and the Integrity Inspection Committee.

Article 6 After receiving tip-offs, the Discipline Inspection Office should make a serious

investigation. On the basis of fact, the office should deal with them in accordance with the

company’s relevant rules and regulations.

Chapter Two The Acceptance Scope and Manner of Whistle Blowing

Article 7 Whistle blowing means that employees and stakeholders disclose such actions that

have infringed on or are to infringe on company’s legitimate rights and interests (such as property
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and reputation) and public interest, or violate company’s rules and regulations as well as national

laws and regulations. The Regulation is applicable to the following wrongdoings:

(1) Seeking personal gain, embezzlement, taking bribes and other favoritism actions;

(2) Abuse of power, recklessly squandering the company’s property;

(3) Intentional destruction of equipment, tools, and other company’s property;

(4) Divulging company’s secrets or people privacy;

(5) Holding positions in other companies or running the same business as the company;

(6) Engaging in fraud in the name of the company;

(7) Making a false report on business performance, concealing accidents, etc.

(8) Neglect of duty such as do not take active actions to deal with preventable accidents;

(9) Theft and misappropriation of assets;

(10) Other actions violating SDLG Uncorrupted Employment Provisions;

(11) Actions repeatedly or badly violating company’s rules and regulations, or infringing on

the company’s rights and interests

Article 8 Whether signed or anonymous, tip-offs must be handled.

Article 9 The company accepts complaints or tip-offs about corruption from its employees

and the public. Whistle-blowers can provide wrongdoing information by telephone, E-mail, letter,

the Internet, face-to-face communication and other methods. The respondent’s name, department,

as well as details and evidence of wrongdoings may be provided. The contact address are as

follows:

Whistle-blowing E-mail: jubao@sdlg.com.cn

Whistle-blowing telephone: 0539-8785675 0539-8785615

Whistle-blowing mailbox: Discipline Inspection Office, Shandong Lingong Construction

Machinery Co., Ltd., Economic & Technological Development Area, Linyi City, Shandong

mailto:jubao@sdlg.com.cn
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Province.

Chapter Three Acceptance Procedures of Complaints and Whistle Blowing

Article 10 The company publishes the phone number and relevant whistle-blowing methods

in a prominent position on the company’s website or the working platform of the relevant business

module, sets up a mailbox or complaint box, and publishes an E-mail address. The secretary of the

Party Committee, the secretary of the Committee for Discipline Inspection, people from both

Legal Affairs Department and Party & Union Department are responsible for receiving tip-offs.

Article 11 The whistle-blower shall truthfully provide information, and the tip-off should be

detailed and specific, including the time, place, course and people involved. Evidence materials

and witnesses information shall be attached. Whoever spreads rumors, frames others up, slanders

others, commits perjury or provokes incidents shall be punished in accordance with the

Regulation.

Article 12 Acceptors should, with open arms, serve whistle-blowers who provide tip-offs by

parole, and take interview records seriously. The records should be transmitted to the

whistle-blowers for verification and signing.

Article 13 If tip-off material such as letters, E-mail and online complaints are signed, the

whistle-blowers should be got in touch with in a confidential manner to protect the

whistle-blowers.

Article 14 The Discipline Inspection Office should make registration according to the letters,

E-mail, online complaints, phone records and interview records, and fill out the Tip-off

Registration Sheet. The registration of content include: whistle-blower’ name, company,

department, position, acceptance time, reason, time, place, course, people involved, etc.

Article 15 In order to protect whistle-blowers, the name, department, position and contact

information of the whistle-blower shall only be used when investigating and collecting evidence

from them or let them know the result of handling. The whistle-blower’s information shall not be

used on any other occasions. Otherwise, punishment shall be imposed according to this

Regulation.
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Article 15 The tip-off material should be kept and used safely. It is prohibited to disclose

tip-offs to the people who may take a toll on whistle-blowers. For anonymous tip-off material, it is

forbidden to identify chirography and voice.

Chapter Four Investigation and Handling of Whistle Blowing

Article 17 The Discipline Inspection Office shall hand in Tip-off Registration Sheet to deputy

director (held by secretary of the Committee for Discipline Inspection) of Integrity and Discipline

Inspection Committee for verification within two working days. According to the nature and

severity of cases described in tip-offs, the opinion that the investigation is done by the Discipline

Inspection Office alone or by the investigation team headed by the Integrity and Discipline

Inspection Committee should be offered. The investigation will be done after the director of

Integrity and Discipline Inspection Committee approves the opinion.

Article 18 The Discipline Inspection Office or the investigation team shall investigate into

and deal with cases described in tip-offs according to law within 30 days from the next day of

receiving tip-offs, and inform the whistle-blower of the result of handling. If cases are complicated

and cannot be resolved within the required time, the Discipline Inspection Office and the

investigation team shall make explanation to the whistle-blowers and extend the reply time, but

not exceed 90 days.

Article 19 If the company entrust others to investigate into cases, the Discipline Inspection

Office or the investigation team should report the investigation results and offer handling opinions

within 30 days. If it is impossible to find out the fact at that time, the investigation process should

be reported within required time.

Article 20 The Discipline Inspection Office or the investigation team shall conduct the

investigation in a confidential manner. Any person participating in the investigation shall not

disclose the progress of the investigation on any occasion, nor shall he/she be allowed to inform

the respondent, otherwise he/she shall be punished according to this Regulation.

Article 21 the Discipline Inspection Office or the investigation team shall hear the

respondent’s defense when dealing with a case.
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Article 22 If departments refuse to cooperate with or poses an obstacle to the investigation,

and retaliate against whistle-blowers, the related people and the head of the department will be

punished.

Article 23 Upon completion of any investigation, a full written report shall be made by the

Discipline Inspection Office or the investigation team.

Article 24 If wrongdoings described in tip-offs don’t exist according to the investigation, the

Discipline Inspection Office or the investigation team should truthfully make explanations. The

respondent shall not taunt or retaliate against the whistle-blowers.

Article 25 if wrongdoings exist but have minor influence, the Discipline Inspection Office or

the investigation team need to require respondents to correct mistakes.

Article 26 If the tip-off is true and the wrongdoing is serious, the Discipline Inspection Office

or investigation team shall, in accordance with SDLG Uncorrupted Employment Provisions, offer

opinions on the respondent punishment, and the respondent would get punished after the opinion

get approved by the Integrity and Discipline Inspection Committee of the company; Whoever

violates the law shall be judged by the judiciary authorities.

Article 27 For the management problems found in the process of case investigation and

handling, the Discipline Inspection Office or investigation team shall provide handling opinions

and submit them to the leaders of the company for approval. After approval, the handling will be

done within the given time and then notify the whole company. When necessary, the position of

relevant person shall be adjusted. At the same time, the company should improve relevant working

methods and the management system.

Article 28 After the completion of the case investigation, the Discipline Inspection Office or

the investigation team shall inform the whistle-blowers of the result in writing within 5 days after

the completion of the case handling.

Article 29 If the whistle-blower is still dissatisfied with the result or the case has not been

resolved, the Discipline Inspection Office or the investigation team should make reasonable

explanation. And then the case will be handled by the director or deputy director of the Integrity
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and Discipline Inspection Committee.

Article 30 The Discipline Inspection Office shall keep all relevant information, including the

Tip-off Registration Sheet, telephone records, interview records, evidentiary materials,

investigation reports and handling opinions.

Chapter Five Incentive Mechanism

Article 31 If the responsible person violates the Regulation, fails to complete the

investigation and handling of cases within the specified time, and fails to inform the handling

results of the whistle-blowers, the company will give the responsible person a warning and

punishment, and impose a negative incentive of 200 yuan at the same time. If losses are caused,

the responsible person shall be liable for compensation.

Article 32 If the following actions violates the Regulation, the responsible person will be

issued weighty warning, demoted or removed from office (managerial staff only). A negative

incentive of 500-2000 yuan is imposed at the same time. If it is serious, the labor contract would

be terminated. The responsible person will be in list of dishonest persons or judged by the

judiciary authorities.

(1) Spreading rumors, framing others up, slandering others, committing perjury or

provoking incidents;

(2) Disclosing whistle-blower information to the respondent;

(3) Divulging the investigation progress of complaints or whistle-blowing;

(4) Informing the respondent;

(5) Refusing to cooperate with or poses an obstacle to the investigation;

(6) Retaliating against whistle-blowers.

Article 33 After nominated by the Discipline Inspection Office or the investigation team and

approved by the Integrity and Discipline Inspection Committee, the people providing tip-offs and

assisting investigation will be awarded 500-3000 yuan.



7

Chapter Six Supplementary Articles

Article 34 This Regulation is interpreted, modified and supplemented by the Discipline

Inspection Office.

Article 35 The Regulation shall be implemented from the date of issue upon approval by the

director of the Integrity and Discipline Inspection Committee.

Article 36 Appendices of the Regulation:

(1) Tip-off Registration Sheet

(2) Tip-off Acceptance Flow Chart
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Appendix 1

Tip-off Registration Sheet

Registration
Date

Registered by 编号 NO.

Key words

Content
summary

Whistle-blower
Whistle-blowing

Date
Respondent content

Manner
Contact

information
Notes

Handling
opinion

Deputy
director of
Integrity and
Discipline
Inspection
Committee

Director of
Integrity and
Discipline
Inspection
Committee

Notes This sheet will be kept as a confidential record forever.
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