ADH HOTELS & RESORTS CORPORATE POLICIES POL-015

ANTI-MONEY LAUNDERING

Overview

In general, money laundering consists of moving cash or other financial assets derived
from crime through one or more transactions, accounts, businesses, or other conduits
for the purposes of making such cash or assets appear to be attributable to legitimate
activities or otherwise more difficult to trace back to their illicit source.

The objective in anti-money laundering regulation is to put the obligation on companies
in sectors that are frequently used for the purpose of money-laundering, to take steps
to detect and prevent the use of their company for the purposes of money laundering.
This can involve spotting signs that a customer may be involved in crime or seeing signs
that they are reluctant to give the appropriate information, therefore providing cause for
suspicion. The nature of the original crime ‘predicate crimes’ is not important, however
particular focus should be paid to suggestion or links to organized crimes, drugs or
terrorism.

Money Laundering is an offence in all European Member States, as is facilitating money
laundering or handling the proceeds of crime. Some types of companies, such as banks,
casinos and real estate agents are subject to enhanced obligation, these do not apply to
hotels or hotel managers at present.

Any employee of the ADH Hotel Group risk being an accessory to, or complicit in, money
laundering by failing to detect it or take reasonable precautions to prevent it.

The following constitute the primary money laundering offences:
e Concealing, disguising, converting, transferring criminal property, or removing it.

e Entering into or becoming concerned in an arrangement which you know or suspect
facilitates the acquisition, retention, use or control of criminal property by or on
behalf of another person.

e Acquiring, using or possessing criminal property.

e Becoming concerned in an arrangement facilitating concealment, removal from
the jurisdiction, transfer to nominees or any other retention or control of terrorist
property.

There are also two secondary offences:
e Failure to disclose any of the primary offences.

*  Tipping-off. Tipping-off is where someone informs a person or people who are, or
are suspected of, being involved in money laundering, in such a way as to reduce the
likelihood of their being investigated or prejudicing an investigation.
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Potentially any member of staff could be caught by the money laundering provisions if
they suspect money laundering and do nothing about it or become involved with it in
some way.

Some examples of money laundering are noted below.

¢ An individual or company makes a large or unexpected cash payment to the hotel
but fails to provide evidence confirming their identity and reason for payment.

 An individual or company attempts to engage in “circular transactions” where
a payment is made to the hotel followed by an attempt to obtain a refund. For
example, a potential guest pays a significant sum, then withdraws and seeks a refund.

« A person or company undertaking business with the hotel fails to provide proper
paperwork (examples include charging VAT but failing to quote a VAT number or
invoices purporting to come from a limited company, but lacking company registered
office and number).

* A potential supplier submits a very (unusually) low quotation or tender. In such cases,
the business may be subsidized by the proceeds of crime with the aim of seeking
payment from the Hotel in “clean money”.

¢ Involvement of an unconnected third party in a contractual relationship without any
logical explanation.

This list is not meant to be exhaustive and if any member of staff has any suspicions or
concerns, they should raise this with their line manager and/or their finance director.

Law enforcement agencies will prosecute firms and individuals for assisting a money
launderer, whether or not that entity is subject to the obligations to have policies
and procedures. Companies and individuals are responsible for complying with their
obligation not to facilitate or assist with money laundering.

As part of our company policy the Hotels;

e Do not accept more than €1k in cash for the payment of invoices. Bank checks are
also considered as cash.

* Undertakes appropriate checks before processing any refunds and funds can only be
refunded back to the original payer and cannot be refunded to a third party.

* For guest staying at the hotel, the company obtains a minimum level of personal
information from a customer when they complete the guest registration card, this
includes the guests name and signature, it may also include the guests home address,
email address and phone number if provided by the guest.

Signed by Carlos Martins, il

CEO - ADH Hotels & Resorts A D I I
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