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CONSENT DECREE

This action was filed on September 10, 2001, by the Equal Employment

Opportuhity Commission ("EEOC"), an agency of the United States, aHeging that Morgan

Stanley & Co" Incorporated and Morgan Stanley Dean Witter & Co. ~col1ectively "Morgan

Stanley") violated Title VII of the Civil Right!:. Act of 1964, as amended, and Tille I of the Civil

Rights Act of .1991, by engaging in a patteD! or practice of discrimination against Allison
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Schieffelin ("Schieffelio"), a woman, and other women in Morgan Stanley's Institutional Eyuity

Division world wide ("IED") at tile levels of (i) Exempt Non-Officer eligible to be promuteu to

Vice-President (im.:1Ulling'but not limited to Associate and Professional); (ii) VIce-President; (iii)

Principa1.or Executive and (iv) Mflnflging Director, by failing to fairly promote and compensate

them and by discriminating against them in temlS, conditions and privileges of employment, The

Commission further alleged that Morgan Stanley retaliated against and terminated Schieffclill for
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asserting her rights under Tille VII by c umplainillg a bout sex discrimination (hereinafter" the

EEOC Complaint"). On October 15, 7001, Schieffelin was granted leave to mtcrvcne as a

plaintiff and filed her 0\\'11 Complaint, alleging violations of Title VII as well as stale und local

fmti-rliscrimination laws (hereinatler "the Schieffelin Complaint"). Collectively EEOC, Morgan

Stanley and Schieffelin arc referred to as the "parties."

Morgan Stanley denies any \vrongdoing or liability to EEOC or Schieffelin and

contends that it has, at all times, treated its women employees and Schieffelin fairly and

equitably in all temls, conditions and privileges of employment, including promotion and

compensation.

The parties agree that it is in their mutual interest to fully resolve this matter

without further litigation.

In consideration of the mutual promises of eoch party to this Consent Decree, the

sufficiency of which is hereby acknowledged, it is agreed and ORDERED:

Section 1: Jurisdiction

1. The parties agree that this Court has jurisdiction over the subject malleT of

this action and over the parties, that venue is p roper, and that all administrative prerequisites

have been met

2. 1\0 party shall contest the jurisdiction of this Court to enforce this Consent

Decree.

Seclion2: Scope o[the Consent Decree

3, This Consent Decree resolves all issues raised by EEOC Charge Numbers

160-99-0423, 160-AO-2451 as amended, 160-2004-000974 and 160-A3-0008G5, and the EEOC

Complaint, and constitutes a complete resolution of all claims raised in the EEOC Complamt.
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EEOC hereby releases Morgan Stanley with respect to any and all such claims. This Consent

Decree also constitutes a resolutIOn of all claims that were or could have been raised by

Schicffclin against Morgan Stanley, as described in Section 6 below. EEOC and Morgan Stanley

further agree that this Consent Decree docs not resolve any Charges that may be pending with

EEOC other than those specifically referred to in this paragraph or those that may be released by

claimants in the Claims Process set forth in Section 7 below. Naming in this Consent Decree

should be construed to preclude EEOC's righl to process, in accordance with its procedures, such

pending and any future charges filed against Morgan Stanley under Title VII.

4. This Consent Decree shall remain In effect for three years from the date of

its entry.

5. Unless othern'ise indicated, this Consent Decree governs only lED.

6. As used herein, "Covered Employees" are dcfined as: (a) women

employed in the United States in lED at the levels of 0) Exempt Non-officer eligible to be

promoted to Vice-President (including but not limited to Associate and Professional), (ii) Vice

President, (iii) Principal or Executive Director or (iv) Managing Director and (0) [I;;:lllale

American citizens employed in lED at those levels in offices outside of the United States

(hereinafter "Covered Employees"). The tcnu "covered position" means those positions

identified in (i) through (iv) of this paragraph.

Section 3: No Admission or Determination o[tlle Merits

7. This COllSI;;:Ilt Dc\.;ree Joes not conslilute and shall not be deemed to be an

admission hy any Pflrty .'lhout the merits, validity or accuracy of any of the allegations, claims or

defenses of any other party. By entering into this Consent Decree, Morgan Stanley does Hol
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admit, but in fact denies, that it has violated Title VII of the Civil Rights Act of 1964, as

amended (42 V.S,c. § 2000e ct St:XI.) and any olher fair employment practice la\v.

Section 4: Inlwlctions

8. Morgan Stanley and its agents arc enjoined during the lenn of this Consent

Decree [rom viobLing Title VI! by discriminating against Coven:d Empluyees in promotion and

compensation on the basis of their sex.

9. Morgan Stanley a od i ts agents are enjoined from violating Title VI] by

retaiJaling agaifl~l \1,iOmCll employees fur asserting any rights under Title VII or participating in

this case as claimants, witnesses or in any other way_

Section 5: MonctaryRelief

10. Morgan Stanley shall pay a Tolal Scttlelllt:nt Amount of $54 million. Of

that sum, 540 million shall he paid within 30 days of the entry or thIs Consent Decree mto a

Claim Fund to be used to pay awards to claimants pursuant to the Claims Process described in

Section 7 below, That $40 million SWll shall be deposited into a bank account bearing an interest

rate in effect at such bank for commercial, interest-bearing short-term accounts. Any interest

earned OIl the account shall become part of the Claim Fund. Of the Total Settlement AmoWlt,

$2 million shall be spent on costs incurred in implementing Sections 10 through 16 of this

Consent Decree.

J1. The Fund Administrator, a Morgan Stanley employee, ~hall be responsible

[or distributions from the Claim Fund, which shall he made in accordance with the tenns of this

Consent Decree, and onty upon agreement of EEOC and Morgan Stanley or by order of the

Court. TTpon five (hys notice, EEOC may inspect the records of the Claim Fund.

Scctio]) 6: Relief for Allison Sehieffclin
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• 12. EEOC, in its sole discretion and without Morgan Stanley's involvement,

•

•

has allocated $12 million of the Total Settlement Amount to Schietfclin to resolve all her claims

regarding termination of her employment.

13. Schieffelin retains the right to submit a claim to the Special Master in the

Claims process described in Section 7 for (a) discrimination on the basis of sex in promotion,

compensation, or terms, cOllditjOfl~, or privileges of employment, and (b) retaliation occuning

between January 1, 1995 and October 24, 2000, excluding any claims related to the tennination

ofher employment.

14. Schieffelin and Morgan Stanley have entered into a Stipulation of

Settlement, which will be "so ordered" by the Court, and Schicffc1in may seck enforcement of

[his Section of the Consent Decree.

Section 7: Claims Process

15. EEOC and Morgan Stanley have selected Judge Abner J. Mikva as a

Specla] M aster to determine the appropriate awards, if any, to be paid to claimants from the

Claim Fund and thereby to avoid further adversarial court proceedings. The Claims Process is

described in Appendix A. Potential Claimants are women employed ina ffiecs in the United

States or female American citizens employed in offices outside the United States in covered

positions in lED at any time from January 1, 1995, to the date of the entry of this Consent

Decree. Ahsolute quasi-judicial immWlity shall attach to actions taken by the Special Master in

the scope o[his or her duties pursuant to this Consent Decree.

16. Morgan Stanley shall pay the hourly fee and expenses of the Special

Master from manics other than the Total Settlement Amount.
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• 17. In the event the total amount ofmollcy awarded under the Claims Process

•

•

IS less than the total amount of the Claim Fund, the remaimng money shall be used dUring the

period of the Consent Decree to fund scholarship programs at institutions or organizations for

female students pursuing careers in the financial services industry. In the event the parties are

unable to agree as to the specific institutions or organizations, the matter will be submitted to the

Special Master [or consideration.

18. In the event a claimant refuses to accept an award and execute the required

release, the amount of the award will be placed in escrow and used only to settle or :satisfy any

subsequent claim brought by her (but not tor Morgan Stanley's leEal fees). If no claim is

brought within one year of her rejection of the award or any applicable statute of limitations,

whichever is later, the amount in cscrmv shall be used to fund scholarship programs as described

in paragraph 17, above.

19. Morgan Slanley shall provide any claimant for whom the Court approves

an aW(lrd an additional $1,000 that may be used for attorney's fees to seek legal advice regarding

the effect of signing the required release. This sum shall be paid [rum monies other than the

Total Settlement Amount. Except for this $1,000 payment and the employer's portion of any

taxes as mandated by law, Morgan Stanley is not responsible for any other fees or expenses

incurred by claimants or EEOC in connection with the Claims Process.

20. The names of women participating in the Claims Process and the awards

of the Special Master shall be kept cunfiJt:nlial, and any documents filed with the Court

eonccming the Claims .Process will he tllerlllnrler seal
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• Section 8: Ombudsperson

21. Upon the entry of this Consent Decree, Morgan Stanley shall appoint an

employee of Morgan Stanley approved by EEOC as Ombudsperson. The Ombudsperson shall

be responsible fur (i) uverseeing tllt;; implementation of Sections 10 through 16 of this Consent

Decree, (i1) (Iomillistering the Complaint Policy established in Section 12 of this Consent Decree,

and (iii) ensuring Morgan Stanley's compliance with recordkeeping and repolting ouligatious as

described III Section IS of this Consent Decree_ If the Ombudsperson needs to be replaced,

Morgan Stanley shall within 30 days provide EEOC the rcason therefore and appoint a

replacement Ombudsperson, subject to EEOC's approval. If EEOC determines that the

Ombudsperson is not performing her duties responsibly or that Morgan Stanley has replaced her

for an improper rea5011 or improperly restricted her ability to perform her duties, it may seek

• rellcf from the Court. If the Ombudsperson is replaced, nothing shall prohibit EEOC from

commWlicating with the Ombudsperson regarding the reasons for her leplacernt;nL

22. The Ombudsperson shall enjoy the ful] support ofMorgan Stanley's senior

management and shall be provided the resources necessary to perform her responsibilities. If at

any time the Ombudsperson detennines that she does not have such support or resources to

adequately perform her responsibilities and that she cannot resolve the issue with management,

she shall promptly notify EEOC.

Section 9: Outside Monitor

23. EEOC and Morgan Stanley have agreed that Paul Shechtman shall serve

as Outside Monitor during the period ofthis Consent Decree.

24. Morgan Stanley shall pay the hourly fee and expenses ofthc Monitor from

• monies other than the Total Settlement AmUUllL
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• 25. 111C Monitor shall he provided (i) access to Morgan Stanley's training

programs described III Sections 1Uand 11; (Ii) COPleS of the annllal Promotion and Compensation

Analysis described in Section 14; (iii) copies of the Exit Interviews described in Section 15, (iv)

copies of complaints initiated under Morgan Stanley's lEU Camplamt Process: Sex

Discrimination, which has been established as part of this Consent Decree; (v) copies of Final

RepOlis, as well as intl:fVit;w reports and documents collected by the Ombudsperson in

connection with her investigations of complaints; and (vi) copies of the complaint database

the performance of his duties.

reports described inS cetioD 13. In addition, the Monitor may rt:tjuesl (and, if so, should be

given) access to any depositions and expert reports: prepared in connection with this matter.

26. The Monitor may request access to Morgan Stanley dOCUmelJt::; related to

• 27. The Ombudsperson shall meet with the Monitor at the Monitor's request.

28. Any lED l:mployee may contact the Monitor, and the Monitor may contact

any LED employee, to address issues that relate to discrimination against Covered Employees on

thebasisofsex. An employee may not be penalizetl for speaking with the Monitor. If the

Monitor becomes aware of issues that should he hroueht to the attention of Morgan Stanley

andlor EEOC so that they may be promptly addressed, the Monitor shall do so, maintaining the

confidentiality uf the employee whenever possible.

29. The Monitor shall review and make recommendations, if any, to Morgan

Stanley eonccming Morgan Stanley's 3nti-<.1iscrimination policies and practices with regard to

Covered Employees. At least once each yenr, the Monitor shall issue a report to Morgan Stanley

and EEOC assessing Morgan St.'Ulley's implemcntation of and compliance with this Consent

• Decree. In his reports, the Monitor should give spec131 attention to whether Morgan Stanley has

8



•

•

•

implemented meaningful programs to address the retention and promotion ofwomcn in JED as

called for in Section 16 of this Consent Decree.

30. The Monitor shall not be deemed an agent of Morgan Stanley or EEOC

for any purpose.

Sectign 10: Management Training

31. Within 60 days of the entry of this Consent Decree, Morgan Stanley shall

hold mandatory meetings for offices with Covered Employees for all IED Managing Directors,

officers with responsibility fur supervising Covered Employees or determining their

compensation or promotion, and Human Resource representatives for lED, including the head of

lED, at which (i) the provisions of this Consent Decree shall be fully explained as well as the

policIes described III Section 12 below; (ii) the Ombudsperson shall be introduced and a detaIled

explanation provided of her new role in lED; (iii) training shall be given on issues of

performance appraisals; compensation and promotion; account assignment; pregnancy, maternity

leave and maternal status; and the complaint process with respect to gender issues; and (iv)

Morgan Stanley's diversity plan with respect to increasing the hiring, promotion and retention of

women in lED (and the best ways (0 implement the plan) will be discussed. The training in New

York City and London shall consist of livc presentations. Employees outside New York City

and London may participate by (J) video conference or, if that is not practicable, (2) audio

conference with web-based video or, if those arc not practicable, (3) videotape. The meetings

will be led by Morgan Stanley's outside counsel.

32. Within six months of the entry of this Consent Decree, Morgan Stanley

shall conduct diversity training for offices with Covered Employees for all lED Managing

Directors, officers with responSibility for supervismg Covered Employees or determining their
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compensation or promotion, and Human Resource representatives for JED, including the head of

IED. The training shall focus on issues of cultural diversity with emphasis on gender issues. It

shall be conducted by an outside person or organization and shall be approved by EEOC.

Employees outside New York City and London may participate by (I) video conference or, if

that is not practicable, (2) audio conference with web-based video or, if those are not practicable,

(3) videotape.

33. For the meetinr;s anri rultuml diversity training mandated in paragraphs 31

and 32 above, Morgan Stanley shall maintain records demonstrating attendance (a dated sign-in

sheet or its equivalent sho\ving how the training was received ~, Jive, videoconterence, etc.)

and (1i) a videotape 0 f 0 ne meeting and one cultural diversity training session in New York.

Cupie;;. of the attendance lists shall be provided to the Monitor. Copies of the videotapes shall be

provided to EEOC and the Monitor. The Monitor shall attend a meeting and cultural diversity

training session in London and repOli on it as Palt of hi,:; repurting duties.

Section II: Anti-DiscrImmation Trainine

34. In each 12 month period after entry of this Consent Decree for offices with

Covered Employees, Morgan Stanley shall conduct aoh-discrimination training for all lED

employees, including Managing Directors nnd Human Resources Representatives for lED. The

three mandatory training sessions shall emphasize issues relating to sexual harassment, sex-based

hostlle environment, appropriate work place conduct and retaliation. In at least one of the first

two years, the training in Ncw York and London shall consist of live prest:ntations. In other

offices that training session shall be conducted by (1) video conference or, if that is not

practicable, (2) audio conference with web-based video or, if those arc not practicable, (3)

videotape. In other yt:ar:,:, the training may be computer-based. The live presentation shall be
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conducted by an outside person or organization illld shall be approved by EEOC, and any

computer-based training shall be approved by EEOC. Training shall commence within ninety

days of the entry oEthis Consent Decree.

35. Any employee nc\yly entering an lED office with Covered Employees

shall receive anti-discrimination training with emphasis on the topics above within two months

ofbis or her eutry. The training shall be appruved by EEOC.

36. Morgan Stanley sh8.11 maintain records (including a dated sign-in sheet or

its equivalent showing how the training ,,,,as received (k, live, video conference, computer, etc.)

demonstrating (I) that alllhlJ employees have successfully compleled the three trammg sessions

mandated in paragraph 34 of this Section and (ii) that new lED employees have received thc

training mandated in paragraph 35. Those records shall be provided to the Monitor in a timely

fashion so that he or she can report on compliance. In addition, Morgm Stanley shall maintain a

videotape of one of tIte live presentatiuns in New York, a copy of which shall be provided to

EEOC <lI1d the Monitor. The Monitor shall attend a training presentation in London and report

on it as part ofhis rcporting duties.
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Section 12: Policies

37. EEOC has reviewed and approved the followIng Morgan Stanley polIcIes

and procedures: (i) Code of Conduct section on Kotification of Litigation, Investigations,

Inquiries and Complaints, (ii) Anti- Harassment Policy, (iii) lED Complaint Process: Sex

Discrimination, (iv) Business Entertainment and Expense Reimbursement policies, (v) rED

Policy on AssiguIIIents, (vi) Promutiun Pulicy and (vii) Paid Parental Leave Policy. These

policies shall hecome effective and 8h811 be posted on the lED website no later than 30 days after

the entry of tillS Consent Decree and shall take precedence over any other related policies. A

copy of the policies are Incorporated by reference herein and attached hereto in relevant p,lrts as

Appendix B.

38. All releases sought by Morgan Stanley in conjunction with a Covered

Employee's separation of employment or settlement of employment discrimination claims shall

include the following languagt in a section entitled "Exceptions"; This agreement does not (i)

prohihit or restrict you from communicating, providing relevant information to or otherwise

cooperating with EEOC or any other governmental auUlOrity with responsibility for the

administration of fair employment practices laws regarding a possihle violation of such laws or

responding to any inquiry from such authority, including an inquiry about the existence of this

Agreerm:nt or ils underlying facts, or (ii) require you to notify Morgan Stanley of such

commlluiealion or inquiry, or (iii) preclude you from benefiting from classwide injunctive relief

a\vardcd in any fair employment practices case brought by any governmental agency, provided

such relief does not result in your receipt of any monetary benefit or substantial equivalent

thereof.
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39. If Morgan Stanley seeks to revise any of these policie~ and HH; n:vision in

any way Implicates anti-discnmmation concem~, it .'\hall submit the proposed revisions to EEOC

[or its comments. Comments shall be made within 3 0 days after the receipt 0 [the pwpu::;oo

revisions. Every four months from the date ofthe entry of this Consent Decree, Morgan St:mlcy

shall submit to EEOC the current versions of all of the policies set forth in paragraph 35 in a

manner that highlights any changes thereto. If EEOC determines that Morgan Stanley has

modified a policy without its consent in a way that implicates anti-discrimination concerns, it

may ask Morgan Stanley to revise the policy, and if th~ issm; is nol resolved within 20 days seek

relief from the Court.

Section 13: Complaint Database

40. Within 60 days of the entry of this Consent Decree, Morgan Stanley shall

develop a computer database to record complaints 0 fsc x discrimination, including retaliation

claims, by ",'omen in I ED in offices in the United States and Covered .tmployees working in

foreign jurisdictions. The computer database will categorize information relating to such

complaints by complainant, alleged offending party, business unit, geographic location, nature of

complamt, flnal detennmation, and action tllken, if any. Information regarding a complaint shall

be added to the database no later than five days after the complaint is received, amI information

regarding the final determination and action taken, if any, shall be added within five days

thereof.

41. Every six rnonlhs, the Ombudsperson shall produce a report from the

database on complaints receIved, with particular focus on patterns of complaints, if any. The

report shall be provided to the head of lED and the management of any business unit in which a
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pattern of complaints has been idl:rJtifJed, and the Ombudsperson shall meet with them to discuss

the report and any concerns of Covered Employees relatine to the work environment in lED.

Section 14: Promotion and Compensation Analysis

42. F::J(~h year during the lenn of this Consent Decree, Morgan Stanley shall

conduct a comparative analysis of the promotion and compensation of Covered Employees and

males In the same positions. The analysis shall be provided to the head of lED and the

management of each business unit to apprize them of the differences, if any, in compensation

and promotion rates on the basis of sex, and the Ombudsperson shall met:l with Ulem to discuss

the analysis and any concerns of women regarding the faimess of the promotion ano

compensation process.

Section 15: Exi! T1l1erviews

•

• 4J. Morgan Stanley shall conduct exit interviews of women in offices in the

•

United States and of Covered Employees in foreign offices \Ovho voluntarily leave rED, to

detennine whether the employee has experienced discrimination on the basis of sex. The

responses shall be recorded and retained for the duration of this Consent Decree. If during the

exit interview any employee raises any concern regarding unfair treatment on the basis of sex,

her statements shall be recorded in the Complaint Database described in Section 13.

Section 16: Programs To Address the Retention and Promotion of Women in lED

44. Morgan Stanley shall expand programs to identify high potential female

employees in lED and to assist them in acquiring the experience and skills for career

advancemenl. As part of the program, the Ombudsperson shall meet at least once a year with

HR and the relevant senior lED Managers to review the perfollmlilce of such women with the

goal of increasing their retention and prospects for promotion.
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45. Murgarl Stanley shall jJrovide mcntorjng for any Covered Employee who

wishes to p3rtiClpa1e in i1s mentoring program. The pro£ram shall pair a Covered Employee with

a senior professional or manager in IED to provide sustained career guidance and support, and

therehy to enhance the Covered Employee's prospect for success at Morgan Stanley.

46. The Ombudsperson shall issue an annual report to the Monitor regarding

these initiatives.

Section J7: Posting

47. Within 10 days of the entry afthis Consent Decree, Morgan Stanley shall

post in consplcuoUS places where employee notices are posted, in offices with Covered

Employees and post on lED's internal website, the Notice afNon-Discrimination annexed hereto

as Appendix C.

48. Within 10 days of the entry of this Consent Decree, Morgan Stanley shall

notify each employee in JED by email that the Consent Decree may be accessed on lED's

internal website.

St:cLiuIl 18: Recunlkt:t:ping

49. Morgall Stanley shall comply with the applicable reeordkeeping

regulations set forth in 29 C.F.R. §1602 et seq. Where a charge of discrimination has been filed,

or an action brought against Morgan Stanley under Title VB, Involving TED, Morgan Shmley

shall preserve all personnel records relevant to the charge or action lll1til final disposition of the

charge or the action. Personnel records relevant to a charge or action include personnel or

employment records relating to the complaining party and to all other employees holding

positions or titles, within the same employment unit as the complaining pat1y, similar to that held

or sought by the complammg party. The date of final disposition of the charge or the action
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mcms the date of e xpiralion 0 [l he::; Lalulory p t;riUl,1 within which the complainillg party Ifl ay

bring an action in a court or, where an action is brought against an employer, the date on which

such litigation is terminated.

50. At the end of one year from the entry of this Consent Decree and each

year thereafter, Morgan Stanley shall submit to EEOC the following information:

a. For each Managing Director position filled within lED by transfer from

another division or outside hire, the employee profile (or resume, if external) of the new

employee and the employee profiles of any other person considered for the position;

b. For each Vice-President and Executive Director position filled within lED

by transfer from another division or outside hire, the employee profile of the new employee;

c. Non-pnvilegcd studics of Morgan Stanley's employment practices that

identify the sex, employment status, selection stalus or other outcome for any promotion for

Associates, Vice-Presidents, Executive Directors, and Managing Directors in IED, if any; and

d. Sex, job title, total annual compensation, and each component thereof for

allI;JIlploYl:e~ allhe ll;vel~ 0[(1) Exempt Non-Officer eligible to be promoted to Vice-President

(including but not limited to Associate and Professional); (2) Vice-President; (3) Executive

Director; and (4) Managing Director in rED. To the extent feasible, the information shoukl bl;

provided in an electronic [offilat acceptable to EEOC with file layout and coding instnlctions.

50. EEOC may monitor compliance with this Consent Decree by making

reasonable requests for records that direcHy relate to allegations of discrimination occurring after

the effective date of the decree. In making such requests, EEOC shall describe the nature 0[1he

alleged discrimination. If Morgan Stanley declines to produce 011 grounus of unreasonableness

or unrelatedness, EEOC may seek relief from the Court.
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Section 19: Miscellam:uus

51. The parties shall continlle to he hound by the confidentiality order agreed

to III this litigatiull except that documents protected thereby may be provided to the Special

Master (or othervl1se used in the claims process) 0 r to the M ouitar. Information provided to

EEOC, Morgan Stanley, the Monitor, or the Special Master pursuant to this Consent Decree and

designated confidential by the provider shall not be disclosed to anyone other than: (i) EEOC

and any experts retained by it to assist it in evaluating the information in connection with this

case; (ii) Morgan SLanley and allY experts retained by it in evaluating the infOllnation in

connection with this case; (iii) the Special Master; (iv) the Monitor; (v) the C:ourt under seal; and

(vi) claimants as reasonably neccssary in the Claims Process. Such information and copies

thereof and reports based thereon will be destroyed or returned to the provider within thirty (30)

days ofthc expiration o[this Consent Decree. The Monitor's reports shall be disclosed onlv to

EEOC and Morgan Stanley. Any person to whom information is disclosed pursuant to this

paragraph shall agree to keep the information confidential and not disclose it to anyone.

52. Morgan Stanley'l:; obligation to collect, maintain amI dislribule

information pursuant to this Consent Decree milY be limited by applicable foreign law_ If a

conflict with foreign law cxists, Morgan Stanley shall promptly bring thc mattcr to the attention

of EEOC, citing the specific foreign law provision at issue. If the matter calUlOt be resolved.

EEOC or Morgan Stanley may seek relief from the Court.

53. This Consent Decree constitutes the entire agreement among EEOC and

Morgan Stanley with respect to the subject matter hereof and may not be modified except in

'''''riting, signed by EEOC and Morgan Stanley and approved by and filed with the Court, except
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that EEOC and Morgan StaHley may agree to amcnd Sections 10-16 and 18 without approval of

the Court.

54. Should Morgan Stanley or EEOC believe that the other purty has breached

any pmvi:::;ion o1'thi:::; Consent Decree, the party shall give notice to the other party detailing the

claimed breach. Thc allegcd breaching party shall then be g ivcn 15 days from receipt of the

notice to cure or respond to the alleged breach. Tfthe issue is not resolved, the complaining parly

shall have the right to apply to the Court for relief. If a party believes it will be prejudiced by

huving to provide the nolice or wait 15 uays thereafter, it may apply directly to the Court for

relief.

55. Except as othcn....isc providcd pursuant to this Consent Decree, and in the

StipulatIon of Settlement between Morgan Stanley and Schieffelin, each party shall bear its own

attorneys' fecs and costs incurred in this action.

56. All communications and documents sent to EEOC by Morgan Stanley

pursuant to the tenus of this Consent Decree are to be sent by fax, ovemight express mail or

hand delivery to EEOC Regiunal Atlurney, New York District Office. All communications and

doclllnents sent to Morgan Stanley by EEOC pursuant to the tennS of this Consent Decree, other
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• than those designutcd fur the Funu Adminisuator, arc to be sent by fax, overnight express mail or

hand delivery to Mark Greenfield, Esquire, 1221 Avenue of the Americas, 5th floor, New York,

New York 10020.

u.s. Equal Employment Opportunity
CUlIlmission

•

•

SO ORDERED

thiS~~~ ,2004

Klchard M. Herman, U.SD.J.

By~FL~j)
Pril1tedName:1)d.f11erlr'Jt'.. ~. 1?1~eLG

Title feq,otJflG !tHoRt~

Dated: 7 /1~/0L-

Morgan Stanley & Co., Incorporated and Morgan
Stanley

Dated 1-1\1.\ 0""

r":. --,..., DO"'UMENT 'VA5 Ei'~T1}RED
1,_:0.,.) ""' _ N 1/ fJ/"y
~'; T"--" r,. J.Cj,{ET 0\,1'" I.J.~ l...>
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CLAIMS PROCESS

1. The ClaIms .Process described herein is intended to provide a streamlined,
fair procedure to pennit the Special Master to determine whether each claimant is entitled to an
award and, if so, the amount of that award.

2. Thl: Special Master shall determine, based on all of the submissions to
him, the amount, if any, to be awarded to each Potential Claimant. No ex-parte discussions will
take place with the Special Master.

3. Within 10 days of the entry ofthi5 Consent Decree, Morgan Stanley shall
send all Potential Claimants (as that teon is defined in paragraph 14 of the Consent Decree) a
Notice of Settlement in the form attached hereto as Exhibit 1. The Notice shall be sent to
Potential Claimants at their last known address by overnight mail or international second day
mail. Morgan Stanley shall make diligent efforts to obtain the addresses ofPotential Claimants
who arc 110 longer in its employ and shall engBEc in reasonahle eflorts to locate any other
Potential Claimants j fr equestcd by EEOe. A 1ist 0 fP otential Claimants and their addresses
shall be provided simultaneously to EEOC, along with mail tracking infonnation.

4. vVithin 30 days of the entry of this Consent Decree, EEOC and Morgan
Stanley shall submit memoranda tu tltt; Special Master, not to exceed 20 pages, setting forth any
background infonnation that may assist the Special Master in resolving the anticipated claims.
Within 30 days thereafter, each party may submit a reply memor::mdum, not to exceed 1() pages,
responding to any information that the other party has presented. The submissions (initial and
reply) may reference deposition testimony and documentary evidence, but may not include any
attaclunents, except that either party may submit no more than rn,·o expert reports prepared in
connection with this matter.

5. Each Potential Claimant w ill be offered the opportunity to file a claim,
with or without the assistance ofEEOe. Any Potential Clairrumt wishing to file a daim with the
assIstance of EEOC, which is in possession of relevant factual infonnation pertaining to
individuals' claims in this lawsuit, shall be required to submit a completed EEOC Assistance
Request Fonn to EEOC by facsimile, overnight express mail or hand-delivery within 45 days of
the entry of thi." Consent Decrec. If a Potential Claimant fails to provide EEOC with a
completed EEOC Assistance Request Form wilhin 45 days of t;nlry uf this Consent Decrt;e,
EEOC will be under no obligation to assist the Potential Claimant in submitting a claim. Any
Potential Claimant wishing to file a claim pursuant to this Con"ent Decree without assistance
from EEOC, shall be required to submit a Statement of Claim as described in paragraph 6 below,
to the Special Master by facsimile, overnight express mail or hand-delivery within 90 days of
entry of this Consent Decree.

6. Within 90 days of the entry of Uris Consent Decree, any Potential
Claimant, and EEOC, if authorized by a Potential Claimant may submit to the Special Master,
and to EEOC If it is not assisting the claimant, a Statement of Claim under oath based upon her
personal knowledge, infonnation and belief: (i) demonstrating h er ill embcrship in the class 0 f
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Potential Claimants; (ii) describing the nature of the discrimination andlor retaliation that she
claims to have experienced as a result of her sex and/or as a result of exercising protected rights
under Title VTT (i.c., promotion, compensation, terms, conditions or privileges of employment
and, for Allison SchielTelin only, retaliation occurring prior to the tennination of her
employment bet¥ieen January 1,1995, allJ the date of the entry of the Consent Decree while
employed in a covered position in JED; and (iii) setting forth a brief factual statement supporting
each such claim. To the extent a claimant seeks damages for ~ time period after her employment
with Morgan Stanley, she shall identify her income from other employment during the relevant
year(s) and for periods of unemployment, describe her efforts to find employment and her
principal activities during that period (e.g., full-time student). If a claim involves discrimination
ami/or retaliation in compensation or promotion, the statement should identify to the extent
knovm the male employees who the claimant believes were similarly situated to her and received
more favorable treatment. If alleging retaliation, claimant w ill describe the a llcgcd p rotcctcd
activity that gave rise to the alleged hann and the alleged retaliatory conduct. The statement
shall not exceed 5 pages. Notwithstanding any other provision, no claims submitted after the
deadline for claim submission shall be considered by the Special Master except in the case of
extraordinary circumstances beyond a Potential Claimant's control. In such circumstances, the
deadline for claim submission may he extended hy the Special Master for IIp to 10 days.

7, Within 75 days of receiving the Statement of Claim, Morgan Stanley shall
submit to the Special Master and to EEOC, and to the claimant if EEOC is not assisting her, a
Position Statement of no more than 5 pages: (i) stating that an award to the claimant is not
contested (and, if appropriate, an estimate of the amount of such award) and/or (ii) seeking to
show that there were non-discriminatory reasons for the challenged employment deeision[ s].
The statement truly include as aHachmenis documentary evidence, pertinent deposition testimony
taken in this matter, and in the event the deposition testimony does not sufficiently address the
issue, the onc affidavit, not to exceed 10 pages, from a person to shed light on the challenged
employment decision(s).

8. Within 60 days of receiving the Position Statement, the claimant may
submit to the Special Master, and to EEOC if it is not assisting the claimant, a Reply Statement
of no more than 5 pages seeking to show that the proffered non-discriminatory or non-retaliatory
reasons are pretextual or otherwise unfounded. The statement may include as attaclullcnts
documentary evidence, pertinent deposition testimony taken in this matter and in the event the
deposition testimony does not sufliciently address the Issue, one affidavit, not to exceed 10
page)), frum a person [0 shed light on the challenged employment decision(s).

9. If a party submits a document not previously produced in discovery, the
opposing party shall have the right to object. Absent good cause shown (which includes the fact
that production was not required), the document should not be considered.

10. Either the claimant ur Morgan Stanley may request pennission from the
Special Master to submit other relevant information. Any such request shall describe the general
nature of the infonnation ::;ougbt to be rrovidcn hilt not the specifics thereof. The Special Master
may request additional information from either party, but not to include live testimony.
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11. Every effort should be made to submit Statements of Claim, Position
Slall:IIleIlls, and Reply Statements on a rolling basis.

12. Within three months of the receipt of all Reply Statements, the Special
Master shall render a detennination as to the monetary award, if an)', that should be paid to each
claimant. The total amount of such awards sImi! not exceed the amOlUlt of the Claim Fund. The
Special Master shall notify the c1mmant, EEOC and Morgan Stanley of the award, if any, and
inform the claimant afher right La object Lo the award at a Fairness Hearing.

13. Within 20 days of receiving the notice a fh er a ward, any claimant who
objecls La lhe Special Masll;['S determinatiull as tu her claim shall submit a brief statement to the
Court setting forth the basis for her objection.

14. The time periods in paragraphs 7 and 8 and/or page limitations set forth
herein may be extended on consent or by the Special Master for good cause shown.

15. The submissions made in the Claims Process shall be kept strictly
confidential. The fact that a claimant has received an award and the amount thereof shall also be
kept confidential, but may be shared with the claimant's immediate family, attorney, and
fiuancial advisor, provided the person agrees in advance not to disclose the information, and
governmental regulatory organizations, if responding to a request from such agency. Morgan
Stanley may share information received in the Claims Process with its employees and attorneys
solely on a need-ta-know basis; any such person must agree in advance not to disclose the
infomlation. In the event that Morgan Stanley attorneys need to communicate with any person
about a potential claimant or claimant in order to address a claim, the persoll shall be informed of
the confidential nature of such communication.

16. Neither an award, nor the fact of any non-award, shall be admissible in
any other proceeding for any purpose other than to enforee an award granted pursuant to thiS
process or to enforce a release executed in accordance with this process, nor shall it be deemed to
be a finding as to the merits of any claim.
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• UNITED STATES DISTRICT COURT
SOUTHERN DISTRICT OF NEW YORK

EQUAL EMPLOYMENT OPPORTUNITY
COMMISSIO:-J,

•

Plaintiff,

and

ALLISON SCHIEFFELIN,

Plaintiff-Intervenor,

v.

MORGAN STANLEY & CO, INC, amI
MORGAN STANLEY DEAN WITTER & CO.,

Defendants.

NOTICE OF SETTLEMENT

CIVIL ACTION NO.

Ol·C!V·8421 (RMB)

•

On Seplember 10,2001, lht;: U.S. EtJual ErnpJuyml:Tll Opporlunily Commission
("EEOC") filed a lawsuit contending that Morgan Stanley has engaged in a pattern or
practice of discrimination against Allison Schieffe1in, and other women at the levels of l)
Exempt Non-Officer eligible to be promoted to Vice-President (including but not limited
to Associate and Professional); 2) Vice-President; 3) Principal or Executive Director; and
4) Managing Director in Defendant's Institutional Equity Division ("IED"), by failing to
tairly promote and compensate them and by discriminating against them in terms,
comlilions or privikgi::s of cmploymcnt Morgan Stanley denies any wrongdoing or
liability and contends that it has, at all times, treated its women employees fairly and
equitably.

EEOC and Morgan Stanley havc agreed to a settlement oEthis lawsuit which has
been approved by the Court. The terms of the settlement establish, among other things, a
Claim Fund ($40,000,000) and Claims Process that provides a streamlined, fair procedure
to detennine whether a claimant is entitled to an award, and if so, the amoLUlt of that
award. Those women eligible to submit claims in this process are those who (1) fit
within the definition of the class; (2) put forth a timely claim of discrimination and/or
retaliation; and (3) release any employment discrimination claims against Morgan
Stanley.

You may be entitled to submit a claim ofdiscrimination or retaliation as part of
the settlement of this lawsllit. Therefore, please read (Iud review the enclosed

I
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infonnation carefully and take noLt: of the deadlines for tru~ process. Your legal rights
and potential abi1Jty to receive money may be affected.

Why Did I Receive this Notice'!

This Notice has been sent to yOli because yOll most likely are \vithin the definition
of the class as covered by this lawsuit. Therefore, you may be eligible to participate in
the Claims Process.

What is this Lawsuit/Settlement About'!

Thi~ lawsuit was brought by EEOC against Morgan Stanley alleging that Morgan
Stanley engaged m sex discrimmalion against women employees in lED for a period of
years. There has been no finding by the Court nor any admission by any party about the
merits, validity or accuracy of any of the allegations, claims or defenses of any party, and
Morgan Stanley in faet denies that it has discriminated R2a.inst its employees in any way.

What Arc the Terms of the Sf'ttlemcnt?

The details of the agreement can be found in the Consent Decree, which is a
public document and posted on Morgan Stanley's lED website. A copy of the Consent
Decree may be requested from Morgan Stanley'S Human Resources Department.

Morgan Stanley has agreed to pay a total settlement amount of fifty-four million
dollars ($54,000,000). Two million dollars ($2,000,000) will be spent on costs incurred
in implementing initiatives under the Consent Decree, such as enhanced and additional
diversity programs.

Who is the EEOC?

EEOC is a United States agency charged by Congress with the mission of
eradicating employment discrimination in the workplace through enforcement of federal
employment dlsnlmination laws slIch as Title V II of the Civil Rir;hts Act of 1964, which
prohibits employment discriminaLion based on race, color, religion, sex or national origin;
tht; Equal Pay Act; prohibitions against discrimination affecting individuals with
disabilities in the federAl sector; sections or the Civil Rights Act of 1991, the Americans
with Disabilities Act, which prohibits discrimination against people with disabilities in
the private sector, state and local governments; and the Age Discrimination in
F.mployrnent Act.

Whcn EEOC hrings a class smt against a company as it has done here, it
represents not only the public, but also thc interests ofall class members. If you are a
Potential Claimant \vi::;hing to participale in this Claim~ Process, EEOC will represent
your interests in thlS suit if yoII so desire.

How Is the Class Defined'!

The class is defined as all \vomen who have been employed at any time tram
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January 1, 1995 to July ,2004, the date the Judge approved this settlement, In Morgnn
Stanley's Institutional Equity Division ("lED") in oilkes in the United States or female
American citizens employed in TED in offices outside the United States at the level of 1)
Exempt Non-Officer eligible to be promoted to Vice-President (including but not limited
to Associate and Professional); 2) Vice-President; 3) Principal or Executivl,; Director; or
4) Managing Director.

What Is a Potential Claimant'!

If you meet the criteria outlined above, you are a Potential Claimant.

How Do I neeoInc a Claimant?

If you arc a Potential Claimant and file a timely claim of discrimination pursuant
to the process dc::;cribcd herein, you are a claimant.

If I Participate in the Settlement, Will My Current or Future Employment 'Yith
Morgan Stanley Be Affected?

Morgan Stanley supports this settlement and your right to participate in it. You
will not be rctalialetl against or penalized in any way a::; a resull uf your participation in
this settlement. Morgan Stanley has a policy against discrimination and retaliation is a
violation of Morgan Stanleypoliey and Title VII, a federal law enforced by EEOC. Both
Morgan Stanley and EEOC will take appropriate action if either receives evidence of
retaliation against anyone ,vho participates in this process.

If I Participate in the Settlement, \VillMy Current or Future Employment within
the Securities Industry or Elsewhere be Affected?

As stated above, retaliation is a violation offederallaw and EEOC will take
appropriate action if it receives evidence of retaliation by any employer against anyone
who participates in this process. Furthermore, yuur participation in this ::;uit win Hut be
made puhlic.

'Who is the Special Master aud What is his Role.?

Rebred Federal Circuit judge Abner J. Mikva has been selected as Special Master
for this settlement and Claims Process. In accordance with the Consent Decree entered in
this case, the Special Master has the sale authority to detennine whether a claimant is
entitled to an award and, if so, the amount of the award.

How Am ] Affected by the Settlement If I am a Potential Claimant?

All Potential Claimants have the right to submit a claim of sex discrimination
and/or retaliation rdating to promotion, compensatioIl, or any h:rm, conditiull, or
priVIlege of employment arising between January 1, 1995 and the date the Judge
approves the settlement. The Special Master will assess the claims to determine the
amount of money, if any, to be paid to each claimant. If you elect to not submit a claim,
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you will receive no money. Current employees may benefit from the enhanced and
additional diversity progranlS reganlless of whether they patticipate in the claims process.

'Vhat Is The Claim .Process?

Each Potential Claimant has the opportunity to file a claim III writine detailing
why she believes she has been the subject of sex discrimination and/or retaliation in
promotion, compensation or other tcmIs, conditions or privileges of employment.

In (urtJlcrance of a fair claims process, Morgan Stanley will have the opportunity
to submit a Position Statement in response to your claim, and EEOC or claimant will
have the opportunity to submit a Reply Statement to Morgan Stanley's Position
Statement. The Special Master will also consider affidavits, deposition testimony and
documenlary evidence submitted in accordance with the Claims Process. The Special
Master may request any additional infoffilation he deems necessary to assist his
determill:ltion of a particular claim.

Potential Claimants may contact EEOC for assistance in the claims process.
EEOC IS III possession of relevant factual information pertaining to individuals' claims in
this lawsuit and has k.lIowledge regarding the facts of this case. Still, a claimant is under
no obligation to contact the EEOC to participate in the Claims Process. A claimant has
the right to submit her own fonn or to seek [lssistance from a private attorney. Please he
aware that if you elect to submit a claim without EEOC's assistance, you will deprive
yourself of relevant information that only EEOC possesses.

The Special Master will render a decision in regard to monetary awards within
(90) days of the receipt of all material.

How much money will he in the Claim Fund?

Forty million dollars ($40,000,000) will be paid into a Claim Fund to be used as
part of the Claims Process.

What are the Legal Consequences of Accepting a Monetary Award?

Jf you arc awarded and choose lo accept a monetary award as part of the Claims
PrO(.;(.:~~, yuu will release all c1aiIll~ against Morgan Stanley for employment
discrimination. Because the rights released are specitic to each individual, a claimant
may want to first seek the advice of a private attorney Therefore, each claimant who has
been granted an award will receive an additional $1,000.00 for the purposes of seeking
legal advice regarding the effcct and implications ofexecuting a release. While EEOC
represents your interests in this lawsuit, it CalUlot do so in regard to releasing claims th",t
are broader than those covered by this suit.

I Am a Potential Claimant and \Vould Like To Participate in the Claims Process,
What Do I Do Now?

Enclosed you should find a EEOC Assistance Request Fonn. Please note:
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If you wish [or EEOC to assist you in participating in the Claims Prucc:;s,
you must submit the EEOC Assistance Request Form to EEOC by
facsimile, ovemight express mail or hand-delivery to the address
contained III this Notice by close of business (date).

• Upon receipt of a EEOC Assistance Request Form, EEOC will contact
you and with your assistance, begin the process of drafting and submitting
a Statement of Claim on your behalf

• The Statement of Claim must be made under oath, based upon your
personal knowledge, infonnation and belief. EEOC will obtain your
signature and submit the fann to the Special Master.

What do I need to include in my Statement of Claim if [Elect to Submit a Statement
of Claim without EEOC assistance'!

• Your must fullU\\l tbe pruceJures set forth ill the Claims Process, which is
attached to this Notice.

• You must submit the completed Statement of Claim, stating that it is made
um1er oath, to the Special Master at the followjng address: [inscJi
address].

If I Participated in this Suit Duling Litigation. Do I Still Need to Submit a Claim?

Yes, even if you had your deposition taken by Morgan Stanley or were otherwIse
involved in the suit, you will need (0 submit a Claim FoOli. Conlact lhe EEOC attomey
that you were in contact with prior to settlement.

Where Can I Get Additiunal Infunnatiun?

Equal Employment Opportunity Commission
33 Whitehall Street, 5th Floor
New York, NY 10004
facSimile; (212) 336-3623
email: morgan:ilanley@EEOC.gov
phone: (212) _

5



• EEOC ASSISTANCE REQUEST FORM

I, " seek HEor's assIstance in COlmectlOn with

prt:parillg a Statement of Claim in the Claims Process set forth in the Consent Decree

between Morgan Stanley and EEOC.

My name, address, and contact infommtion is as follows:

Name:

•

•

Street:

City:

State:

Ztp:

Home Telephone:

-~,------~-

6
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Code of Conduct

Communications with Governmental and Regulatory Authorities

Law and Compliance supervise all contacts \'lith government and regulatory bodies and
attorneys regarding subpoenas, investigations, inquiries and requests Do not initiate ;my
contacts with a governmental or regulatory body or attorney regarding such matters
withoul coonliualillg with Law and Compliance. [f you are contacted about a subpoena,
investigation, inquiry or request, follow the procedures outlined above.

Government Relations supervises all other contacl::; wilh government and legislative
officials and rcgulatory bodies. Do not initiate any contacts with such entities or
individuals without coordinating with Government Relations_ If you are contacted about
public policy or political matters, do not make any commitments or provide any
~::IUbstantive infOJlllation until Governmcnt Relations has approved the response. If your
region does not have Government Relations, contact local or regional Firm Management.

This section does not apply to lawfully cOHlmunicaling, uUler Ulan on behalf ofthc Finn,
with any govcmrncntaJ or rcgulatoryb ody or 0 [ficial in the United States regarding a
possible violation of any fair employment practices law. You have the rieht to contm:t
any such agencies for any purpose.
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CollapseQUICK i Work Here> Compliance> Policies> Non-Discriminatior and Anti-Harassment
LINKS....•~.-..--------------------------

-C6~tahm~

:X~","'U..- Policies

Discrimination and sexual harassment are against Firm policy and illegal under federal, state and local laws.

It is the policy of the Firm to ensure equal employment opportunity witl0ut discrimination or harassment on the basis of race, color, religion,
age, gender, sexual orientation, :lational origin, citizenship, disability* I marital status, pregnancy (including unlawful discrimination on the
basis of a legally protected pregnancy/maternity leave), veteran statLS or any other characteristic protected by law.

,.;.i Non-Discrimination and Anti-Harassment

Equal Employment Opportunity Click here for a Print View of this Policy

•--..'~' Consistent with our First Choice values, the Firm is committed to a work enVirOnT1€nt in which all individuals are treated with respect and
..• dignity. Each individual should have the ability to work in a professional atmosphere that promotes equal employment opportunities and

.. :'~~~~ p~ohfbits d:scrimi~atOrypractices,. includl~9 ~arassment. T1erefore, the Firm expects that all relationships among persons in the workplace
o· _. •• will be bUSiness-like and free of bias, prejudice and harassment.

r: The Firm prohibits and will not tolerate any such discrimination or harassment, whether committed by management or non~
- supervisory personnel, employees of temporary agencies! vendors, contractors or guests.

Definitions of Harassment

a. Sexual harassmentconstitutes discrimination and is illegal under federal, state and local laws. For the purposes of this policy, sexual
harassment is generally defined as unwelcome sexual advances, requests for sexual favors and other verbal, non-verbal or physical
conduct of a sexucl nature When, for example:

(i) submission to such conduct is made either explicitly or implicitly a term or condition of an individual's emploYllent by a

http://hr.sso .corpms.com/site/msiporta IIweba pp/servlet/msdwi?level ~ 3&lev 1~ 1006&lev2 ~2005&le. .. 71912004
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supervisory employee;
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(Ii) submission to or rejection of such conduct by an individual is used by a supervisory employee as the basis for decisions that
affect an individu:lI' s employment opportunities in z tangible waYi or

(iii) such conduct is unwelcome and severe cr pervasive enough to create an intimidating, hostile or offensive work environment
for a reasonable individual.

Sexual harassment may indude subtle behavior and may involve individuals of the same or different gender, Depending on the
circumstances, these behaviors may include, but are not limited to: unwanted sexual advances or requests for sexual favors; sexual
jokes and innuendo; verbal abuse of a sexual nature; commentary about an individual's body, sexual prowess or sexual deficiencies;
leering, catcalls or touching; insulting or obscene comments or gestures; display or circLiation in the workplace of sexualiy suggestive
objects or pictures; and other physical, verbal or visual conduct of a sexual nature.

b. Harassment on the basis ofany protected characteristic is also strictly prohibited. Under this policy, harassment is unwelcome verbal,
non-verbal or physical conduct that denigrates or shows hostility cr avers'lon toward an 'Individual because of his/her race, religion,
age, gender, sexual orientation, national origin, citizenship, disability, pregnancy, marital or veteran status or any other characteristic
protected by law or that of his/her relatives, friends or associates, and that is severe or pervasive enough to create an intimidating,
hostile or offensive work environment fa" a reasonable individual, or otherwise adversely affects an individual's employment
opportunities in a tangible way.

Harassing conduct includes, but is not limited to: epithets, slurs or stereotyping; threateni19, intimidating or hostile acts; denigrating
jokes and display or circulation in the workp',ace of written or grap,ic material that denigrates or shows hostility or a\'e~s:on toward an
individual or group.

This policy prohibits such harassing conduct whether done verbally or non-verbally, inclUding t~rough e-mail or other Firm electronic
systems.

Individuals and Conduct Covered

This policy applies to all applicants and errployees, and prohibits harassment, discrimination, and retaliation whether engaged in by
fellow employees, by a SupelV'isor or Manager or by someone not directly connected to the Firm. Persons not employed by the Firm
(e.g., an outside vendor, consultant, temporary agency employee or customer) are also advised of this policy and are expected to
comply with it in all respects.

Conduct prohibited by this policy is unacceptable in the workplace a'ld in any work-related se:tlng outside the workpl3ce, such as
during business trips, business meetings and business-related social events.

Similarly unacceptable under ~his pol'cy is participation in work-related activities whether in or outs:de the workplace that are

http://hr.sso.corpms.com/site/msiporta l/webapp/servlet/msdwi?level= 3&lev 1= 1006&lev2 =2005&le.. 7/9/2004
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inconsistent with a professIonal atmosphere that promotes equal employment opportunity or that are exclusionary with respect to any
individual's race, color, religion, age, gender, sexual orientation, national origin, citizensh'lp, disabllity, marital status, pregnancy,
veteran status or any other characteristic protected by law, This includes patronizing, in connection with work-related activities, adult
entertainment establishments or facilities that exclude use by any individual on the basis of his or her protected status.

Complaint Procedure

Reporting an Incident of Harassment, Discrimination or Retaliation

The Firm strongly urges the reporting of all incidents of discrimination, harassment or retaliation, regardless of the
offender's identity or position, so that an effective and thorough investigation can be conducted promptly and
discreetly, and effective remedial action can be taken when appropriate. Complaints will be accepted in writing or
orally.

All of us share responsibility for enforcement of this policy and are strongly urged to report concerns regarding conduct that may be
ccntrary to it. Further, individuals w~o believe they have exr;:erienced, or managers who have learr~ed of, conduct that is contrary to
the Firm's polley or who have concerns about such matters mu.g contact their Human Resources Representative or one of the
foilowing representatives designated below for their business unit. If these representatives are not available or if the circumstances
make it inappror::riate to contact them, indiv:duals may contact any representative set forth below:

Institutional Securities

Institutional
Equity, EqUity

Angela Kaywood Research and Angela.l<aywood@morganstanley.com
Equity (212) 761-5130
Financing
Services

Fixed Income

Lloyd Levenberg (including L1oyd.Levenberg@morganstanley.com
Retail Fixed (212) 761-3866
Income)

Jer:nifer Underwood Investment Jennifer.Underwood©morganstanley.com
Banking (212) 761-5123

Institutional

Joanne Ceriello and Company Joanne.CerJeIlO@morganstanley.com
Information (212) 762-1068
Technology

http://hr.sso.corpms.com/site/msiportal/webapp/serviet/msdwi'level =3&lev 1= 1006&lev2 = 2005&le... 71912004
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Instituticnal

Marcelo Modica
Infrastructure Marcelo,Modica@morganstanley,com
Services and (212) 752-l963
MSCI

Company

Strategy and
Administration
- Corporate

Noreen "lcMulian Services, Noreen.McMullan@morganstanley.com
Internal Audit, (212) 752-1955
Law arid
Human
Resources

Finance -
Contrdlers, Peg.Sullivan@morganstanley.com

Peg Sull:Van Tax, Treasury,
(212) 762-1573

Risk and
Credit

Individual Investor Group

Eric Kayne Client Eric.Kayne@morganstanley,com
Coverage (914) 225-7015

Nancy Rutecki Client Services
Nancy.Rutecki@mofganstanley.com
(212) 680-5501

Client Adam,Kudelka@morganstanley.comAdam Kudelka Solutions and
Administration

(914) 225-7025

Investment Management

Glooal
Investor
Group,
Alternative Caren.Hosansky@morganstanley.com

Caren Hosansky Investment (212) 762~7067
Partners, (610) 940-5082
Global
P~oducts and
Services

http://hr.sso.coroms.com/site/msioortal/webaoo/servlet/msdwi?level='/',lev]=]OOn/',lev)= )OOSR,!e 71QI?nn4
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Global

SueAnn Hannigan
Services and SueAnne.Hannigan@mofganstanley.com
Information (212) 762-5672
Technology

Operations;
Trust Karen,Dennehv©morganstanley.com

Karen Dennehy Company -
Jersey City

(2") 938-6010

Site Leader
i Lindamarie.Werntz@morganstanley.com
Lindamarie Werntz Private Equity (212) 761-6450

Kristen Wenstrom
Houston Site wenstrk@vankampen.com
Leader (713) 438-4203

Noel Keith
Oakbrook Site keithn@vankampen.com
Leader (630) 684-5917

West Dave,Bolz@morganstanley.J:omDave BOi,Z Conshohocken
Site leader (610) 940-5945

Discover Financial Services

Linda Berty Marketing
Iindaberry@disco\lerfinandal.com
(224) 405-1211

Discover maelevine@discoverfinancial.com
Mae Levine Business

Services
(224) 405-3774

Karen Dolilleyer
Business karendollmeyer@discoverfinancial.com
Technology (224) 405-1407

Dino Lagattolla Company
dinolagattolla@discoverfinancial.com
(224) 405-1749

Cardmember
eli:zabethscottht@discoverfinancial.com

Elizabeth Scott Services
Division

(224) 405-0433

In addition, individuals may always take their complaints to Marilyn F. Booker of Diversity at 1-212-762-3412 or to the CARE Program
Administrator at 1-866-227*3123.

http://hr.s50.corpms .com/slte/m5Iportal!weba pp/servlet/msdwi7Ievel=3&levl = 1006&lev2 =200 5&1"... 7/qonn4



Mor.Stanley & i

Important Notice To All Employees:
• pag.Of 7

EMPLOYEES WHO HAVE EXPERIENCED CONDUCT THEY BELlEVE IS CONTRARY TO THIS POLICY MAY HAVE A LEGAL
OBLIGATION TO TAKE ADVANTAGE OF THIS COMPLAINT PROCEDURE. AN EMPLOYEE'S FAILURE TO FULFILL THIS
OBLIGATION COULD AFFECT HIS OR HER RIGHT TO PURSUE LEGAL ACTION.

Early reporting has proven to be a highl'; eFective method of resolving actual or perceived incidents of harassrrent or discrimination.
Therefore, while no fixed reporting period has been established, the Firm strongly urges the prompt repDrting of complain~sor
concerns so that rapid and constructive action can be taken when appropriate.

The availability of this complaint procedure does not preclude individuals who believe they are being subjected to harassing conduct
fmm promptly advising the offender that his or her behavior is unwelccme and requesting that it be discontinued.

Retaliation Is Prohibited

The Firm prohibits retaliation against any individual who, in good faith, reports dis:rimination, harassment or concerns about
affirmative actio'l, or any individual who participates in, or otherwise sUP:Jorts, an investigation of such reports. Anyone who exhi:,i:s
retaliatory behavior against an individual under such circumstances will be subje:t to disc·pllnary action up to and InciLding
termination.

The Investigation of Allegations

Any reported allegations of harassment, discrimination o~ reta iation will be investl:Jated promptly. The investigation may include
individual interviews with the parties involved and, when necessary, with ind:viduals who may have observed the alleged condu,:t or
may have other relevant knowledge.

Confidentiality will be maintained throughout the Inves~igation process ~o the greatest extent possible and to '.:he extent consistent
with adequate investigation and appropriate corrective action. Individuals involved in the investigation process are expected to pmvlde
their full cooperation and to maintain confidentiality.

At the conclusion of the investigation, the Firm will advise any individual who ~as mace a compl;;.int under this Dolley thzt the
investigation has concluded and share other information as may be appropriate under the circumstances.

Consequences of Inappropriate Behavior

Misconduct including harassment, discrimination, retaliation or ether forms of unprofessional behavior, even if not unlawful, may
subject employees to disciplinary action by the Firm up to and Including termination. In addition, conduct that is unlawful may subject
employees to civil, and in some cases, crimhal liability.

http:((hr 550. corpms.com(site!msiportal(webapp(servlet(msdwi7level = 3&lev 1= 1006&lev2=200S&ie... 7/9/2004
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*Individuals who wish to identify themselves as Cisabled or as a veteran can access the corresponding self-identification form via the
Forms section of Morgan Stanley & i.

Click here for information specific to Massachusetts employees.

See also: Business Entertainment Policy, Internet and Electronic Communication Usage Po/icy

Posting Date: 2/11/04

http:j jhr.sso. corpms.comjsitejmsiportaljwebappjservletjmsdwi?level = 3&levl = 1006&lev2=2005&le... 7/9/2004



•

•

•

lED COMPLAINT PROCESS, SEX DlSCRnlINATlON

Introduction

The .Firm strongly urges the reporting of all incidents of discrimination, harassment or
retaliation, regardless of the offender's identity or position, so that an effective and thorough
investigation can be conducted promptly and discreetly, and effective remedial action can be
taken ',,"'hen appropriate. Complaints will he accepted in writing or orally.

Nothing in this policy is intended to discourage informal discussions between employees and
their supervising manager, HR Representative or the Ombudsperson regarding any issue or concern
they may have relating to their employment.

The Ombudsperson is " (212) _

Complaint Initiation

I) An employee may make a complaint ofsex discrimination (whether related to her or

:mother ~mployec) his or her mana.ger to an HR Representative or the Ombudsperson. I fthe

complaint is made to a manager or HR Representative, he or she shallre[er it to the OmbwJ.::;pcp.jon.

The Ombudsperson will investigate and report on such complaints in accordance with this

Complaint Process.

2) If an empluyee cuntacts a manager or HR Rcpn:st;nlaliw about any employment~

relnted issue and the manager or HR Representative determines that the employee has raised a

complaint about sex t.lisc:rim..iuatioIl, the complaint will be referred to the Ombudsperson, who will

investig8te :md report on it in accordance with this Complaint Process.

3) A manager or HR Representative also has the responsibility of reporting to the

OmbuJspersoIl allY inc:iJl:ub or c:ircwllslam;es of polential sex discrimination that he or she

witnesses or otherwise becomes aware of



• 4) General complaints of sex discrimination may be made anonymously to the

Ombudsperson. Anonymous complaints will be documented and fully investigated to the extent

reasonahly possible.

S) The existence of complaints and the identity of complammg parties will be kept

confidential to the extent possible, consistent with adequate investigative and corrective actions.

Investigatory Pmcess

6) Upon receipt of a complaint ofsex discrimination, the Ombudsperson will infonn the

complaining party that the Finn does 110t permit lmlawful retaliation for making complaints ofsex

discriminMion. The Omhwisperson will request immediate notification from the complaimng party

if she feels she has been subjected to retaliatory conduct.

• 7) The Oml.mdspcl'son will be responsible for cnsuring that a prompt, thorough and

•

imp:ll1ial investigation is conducted and issuing a [mal report within thirty days of the

Ombudsperson's receipt of a complainl, unl(2:i::; Hll;n: is guuu canst: to rt:y'uirt: more time.

8) The invesligation will inclmle interviewing lhe complaining party, the accuseu

party(ies) and such material witnesses, including those identified by the complaining party, as are

necessary lo a fair udcl1uinalion.

9) TIle invesligation will also include obtaining and reviewing such material documeuts,

including those identified as relevant by the complaining party, as are necessary to a fair

determinalion.

2
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•

10) Data generated from p reviolls Compblints that h <lve b cen received b y the Firm

regarding the same person(s) or the same allcgation(s) will be cOIlsullcu to delennine the existence

of any pattem of COndl](:t.

1I) If the complaining party or any other employee refuses to cooperate in the

Ombudspersun's invl;;stigalion, reasonable efforts \vill be made to complete the investigation. Any

employee's lack ofcooperation will be documented, but no retaliatory action will be taken against

the complaining parLy for failing to cooperate in the investigation.

12) Upon cumpletion ofan investigation, the Ombudsperson will promptly communicate

to the complaining party a summary of the conclusion reached as a result ufthe investigation.

13) At an appropriate interval, the Ombudsperson will speak to the complaining party to

ens un; that ~he has not suffered retaliatory conduct. Any allegations regarding retaliation will be

investigated in accordance with this Complaint Process.

Conclusion of the Process

14) At the conclusion of the investigation, the Ombudsperson will make a final

determination WiUl regard lo the complaint and, where warranted, will recommend to the appropriate

m3mger the corrective action to be taken. The appropriate manager will determine what corrective

adion will bu taken and will report such to the Ombudsperson.

15) At tbl; cunclusion of the investigation, the Ombudsperson will be responsible for the

preparation of a final report relating to the investigation, which will contain at least the following

information: (a) Ull; uale the complaint was received; (b) the name ofthc complaining party; (c) the

complaining party's work site and department; (d) the n.'lJ11e(s) of the accused party(ies); (e) the

3



• written complaint or substance of any oral compl<'lini; (f) the. identity of witnesses or documents

Hlenliul:u by the complaiuirlg party a..-; po::;sessillg ur conlainillg material in[ofJIlaliolJ; (g) a summary

of the conclusions reached upon completion of the investigation, setting forth the factual findings

and documentary or witnt3ss sources for such findings; (h) the Ombudsperson's final determination

and recommendation for action, if any and (i) a description of the corrective action taken, jf any.

16) The Ombudsperson will retain for the duration of the Consent Decree a copy of

interview reports and documents that he or she collects in connection with the investigation.

] 7) A copy of the final report will be maintained in a manner that is accessible in any

future investigation of a complaint regarding the same person(s) or same allcgation(s).

•

•
4
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HRGUIDE

Business Entertainment

The .Fmn will reimburse employees for reasonable and necessary out-of-pocket
entertainment expenses connected with Fiml business. Reimbursements arc made
according to respective business unit practices and require submission of dated receipts
and other documentation, as appropriate-

Business entertainment must be conducted in a professional illmmer at all times and must
not compromise the high standards of the Finn. The [onn of business entertainment
engaged In should not negatively impact the Finn's reputation or have the potential for
making ility empluyee ur cLient llilcomfoltablc, even if such enteltainment is at the
request 0 f t he client. E ntertuimnent III list n at 0 ccur at a club or other facility offering
Bdult entertBinment or that excludes lise hy any individual on the ha"is of his or her
protected status (i.e., racc, color, religion, age, gender, sexual orientation, national origin,
citizenship, disability, marital status, pregnancy, veteran status or any other characteristic
protected by law). Conduct or comments prohibited by the Finn's Substance Abuse and
Non~Discrimination and Anti-Harassment Policy are inappropriate and not tolerated
dm-ing business elltertailllnent or whenever the employee is representing the Firm. Any
conduct or comments which arc offensive, abusive or intimidating are inappropriate at all
times. Any conduct or comments which demean persons due to race, color, relIgIOn, sex,
agc, sexual orientation, national origin, citizenship, disability or any protected class status
will not be tolerated and will subject the employee to the appropriate disciplinary action
up to and including termination.

See Also Non-Discrimination and Anti-Harassment and Substance Abuse.



Expense Policy (US)

OVERVIEW

• • All employees are expected to exercise good jUdgment and common sense when incurring expenses on
behalf of the Firm

• Expense reports must be submitted in a timely fashion. Management reserves the right to reject expenses
over 60 days old

• Client K Codes should be noted on ali client-related expem;e repurls or check requests. The K Code search
tool is available at: http://web.ms.com/cgi-bin-locallinstlmktglIED TimeFntry/trfJding nRmp- !';P-Rrch_r.gi

• This policy applies to the Consolidated Equity Divisiorl (lED + EFS) irr the Americas. Per-sollnel in other
regions should refer lo their regionrll policy

ENTERTAINMENT

• The Firm encourages quality timE"! with clients discussing bone-fide business issues
• Every dierlt-related expense report must be accompanied by a Dashboard or CIS call report

Guidelines:
-------

Client Lunches (1) US $50 per person
--

Clienl Dinners US $150 per person

Client Event Tickets (Sports, Theatre, etc.) US $150 per person (Use of scalpers requires prior approval)

Internal Lunches (2) Not reimbursable except during business travel when dining on
official bUSiness

-
In:ernal Dinners US $75 per person (Prior approval rp.!luired for evp.nt~ in P.XCf!~~

of $500)

Internal Cocktails Not reimbursable

Clif!nt I Internal Offsites, Conferences and Above US $2.000 must obtain prior approval from JHavens,
Other Events SJohnson, IFreeman, GRamakrishnan or LColby-Joncs.

runctions with a total cost over US $1 O,OUU can only be approved
by JHavens. Submit requests via the Event and Conferences site
at http://web.ms,corn/events/

Charitable Events! Donations Above US $2,000 must obtain prior approval from LHaffner or
LCalby-Jones. Functions with a total cost over US $10,000 can
only be approved by JHavens. Submit requests via the Event and
Conrerem;es sile at tlllf.J:llwelJ.ms.cU!ll/evellt::;1

--

Notes:
1. "Clients" include principal::; arid repr-esentatives of current and prospective Mor-gan Stanley clienls (and 1118il

~ignific;mt others when appropriate), as well as recruiting candidates
2. "Internal" functions include solely Morgan Stanley employees

• 1



STRICTLY UNACCEPTABLE:

•••
•
•

Entertainment at facilities offering adult entertainment
Entertainment at facililies L1l al exclude use by any individual on the basis of his or her protected status (Le.,
race, color, religion, age, gender, sexual orient<Jtion, ll<3tinnal nrigio, c:iti7p-nship, disability, marital status,
pregnancy, veteran status or any other characteristic protected by law)
Non-client related family/spouse entertainment
Excessive bar bills
Limousines

MBA and Undergraduate Training:
• Reasonable meal expenses may be incurred in connection with MBA and undergraduate training

Use of Internal Dining Facilities Encouraged:

• When ,manging for dip-of nr internal dinners, yOLi should consider using the firm's own dining facilities, where
available

Gratuities:

• See Othp.r - r,ratuities

Gift Giving & Receiving

• Client gifts (such as flowers) are strictly limited to get-well gestures in connection with client or client family­
related illnesses, conrlolencp-.<; for client family-related deaths, or for traditional holiday tokens such as
calendars and Zagat guides

• Employee gifts are not reimbursable
• Further deta'ils on Gift Giving and Receiving Illay be founu al Illlpj/web.ms.com/eQuitv/g'lflpolicy.doc

entertainment of U.s. Public Officials - Federal, State and Local Gift-Giving Limits:

• See Entertainment of Public Officials at http://saseo1!appayrolllapweb/ap/policy.htm

Marketing Exp9ns9s:

• Analyst Marketing - Analyst marketing consists of costs incurred while visiting institutional investms for Hie
purpose of bUilding relationships and discussing investment theses. The Equity Research analysts' cost
centers and job number 9XER008 should be used for all your expense reports and check rcqucst fonns
related to H18S8 activities.

• "Idea" or "roundtable" dinnerslluncheons - lED cost centers should be used for charges associ8tcd with
"idea" or "roundtable" dinners/luncheons.

• Corporate Marketing. CorporClte mFJrkf!tino expenses consist of costs incurred while sponsoring and
facilitating a meeting between institutional investors and company IIlartagem8nt. The Equity Research
analysts' cost centers and job number 9XER007 should be used for all your eXpF!Il!'>e reports and check
request forms relaled to these activities. lED will be charged back a portion of these costs.

• Events and Conferences· Please refer to the guidelines in the table above. Cost allocation will be
determined on a case-by-case basis.

• Transaction Road Shows - All road show expenses related to transactions should be billed to a Global
Capital Markets cost center, and allocated to the applicable client-job code.

• 2



TRAVEL AND TRANSPORTATION

•
•
•

All business travel must be booked via the Firm's designated travel agent
Fortlle latest ill busirlBss travel pulicies and prucedures, refer tu Lilt; GluiJal Travellrllorrnalion Website at
htlp:lliis-na,ms.com/coroservna/portalftravelfindex.asp

AIR TRAVEL

INTRA-CONTINTENTAL
North America includes the continental US, Canada, Mexico, Caribbean and Hawaii-

Destination Parameters Class of Service

North America
Asia

Under 1,100 miles
Coach

Australia
South America

-

Over 1,100 miles
Business- First Class if Business is
not offered

Europe All Flights Business
- -

~_~-CONTINTENTAL

Transatlantic Business - MO's First Class
(Business only for NY-LON route)

All Others B[J~ine!>~ - Mf)'s First Class
------

IL TRAVEL

Destination Parameters Class of Service
f---

Continental US Ciub Class on reserved Amtrak

i Metroliner trains

Prior Authorization by Travel Exception ApprOVAl Required:

• SpoLise travel
• Use of non-preferred carriers
• Upgrades to accompany a client on their chosen flight class

Strictly Unacceptable:

• Downgrading of 11 ticket to Lise the incremental portion for personal use
• Purchase of additionallravel ill$Ufi:lIH.:e

• Delaying travel (SlJnrlay) to obtain higher class of travel

Unused Tickets:

•

• Unused or partially used tickets should be returned promptly to Corporate Travel for credit to the Firm

3



TRAVEL EXCEPTION APPROVERS:

•
• US ~ Ivan Freeman, John Havens, Shel Johnson, William O'Leary, Guru Ramakrishnan, Marc Robert, Grady

Thomas
• EUROPE/LONDON - Richard HAyP.r:;, .Ip.rkAr Joh,mr:;r:;on
• ASlwrOKYO ~ Steptlerl ChcllTlberlClirl, TClkClfulili Kayiyi:lrnCl
• ASIA·NON JAPAN- Stephen Chamberlain, Simon Hogan, Gerard Coughlin
• SECURITIES LENDING - Marty Tell, Richard LOS~liClVO, Ed MClr-tlefkCl
• PRIME BROKERAGE ~ Rich Portogallo, Stu Hendel, Lisa Colby-Jones, David Bearden, Seth Weinstein
• EUROPE/PRIME BROKERAGE - Warren Holmes, Stu Bohart

HOTELS

• Tho maximum allowable hotel room mte is $300/night, exclusive of tLlxes. For a list of approved hotels at your
travel destination: http://hanfasecs01/cs/travel/hotelprogram/onelook citylist .asp

• The firm will reimburse hotel costs exceeding $300Jnight only when required by lack of availability. All other
exceptions must be authorized In advance by a travel exception approver

.. Any charges due to failure to cancel will be the responsibility of the employee and will not be reimbursed by
the Firm

Acceptable Expenses:

.. Laundry Service for extended business travel
• Health ClUb

Strictly Unacceptable:

• Massages
• Pay TV
• Toiletry Items

.ratuities:

• See Other· Gratuities

EMPLOYEE MEALS DURING BUSINESS TRAVEL

•

•
•
•

Employees should keep breakfasUlunch to under $25 each and dinner to under $00 while traveling
The Firm will reimburse reasonable use of the mini-bar for snacks and refreshments
The Firm will reimburse reasonable meal expense incurred by professionals travellinq to other otfices dining
with Morgan Stanley colleagues on official business. See Entertainment Client-Internal

4



GROUND TRANSPORTATION

ror a full listing of allowable taxi and black car usage, refer to Ground Transportation on the Corporate
Services site at: http://iis-na"ms.com/corRservna/porta I/travel/grou nd/Qol icy_asp
Lite-line car service requests are to be submitted through Web ride, the web-based voucher system at:
http://csapgfgts/index.asp
Charges for additional stops or wait-time should be paid directly by the employee and expensed via the normal
T&E procedures
Vouchers should only be used for clients and are available through your Office Manager
Ground Transportation must be notified at carservice@ms.com of events requiring more than 10 cars

•

•

•
•

Taxi I Car Service:

e·

Strictly Unacceptable:

• Use of black car service phones
• Taxis and car service from home to work on business days

Car Rentals:

• The Finn recognizes Hertz or Avis rental agencies. If either rental firm is unavailable, another carrier may be
used

• Employees travelinQ alone must request a standard or economy model
• When more than two individuals are traveling together, four-door intermediate or full size models may be

reserved
• The Collision Damage Waiver (COW) and Third Party Liability insurance coverage is included in the corporate

discount rate. Do not purchase additional Insurance

.ersonal Automobile:

• The Firm will reimburse the employee for the use of his/Iler per"sullal automobile while on company business
at the IRS prescribed 2003 rale of $0.36 per mile in the U.S_ This rate covers the exrense for gasoline, oil and
maintenance

• Parking and moving violations will be the responsibility of the employee and wili not be reimbursed
• The Firm will not reimburse personal automobile use for travel between home and office 011 day::; MurgQrJ

Stanley is open for business

e



TECHNOLOGY & CONNECTIVITY

Hardware, service and airtime charges should be paid by the individual
Service and airtime charges are only reimbursable when explicitly approved by management for business use
and processed via the normal T&E procedures
Service and airtime charges should be applicable to client coverage are2S and consistent with the corporate
rates avai lable at http://i is-n21. rns .Gom/corpse! VI la/purtal/il j{J ex.asjJ
Incremental service and maintenance are 10 be prorated against business use

•

•

•

REMOTE COMPUTING I WIRELESS ACCESS f MOBILE PHONES

e·

PHONE CALLS AND CALLING CARDS

• Calls to the office or conference calls on the Morgan Stanley internal bridges should be dialed through the
Firm's Global Access menu at hltp:l/sait10/voice/globacc.html

• Other business calls and personal calls while traveling on business should be charged to an AT&T calling
card, procured via the Corporate Services website at http://iis_na.ms.com/corpsorvna/portallindex_asp

• Management retains the right to reject phone expenses thaI do not leverage one of the twu above methods
• Telephone calls from airplanes and black cars will not be reimbursed except in emergency situations

e
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OTHER

GRATUITIES

• • Gratuities will normally be reimbursed up to a maximum of 20% of the bill calculated before taxes with -15%
considered the norm for good service

• Gratuities will be reimbursed on food, beverages, baggage handling, bellhops and taxis only

OVERTIME MEALS

• Employees may receive a meal reimbursement of up to S25 if they work 2_5 hours or more beyond a full
workday on their regularly scheduled workdays

• If 4 to 9.5 hours are worked on a day thal is not a regularly scheduled workday, employees are eligible to
receive a lunch reimbursement up to $10. If more than 9.b hours are worked, then a meal reimbursement of up
to $25 in addition to the lunch reimbursement is permissible

CFAEXAM

• All reimbursements for the CFA Exam are contingent upon senior management approval prior to the
commencement of all coursesfexams

• Registration costs are only reimbursed upon passing the exam via the normal T&E procedures
• Study program/course costs, internal or external, will be reimbursed up to $600 prior to the exam

GMATEXAM

• All reimbursements for the GMAT Exam are contingent upon senior management approval prior to the
commencement of all courses/exams

• The Firm will pay for the GMAT exam and related prep course one time
• Study program/course costs, internal or external, will be reimbursed up to $790 prior to the exam
• RelmhlJr~ementls processer! ViA norma! T&E procedures, ;:lnd is contingent upon Rtfendanr;e of a minimum of

5 classes and provision of a letter from the training provider confirming exam attendance

MEMBERSHIPS

• • It is tbe policy of Morgan Stanley to reimburse officers for club membership dues and all professionals for
organization membership dues when it is in the interest of the Firm's business development and explicitly
approved by management

• Ar!r!itionally, the Firm enr.olJrage.<; participation in government/industry relAtions organi7ations when it is in the
interest of the F"irm's business development

SUBSCRIPTIONS

• The Firm will reimburse the cos! of books and periodicals, which serve a speclfic business purpose.
Subscriptions to these public8tions reqlJire 8pprnv81 nf the Opp.ri'Jtlon~ Offir:er

• It is not the Firm policy to reimburse tile l;u::;l uf yellelal uu::;ille::;::; puulilri:lliun::;

CASH ADVANCES

• See Cash Advances at http://saseo1/appayroll/apwebfap/policy.htm

• 7
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lED· EUnOPE

COMPLETiNG EXPENSES

This dowment should be read in conjunction with any other firm-wio8 poHcy.

It is Morgan Stanlsy's ~,)lic1 t-J rein~bllrse 8:1 rB8S0n"bi8 busine:.,[, rd<ltod out-ol-pocket 2Kpcnsos incurmd
by MorQan St;:\nley employees.
Emp\it'(X~o; ii~'" [-j~,pt";t,,d lu ?,U ruaS0[1ilb!y ilnd to exer(;i'i(-J guod jJ(;'Jrwo,lt when inr;vrring rci1-:bur:<Elbi;:;

expen3o:;,
It is not Firm policy t·: IPimLULse e:l1p!rIYu~;:; !e,f mp,~ns8s th,,! extend beyo:ld what is p!ud3ntiy req'Jired for
bus;nc33 PU'P0C;C3 iLr;. I','(,ei<."nd expcmc3 incurred before tho start of. or OaGr tho concluSion o! Firm
busine.o;s,)
Employees 2fC responsible for their own ex~,enS8s <ltlO their validity ovon if they do not S~in 2nd comrActu
thG oxpons<J form Ihums81',IofJ

Exception to PoliCy Signatures

*Richclf(ll leyes nnd ,Jerku Johcm;~son are exception to po!i,~y signatoritJs_

60 Day porky

Any receipts Iilat are over 60 days old (InCI. week~nds) requires an MDs memo. A memo addrasticd to
Accounts Payable should DO signod by the re>eV8llt MD specifying the following:
dOtcli!s of thE' oi/ending receipt,
tl:1:O anlollill cnd iJd oxplanalion lor the delay.
Only I axec;Jlion will hI? signed otf - then recorjed. Any future ones will need tD h2V€ <1 signed MUs memo
tOGether with A memo to hi: ~iDn0d by .)prkp.r .JOhRllSSon.

K·Codes

I< Codes mllst be provided in the fOllowing (;ircum:;lance~;.

-all client enler12minq
-811 business rek!tsd 13);1 }.)urnoys
elll d!0nt related hoto! stolYS

-\NiIHB 8 K cud", i;; nu, avaiI3!)lo tltis IIllist be specified 011 tl16 Expense Report.
-'NilN8 more them Oflf' K GeHle apilliel; to Oile event, the receipt shGuld bo div:(lad up ;-mel ~eparate entri8S
mArin on thr;
E'xpens.-, Rep~rt br each 1< code.

Missing, Non·itemisnd & Fax/Copy Only Receipts

OrlginCiI receipts <Fld dlleq'Jdte docu!nontdliun 1lI11>il i"1(;[;ompany e,lc!l item, credit card, fax or olher copie;;
are not sufiiciHnl. Should this not be possible ali SllCh oxpenso c1ai:ns must be clearly identitieJ 2nd
8CCQmp.'ln;or] t,y:m MD'" nwmQ.



•

•

---- ----------------------------

Gensra!

All stolff me e)(pe,~ted I') IIS<-, r';8son3bif~n8ss when en:ert,lini;1(J
Exp::n')n:: Nf)T '10m);)jl]' (;(}~sldl-rcJ to be r<:-3sonabl'i' 'HH.
Spuuse enlt'rld;[llnenl
Dep;1limenl j:l<Jrties '.'"it"!YJ! prior 2fl;rova]
U:nou::inas

STRICTLY UNACCEPTABLE

• F<Jcilities offering adult entertainmgnt

• FRdlitip.s th8! exclude use by any individual on the basis of his or her protected status (i.e., race,
color, religion, ogo, gonder, sexual orientation, national origin, citizenship, disability, marital status,
pregnancy, veler"H1 t;lalUl; ur allY other characteristic protected by law)

Client Entert<lin:ng

Ail rb>ce:!-'ls for dinnt enl8rUinment must bC! submitted with;m EntBrt<Jining Expo?nS8 Form and must induuo
tllD rDic-vant K code{sl.
All client Hfltert[,ininfj over E100 per head requires an MD"s memo; a monthly memo wIil be dIstributed to
Dere~ BandenniDanny He9glin/Jerker Johansson. listing ail client entertainin9 over £1 00 per head.

Event/Marketing Related Expen:ses

Evont.', must bu pm,lpproY8d by comp:&ling and submitting an lED EntfJli;;inrnent Request Form 8S jollollv'~:

Evenls under $1000 ~I)()ulu I!Q prp-approvcd by yOUl- Desk liec:;d "nd copied to K8ron Judgo and Crossida
00883. A signed ct);Cy of the approval must be attached to the rer-eip! when sutlmiUinw the Expense RWNt
[Yenl;; over $1 000 s:lould bo pre-authorised by your Desk H~8d, approvHd by Marketing 2nd copiC'u to
Michelle WiliAms, A :s~ned copy of the approval must bl;! att<lched to the receipt when SUbmitting the
expense Report.

ThQ follc.win9 LlGu)\ml numbws >-~hOUld be Llsbod for all rnc;lrke:ir.g invoices cnu oXf.!,:mses:

Conterence; LxpDnS0S
An;.llysl MiJrketirlg E=x;JPflses
NOrl- M8rkfJting r"ht'id \:Nunl,,; (incL Ofl-si~8~;)

Client Gins

666628
8SClH4
6S6e17

•

1~lllt\JJ:-MSDW lJf;;;f:Jeu gifts will rcqii:c an Exception l<J Policy Signatllre. The compl!<JIl\;.e manual state.s
lhilt 'Firm poli,;y. eJimiir.abl'J i8W and SRO ru18~; tn'l'l prohibit vou from 9ivinq Qif,s in {,XC€SS of sp€citied
mon(~tay 1<0\;;>1-; 'In Londc\rl thl' ruling is no mor",th81l f5;"-

Staff Entertaining
Entw-:<l:ni:1!j C()~'.'i'~r~8r" frem yow home' of.i'~,~, when nn dient'lh.ewliw; ar8 p'R'l8ilt is.'1o 8;rceplion to
polic:y' and t;,," ef.l~enS8 wi!! not bd reirnbureed.

Entert.<lining Co-Workers from other Morgan Sbn!oy Offices

Ent8rtCiininp Ci-,-wwkfJrs fmm ntrWt Morqan S:ml",y OW~'''s, whon no clientsiven(lof;'; <ire pre;.;ent is <in
excpplion to poiicy' "nd require" prlJr approv21 Exp0nsE'S incurred withnUI prior approval m2Y !lot bo
rcimlJl:r:;cd ..

All ewmt i5 d-Jssifiprj a~?.n Oilsilu wh,:,n 211 ex[ccmal v"nU0 is b00ked eithvr lor iJ tull day and/or includint] <1n
overnight sl<'lY.

2



•

•

•

r.iie:l~/'jfOl1fbr [cr \1'.0'"" (~i"!ISf()fl~; r;'31 (i,",81 with clit<u!iv0,n0,or' Qn sitr-!> your ofIiCO. .q,irninistral;.on !p-<lm wi:,;, be
c,,'lle t,: :~dv~,:: JUI uf t:l'c (~Ic-',;~r,t pre"0ppro',;,1 rnJr,c:~<; ff;f1l;ind for YOlir di'/i:iilji) priclr 10 BPproeching the;
p1i,~\'~n~t 1;:('::;'1 ;:;:"J',..'."ii"lk()n'1,~ l:ril~'L

hI: Olf-SillS:> re'luire Pi 8-0;;r,0,;;;1 fI"J!n iVlarkctirJfJ (KClreil Judue!Cressid<l D"-Jssa). t~ copy of the McirkeFn::J
approvfll nllist be 8:li'ct!e::J to the rC';lJi;,t whpr s'-,bm:ting thE': E~penS8 H8j1()rt. 'i !lere is a list o~ pr8f2rrcd
Oli-$Ilo vemi:"; "nd c:«(;.nr;ni sp()8k~:r0. \vhl,~h .'lEow lF~ to 10'/0r31)(; at: discGunl2d rotes ncgoliBlod by the
MCff;qtin,c] and Tr:l\'81 drpcFtmHnl~, Tills ,;;:;n ba fUUfl0 on thl'> lED Home PBg,~ - ori-Sit", button.
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TRAVEL

Businass Travei:

- KequE-st <3 IOW61 ci<J$5 of travel th81l the firm ~tanda,d in order to obtain an 8cdilional ticket for B non­
rVlmf18n St;mley

pcr:..'.:m to UG<;Nnp:;.my thorn.
- Dd'-,! truvs! wme(:'"ssa.-ilj in order to wke ddvdn(a!jc of d higlle; <;I;,~" uf ir,-j\ie! UI ,I special ded.
" US? a n'.:m-prctDlT,~d c8:rivr in crder to \':Ike advanbne of a special (j'J3;
_E0~nd trirs C>',ior n wGekewJ wiler€' Unn8C(SS,ny <lnd attAmrt 10 cl8im e:,pensE'..' incurmd OV0r the
wecK(;nd.
- Commence a business trip from a location olher th8f1 their home office location without prior approval'.
- r:1<-lim ex[)nn,;c" for telephone cans mado on tho 80fupl3nu.
- Claim CKpCIlSCS for <,t"lf gitls
- CI:iim medicBI supplies either [UI P~I(;()fI<l1 use Vi lUI tlie ofl!\;p.

Airlines.

M0rg;-;n S!onlcy Pwkrrod Airline' Carriers:

The firm has negotiated :'lgreemems with d selection 01 dirline carriers thflt can tle viewed on W6D pa~.;e:

hUp:lliis.ms.CQm!corpselVeu/portafftravel/air/poJicy,asp
Wherv/or possible 8t0ft travelling en business should uso tho negotiated route deals. Your department
dumi!1 <;[;o[r willlJ(C dl!lt lo advise you of CDS!S.

Travel

Out of Policy Airline exceptions inc:ude:-

Firm ivl8nn9'JmonUExoQullV0 Committee Signoff:
· ChFirmring Aircraft

Dlvisi0n;'JI Hp.aii SignoWExccplion to Pel icy Signdtory rogislucd within E-Req:
Tr,NI"lIll1g Frst c1o,.;siUpgradcs

· Use oi non-preK'rred carrier (unless due to capacity)
· SPOlISie Tmvel

riR Signoff:
· Home leave
· Re!ocation

l::.xCGptlons are flJflge.d 'slth:n the electronic Tr;;.vc.1 RequiBition system find will raquiro an exception to
]X)!iI.~Y· Sil;n:1turB fo;- <1ulhurisation, A rt;:Jur! C'f all excefltbns. induding additiona! costs to the firm is sent to
Firm M~J:l,Jgr.mo;lt Oil iJ rno:ithly b~Jsis,

ClaE:s
Fur lim lf1<:Jj'!r>ly or lravlJl <.l Bu;;iIl8<it. dc;:;:; :;edl will Lie rl::s(-~rved bullr(jvtdlet~ -:;IFJuld be ~Il;p(jled lu 3Gcept ~
lower class seat on a preferred ltnht if there are no 8usin8SS class SD;]!S av;]i!2ble or if their divisicn is
o!X'r8tin;J a difiurcnt polk.]' to BUeiness Class on cerhin rouies. First CI.1S". air Ir'1vel is Hrl f>xcp.p~inn tn
policy'.

E-Tickcts
Many a:rli,.,~ cnrriers (inc:uding [',A) now offer [Aickels 0,1 se\ieml frnqJ{)'ltty u:<>ed routes. Traveliers are
cncOuraflCQ to take Eldvani;]ge 01 ttlis method of tief-cHess Iravel as OVDrill1 it is more cconomiC8I tor trw
Firm. however it is not mClnd8lory. Tr3vellers wili need either an AMEX corpor.)!e card or a SA Frequent
Flyer c,nd to ww the ETickHI rn~j{;hjn8sat tho 3irpQr1.l\lbtnCltiV>,ly thp.y G8.fl (;hed; in vk-l the check in desks
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hllh'.; J'iUbi Wd'j. P. cum;)f~l1l'!!~ivc list of lOute,,> ;)'1d rkid!", 01 holY tllC' [-TiGkul opcriJk;; 15 8V8ilf\b;,:' on Ivcb
flLt·:;o', http://iis.ms.com/corpserveu/portal/travel/a ir/eti ckets.asp.

Upgrades
Upgrdding to ~ cbs5 oLJt:ide f!rr,l pfJi:r:y (sr,e (-1~OVtl) vi"IVncrlC<'Jil [-; \~)f8:'5 :$ 8:1 BJ.:l.;eplion k) policy'. Sholj!{i
you r-8qup"l iJr: L[JIJr ,~J'~ Of'C8 8t !no fjir[J()\[ 11 IE' fe,~ will r18t lop rilirnbllf~,.'!hl\ '.

Ref;;nd5
Unwlorl tid:nir ml)st b8 ml:.Jftwd 10 tho Ampri';cm Expresc; Tr;,,),,1 offic.:B Of to your Ir;:\l/elllouker INilhin 7
wurkiiiU (joys c[ cUlllpl';I:ng a bl~sine",s trip. The rirm is uneble to cldim a refund on these tickfJts until the
actual tick{~t is n"ilml.:d

Duplicates
Ttk: issLling 0, Iwo or more 8'rlin0 ticlcats is an exception to policy· Doub~8 bOG~jnD Vi3 the electronic travel
rB!]ui.si:;on ,;y.-f"m hr w;,iI"!isting purposes i!O· pc;rmis5ibb but only one ticket wil! be issued

Trains (Standard Rail Nebflorks)
For lhf-) ffi8jority of tr<lv01 a Firs! class seat will bo reserved but trave!l8.~ should be prep,,1n;d to accept a
IQwvr class $02t on any 9iven route whoro thaw are no First c1?ss soals BV8il8ble or jf their divi",ion is
Qpervling i;J diff",r,m( polic::..- on c'.::rtain rout"'t;.

Eurostar
Eurus(i:T, il-I PrC;llIU:ll ~ irst clGss, is tho firm's prel"rm0 rvuto br travel tn raris 85 it is more co:ot eifDctive
than air travel. i mvellers shOUld ta~e advantago of the free taxis provided. Your department admln staff will
hR BhiR tn Bdvisp you 01 details.

Currency
For busine"c; twvei pW(lO.::es GAsh 2dw'Iflf:f!S will he provided Vi8 the Corpomte Amex c8rd.

- Sterllnn advances ,H8 not gen8r311y permitted ~IILl wi!llJe fJluvided only wh;ro deem0d necessary to a
ma"(imum of

£150 por trip.
· rurei!.]11 l;ullerr,,:, Ill!Jsl b8 ordered via the on·liniJ travel sy:>lem and will require authorisation.
- Staff will t'e encouraged to US0 tho Corporate Amex card for expenses wt18n travelling \Vherever possible.

Return.ing Fcr"ign Curroncy:

Ple2se contact your Office Administr3;ion Te,,~m to tind out 'f,'hir.i1 expenso method you: Civision follows:

For divisions whl:rC' C-orp0wto Nnox Bills W0 bak:w,ced monthly 89<1ins1 porsonal oxponso claims, unw'ed
currency fs tv hi; retumsd to the American EYpress Foreign Excrlany(,' ofJicc within 7 wOlking dd)'::i of
completing a trip, it is not permitted for staff to rollover currency te furlh0f trips.

ror divifiior1S whsr8 Corporate Amex bills are I10t b8lanr,ed monthly aU&inst pc"Sonal cxpcnso c1iJim3, thcn
fOf(--'I~ln currency may be kept for future trips, partlcubrly for frequent traveliers. However, the retained
currency rennins tilO property of the employee and C21nnat bo 8xpensod baGk if utilised for personal needs.

Insurance
Employees travellirl!1 on ::L~in9ss are covere~j a:; follows:-

Murgan Stailley':; Bu:;il1e:;:; Travl;J1 hl:;UldlICl;J:
· MsJical and EmerCjoncv TravGI Expenses
· C"mcellation curt<'lilment 2nd Change of Itinewry Insu";.-mc8

Money rmd Credit C;"rd"i In0urrJilG(7
· Per~wnal B899ilgG Insur"nc(' (inciuding Passpal1lndemnity)

laptops &. Palm Pilots \h.'ll 8rv the proporty of Morg"ln $\811101' 8m CCVCfC'U by the firms own t:"vol
ill<;\IIGlIlCt'. allY t1qui;:miC'lt llElt b [:11': pmperiy of thE' trc)ve::\~r i:; Oilly covelO:} if the individuals hilS private;
persoll:'11 travel insur;jriCO,
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II yuu J'~' [reNd::,j,_; ~ ldv;·J,,'ly. l;'V51 i1 <lily pdrt 01 your ioulTE'y rl,,:S bt.;Gn book':-d lilrougl-I Hili Fill:!, you shoulcJ
censuw ihdl yUll hi1\!l' o!"i12inu:) ,XleIJU3t~; p8fsonal t',wul in~ur3r1Ce lor your JDum,"y_

Jl.. COrflQfc !lP.:13"'''' l:rcak-::l<JwCI 0; GOVUBgB Gall [JO BCC0c;sod vis "i'il<.:;rO'Jr, S;onl\.-')' & i" 0,1 the inlr.'1I10l 810n9
with Hlt' ,Ple,'an; f!)mis dnd udails of IllB tmvel insur~;n(;() GQV8raD'~with .';mcric:m Express.

Travollnsurance Covorage for American Express Corporate Card Holders
Yuu filiiy wi"i: lu ddim vb tim Amerir.an Express CarpOI"ate Card coyer in tl-,!O bllowillQ iil:>ta:lces 'tillenc-.
cover is nut providccl
und",f th(~ busin~'",s !rsvel insurance policy-

.. If your tl!~JIJ: is dt~!:J'i&li for o',er 4 hours you carl charge up to GriP -100:0 your Ame:'~ COfpora~e Card fe,r
me2!': ,10(1 r,,-,h>;hmcr1j~, i-Jlidicr hole! accommod,liiei1.

If you r:li.,~ i-! ',onnc,cfinq fii,jht and lhel"e is no onward t'ansp,,,tation for at lea5; 4 hours yutl Gall chi:lrge up
to GSI; 100 to your Corpurah: C8rcJ for medl:> Bn{1 refH~shment; and/or hutel LicGom:nodatioli.
· If your Sj)01.1<;E' is tmveliina with you on Cl hu.sinf1.".s trip with till'> Rrprov81 of the Firm, fhAy mClY hA <'itie to
cl(lim und2' the flJlleX poli~~y for loss or dumGgc to bilggagc Bnd personal itbms,
· Cover for delays and tmvel inconvenience insumnoo is 81so provided,
· Further information on this cQvetHD8 1$ available from AmcriC<l11 E:/pre:;s Insurance Ser-.rices whl) can be
cont8ct'Jd 0:1 01273 6Ci?300.

Visas
All fClCt; n!i<;linfl lalhe purchase of busimJss Visa:> ;Jnd other business travel requil~ment.\are arr8.ngud via
tl10 Amcrici.1n EfPf<7SS!r21\'c1 office and arc cllargcd to the travoller's Corporate Arnox card, All fees of this
nature wili bn reimbursed,

RcqUN',!S for personal Visas should be directed to f\moriCUf1 Express leisure on 56500,

Meals/8everages While Travelling
M,md'1y to Frid;'ly:

- Ht(J3l\fosi is 18'mbUisa!lle up to [1U pcr day, oxcept wherE; the hOiel reservation has been made on a bed
:-md hrenkLl"! h,~,;b

- lunch \3 no; rcirnburGGblo, except when cnkrt.'lining clients.
- Dinner m,Jy be exp9w;u;] 10 " limit or £25 per d"y, eXGeiJi when enlertainiil\J client<;.

Salllrd:.y & Sunda\!'

- Expenses in~lIm.d wlliio worKing OV3r a woekend while on 2 business trip will be- reimbursed up to £35 p;;r
dny.
- The firm witl not (viml'IJr$C ;:JrIY expenses incufwd ()ViH;9 W00kend wh",re the memb2r of staff has
remained in a loc;;t;on for non-busines::; PW'P05CS,

Sl~)ff are encouri1ced to make use of the airline loungvs when travelling, particularly in Business Class, a£
b.cilitis-s ond r8fr0,,:lmontB ore freo. N.B - it m[.y bo nacn:,;sory to hold on airline's frequent flyer cord.
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[MORGAN STANLEY LETTERHEAD)

NOTICE TO EMPLOYEES

1. This Notice is being provided as part of a Consent Decree entered to resolve claims
raised in the case brought by the Equal Employment Opportunity Commission
(EEOC) agailllit Murgan Stanley's LlStitutional Equity Division (lED), filed in the
United States District Court for the Southern District ofNe\\' York.

2. Fcdcral1aw prohibits discrimination against any employee or applicant for
employment because of the individual'3 sex, race, national origin, color, religion or
age (forty and over) with respect to hiring, promotion, firing, compensation, or other
tenns, conditions or privileges of employment. It also prohibits retaliation against
employees because they have opposed practices they believe discriminate on the
basis of sex, race national origin, color, religion, or age (forty and over) or because
they have filed charges with the EEOC or participated in or cooperated with an
EEOC investigation.

3. Morgan Stanley supports and will comply with such Federal law in all respects and
will not take any action against employees because they have exercised their rights
under the Jaw.

4. Employees are encouraged to report concerns or instances of prohibited
discrimination to Human Resources. Employees may also report these issues to
Morgan Stanley's appointed Ombudsperson, Marilyn Booker. Ms. Booker can be
contacted at [insert contact infonnation]. Employees should feel free to read, uul tu
Human Resources or Ms. Booker at any time. Morgan Stanley has established
polIcIes and procedures to promptly investigate any such reports and to protect the
person making the reports from retaliation by the person involved in the allegedly
discriminatory conduct.

5. The Cunsent Decree, along with policies pertinent to it, will be posted on the lED
internal website by~ _

6. This notice shall remain posted for the duratiun of the Consent Dl:cree.

Signed this day of , 2004.

Morgan Stanley



• HOTELS

TIF! firm hi!" ;';i<~ci8lly rW~1nti:lled mtns with hCllois internationally, ThaiC is i1 m3ximum limit of $300 ps:"
ni(Jllt br thlJS:" hll!"b Ail held b..lof<ing ~ ITIl::;: b8 mad<, 'fIiti1 MDr[J,ir< Sl8nley pmferred hotels, 211 <.Jth~r hf'tel';
a~c out ,)1 policy, c/%~~pt If' loc8tions 'o'lhero <) pra!cmed hob! dOGS not exist Hotels booked direc\. i.e. no! Via

Pxnf;rictm Exr;ress, will re'luire an Exc9ption III rolicy' sl,JnatLJre prior to 1;8109 expensed.
A lui: I:~t pi .111Morgan St;;m!c! prctBfrcd ho:d.s is Bvai!aIJk: :at:

http://iis.ms.comfcorpserveulportalltravellindex.asp

eml)! (';-mr;"Hctt;(11i f'.'c·s irGU: (;(.1 rh,:, 10 the firm cBr,co!!ing a trip \!'Iii! be rcirnburs(~d.Ttl(-! firm 'Ifill net p8,.,
caf1csllallon I,!os '."hen incurred bee;;h.!";:;- 8nolhcr prelcrrGd holo! [los lH.;C0n10 "w2i1;:;blc 81 short notico.
/\ny F'ntut<J!nill\J \l12t is includijl.l in G hotel biii d',oukl be entered on lhq Expen.",e ROGnrt ClS a SepArBtr:: !L(nl

'.lnd dt:"chl<1 In c;f1 EII!(-,rt"iini'-1.lJ FXD(:'::I:'P. f'1)~'n

Th0 \c..llowipg items on :l hdel bii v.til! no! bo reimbursed ond £If0 oxcuption to policy',

"MoVlcilV clm~!:JC:S

- Sundries te.. 11':'IIIS[18]:.1015, ::;ho,," cle,ming ::;i;;IVi(:t,;S

-Internet ch3.rQc~vi;; the hJlcI tolevision

The bli\J'N!ng item:,; on a he>tel t>i11 will be) rdm!JurS8<.!:·

Mini-Bars.. . A maximum of [10 01 eqliivalent per day por trip.
Laundry.. . ServiC8 should only l10 utilised on trips lasting 5 workinq days or lonqer.
Tip " , Wlthin WGson
Suit Pressing
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GE/\lERAL

P2rsonal Holiday Cancellation For Business Reasons

lils policy to r"im~lLJr3e MSDW ernp!uytj(;." if they incur finoncidllf)sses due to he cnnceliation of ii per:;onal
hnlichy for lou:;::\(::;;;;; f,''''Jcm;. This dec:; not inciu'le partnt~rsispouses where (;18Y iEiVC ChlJ'ian tll join 2

bu:;jn0SS Imvel:er and combino busL18ssJpersol):l1 trips. On a C2"n hy (;;:l~0 0;Jsis, hmily holidays
ullcl'rlllsGted with busine.S$ IraY",1 illay be reimbursed. Copies of any rBlsvnnl dOGllmcn;iltiQI'1 should b0
<1tt2ched to the I::xpense Form.

Overtime Me~ls

Whr.re it is n~cP-s:>i3IY r,;( you to work i3ls, Mort';un Stanley wil! Pi1f you 2 meal ClI,0wanCtJ, witrl~n the limit set
out b0low, for meals ('.;:;nsumryi by Imll 01 iring Clny period of late \i'lorkin~J.

In onJer to cl';lirF a medl "dluw<J:ictl fUI ytJUi 1118C1ls when you drB worl\\ng lak you mus\ ()tJbln the correct
authorisation and produce relevant receipts. Rccel;Jts from restaurants/shops within C,wary VVhan only will
b~ roimbuf';8d. Som0 flivisions have 3ccounts $I}t up w;th loea, m~j-,'JI!rr~nf~, pin;:]"e cont8ct your Officn
Admfn:stration Te31ll fer further detaiis.

The meal allowance for lale warking i::; ~s follows:­
Monday to Frid;w:
For Blf)j'!uye,;,j Gommellcing WOfi'. "r th'" begiilnin~~ of e notlT1<)1 business d3y, you are entit€-d to claim [t

meal allowance ole maximum £10 per person aft"r 8pM. Overtime meal AJlo'N2nC8 (JQ8S nut usually Apply
to emp!oyee'j working $hift work however, clarification of specific circumstances can be obtained from your
Office Administmtkln 188m.
Weekends & PubliC/Statutory HolJdays:
All staff are entitled to rcr;oivo one meal allowance for every five hours worked on 'Nee};emJs or
rubliclstfllutory holidays, up to a m~ximl!m of tVIO meals (£30) per d8y

Lega! And Consulting Fees

All MER needs to be completed br aille9'3i Clnd con~u!ting expenses for pmjfJcl;'; whieh are budgeted nnd
over $5.000, I he I f\;]f-' number must be clearly indicated on tl18 accompanying Vendor Expense Form.

Corporate Cards
Staff travellinr; abi"Dad Jor business p,Jlposes will[J8 rrovidod with a COrpOrGt8 Amerie,']., E/press C3rd This
if; tho preferred c:;l.rd of choico fnr r;mjlloyor;s ;:1$ It aliows cash advances. additionallrovcl inSUr"dnce and
better manegement reporting of spend. Forms £He ovoiloblo 01 both American Express offices. If you are
issued with" Corporate card you must comply strictly willi Mury2fl S\dIl1ey's cules goveming it's use. In
p",rtit,uIClr:-

- ThiS f"..--:1rd and any outstanding b8!anco remain tho rosponsibilily
of lhe hQidor at ali times and not Morgan sranley,
C(Jrpors18 GmJ hiiis are to blJ seUb.J promptly.

· Lot? pClym£,ni chcrg8s are the responsibility of the incl'.'idual ~Jnd are not reimbursed by the Finn.
· Y{)U must Jllherc ti) lIle lAild's crellit ii'Jlft a~ speciiied by Mvrgan Staniey,
· You must irnmcc:Ji0ly advise AI,k..X: otthr~ iOGS orth811. oj a ced:l card.
· COrpDi:'lt.e carn'; ~1W f"r hlJ~im;:;,; l!';" ()1lIV·

There arc no 8nnU31 fees on the corporate card. SilOU:d the holde' ~iU!i up fo tl18 ?MeX iiii miles this ,viii
incur a chprgp. to thp individual that is not reimbursable.

Should you request a cad with less thDn 5 working days to the d8te of lrovd tlf] oxprc% ch3rge wii! be
Jevi0d Oil the first statement of f:20. Tile firm will reimburse this cha11Jt'.

TAXIS
VVn8(O the taxi is 1m business purpose's U"',e report. must. include a K code.
The Firm wili not p,-v for taxis to work in fhe morning
Taxis wwurk erc not rdml!'Jr~<JblueXt-cpt o.t weBkpndf, and only If <~gmed BEFOREHAND with
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management,
Persuil<11 r:dus/car2 are not til be b~+ed an em MS <-lccount.

The firm will pay for cabs in tile fol:owing circumstances
Tn and inm ciient rncctings (Di8la Ccil'). Du nol pre-honk - hili! a C<1!l, r;oy eelS)] arlO expcns~,.

To and from Airports (sl,e b0101N)

When workiof} late, after 9.00pm in Winter and 10.00pm in BriHsh Summer Time the
Firm will reimburse the (lmploy~eas folloll'ls:

Tho'3e Living in Zones 1-3
Th,)s.=: iivinr; in 7(,n('s 1-3 should g,,:o3 1)18C~. cab. WIl1:;rG rc,ssiUe go downstairs and M!la cab, pOly cast!
Slid E'Xp9r.S8. It is more c();:tlv In rino ;;;71d order;:; 13-\1. Black cdh;; should 31so ba us(;d for ail bu~;ill';ss "mel
entortainment in the City' and We:;! End, 8fi0in haiiing roth8r than bonking in advar,ce whcr"? possible.

Those Living Outsidn Zone 3
For those living outside zone ;3 they should use C<.l~utCdr Hire service:;, or where pos5ible a local cilb firm.
whichever is the cheaper

For Airport Travel
Off;cc,ICilyIOffice - Hail and ride
He3lhr0w '...,\101- To/from an)! I orrlon pnsi mdp. usP. Guy S31~OIl booked though Helen Newcombe on
x54921
All other" GUy Salman or Calml Car;;

Parking

Petrol and C2r parking for business purrOS€S will bo roimbursed, Please note that tile finn wi'! not pay for
parking nn8;;, imespedive ofwhBthe)r the, p2.rking i~ 3",,-oci8ted with h:l::;inp.::;,:;.

Car Hire

Tile preferred companies for car hire are Hert: and Avis,

Market Data

Atl Market D8tOl requDsts should bc by Bma;1 requesl to 'equitycoords'.

Bloomberg and R¢ai-Timo Bioombwfl fc-eds
Tlle:;<o re'Jp8:;1:; ml,lt;L hav'o fvlD approval "md thon alllhDr~cd by Scott rl(;,ld-Marsham.

Evcluticn,lal! other non-Bloomberg requests
TI1050 must have MO approval.

Mobile Phones

Policy
Thn firm will slIrrly Cl Mid R'1nqc mobiie pneil.:' for business purposes. Currsnliy there is a choice of 4
handset, vk,;ch are freo of chmgc. If you wish to purchase t1 Prdl1iull1 Range: phone (not free of chsrg0)
there arc 4 avaflable!, however, tlie phunG \'Iii! :;Lil: rOrJI<Jin Hie jJlO!Jerly 01 Mllf.Q<ln Slimloy.
AI! mabii8 phones should be ordered by complelinQ [m online form. Please con!-3ct 1I-,e IT helpc8sK on
Se080.
It is advised thi)t users lake out VodBsure rlus insurunce wllieh covers you fodI1Dft/loGs, howcvcr, this
additional cost cannot be eXpCl1$O,j

Usc of personal mobile phones
Wher" personal mobile phones flflC used to rnaf,e business calls, business r8iat8d Wll$ may be claimed
from the Firm via the normcd expense Pwc8rJur", For userS in this c8:e~.]Ory Inland Revenue does not aiiovi
for any portion of the mntal to be expen~.ed b8Ck to thq Firm.
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Best Practices

Uf>~ of Stub.;;] to denot') Pr;rsonal C",fis
Prior to di"lIinG ;, numbu to m"kA ;-1 pdro',Jn8i (;,111, pms:; Ire gt8rf":'1'. Thi" wili ~:how up on your invuicc
8';:11:'1St n"., Ilwnbu d:8I1ed, 8ssistir,g in ici&nt'fyina perSQlI8! coils 2nd yom fr,;"UI1'<I.) proC'.,,~s for b'lsin8SS
",'"rsus pl'rsunal cApens"
Use of your Mobile whilst in the attica
III lho oti.C0, UINGYS GtlSI.mJ Ins! voe pbC0 mlofn']! and ox.1ernul cails trom Ina nccr05t dosk phone. This is
tn" mosl cust-p,ffu.;\ivt' Ilit'llrvd lUi !ilcikill>] su:.;11 G(JI:s. Ga:!s \.wr:eldled [rUin ,) mubile phone wm be ch8rged
a: higher pellGe ppr minute ralc-,s. Call~ m8de Vifl a desk phono will ,.1!50 be of a higher quaiitythan Uy)s;:
pi8(;8d en n (fI()bile.
External Dhrerts to Mobij~ Phones
Set-up and GGti'.,3tion oj on 8xlsr;;2[ d8Si; phD;;!:' divBrt 10 a mob;I" phone requires businGss unit B;Jpm'j:·.,1
C.~lls msdo to a dusk ex!onsion w:11 be dl'lDrtod to 1118 mobilo handsal ~lIlci thum/oro ch8rgGd at tho hir;hN
nwliilp. i)BilCH per lllinutfJ rCltc'~, which cc'ulJ b8 dUIT,AS!i,; or inkmati~I~i;11.

Tol! Free Dialling from a Mobile Phone
TI,e.; majority of domestic al'lel international mobile iletworks charge a sland<;lld rale 1<» Floo pholl!;;, ur
Intemational To!1 Free numhel access. Dial such numbers from a fixed line if \'jfthin ffJ<:l';h, otherJ,ilse these
1~,~li<; will hi: r:h;.lrjJf.Ht tll your hfll ;.;t th'~ prf'V;'lilinU r;:lfn

Calls made whilst abroad
Pie;}",e note Ihat when trnvsllinll abroad c<1!ls made 0, received from outside ef your homo not-Nark will be
cn<1rQ8d 3t highN roaming pt'.ncs pt>r minutG rdU,lS. PIGase ensure yc.u are aware of these roaming t2riffs
prior to travel and be slJnBitive to the lime occupied on your mobile whils: roaming.

Short Dial Services
Short dialiing 3 .. and 5 digit functi,)(]s are available io thos8 users who make 8 I<"go amount of calls
internationally to MS office:> and dDmcstkally to coileagu8s when out of the offiCtl all the move. Such coih
arc rDutcd via the corporate mob:lc network and M::l Inlernal net'Nork,
Lost or stolen Mobile Phones
If you should lose or have yow' corporate mobiie :otGlen, cuntad the salvi;.;.; pr:JYide, inlm~uiotely 10 t.klf Ul{;
h8f1(jsd. T;,i<; wiii ensure that CLlllS G"nn\)\ be file-H.b on this phone and protec::l your <Jc::count from
aCCUITV rlatin\-J llIo!J"lI US8g8 and d$sodated charges. If stolen, to facilitate all ins.urance claim. you wi!1 need
tu repurt the theft 10 thE'; roil!:e and obt2in p. Crime Number.

Invoice Payment Process
Each user will recoivo an invoico for uS8g0 8c.cumul8k,d on <l monlhly bGsis. SollJomont of these chorges ic
tn8 wspon."ibility of thG US'SL F<1il.1rFO to settle rronlptly Gould result in ainilnc, 5uspensiul i 01;1.1 1J0;isil.Jie
cancelloTIon.

SUBSCRIPTIONS
Mo:-gan Stanley will reimtlurso!flo C0:;1 of b<Jol<.s and periodicals that serve 3 spccnic business purpose. It is
not Fi,m policy to re:mbursG Ihe coO'l or nenn.ml husincs~, fll Ihlic;J'Iom•. inchuiin[l rlilt nDI limited to:

The Economi:;t
forbB~

Business I!'feek
Fortune
NCWSW80!-.
Timp
Harvard 80sirlcss Rovl!>v,'
i,w(~ ..,t(1rs Chronicle
l-larrQns
Fin2ncifll New:>
O(J!TI(,,;\ic nCW['p(JpDr,; (c g. F:m;n,;i;·ji Timc;), The Timc3 etf;.)

II:l,"lJklliunClI n"w:;p<Jp<of:; (e.~, Inn l-!t;r2ih.J Tribune, Wa!1 Street Journal, Les Echo:>, elc)

81S :,nd Ace'Junl;; P::y"hlc h2ve h{'0n instruclcd to wiLlr., d:1y invoi,:v,,; or r"quet:ls from Individuals fo! th83«
and other gi;ner111 business tij~"·.

f1 you have a bu::;inc$s C.I::;D for receiving <1 publication. you should cmnplcb the 8iS PubliG<Jrion RnquC',';!
FO[ln (found on the BusinessLink w,'osite) 8nd send it to your respective Opcr<.\ticns Officer for
duthon::;ativn, it wil! then be fmwdrded to Steve S()llcllGfl ill Film fl!dJld~tJ!1ltJlll fOl ~n<:\1 approval. Most
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SU!:>ScrijltiOi1 p'?riGd;; run ffj, 12 !l1uIIlb:i: "ill [l'II'N/,,::;; wili ikn ll:qUlfU til>:' <!ppropriatG aulh'Jric,i1tiGn prior to
f8rl()vml,

Morqan Stanl::y's new"par;;r supplier, Leademh,,11 N(,wc;, del,vc-r;-; dornDc'!ic ,,'nd fO(CJ;pl IlCwsp'1pcrs Dnn
journ:-l!R Bach (jay.

If yWJ ¥i0U'd liko to 0'98nls8 a psrson::11 sut'sr;ripllofl, ("'ihich will not be reirnbur-;{yJ by ths Firm)· you should
wotact LC<J(JHrlnali New:> tJi,\:;clly, lsi. 020 7621 171:? ada;.: 020 728.3 3143. Thsy wi I! .p.quire your name,
department and ibor d8t3ils to sci up an order. They wi!! ihen sen!! 8 6 montil proforma invoice. All orders
for "Over thr2 Counter" f"12pers hom Mor0811 SI,'1rllr,y Hrnp!nyu~s wili qUcllify fu~:=; 10% disc:cunl.

Stationary Ordof£

Click Ilere To Download The Word Document
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Asia

_
Expense Policy

VERVIEW

• All employees me expected to exercise good judgment nnd common sense when incurring expenses on
behalf of the t-irm

• EX[Jen~e reports must he submitted in <'l timely f;'j~hion Management reserv'es the right to reject expp.n~es
over 60 days old

• Client K Codes should be noted on all client-related expense reports or check requests. The K Code search
tool is available at: hltp://web.m6.ComLcgi bin-locqJlinstlmktg/lEO TimeEnlry/tradinq name search.&..qj

• This policy applies to the Consolidated E:quity Division (lED + EFS) in the Americas and lED in Asia Pacific.
Per~nnnel in other reo ions should rp.fer to their regional policy

ENTERTAINMENT

• The Firm encourages quality time with clients discussing bone-fide business issues
• Every clip.nt-reli'lted expen~p. report must hI'! ;'j(;companied hy a DashbO<lrd nr CIS call report

Guidelines:

Client Lunches (1) US $50 per person

Client Dinners US $150 per person

Client Event Tickets (Sports, Theatre, etc.) US $150 per person (Use of scalpers requires prior approval)

Inlernal Lunche::; (2) Not reimbursable exr;ept during business travel when dining on
official business

Internai Dinners US $75 per person (Prior approval required for events in excess
of $500)

Internal Cocktaiis Not reimbursable

Client /Internal Offsites, Conferences and Above US $2,000 rnust obtain priur approval frorn JHavens,
Other Events SJohnson, IFreeman, GRamakrishnan or LColby-Jones, i

Functions with a total cost over US $10,000 can only be approved
by JHavens. Submit requests via the Event and Conferences site
at http://web.ms.comlevents/

Charitable Events / Donations i Above US $2,000 must obtain prior approval from LHaffncr or
ILColby-Jones. F"ndlons with a total cost over US $10,000 can

only be flpproved by JHflYCns. Submit requests via the Event and
Conferences site at http://web.ms.com/eventsf

-

Notes.
'1. "Clients" include principals and representatives of current and prospective Morgnn Stanley clients (and their

significant others when appropriate), as weil as recruiting candidates
2. "Internal" functions include solely Morgon Stanley employees

•



STRICTLY UNACCEPTABLE:

•••
•
•

Entertainment <1t fRdlitip-s offering adult entertainment
Eillertainment at facilities that exclude use by any individual on the basis of his or her protected status (i.e.,
race, color. religion. age, gender, sexual orientation, national origin, citizenship, disability, marital status,
pregnancy, veteran status or any other chLlrQclcristic protected by law)
Non-client related family/spouse entertainment
Excessive bar bills
Limousines

MBA and Undergraduate Training:
• Reasonable meal expenses may be incurred in connection with MBA and undergraduate training

Use of Internal Dining Facilities Encouraged:

• When arranging for client or internal dinners, you should consider using the firm's own dining facilities, where
available

Gratuities:

• See Other - Gratuities

Gift Giving & Receiving

• Client gifts (such as flowers) are strictly limited to get-well gestures in connection with client or client family­
related illnesses, condolences for client family-related deaths, or for traditional holiday tokens such as
calendars and Zagat guide:>

• Employee gifts are not reimbursable
• Further details on Gift Giving and Receiving may be found at http://wcb.ms.com/equity/giflpolicy.doc

entertainment of U.s. Public Officials - Federal, State and local Gift-Giving Limits:

• See Entertainment of Public Offid81!'; FIt httn:/lsaseo1 fappayrollJap web/ap/policy.htm

Marketing Expenses:

• Analyst Marketing - Analyst marketing consists of costs incurred while visiting institutional investors for the
purpose of building relationships and discussing investment the::;es. The EquiLy Research analysis' cost
centers and job number 9XEROOB sholJlrl h~ IJsed for R!I your expense reports and check request forms
relaLed Lo tllese activities.

• "Idea" or "roundtable" dinnersfluncheons - lED cost centers should be used for charges associated with
"idea" or "roundtable" dinners/luncheons.

• Corporate Marketing - Corporate marketing eXpenses consist at costs incurred while sponsoring and
facilitating a meeting between institutional investors and compGny management. The Equity Research
analysts' cost centers and job number 9XER007 should be used for all your expense reports and check
request forms related to these activities. lED will be charged back a portion of these costs.

• Events and Conferences - Please refer to the guidelines in the table above. Co::;l <:JlIocalion will be
determined on a case-by-case basis.

• Transaction Road Shows· All road show expenses related to lrall:::iaGlions should be billed to a Global
Capital Markets cost center, Rnri ;']llnr.!'Itp.rJ to the fJpplir.<3ble client-job code.

• 2



TRAVEL AND TRANSPORTATION

• •
•

All business travel mil!';! hF! booked via the Firm's designated travel agent
Fur (tIe latest in business travel policies and procedures, refer to the Global Travel Information Website ot
htlp:f1iis-na.ms.comlcorpservna/portalltravel/index._asp

AIR TRAVEL

INTRA-CONTINTENTAL
North America includes the continental US, Canada, Mexico. Caribbean and Hawaii.

Destination Parameters CICl!'>s of Service

North America
Asia Under 1,1 00 miles

Coach
Australia I
South America

Over 1,100 miles
Business- First Class if 8u!'>ines!'> is
not offered

Europe All Flights Ousiness

INTER·CONTINTENTAL

Transatlantic
I Business - MD's First Glass

(Business only for NY-LDN route)

All Others Business ~ MD's First Class

----,

I Destination Parameters Class of Service

Continental US
Club Class on reserved Amtrak
Mekoliner trains

.AJLTRAVEL

Prior Authorization by Travel Exception Approver Required:

• Spouse travel
• Use of non-preferred carriers
• Upgrades to accompany a client on their chosen flight class

Strictly Unacceptable:

• DowngrAding of A ticket to use the incremental portion for personal use
• Pur"chase of additional travel insurance
• Del:'lying tr<Jvel (Sunday) to obtain higher class of travel

Unused Tickets:

• Unused or partially used tickets should be returned promptly to Corporate Travel for credit to the Firm

• ]



TRAVEL EXCEPTION APPROVERS:

• •

•
•
•
•
•
•

us -Ivan Freemarl, John Havens, Shel Johnson, William O'Leary, GUill Ramakrishnfln, Marc Rohert, Grady

TllOmas
EUROPE/LONDON - Richard Heyes, Jerker Johansson
ASIAfTQKYO - Stephen Chamberlain, -\ akafumi Kagiyama
ASIA.NON JAPAN· Stepflerl Chamberli::Jill, Simon Hugan, Gerart1 Coughlin
SECURITIES LENDING - Marty Tell, Richard Loshiavo, Ed Marhefka
PRIME BROKERAGE - Rich I-'ortogallo, Stu Hendel, Lisa Colby-Jones, David Bearden, Seth weinstein
EUROPE/PRIME BROKERAGE - Watrell Holmes, Slu Bohart

HOTELS

• The maximum allowable hotel room rate Is $300/night, exclusive of taxes. For a list of approved hotels at your
travel destination: htloJfh8ntnsocs01/cs/travellhotelproqram/onelook citylist .asp

• The firm will reimhurse hotp.1 costs excp.erling $300/nighl only when required by lack of availability_ AI! other
exceptions must be 8uthot-ized in 8nvclllce by:'l travel exception approver

• Any charges due to failure to cancel will be the responsibility of the employee and will not be reimbursed by
the Firm

Acceptable Expenses:

• Laundry Service for extonded business travel
• Health CIiJb

StrictlY unacceptable:

• Massages
• Pay TV
• Toiletry Items

.ratulties:

• See Other - Gratuities

EMPLOYEE MEALS DURING BUSINESS TRAVEL

•

•
•
•

Employees should keep breakfasUlunch to under $25 each and dinner to under $50 while travel'ing
The Firm will reimburse reasonable use of the mini-bar for snacks and refrcshments
The Firm will reimburse reasonable meal expense incurred by professionals travelling to other offices dining
with Morgan St"mley colleagup.s on official business. See Entertainment Client-Internal
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GROUND TRANSPORTATION

For a fullli::;lillQ of allowable taxi and black car usage, refer to Ground Transportation on the Corporate
Services site ,gt: http://iis-na.ms.comkorpservnafoortalftravelfgroundfpolic'i~2SP

Lite-lille car sel-vice requests are to be submitted through Webride, the web-bosed voucher system at:
http://csapg/gts/index.aSD
Charges for additional stops or wait-time should be paid directly by the employee and expensed via the normal
T&E procedures
Vouchers should only be used for clients and are available through your Office Manager
Ground Transportation must be notified at carservice@ms.com of events requirIng more than 10 cars

•

•
•

•

Taxi f Car Service:

e·

Strictly Unacceptable:

• Use of black C::lr service phones
• Tax·ls and car service from home to work on business days

Car Rentals:

• The Firm recognizes Hertz or Avis rental agencies. If either rental firm is unavailable, another carrier may be
used

• Employees traveling alone must request a standard or economy model
• When more than two individuals are traveling together, four-door intermediate or full size models may be

reserved
• The Collision Damage Waiver (COW) and Third Party Liability insurance coverage is included in the corpor<itp.

discount rate. Do not purChase additional Insurance

eersonal Automobile;

• The Firnl will reilTluurse the employee for the use of his/her personal automobile while on company business
1'1.1 the IRS prescribed 2003 rate of $0.36 per mile in the U.S. This rate covers the expense for gasoline, oil and
maintenance

• Parking and moving violations will be the responsibility of the employee and will not be reimbursed
• The Firm will not reimburse personal automobile use for travel betw"een home ond office on days Morg;:10

Stanley is open for business
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TECHNOLOGY & CONNECTIVITY

Hardware, service and airtime ch8rges should be paid by the individual
Service and airtime charges are only reimbursable when explicitly approved By management for business use
and processed via the normal T&E procedures
Service and airtime charges should be applicable to client coverage areas and consistent with the corporate
rates nvnil3ble at http://iisna.ms.com/corpservna/portaliindex.asp
Incremental service and maintenance are to be prorated against business use

•

•

•

REMOTE COMPUTING f WIRELESS ACCESS I MOBILE PHONES

e·

PHONE CALLS AND CALLING CARDS

• Calls to the office or conference calls on the Morgan 8tonley intern'll bridges should be dialed through the
Fjrm's Global Access menu at hltp:llsait1 O/voice/globacc.htrn1

• Other business calls and personal calls while tmvcling on business should be charged to an AT&T calling
card, procured via the Corporate Services website at http://iis"na.ms.com/corpservnalportalfindex.asp

• Management retains the right to reject phone expenses that do not leverage one of the two above methods
• Telephone calls from airplanes and black cars will not be reimbursed except in emergency situations

e

e



OTHER

~RATUITIES

• • Gratuities will normally be reimbursed up to a maximum of 20% of the bill calculated before taxe~ willi 15%
considered the norm for good service

• Gratuities will be reimbursed on food, beverages, baggage handling, bellhops and taxis ulily

QVERTIM E MEALS

• ~mployees may receive a meal reimbursemenL ufup Lu $25 if they work 2.5 hours or more beyond a full
workday on their regularly scheduled workrlRys

• [f 4 to 9.5 hOurs are worked on a d<:ly Lhat is not a regularly scheduled workday, employees are eligible to
receive a lunch reimblJrsement up to $10. If more than 9.5 hours are worked, then a meal reimbursement of up
to $25 ill addition to the lunch reimbursement is permissible

CFAEXAM

• All reimbursements for the CFA Exam are Gonlill!:jE:1l1 upon senior management approval prior to the
commencement of all courses/exams

• Registration costs are only reimbursed upon passing the exam via the normal T&E procedures
• Study program/course costs, internal or external, wiil OF! reimbursed up to $600 prior to the exam

GMAT EXAM

• All reimbursements for the GMI\T Exam are contingent upon senior management approval prior to the
commencement of all courses/exams

• The Firm will pay for the GMAT exam and related prep course one time
• Study program/course costs, Internal or external, will be reimbursed up to $790 prior to the exam
• Reimbursement is processed via normal T&E procedures, and is contingent upon atfendcmce of;;} minimum of

5 classes and provision of a letter from Ule !relining provider confirming exam attendance

•

EMBERSHIPS

• It is the policy of Morgan titanley to reimburse officers for club membership dues and all professiunals fur
organiz8tion membership dues when it is in the interest of the Firm's business development and explicitly
approved by management

• Additionally, the Firm encourages participation in government/industry relations oroani7;;}tions when it is in the
interest of the Firm's business development

SUBSCRIPTIONS

• The Firm will reimburse Ihe cost of books and periodicals, which serve a specIfic business purpose.
Subscriptions to these publications require approval of the Operations Officer

• It is not the rlrm policy to reimburse the cost of general business publications

CASH ADVANCES

• See Cash Advances at http:f{saseo1(appayrollfap web/aplpolicy.htm

• 7



• TOKYO lED EXPENSE POLICY

This memorandum serves to remmd all Tokyo lEU staff of the division's Expense and
reimbursement policy.
Where the Firm's Folicy and the Division's Policy differs, the more restnctive policy takes
priority.

1. GENERAL pm ,TrY
1 All expenses incurred in Japan, regaH.1kss ofcost, must be accompanied by a rece:ipt.

Credit card statements alone are unacceptable. However all expenses incurred in overseas
will be reimbursed only if you submit credit card statements.
All dient entertainment txpense reports must be accompanied by a brief call report
\VTitten in 'Dashboard' Expense [(',ports must he submitted NO LAJER THAN 2 months
after expenditure (No exceptions).

3 All expense reports arc to be reviewed and approved first by your direcL manager (plea~e

refer to the attached 'Tokyo IED Pre-Approval Signatories') before forwarding to the final
signatory.

fifdbbAll expense reoorts must eaD rove bv one 0 the following. ma signatories.
Business Unit Final SignatOfy- Final SignatOly~Back-up

Prima,..,'

SRl\.1 J CO!Tlorate Marketing Hitoshi Takaseki
Distribution!I\:1arketing Takafumi Kagiyama
Product Manabu Washio Scott Callan, Simon Hog<1o, Stephen Cl1amherl:lin
Trading Shawn Bardong
Prime BrokerageJStock J:,.oan Victor Chang_
Risk Management!Admin Scotl Callan ._- ....-

2

•
2. OFFICE MEALS and ENTERTAl1\"1vIENT

I All office meals and entertainment expenses inclUding tickets, gifts, and golf must be fully
documented on the back ofthe expense report with the follov>'ing infonnation:

• \Vho Name of individual(s) involved
• "Where Name allllloeaLioll of establishment
• \\That Nature ofentertainment
• WIlY Purpose of expense
• Nnmber Total number of attendees (including yourself)
• K CODE Required for managers' approval

2 Acceptable locations for entertainment include only those conduClVe to business, as deemed
acceptable by Management.

• Strictly Unaceeptahlc:

•
Facilities offenng adult entertainment
Facilities that exclude use by any mdividual on the basis of his or her protected
status (i.e., race, color, religion, age, gender, sexual orientation, national origin,
citizenship, rlisahility, marital status, pregnancy, veteran status or any other
char<tclt:ri~lil;protected by law)
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Unacceptable e~lahlishlIlellb iucludc Copacabana, Seventh Heavens, Trap,
Private Eyes, Chane, Splash, Climax, Yamazaki Ro and ~oP:m Shabu Shahll :md
other similar places

3 For ~ost control :In(i analySIS, all invoices and expense reports are now to be filed by event,
not by vendor. In other words, one Illght uf ellleIlainmcnt with the same client should be
filed on one expense report, regardless ufthe number of establishments involved.

4 Entertainment must NOT exceed JrY JO,OOOlperson per night. Gifts to Client are limited
to essential customary gifts such as Chugcn & Seibo, and must NOT exceed lPY
IO,OOO/gift. This policy has NO exception.

5 Cigars C311110t be claimed

6 Expenses related to Golf entertainment must not include balls and raingear. Grecn
fees, caddy fees and lunch only can be approved.

7 E....penses fur mlernal meals will not be reimbmsed. Only in cases where there is pre­
approval by your direct manager, a maximum of up to JPV5, OOOJperson will be covered
However please note that drinking expenses for internal meetings at clubs will not be
reimbursed.

3. OVERTIME MEALS
Employees who work past 8:00 PM or work 4 hours or more on weekendslholidays will
receive actual meal reimbursement up to a maximum of lPY 2,500/person. Overtime meal
expenses must be settled by the employee and a feceipt submitted for rcimhurscment with full
details itemized
• Who
• Why (e.g. description or name of project being worked on)

4. COM.MUNICATION EXPENSES!I\10BILE PHONES
1 For frequent phone callers, the DISA service is available which rlllaws yOll to aceess the

MSJL Group's communication system from an outside location and enables you to
minimize commlU11cation expenses. Also some branches offer the DISA service for
visitors. For more mformation on the DlSA service, please contact Tokyo IT (Net\vorking
Group ext. 4380).

2 With respect to mobile phone usage, the MSJL Group will reimburse businesHelated
mobile phone charges only when the phone call statement is attached. However, hardware
and the monthly base cost (Kihon-Shiyoryo) is considered a personal account.

5. BUSINESS TR,lP EXPENSES
An Travel Authorization Forms require the approval from one of the following" authorized
slgnatoncs.

Business Unit Primary SiqnatOlli Baclam Si>rnatorv

SRM I Comorate Marketin£ Hitoshl '['akaseki Desk Heads
DistributionlMarketin 0 Takafumi Kagi ';J.mii
Product Manabu Washio
Trading Shawn Bardong



• l'rimC-B-r-ok~ag~d~S~tO~C~k~"-I~~;;o-a~n'-i~V~ic~to~r~C~'h~an""g,--_--=:J
Risk ManngementlAdJ!lin Scott Callon ,,==:J'-- _

2 All iIavcl reservaliuus (airline, hotel, and car) must be made through the Finn's travel
agency (Tappan Travel Service) with a Travel Authorization Form.

3 Regardkss of the pUIIJose oftnp (c.g. Business trip, Home Leave or Relocation), the MSJL
Group's "preferred" airlines should be used as we have negotiated volume discounts from
them. These alrlincs currently arc British Airways, United Airlines, American Airlines and
Japan Airlines. Travelers may not use any other airlmes.

£11ftr 1£ 11d I-\DOfOVC C ass 0 ave or a emD ovees 13 as o o\".S:
~"

International FhZhls Domestic Travel
Fli hts Rail

Managing Olhcrs Officers Others Officers Othel~

Directors (MD,ED,VP\ rMD,EDVP\ ---
First Class Business Class Coach Coach Green Coach
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5 Accommodation Expenses

Hotel and motellodgmgs will be reimbursed for business-related travel. The use ofhatds
that provide Morgan Stanley with a corporate discount rate is mandatory. (Please refer to the
attached Tokyo lED Preferred Hotels')
The maximum allowable hotel room rate is USD300/night exclUSIve of taxes. If the room
cannot be reserverlllnlkr JOOUSD, Morgan St<ln]ey Travel Center (Tappan Travel SLTYice)
will note it on the itinerary, which needs to be attached to an Expense Report. This will he
the only S1nl3tio11 in which the Finn will automatically reimburse a room rate that exceeds
USD300"

6 Other expenses
TIle following activities can be claimed;
• Meals: up to US$ 1SO/day (No aggregation)
• Minibar: up to TJS$ 30/day (No aggregation)

• Laundry Service
• Health Club

The following activities can NOT he claimed;

• Massage
• PayTV
• Newspapers and Magazines

•
7 In the case of trips to/from Narita Airport, the Narita Express train or TeAT bus system

should he u<;ed and taxi" or hire cars should not be usecL (l rile of taxi to nf"-Arcst Narita
Express or Limousme station can be approved) Exceptions to these policies will need to be
approved by an authorized o;ignatory beforehand_

u. PEB-§0tl.AL CAR
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In response to thl: Finnwide Expense Policy, employees who use their personal cars for
business usc must att.1.ch receipts for parking and tolls to expGllSC reports. Expenses related
to use of person[l] (',~T r.:m he reimbursed when working over 4 hours on holidays.

PUBLICATJO,,[S PURCHASE
All huslIlcss-related publications must be purchased through the Sminess lnfonnation
Serva;e (hen:inafteJ referred prior to "DIS").
When an employee purchases any publications by himself! ht';r~~lf, an appmval from HIS 18

required prior to the submission of the expense reports to MI'. AII' will not handle any
reimbursemEnt process for expense reports without the approval from BIS.
;../0 reimburst';ment will he made for purchases of newspapers, Ek1.gazmcs, and other
publica[ions for personal use.

•

•

All employees will be held responsible for the above Institutional Equity Division policies as well
all Expense Relmbursem~ntPolicic~ and Procedures found in Japanese and English on the Tokyo
Controllers Group Homepage at
http://ebsas30/cntJtkcnthp/ap/index.html
Expense reports that do not comply with said policies and procedures are subject to rejection.
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TOKYO lED PRE-APPROYAL S!Gl'"ATORlES

'Cost Center Business Unit Manaaer
2101 Derivatives Trading-Index Deshnandc, Mancesh
2102 Program Trading D~shpandc, Mane~s~_____

Schreiber, Christopher
------

2103 Alpha Strategies GroUD
2401 Program Sales Trading TIlltcher, Douglas
2)24 COllJOratc Marketing Group Kinoshita, Yuka
2453 Derivatives Agency Trading Fiori, Matthew
2481 Portfoho Trading Middle Office Fiori, Matthew

24HN Senior Relationshin Management Takascki, Hitoshi
-

2449 Intemational Prop Trading Nilzcki, Kcnichi
2494 Marketing Kagiyama, Takafumi

3622 Non-Yen Sales Yazawa, Masavoshi
3627 EFS-Stock Loan Baker, Christopher
3644 Eauity Product Grolln Washia, Manabu
36)2 Cash Trading Fiori, "Matthew

-----

3G53 Hedge Fund Tamura, Alberto
3655 Research Sales Imam, Arif
3656 Emnlovee Tradinll BUldlt:r,Duuglas
3657 Non Yen Sales 'razGvva, ~GSGyoshi
3659 Administration Callan, Scott
3686 EFS-Mana£:ement ChID!!:, Vidor

COrPorates, Finaneials & Pubii~-hlStitutions
-

3788 Washio,Manabu
4570 E-Commcrce Shirakura, Yumiko
9183 Non-Yen Sales Tradine: Y~zawa, Masayos_~_____

-

9266 EPS-Stock Loan Chang, Victor
9267 EFS-Prime Brokerage Chang, Victor

9277 Derivatives Trading-SNO Bardong, Shavm_____
9509 Global Pension Graun Washia, Manabu
9S74 Converts Sales Tamura, Alberto
9577 Sales Trading ~ut~~_er,Douglas

9578 Alternative Investment Onishi, Masahiko, Tachibana,Tetsuya
9579 Documentation Gaynor, Scott
9591 BFS-Primc Brokcrag~ Chang, Victor
%20 Risk Management Gaynor, Scott



• TOKYO am PREFERRED HOTELS

OVERSE\S

-DOMESTIC
See:

http://wcb-jp.ms.com!cgi-bin-local!wmpasslL:sj pI?5500381 &from=Relation
Go to 'Leisure Travel', click 'Japan Corporate Hotel Rate' .

- ,
- , C;tv- ,Hotel Name I Room Rat"

New York I,e Parker Mcridien NY ' USS269
The MichelanlIelo

--
USS260

Doublelree Guest US$269
Suites NYC
Holiday Inn Crowne Plaza US$259
Manhattan
Marriott New Yark Marauis

---- --

USS199
Renaissance NY US$239

London Canary Wharf 022,
Hong Kong Grand Hvatt HK HKS1500

Island Shanp-ri-La HK$1500
Mandarin Oriental IrK HKS1600
The Ritz-Carlton HK HKS1600

Sing~re The Fullerton Hotel S$210
Uther Cities Sec

httl)://hantasecsOl/cs/travcl/hote1nrogramJonclook citylist .asp
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•
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lEU POLICY OJ\~ ASS!GN1\'IENTS

Managers arc Te~ponsiblt: for ensw-ing that professional assignments, inc1udmg
covcrage assignments regarding any particular account or client, are made on the basis of
legitimate, job-related criteria. As with other employment JecIS]OIlS auJ consistent with the
firm's practice, the Firm \Yill not unlawfully discriminate in making assignment decISIons on the
hasis of an employee's race, color, rehglOn, sex, sexual orientation, national origin, age,
disability, plcgllancy (including an authorized pregnancy/parental leave), marital status, veteran
status, or status in any group or cl,lSS proteded hy applicable laws. Siml[arly, managers may not
consider expressed or perceived preferences of cllsloIflC1S or clients regarding any such protected
status. Depending on the circumstances, legitimate, job related critcri::l llli1y mclllde., for example,
technical knOWledge, product knowledge, industl)'IFinn knowledge and experience, analylical
skills, technical skills, people skills, supervi~ory capabilities, sales/marketing ability, client
requests for an individual or mdividuals, plannmg and organizational skills, interest and
enlhuslasm, lealilwork, initiative, judgment, versatility, registrations, profeSSIOnalism, work ethic,
development needs, punchwlity, .1ttcmlance (except as prohibited by IaWl, p nor achievements,
pcrfOlmance evaluations, disciplinary history, knowledge of and compliance with firm and
industry rules and/or Code of Conduct, length of service, client re1:Jtionships, future grov.1h
potential, tenure, level, judgment, educational background. language, and wurkload. This list is
not exhaustive and the manager's consideration of factors, and their relative weight, may vary
depending on the circumstances.

Managers shonkl Inform employees under their supervision that, if they are mterested in a
particular assignment, they iihuuld advitic their manager of that interest.

Employees who have an interest in a position on a different lED desk should notify an
IED Human Resources representative. Whenever such a position becom~s available, the
responsible IED manager shall consult ",ith Human Resources, who will maintain a record of
empluyee ill1t:II.:St, to identify interested employees .

l-PH/1842921.2
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lED PROMOTION POLICY

lED's promotion tlt:Gisions are guided by tbe undeJIying principles of fairness amI
consistency. lED docs not adhere to a single fonnula for promotion decisions, which are
based on the merits of each casc_ For an employee to be promoted, he or she is generally
expected to have demonstrated: sustained, outstanding perfonnance; a long-tenn
commitment to the division and the Finn; and the likelihood of even greater contributions
in the future. PerfOTIllanCC will be assessed both qualitatively and quantitatively.

Depending on level, promotion decisions an; wallt; by individual managers,
promotion committees, senior IED management, the Institutional Securities Management
Committee, the Management Committee of the Company, or some combination ofthesc.

A promotion is solcly not a reward for outstanding performance or seniority.
\Vhi1e lED generally does not limit promotions to a fixed number, promotion
opportunities may vary based on busmess needs.

Promotion criteria and the relative weight of such criteria vary depending on the
individual circumstances. Central factors, however, include job skills, leadership,
teamwork respect for individuals and cultures, client-centricity, commercial orientation,
PDT (profit before taxes) enhancement, entrepreneurship and innovation. As with other
employment dccisions, the Finn does not unlawfully discriminate in making promotions
on the basis of an employee's race, color, religion, sex, sexual orientation, national
origin, age, disability, pregnancy (including authorized pregnancy/parentalleave), marital
status, veteran status, or status in any group or class protected by applicable laws.

Consistent with the Firm's open door policy, individuals who have questions or
concerns about promotion should solicit input from their managers. Upon receiving such
an inquiry, the manager should work with the employee to clearly articulate steps he or
she should take to improve chances for promotlon. Individuals who arc mterested in a
pusitiun un a difCen:nl desk ~huuld cunlact Human Resuurct:~.
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lED PAID PARENTAL LEAVE PROCEDURE

lED provides paid parental leave to eligible employees and complies with all
applicable finnwide policies and all applicable laws regarding leave for new parents
following birth, or in connection with the adoption or foster care placement of a child.

Employees who are bonus eligible will not have their bonuses p roTated for t he
first 12 weeks of their paid parental leave. Should the parental leave exceed 12 weeks.
bonuses may be prorated based 011 the length of time which exceeds the [ust 12 weeks.
Additional details on the applicable Paid Parental Leave Policy can be found by clicking
here.

lED employees, whenever possible, should notifY their HR representative within
one (1) month of the estimated start date of their leave. HR \\:ill provide employees with
a copy of thc applicable Paid Parental Leave Policy and advise employees that they can
discuss their impending leave with HR, their supervising manager and/or tbe
Ombudsperson before taking such leave. Employees will also be infonned that after
returning from a paid parental leave, after the year-end promotion and compensation
process c unduues, u r at allY u ther 1irne l hey can discuss their situation with their HR
representative, their supervising manager and/or the Ombudsperson.

This procedure applies to all employees of lED. rED employees who are United
States citizens but based outside the United States will be proviued the most favorable of
the paid parental leave benefits provided under the U.S. Paid Parental Leave Policy, the
policies applicahle to that employee's work location, or henefits reqllired under loeallaw_
The HR representative covering such employees will explain these benefits at the time of
the employee's initial meeting with HR.


