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1. Purpose

Hollisweb has a zero-tolerance approach to bribery, corruption, fraud and money laundering.
This policy sets out our commitment to conducting business fairly and honestly, in compliance
with the Bribery Act 2010, the Fraud Act 2006, and the Proceeds of Crime Act 2002, and
explains what is expected of everyone who works for or on behalf of Hollisweb.

Bribery, corruption, fraud and money laundering are criminal offences in the UK. They also
damage trust with clients and partners, which is the foundation of a small consultancy
business. This policy applies regardless of how small a payment, gift, or discrepancy might
seem.

2. Scope

This policy applies to Sam Hollis and any employees of Hollisweb, together with any freelancers,
contractors, subcontractors, and agents who act for or on behalf of Hollisweb (“associated
persons”). It covers dealings with clients, suppliers, subcontractors, and any other third party in
the UK or overseas.

3. The law
3.1Bribery Act 2010

The Bribery Act 2010 creates four main offences:

e Bribinganother person - offering, promising or giving a financial or other advantage to
induce someone to perform a function improperly.
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e Beingbribed - requesting, agreeing to receive, or accepting a financial or other
advantage in exchange for performing a function improperly.

e Bribing aforeign public official - offering, promising or giving an advantage to a foreign
official to influence them in their official capacity.

e Failure of acommercial organisation to prevent bribery - a company can be held
criminally liable if a person associated with it (e.g. an employee, subcontractor or agent)
bribes someone on its behalf, unless the company can show it had “adequate
procedures”in place to prevent bribery.

Individuals convicted under the Act face up to 10 years imprisonment and an unlimited fine.
Organisations face an unlimited fine, and directors can be personally liable.

3.2 Fraud Act 2006

The Fraud Act 2006 creates a general offence of fraud, which can be committed in three main
ways:

e Fraud by false representation - dishonestly making a false statement(e.g. on an invoice,
expense claim, timesheet, or to a client) intending to make a gain or cause a loss.

e Fraud by failing to disclose information - dishonestly failing to disclose information
where there is a legal duty to do so.

e Fraud by abuse of position - dishonestly abusing a position of trust (e.g. financial
authority) to make a gain or cause a loss.

Fraud carries a maximum sentence of 10 years’ imprisonment and an unlimited fine.

3.3 Proceeds of Crime Act 2002 and the Money Laundering
Regulations 2017

The Proceeds of Crime Act 2002 (POCA) makes it a criminal offence for anyone - not just
regulated businesses - to conceal, disquise, convert or transfer criminal property, or to enter
into an arrangement that helps another person acquire, retain, use or control criminal property,
where they know or suspect it represents the proceeds of crime. These offences apply to
Hollisweb and everyone covered by this policy.

The Money Laundering Requlations 2017 impose further formal obligations - customer due
diligence, appointing a nominated officer, and filing Suspicious Activity Reports (SARs) - on
businesses in specific requlated sectors, such as financial services, legal and accountancy
services, estate agency, and high-value dealers accepting large cash sums. Hollisweb, as a
marketing/web consultancy that invoices for services in the ordinary way and does not hold
client funds, is not currently a “relevant person” under the 2017 Regulations. Section 9 sets out
the general awareness and good practice Hollisweb follows regardless. If the nature of the
business changes (for example, holding client money or accepting large cash payments), this
policy will be reviewed, as formal MLR obligations may then apply.

This policy, together with the procedures it describes, forms part of Hollisweb's reasonable
procedures to prevent bribery, fraud and money laundering.
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4. What counts as bribery

A bribe does not have to be cash. It can be any financial or other advantage, including:

e Gifts, hospitality, or entertainment that is disproportionate or intended to influence a
business decision.

e Preferential treatment, discounts, or “kickbacks” not available to others.
e Offers of employment, favours, or other non-cash benefits.

e Facilitation payments - small unofficial payments made to speed up a routine action
(see section B).

It makes no difference whether the advantage is offered directly or through a third party, or
whether it is given before or after the fact.

5. Gifts and hospitality

Reasonable and proportionate gifts and hospitality - for example a working lunch, a modest
client Christmas qgift, or attendance at an industry event - are a normal part of business and are
not prohibited. However:

e Gifts or hospitality must never be offered or accepted with the expectation, or
appearance, of influencing a business decision or securing improper advantage.

e Cash or cash equivalents(vouchers, gift cards above nominal value) must never be given
or accepted.

e Anything beyond modest value, or anything offered around the time of a tender,
contract negotiation, or decision, should be discussed with Sam Hollis before it is
accepted or offered.

e Whenin doubt, decline, or offer to pay your own way.

Hollisweb does not set a fixed monetary limit given the size of the business, but as a rule of
thumb anything over £50 in value, or anything recurring, should be noted and, if in doubt,
cleared with Sam Hollis first.

6. Facilitation payments and kickbacks

Facilitation payments - small payments to public officials to speed up routine administrative
processes - are illegal under the Bribery Act even where they are common practice locally.
Hollisweb does not make facilitation payments under any circumstances. Kickbacks or secret
commissions of any kind are similarly prohibited.

7. Charitable and political donations

Hollisweb may occasionally support local charitable causes. Any such donation must be
genuine, properly recorded, and never made as a way of channelling a benefit to an individual or
of gaining improper business advantage. Hollisweb does not make political donations.
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8. What counts as fraud

Fraud risk exists in any business, however small, and can be committed by an insider, a
subcontractor, or an external party. Examples relevant to Hollisweb include:

e Submitting false or inflated expense claims or timesheets.
e Invoicing a client for work not carried out, or for hours not genuinely worked.

e Asubcontractor or freelancer submitting false invoices, or invoicing for undelivered
work.

e Misusing client funds, data, or access granted for a project.
e Falsifying business records, accounts, or reports to clients or HMRC.

e |dentity fraud, invoice redirection fraud (e.g. fake “change of bank details” emails), or
other cyber-enabled fraud targeting the business.

Anyone who suspects fraud, or is asked to falsify a record or claim, should treat it in the same
way as a bribery concern and raise it under section 12.

9. What counts as money laundering

Money laundering is the process of making money obtained through crime look like it came
from a legitimate source. It usually happens in stages - placing dirty money into the financial
system, layering it through transactions to obscure its origin, and integrating it back into the
economy so it looks clean. Warning signs to watch for include:

o Aclient or third party offering to pay significantly more than the agreed fee, then asking
for the difference to be refunded to a different account.

e Payment for services arriving from a bank account or person with no apparent
connection to the client.

o Requeststo accept large cash payments, particularly where this is unusual for the client
or the type of work.

e Aclient who is evasive or reluctant to explain the source of funds or the business
purpose of a transaction.

e Requeststo invoice a different entity, or for unusually round or inflated sums, with no
clear business reason.

e Unusual urgency or pressure to complete a transaction quickly, or to bypass normal
invoicing and payment processes.

If something feels off, do not proceed with the transaction and do not accept cash payments as
a matter of policy. Do not tell the client or third party that you suspect money laundering
(“tipping off” can itself be a criminal offence) - instead, raise it with Sam Hollis as set out in
section 12. Because Hollisweb is not currently a “relevant person” under the Money Laundering
Regulations 2017, there is no requirement to appoint a formal Money Laundering Reporting
Officer or file Suspicious Activity Reports with the National Crime Agency, but Hollisweb will
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seek independent legal advice and reserves the right to decline or unwind any transaction that
appears suspicious.

10. Financial controls and record keeping

Accurate financial records must be kept for all business transactions, including gifts,
hospitality, payments to third parties, invoices, and expenses. Hollisweb does not maintain off-
the-books accounts, and no payment may be made or received in a way that is not accurately
recorded. As a small business, Hollisweb applies proportionate controls to reduce fraud risk,
including:

e Checking subcontractor and supplier invoices against agreed rates and delivered work
before payment.

e Verifying any request to change bank details or payment instructions by phone or
another independent channel before acting on it, particularly for email requests.

e Reviewing expense claims for reasonableness before reimbursement.
e Keepingbusiness and personal finances separate.

e Reconciling accounts reqularly, ideally with the involvement of our external accountant
and bookkeeper.

11. Working with subcontractors, freelancers and other
third parties

Hollisweb works with subcontractors and freelancers on client projects. Because the Bribery
Act makes a business responsible for bribery committed by people acting on its behalf,
reasonable due diligence and communication are required:

e Before engaging a new subcontractor or agent, consider whether there is any reason to
doubt their integrity (e.g. known reputational issues, unusual payment requests, or
connections to public officials relevant to the work).

e Make subcontractors and freelancers aware of this policy where they will be
representing Hollisweb to a client or third party, and include a brief anti-bribery clause
in subcontractor agreements where practical.

e Never structure a payment to a third party in a way that is designed to disguise its
purpose.

e Paysubcontractors only the agreed, invoiced amount, through traceable payment
methods.

12. Raising a concern

Anyone who suspects a breach of this policy, or is asked to do something that may amount to
bribery, fraud, or money laundering, should raise it with Sam Hollis as soon as possible. If the
concern involves Sam Hollis directly, it can instead be raised with Hollisweb's accountant or
another independent professional adviser.
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No one will be penalised or suffer any detriment for raising a genuine concern in good faith,
even if it turns out to be mistaken. Concerns can be raised informally in the first instance;
formal reports should be made in writing and will be treated confidentially so far as possible.

13. Responsibilities

Sam Hollis (Director) has overall responsibility for this policy, for ensuring it is communicated
to everyone covered by it, and for reviewing it at least annually or when the business or the law
changes.

Everyone covered by this policy is responsible for reading, understanding, and complying with
it, and for raising concerns promptly.

14. Training and awareness

This policy will be shared with new subcontractors and freelancers as part of onboarding, and
reviewed with the wider team periodically. Sam Hollis will keep up to date with relevant
guidance, including the Ministry of Justice’s guidance on the Bribery Act 2010, Home Office
guidance on the Fraud Act 2006, and guidance on the Money Laundering Requlations 2017, and
update this policy accordingly.

15. Breach of this policy

Breach of this policy by an employee may result in disciplinary action, up to and including
dismissal. Breach by a subcontractor, freelancer, or agent may result in termination of the
working relationship. Hollisweb reserves the right to report suspected criminal conduct to the
appropriate authorities, including Action Fraud and, where relevant, the National Crime Agency.

16. Review

This policy will be reviewed annually by Sam Hollis, and updated sooner if there are changes to
the law, guidance, or the nature of the business (for example, taking on public sector work or
expanding overseas).
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