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Description of the Manual

The OIE Fifth Strategic Plan 2011 — 2015 emphasises the importance of continuing the process of
organisational and administrative reform of the Organisation, based on a modernisation of the
administration and of the follow-up of financial matters.

This “Manual of administrative procedures” meets this strategic objective, by contributing to a wider
knowledge of the administrative, budgetary and accounting management procedures and helping to
harmonise practices among the various OIE entities.

The Manual consolidates and formalises the main administrative, budgetary and accounting
management procedures that OIE Regional and Sub-Regional Representations must apply. Its
operational objectives are:

- to provide a practical framework for administrative, budgetary and accounting operations;

- to harmonise the procedures in all OIE Regional and Sub-Regional Representations;

- to describe the procedures for conducting operations;

- to facilitate the implementation of procedures by the staff of the Regional and Sub-Regional
Representations and by OIE Headquarters.

The Manual contains 4 chapters:
1—-Human resources

2 — Budget

3 — Accounting

4 — Administration

These 4 chapters are presented in the form of numbered sheets to allow regular updating. This will
be done by issuing amending service notes or by providing additional sheets to cover new situations.

The Manual is intended to evolve and be interactive between the relevant Headquarters
departments and the Regional and Sub-Regional Representations, which can help to improve it
through their suggestions and comments on any implementation problems they encounter.

Bernard Vallat

Paris 30 May 2013



OIE

Manual of administrative procedures for the Representations

Chapter 1

Chapter 1

Human Resources




Manual of administrative procedures for the Representations Version 1

OIE
Chapter 1 30/05/2013

Sheet 1 Duties and confidentiality obligations

Staff members of the World Organisation for Animal Health (OIE) fulfil international duties; their
responsibilities are not national but exclusively international. By accepting appointment, they
undertake to discharge their functions and to regulate their conduct with the sole interests of the
OIE in view.

Staff members shall be placed under the authority of the Director General who may assign them to
any position in the OIE, with due regard to their qualifications and capacities. They shall be
responsible to him in the discharge of their duties.

In the performance of their duties, staff members shall neither seek nor accept instructions from
any government or from any other authority outside the OIE. They shall neither seek nor accept,
from any source, directly or indirectly, any material or other benefits which would not comply
with their obligations towards the OIE.

Staff members shall not engage in any activity that is incompatible with the proper discharge of
their duties within the OIE. They shall avoid any action and in particular any kind of public
pronouncement which may discredit the international public office or which may go against the
integrity, independence and impartiality required by their status. Whilst not expected to renounce
their national sentiments, or their political or religious convictions, they shall at all times bear in
mind the reserve and tact incumbent upon them by reason of their international status.

Staff members shall exercise the utmost discretion in regard to all matters of official business.
They shall not communicate to any person unpublished information known to them by reason of
their official position, except in the course of their duties or by authorisation of the Director
General. These obligations remain binding after separation from the OIE.

Except as hereinafter provided, no staff member shall, during the period of his/her employment,
accept any honour, decoration, favour, gift or remuneration from any government or from any
other source outside the OIE. The Director General may authorise such acceptance in respect of
services rendered before appointment or for civic services. He may authorise the acceptance of
honours and prizes from educational, scientific and cultural organisations and the acceptance of
remuneration for work carried out in his/her leisure time provided that such work does not conflict
with the status of an international civil servant.

Staff members shall not engage in any political activity which is inconsistent with or reflects upon
the independence and impartiality required by the status of an international civil servant.

On accepting appointment, staff members shall read and sign the following declaration:
“l solemnly undertake to exercise in all loyalty, discretion and conscience the functions with

which | have been entrusted in my capacity as an OIE international civil servant, to discharge
these functions and regulate my conduct with the sole interests of the OIE in view, without
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seeking or accepting any instructions concerning the performance of my duties from any
government or authority outside the OIE.”

This declaration to which staff members subscribe shall not preclude their close collaboration with
a government or an institution in pursuance of the instructions of the Director General.

Staff members shall not engage in a professional activity outside the OIE without obtaining the
prior approval in writing of the Director General; they shall not hold any position which is
incompatible with the normal performance of their duties within the OIE.

Staff members shall not hold any position in any association, the objectives or activities of which
are closely related to those of the OIE, without obtaining the prior approval in writing of the
Director General.

Any staff member who, in the performance of his/her official duties, is required to handle any
matter involving a company, association or commercial firm in which he/she has an interest, is
required to inform the Director General of the nature and importance of his/her interest therein.

The prior approval in writing of the Director General shall be obtained by a staff member
whenever he/she proposes to publish any book or article, make a statement to the press, to a
conference, during a radio or television broadcast or make a speech concerning the OIE or any
other international organisation.

This prior approval in writing shall also be obtained whenever, in connection with a book, article,
conference, statement to the press, radio or television broadcast or speech, a staff member’s name
is to be associated with that of the OIE.

Nevertheless, the provisions of the preceding two paragraphs shall not apply to staff members
while away from their Representation in circumstances in which it is impracticable to seek written
authorisation.

All rights, including title, copyright and patent rights, in any work produced by a staff member as
part of his/her official duties, shall be vested in the OIE.

Staff members shall obtain the prior approval in writing of the Director General before accepting
remuneration or an offer of remuneration for outside work done in their leisure time.

Without the authorisation of the Director General, staff members shall not accept any fee or gift of
any nature, other than reimbursement of actual travelling expenses, for statements to the press, for
participation in the production of films, radio or television broadcasts, for writing articles or books
or furnishing visual information material for publication, or for conferences or similar
engagements, when the content of such statement, film production, broadcast, written matter or
conference is directly related to the aims and activities of the OIE.

Staff members shall not accept any gratuity or favour from any commercial firm or individual
doing or seeking business with the OIE.
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Any staff member who, by malice or culpable negligence, or by failure to observe any regulation,
rule or administrative procedure of the OIE, involves the OIE in unnecessary liability, expense or

loss, shall be held responsible and may be required to pay compensation therefor.

Staff members shall be at the disposal of the OIE at all times. The normal working week shall be a
minimum of thirty-nine hours. Unless otherwise instructed by the Director General, staff members

shall normally work from Monday to Friday inclusive.

Staff members shall only be required to be present on Saturdays, Sundays or official public
holidays when the exigencies of the Representation so demand or where such presence is a normal

part of the functions of the individual concerned.
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Sheet 2 Contract of employment

Before any recruitment, the Representative consults the Headquarters to draw up the post description
and determine all the information needed with regard to the recruitment.

Any person recruited by the Representation shall receive a contract of employment, signed by the
Director General or his authorised representative, specifying the conditions of employment. By
signing the contract, the person agrees to the proposed conditions.

The contract includes the following:

- The assigned duties,

- The place of residence,

- The salary (and currency),

- The date the appointment comes into effect,

- The duration of the probationary period,

- The duration of the employment is that indicated in the contract. Unless extended or renewed,
the contract expires according to its terms, without notice or indemnity.

The contract holder is subject to a probationary period. At the end of the probationary period, the

Director General may, after consulting the Regional Representative or Sub-Regional Representative:

- confirm the appointment;

- extend the probationary period no longer than the initial period;

- terminate the contract subject to a period of notice of one month (or 10 days in the case of a
temporary contract).

A staff member may resign from his/her duties on giving the Director General advance notice at least
equal to that provided for in the letter of employment.

If a staff member resigns during the probationary period, the period of notice shall be ten days for a
temporary appointment and one to three months for a fixed-term appointment.

The Director General may, at his discretion, accept the notice of resignation of a staff member on
shorter notice than that provided for in the paragraphs above.
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Sheet 3 Salaries and allowances
1. Salary

This is determined taking into account the cost of living in the host country of the Representation and
the experience of the person recruited.

The salary is paid monthly in arrears into the bank account of the staff member in the currency
indicated in the contract.

Where conversion from one currency to another is required to determine the amount of any payment,
the official rate of exchange in force on the day of payment shall be applied.

In the event of the death of a staff member, the full salary for the month during which the death
occurred shall paid to the beneficiary nominated in writing by the staff member at the time of his/her
appointment or at a subsequent date. (See point 5)

2. Procedure governing salary increases

Salary increases are examined on a case-by-case basis by the Director General, after consulting with
the Regional Representative or Sub-Regional Representative for staff members placed under their
authority.

3. Overtime

Staff members may be required by their supervisors, when the exigencies of the Representation so
demand, to work in excess of normal working hours.

Overtime shall be deemed to be any time worked in excess of a working week.

Senior staff members of the Representation who are required to work overtime are not entitled to any
compensation.

Only ‘support’ staff members required to work overtime are entitled to any compensation.
Compensation shall, wherever possible, be granted in the form of leave, which shall be taken before
the end of the third calendar month following that in which the overtime was worked. If compensatory
leave cannot be granted, owing to the exigencies of the Representation, the staff member shall receive
compensatory pay.

4. Responsibility bonus

In accordance with the decision of the Director General, dated 12 March 2010, a responsibility bonus
is paid to the Regional and Sub-Regional Representatives.

The responsibility bonus can be adjusted by up to 100%.
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The maximum amount of the bonus is set at:
- one month’s gross salary for the Regional Representatives;
- 80% of the gross monthly salary for the Sub-Regional Representatives.

The responsibility bonus is paid annually, prorata temporis in the post occupied.
Payment is made at the end of each calendar year.

The amount of the responsibility bonus paid to each staff member concerned is set by the Director
General, after consulting with the Deputy Directors General and the relevant Heads of Department at
the Headquarters (and with the appropriate Regional Representative for each Sub-Regional
Representative), according to:

- the participation of Members of the relevant region or sub-region in the activities of the OIE and
the fulfilment of their obligations with respect to the OIE,
- the personal commitment shown and the results achieved by the staff member concerned.

5. Beneficiaries in the event of the death of a staff member

On signing the contract, staff members are required to indicate the name of the beneficiary(ies) who,
in the event of their death, is to be paid the salary and any allowances.

In this case, the full salary for the month in which the death occurred is paid to the designated
beneficiary (see form).

6. Recovery of payments made in error

When a staff member has received payments made in error, recovery of these amounts shall be either
by reimbursement or by deduction from the salary of the said staff member according to a timetable
agreed upon by the parties.

7. Taxation of staff members and social security contributions

This will depend on the arrangements in the agreement signed by the Host Country and the OIE. If the
agreement makes no reference to taxation, the salary is taxable in accordance with local conditions in
the Host Country, and the staff must be registered with the official national services in charge of social
security contributions (where a national system exists).
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Sheet 4 Pay slip

A pay slip must include the following information:

The name and address of the Representation
The name and address of the staff member

The staff member’s identification number with social security services, where applicable

The RR or SRR’s identification number with social security services, where applicable

Seniority

The salary period

The salary amount

Any deductions (social security contributions, advances).

If social security contributions are deducted, indicate the contribution rate

The net amount paid and the currency in which it is paid
The method of payment

A copy of the monthly pay slip must be given to the staff member and a copy must be archived by

the Regional Representation or Sub-Regional Representation.

In RRs and SRRs where the salary paid to staff is net of any contributions or deductions, the voucher

is sufficient.




OIE Manual of administrative procedures for the Representations Version 1
Chapter 1 30/05/2013
Sheet 5 Sick leave and maternity leave
1 - Sick leave

The contract states that the staff member shall bear the cost of health insurance.

Any staff member who is absent from duty for more than two consecutive working days shall, not later
than the third day, obtain from his/her doctor indicating that he/she is medically unfit for work and
indicating the probable duration of his/her absence. If the period of absence is extended beyond the

date indicated, he/she shall forward, not later than that date, a further medical certificate.

Failure to provide a medical certificate will result in the days of absence being deducted from the
annual leave entitlement or counted as unpaid leave.

The Regional or Sub-Regional Representative may call for a second opinion in cases where abuse is

suspected.

2 — Maternity leave

These situations will be managed by the OIE Headquarters on a case-by-case basis taking into account
any relevant legal provisions in the host country.
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Sheet 6 Annual leave and public holidays
(NS/2011/1, NS/2011/18, NS/2012/01 and NS/2013/2)

In accordance with the provisions of the Staff Regulations of the OIE, staff members at the OIE
Headquarters are entitled to paid leave of five weeks, or twenty-five working days®, after twelve
months’ service. Although this rule does not apply to OIE staff not employed at the Headquarters,
namely staff working in the Regional Representations (RRs) or Sub-Regional Representations
(SRR), a similar scheme (25 working days paid leave per year) has been applied to them since
1 January 2012 in order to harmonise the practices within the Organisation.

In the case of staff members who do not complete 12 months within a given year, annual paid
leave is in proportion to the duration of service completed, based on 2.08 days per month of
service, the resulting total being rounded up to next whole number.

All annual leave must be approved by the Regional or Sub-Regional Representative. The annual
leave of the Regional and Sub-Regional Representatives themselves must be approved by the
Directorate General of the OIE, which will maintain an individual record for this purpose for each
of the Regional and Sub-Regional Representatives. Annual leave for a given year are expected to
be taken during that year and may not be deferred beyond the end of February of the following
year.

Furthermore, every year all staff members are entitled to leave on certain specific public holidays
recognised by the OIE (1 January, 1 May, Christmas Day); there is no provision for any
compensation to be made when these days fall on a Saturday or Sunday.

Days that are normally public holidays in the host country may also be added to this list (religious
holidays, national holidays, etc.) up to a maximum of 7 days per year in addition to the three days
mentioned above, the timetable of which must be submitted at the beginning of each year to the
Directorate General for approval.

Each staff member (apart from the Regional or Sub-Regional Representatives themselves) must
have an individual leave record, which is to be kept under lock and key and updated under the
responsibility of a local member of staff specifically designated for this task by the Regional or
Sub-Regional Representative (see enclosed model).

All statutory leave (or exceptional absence) must be noted on the individual leave record and
signed and approved by the Regional or Sub-Regional Representative prior to leave or absence in
question. For the Regional and Sub-Regional Representatives themselves, the authorisation is
issued by the Director General. During their absence, Regional and Sub-Regional Representatives
should ensure that someone of a suitable hierarchical level is always on duty and an acting deputy
is designated to manage everyday business.

1) A working day is defined as a day other than Saturday, Sunday or an official public holiday
recognised as such by the OIE for a given RR or SRR.




Organisation Mendia e de la Santé Animale

World Crganisation for Animal Health =

% P4 Organizacién Mundial de Sanidad Animal ™

The Director general
Paris, 3 January 2013

NS/2013/2
NOTE DE SERVICE
Object: Annual Leave for Regional and Sub-Regional Representations

In accordance with the provisions relating to the status of OIE personnel, staff employees working at OIE
Headgquarters have the right to 5 weeks’ (i.e. 25 working days')! annual leave for every 12 months' service. These
regulations do not apply to OIE personnel working outside of Headquariers, namely staff members working in
Regional and Sub-Regional Representations (RR and SRR); however, in order to harmonise practices within the
Organisation, a similar system of 25 working days’ leave is applied to these staff members from the 1% of January
2012.

If staff members do not have 12 months' service, their annual leave entitlement is proportionate to the length of
their service, on the basis of 2.08 days per month, with the total being rounded up.

All annual leave must be approved by the concerned RR or SRR. The annual leave of RR and SRR themselves
must be approved by the OIE General Directorate, who will keep for each RR and SRR themselves an individual
record form to that effect. The annual leave must be used during the year and can't be carried forward beyond
the end of the month of February of the following year.

In addition, all staff members have the right to a day off on certain public holidays recognised by the OIE
(1 January, 1 May, Christmas). These holidays sometimes fall on a Saturday or Sunday, but in these cases, no
compensatory day off will be offered.

Additional days off, up to a maximum of seven each year, can also be taken on the public holidays of the host
country (e.g. religious holidays, national holidays). A schedule of these additional days off (more than the three
mentioned days above) must be submitted to the General Directorate for approval at the beginning of the year.
Each staff member (different than the RR or the SRR themselves) must have an individual annual leave record
that is held under lock and key. The RR or the SRR must designate a local staff member who will be responsible
for updating the records (see attached template).

All statutory leave (or exceptional absence) must be noted on the individual record and signed and approved by
the RR or the SRR before the leave or absence is taken. For the RR or the SRR themselves the approval must be
given by the Director General. RR and SRR must ensure that the office is not empty in their absence and
designate an acting Representative, whose hierarchical level is acceptable to manage the day-to-day business.

| ask all RR and SRR to rigorously respect these provisions.

Bernard Vallat
Enc: 1 record form template

1) A working day (not a Saturday, a Sunday or an official public holiday recognized by the OIE for the relevant RR or SRR)



RR/SRR 2013 Holidays

NAME

Surname

Name of the RR/SRR

Work time'

Full time/Part time

Statutory Holidays: 25

Statutory Holidays or
exceptional absence

Regional or
Subregional
Representative DG signature®
signaturez

Asked Period (D — M)

Taken

Remaining

! Mention « full time » or, if need be, % of the partial time following the contract

? For staff other tan RR or SRR themselves

3 For the Regional and Sub-Regional Representative (record form kept at the Headquarters)
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In accordance with Information Note NI/2012/02, all OIE employees working in the Regional and Sub
Regional Representations benefit from insurance (ACE) during their business travel (see annexes).

Insurance cover comes into effect from the moment the insured person leaves his/her place of work
or place of residence to begin a mission, on condition that the said mission has been approved by the
OIE Headquarters, and ceases on his/her return to his/her place of work or place of residence. The
insurance cover is valid 24 hours a day during the entire duration of the mission.

A personal Assistance Card is given to each employee carrying out a professional mission for the OIE.
It enables the person to contact the insurance company 24 hours a day in the event of a problem and
to find out about, and obtain the company’s agreement regarding, arrangements for assistance and
the reimbursement any expenses that may arise.




W Organisation World Organizacién
Mondiale Organisation Mundial
de la Santé for Animal de Sanidad
/ Animale Health Animal

NI1/2012/02

Information note for the employees of the OIE Regional and Sub-Regional Representations

Insurance during business travels

All the OIE employees working in the Regional and Sub-Regional Representations benefit from
insurance (ACE) during their business travel (see documents in appendix).

Guarantees come into effect from the moment the insured leaves his {her) workplace or his (her)
place of residence to begin the mission and stop on his (her) return to the first of these destinations.
The guarantees are valid 24 hours a day during the entire duration of the mission.

I draw your attention to the fact that any mission has to be the object of a request, which must be
approved before the departure.

Monique Eloit

Deputy Director General

o

OFFICE INTERNATIONAL [0 .

DES EPIZOOTIES \

12, rue de prony

75017 paris france ™o
it

tél. 33 (0)1 44 15 18 88 \

fax 33 (0)1 42 67 09 87

. www.oie.int oiem\
|



ACE European Group Ltd 33(0)1 5591 45 45 tel
Le Colisée 33(0)1 56 37 41 76 fax
8, avenue de 'Arche WWW.aceeurope.com

® 92419 Courbevoie Cedex

ace europe

Dear Sir or Madam,

You have the benefit of ACE Business Class coverage for your business trips worldwide, 24 hours a day.
Please find below:

- Advice on making use of Assistance and Insurance covers in the event of a loss.

- Your Assistance Card to be detached.

Advice on making use of Assistance

- When you leave on a business assignment, take your Assistance Card with your travel documents.

- When you call ACE Assistance services, be sure to give your name, the name of your company and the reference number on your
card.

. Also make a note of the telephone number of ACE Assistance, together with your reference number, on your personal documents.

. Before your departure, leave your travel schedule with a colleague or one of your close relatives.

. Call ACE Assistance before incurring any major expenditure.

Advice in the event of an insurance claim

. You or your beneficiaries must report in writing to ACE Europe any known loss within five working days, specifying the
circumstances of the loss.
You can use the claim notification form on the back of this document. In the event of public liability, forward any summons or
notice you receive to ACE Europe.

. If abroad, your medical expenses shall be paid direct by ACE Assistance in the event of hospitalisation, after the validity of your
Assistance Card has been verified by the admissions department.

. Your medical expenses, excluding hospitalisation, shall be reimbursed when you return on presentation of original documentary
proof.

. In the event of damage, theft or destruction of baggage, you must make a make a complaint to the competent local authorities
within 24 hours following the loss or damage and send ACE Europe your claim notification within a maximum period of 10 days.

Here is your ACE Business Class Travel Assistance Card
Detach your ACE Business Class card and keept it in a safe place with your personal documents.
It contains information about your Insurance and Assistance covers and the number to contact in an emergency.

h 4

This card is not a credit card and is not gnised as a gu ee of payment in the event of hospitalisation.

One of the Insurance and Reinsurance Companies of the ACE Group ACE European Group Ltd
Registered office: 100 Leadenhall Street, EC3A 3BP, United Kingdom
Public Limited Company with a au capital of £248,736,000
Headquarter for France: Le Colisée, 8, avenue de I'Arche, 92419 Courbevoie Cedex
Identification number: 450 327 374 R.C.S. Nanterre - APE 660 E

SPD 30076 — 01/08

from Assistance coverage

. Loss, theft and total or partial destruction of *
dentures, artificial eyes or other prostheses, In an emergency' contact BRI

spectacles, cash, personal papers, commercial ACE ASSISTANCE

and administrative documents, traveller's cheques, 7 days a week and 24 hours a day ACE BUSineSS ClaSS
credit cards, airline tickets, travel tickets and ! o aA 2
vouchers. otre Carte d’Assure

. Baggage or personal belongings left in a parked Reférence: 005284AB/ FR32010836
vehicle will not be covered from 10 pm to 7 am. France o =
. Loss or damage caused by normal wear and tear, Société: OFFICE INTERNATIONAL
obsolescence or inherent defects in the baggage. Tel. : 33 1 55 63 31 32 DES EPIZOOTIES
Damage caused by moths or vermin or methods of Fax: 33 1 5563 31 56

cleaning, repairing or restoring, or by poor baggage
handling attributable to the Insured.

. Loss or damage resulting from confiscation,
seizure or destruction by order of an administrative
authority.

. Keys or any other similar object (e.g. magnetic
cards or badges).

. Any baggage or personal belongings left Important: Use of this card is strictly limited to the designated
unattended by the Insured. company. If you find this card, please post it C.0.D. to: ACE Europe,

. . 8, avenue de I'Arche, 92419 Courbevoie Cedex.
. Personal organisers and mobile phones.




Claim Notification

General Information

Surname and foreNAME Of TNE INSUIEA: ... ettt et e et e e e et et e et e et ettt ettt et et e et e eteeeaneans

X e (5T

(Remember that it is essential to send us a business assignment certificate)

(O (o] 1) ¢=1 1Y

Your Claim Notification, together with the necessary documents, should be sent to:
ACE Europe, Assurances de Personnes, Service Sinistres, Le Colisée, 8 avenue de I'Arche, 92419 Courbevoie cedex, France.

Documents to be sent:
Travel incidents

a) Delay, flight cancellation, missed connection . Death

m |rregularity certificate issued by the carrier m Death certificate

m Qriginals of documentary proof of expenses incurred m Record of civil status

(hotels, restaurant) ® Transmission number of the police report

m Copy of the airline ticket
Permanent Disablement

b) Damage, theft or destruction of baggage m |nitial medical certificate describing the injuries
m QOriginal of the complaint filed with the competent m Medical certificate declaring consolidation or healing
authorities of injuries.

= QOriginal invoices for items stolen or destroyed.

This document does not form part of the policy. Only the General and Particular Conditions of your policy are applicable.

ACE Assistance shall only be liable up to the limits of the agreements given by the local authorities. ACE Assistance can
under no circumstances replace the local emergency assistance organisations, nor bear the costs thus incurred.

Your main covers

Your main covers Your main covers

Assistance Administrative assistance* Insurance
Payment of costs in the event of . Sending/transmitting forgotten documents or . Reimbursement of medical expenses in the
hospitalisation™. copies of lost documents. event of an accident or illness*.
Medical repatriation if you are seriously ill or . Sending urgent messages. . Reimbursement of costs of a cancelled journey
injured. . Travel costs of a replacement colleague if you as a result of loss, theft or destruction of
Reimbursement of costs incurred due to flight are ill or injured. demonstration equipment, samples or
delay or delayed baggage. prototypes.
Legal assistance in the event of prosecution for . “Non-Occupational Life” Public Liability.
an unintentional offence (payment of fees)*. . Benefit in the event of Permanent or Partial
Bail bond advance in the event of prosecution Total Disablement as a result of an accident.
for unintentional offence*. . Benefit in the event of death as a result of an

accident.

Services provided worldwide.
* abroad only

This is an abstract of your policy.



E Summary of Covers under ACE BUSINESS CLASS Policy (AH - CG/ - ABC — 12/01)
Equivalent to an Information Leaflet
in accordance with article L 140-4 of the French In  surance Code

EMPLOYEES ON PROFESSIONAL ASSIGNMENT

s

ace europe

FR32010836

Insurance Policy Nn¥R32010836
Assistance Agreement No. 5284B
Corporate Policyholder: OFFICE INTERNATIONAL DES EP  IZOOTIES

ASSISTANCE PROVIDER
ACE ASSISTANCE whose services are provided by International SOS
Assistance S.A. — 1, rue du Parc - 92593 Levallois-Perret Cedex.

INSURER
ACE European Group Limited  whose Headquarters for France is : Le Colisée —
8, avenue de Arche 92419 Courbevoie Cedex.

POLICYHOLDER

The corporate entity or individual, hereinafter referred to as the
Corporate Policyholder, which takes out the policy, signs it and
undertakes to pay the premiums.

INSUREDS
All Salaried Personnel, Directors and Officers, Executives and Board
Members of the Corporate Policyholder.

BENEFICIARY

The person or persons who receive from the Insurer the sums owed in

respect of the losses.

In the event of the Insured’s death, unless he/she has named, by

registered letter sent to the Insurer when the policy is taken out or

subsequent to this, another person as Beneficiary, the specified sum

shall be paid to:

= To his/her Partner, neither judicially separated nor divorced on
the date of his/her death

. In defect, in his/her existing or future children, alive or
represented.

. In defect, in his/her heirs.

ACCIDENT

Any unintentional bodily impairment of which an Insured is the victim
and arising from the sudden and unexpected action of an external
cause and all the pathological manifestations that are the direct
consequence of such bodily impairment.

ILLNESS

Any deterioration in health, ascertained by a qualified medical
authority, provided that it is manifested for the first time during the
assignment.

SERIOUS MEDICAL CONDITION

A condition which, in the opinion of ACE ASSISTANCE, constitutes a
serious medical emergency requiring urgent treatment in order to
prevent death or a serious deterioration of the Insured’s immediate or
long-term health prospects. The seriousness of the medical condition
shall be determined on the basis of the geographical area in which
the Insured is located, the nature of the medical emergency and the
availability in the local area of suitable medical installations or
treatment.

HOME

The Insured’s habitual country of residence or country of origin
before his/her departure on a professional assignment. Country of
origin shall mean the country of the Insured’s nationality.

FORFEITURE

Loss of entitlement to the sums or services provided for in the policy
through the Insured’s failure to meet certain obligations that are
imposed on him/her.

SCOPE OF COVERAGE

The covers of the present policy shall apply WORLDWIDE,
exclusively in respect of professional assignments or journeys, basis
up to a maximum period of 120 Days, carried out or made by the
Insureds on behalf of the Corporate Policyholder.

The covers shall attach from the time when the Insured leaves
his/her workplace or home with the aim of departing on an
assignment and shall cease on his/her return to either of them,
whichever is the first.

They shall attach Twenty-Four Hours a Day throughout that period.

EXCLUSIONS COMMON TO ALL COVERS

The insurance shall not cover losses:

« Caused or brought about intentionally by the Insure d.

* When driving any type of vehicle in a state of ineb  riation
when the level of alcohol in the blood is equal to or greater
than that legally permitted in the country where th e Accident
took place.

* Where the Insured uses drugs, narcotics or tranquil lisers not
prescribed medically.

» Caused by the suicide or attempted suicide of the | nsured.

* Resulting from the Insured’s participation in bets of all kinds
(except for sports competitions), brawls (except in the case
of self-defence), or crimes..

* Resulting from practising a sport as a professional or even

participating as an amateur, in races involving mot or
vehicles.

* Resulting from the use, as a pilot, of any kind of craft making
it possible to travel through the air or practising any kind of
aerial sport and

e in particular hang-gliding, parachuting, paraglidin g or
microlighting.

e Occurring when the Insured is a passenger in an air  craft
which is not operated by a company involved in the public
transportation of

* passengers.

» Caused by foreign or civil war. Insured persons who would
be surprised by the occurrence of such events durin g a stay
abroad, are required to leave the place of the host ilities as
soon as possible. Guarantees death, permanent disab ility
and medical expenses will remain acquired them unti | their
return to their home or place of work and for a max  imum of
14 days from the day of the occurrence of hostiliti es. The
insured who goes in a country where tensions are al ready
recognized does not benefit from this derogation.

» Due to thermal, mechanical, radioactive or other ef fects
arising from any kind of modification of the atomic structure
of matter or the artificial acceleration of atomic particles or
even due to radiation emanating from radio-isotopes

* The costs relating to the operations of search and rescue at
sea and in the mountains.

CESSATION OF COVERAGE

In any case, coverage shall cease for each Insured:

= on the date on which the policy is cancelled.

= on the date on which the Insured ceases to be part of the closed
group insured.

. on expiry of the insurance year during which the Insured
reaches the age of Seventy Years.

COVERAGE

A - ACCIDENTAL DEATH COVER

When an Insured is the victim of an Accident and dies from its
consequences, the Insurer shall pay the Beneficiary the sums specified in
the Particular Conditions.

DISAPPEARANCE

If the body of the insured has not been recovered following a plane crash, a
shipwreck, the destruction of a means of public transport or the
disappearance of the means of used public transport, and if no new has
been received from the insured, other passengers or crew in the 2 years
following, then it will be alleged that the insured will have died as a result of
this event.

B — —ACCIDENTAL PERMANENT DISABLEMENT COVER

If the Insured is the victim of an Accident and it is established that
he/she has been left disabled as a consequence, partially or totally,
the Insurer shall pay the Insured the sum obtained by multiplying the
amount specified in the Particular Conditions by the disablement rate
as defined in the Guide to work accident.
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DELIVERY INSURANCE AND ASSISTANCE
C — PSYCHOLOGICAL ASSISTANCE COVER
D — INFORMATION ASSISTANCE

. Visa information service
. Vaccination information service
. Medical advice by téléphone

E — TRAVEL INCIDENTS COVER/ AID TO BUSINESS
This cover shall attach solely outside the Insured’s home country

. Cancellation and postponement of meetings

. Transmission of forgotten documents or copies of lost
documents,

. Searching for local service providers (attendant, Secretary,
interpreter)

. Sending of messages

. Assistance with passport and identity papers

F — MEDICAL EXPENSES

This cover shall apply in respect of professional assignments or trips
anywhere in the world, excluding the home country
The costs incurred by an accident or an illness first noticed before
the date o