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2009.
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Appendix I ¢ The Bank’s Key Performance Indicator (KPI)
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Appendix III : Name, Title and Amount of the Top Ten Employees Who Were Distributed Employees’ Bonus and the Total Shareholdings
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Guidelines for the Staffs Services

1.The staff of Bank of Kaohshiung (“the Bank”) shall comply with laws

and the Bank’s rules and shall provide loyal service in accordance
with these Rules.

2.The staff shall be on and off duty as scheduled, except holidays and

vacations, and shall punch their card or sign in personally, and be
prohibited from being late for work or leaving earlier than scheduled.

3.The staff shall not leave the office during the business hours without

applying for leave or seeking the supervisor’s approval. The rules for
application for leave shall be defined separately.

4.The staff shall pay attention to their dress and looks, and shall wear

the uniform prepared by the Bank and the identification card.

5.The staff shall take the responsiblity under the job-division system and

abide by the supervisor’s guidance, and shall state their opinion or
suggestions, if any, honestly.

. The staff shall serve customers in a humble and moderate manner,

and shall make every endeavor to meet the customers’ needs perfectly
and repaidly. If the customers’ requests related to business other than
that handled by the staff personally, they shall advise the customers or
transfer the customers’ requests to other staff in charge in a moderate
manner, and be prohibited from acting unknowingly with an excuse.

7.The staff shall perform their own duties, and shall help the other

colleagues who are busy working with their work pursuant to the
supervisor’s guidance, and be prohibited from evading helping them
with an excuse.

8.The staff shall not go slow at work, and shall respond to the requests

to be handled by them at any time. Futhermore, the staff shall not
review the statement of account, book and record, documents and
files that are not handled by them personally. The staff shall maintain
the documents, files and statements of account handled by them with
care and be prohibited from damaging or losing such documents, files
and statements of account or taking them out without the supervisor’s
prior consent.
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9.The staff shall handle the cash, notes, statements of accounts, files
and other important materials from time to time and store them in a
safe place pursuant to the requirements. In the case of extraordinary
incidents, the staff shall make every endeavor to dispose of them in an
appropriate manner.

10.The staft shall be prohibited from smoking in any non-smoking area
or carrying contrabands, lethal weapons or flammable and explosive
articles to the office of the Bank.

11.The staff shall not abuse all public properties and be prohibited from
damaging or wasting them.

12.The staff shall not assume any other part-time jobs impairing their
current jobs without the supervisor’s approval.

13.The staff shall not request other to concern for personal promotion or
transfer.

14.The staff who are ordered to transfer shall report in for the new duty
within 7 days upon receipt of the order, and shall fulfill the hand-
over procedure as required without excuse, provided that this shall
not apply where the staff apply for an extension to meet the business
needs and the application for extension is granted.

15.Where the staff resign or are transferred or dismissed, they may not
leave their office until they provide a detailed and full explanation
about the job responsiblity taken by them and files, accounts and
payment handled by them.

16.The staff shall not run their own business, or engage in investment
or speculative business, directly or indirectly, by taking advantage of
their job responsibility.

17.The staff shall not make any inappropriate guaranatee externally
or engage in other illegal activities or conduct impairing the Bank’s
good will under the name of the Bank or their job titles.

18.The staff shall not ask depositors, borrowers or other customers for
any commission, compensation or other illegal profit with any excuse.

19.The staft shall keep confidential all transactions between the Bank
and customers and all business secrets and be prohibited from
disclosing them.

20.Where the staff cause damage to the Bank intentionally or
negligently, they shall be subject to the relevant punishment, and be
liable for the relevant damages if the case is determined to be material
upon examination.

21.These Rules will be enforced upon the resolution of the Board of
Directors; the same process is reguired if revised.





