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Today’s Agenda

Time Agenda

8:40am Introduction by Robin Bishop, Community Business

8:45am Welcome by Catherine Husted, Deputy Chair,
Community Business Leadership Team

8:50am Research Methodology and Observations by
Dr Robert Chung, HKUPOP

9:05am Key Findings by Winnie Ng, Community Business

9:25am Q&A

9:35am Panel Discussion: The Need for Flexible Work
Arrangements

10:10am Panel Discussion Q&A

10:25am Closing Remarks

10:30am Event Ends 3




Introduction to Community Business

« A unigue non-profit organisation, working with member
companies in Corporate Social Responsibility (CSR)

Lead, inspire and support businesses

to improve their positive impact on people and communities

« Key focus areas:

= CSR Strategy Diversity & Inclusion

LA Corporate Community

L) Work-Life Balance
A7 Investment

COMMUNITY BUSINESS
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Expertise in Work-Life Balance

« Championed issue of work-life balance
since 2005

« Commissioned research into the state
of work-life balance in Hong Kong for 5
years running

« Launched Hong Kong’s first ever Work-
Life Balance Day in October in 2008 ~1 =

* Produced Work-Life Balance Case
Studies and Work-Life Balance Guide
publication

» Extended our work-life balance work to
beyond Hong Kong and published the
State of Work-Life Balance in Seoul in COMMUNITY BUSINESS

June this year - °




« WLB Day participating companies
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Commissioned by the Community
Business Leadership Team and
conducted by POP of HKU in July
2010

Representative survey of the
Hong Kong working population

Obijectives are to determine:

« Employees’ work and living
patterns

« Employees’ satisfaction with
work and life

* Problems employees face in
achieving work-life balance
and the solutions
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COMMUNITY BUSINESS

Welcome

Catherine Husted

Partner
Allen & Overy
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COMMUNITY BUSINESS

Research Methodology
and Observations

Dr Robert Chung

Director, Public Opinion Programme
The University of Hong Kong
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COMMUNITY BUSINESS

Key Findings

Winnie Ng
Diversity & Inclusion Manager
Community Business
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Executive Summary Report

 ldentify key findings deemed to
be of interest to business

* Findings are presented in the
following sections:

1. Finding at a Glance
2. A Five Year Overview

3. The Need for Flexible Work 276'“"
Arrangements o5
4. A Post 80s’ Perspective vomr () cap@en CD AR
- For further details, please refer e R e Sl

to the full report by HKUPOP at S
Communlty BUSIness WEbSIte COMMUNITY BUSINESS
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Key Findings

1. Employees work long hours and their work-life balance
Is still far from ideal

2. Business case: poor work-life balance poses challenges
to employees and companies are at risk of losing talent

3. Employees’ work-life balance has improved slightly
since 2006 — however, employees’ satisfaction with
work and life has remained unchanged

4. Employees think flexible work arrangements are
Important as they consider joining or staying with an
organisation

5. Post 80s Employees have a higher expectation towards
work-life balance

COMMUNITY BUSINESS
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Key Findings

1. Employees work long hours and their work-life balance
Is still far from ideal
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Actual Working Hours and Personal Time

* Actual working hours
* 48.7 hours per week in 2010
« 21.8% higher than the International Labor Organisation

standard

Actual and Recommended Working Hours
50

2

3

< 45 -

IS

S 40 -
35 - t

Actual Working Hours  ILO Standard
* Personal time

 11.4 hours per week in 2010 COMMUNITY BUSINESS
(11.2 hours in 2009) _gn gIT



Actual and Ideal Work-Life Ratio

» Actual work-life ratio is far from what employees

consider as ideal
Actual and Ideal Work-Life Ratio

N

o

()
|

Percentage

Actual Ideal
« Employees give a score of 5.7 out of 10 for their

achieved WLB

COMMUNITY BUSINESS
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Key Findings

2. Business case: poor work-life balance poses challenges
to employees and companies are at risk of losing talent

COMMUNITY BUSINESS
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Negative Impact Due to Poor WLB

» Over three guarters of employees (77.7%) encountered
problems related to health, family and productivity due to

poor work-life balance
Problems Resulting From Poor Work-Life Balance (2010)

Prolonged Fatigue Level, Sleepiness and Extreme Tiredness

| Don't Have Time to Spend with My Partner and Family .

| Have Insomnia and Poor Diet As a Result of Work Pressures 34 9

Productivity and Work Quality Has Reduced
Dramatically Due to Long Working Hours

My Work Has Affected My Relationship with My Friends 29.1

| Do Not Have Any Private Time for Recreational
Activities or Sports AtA

| Feel Stressed Out, Depressed and Exhausted After Work 25.7

Problems

| Get Physically Sick Easily/l Need to Take More Sick Leave 18.8
Harmful Behavior 12.2
None of the Above 22.3

0 10 20 30 40 50
Percentage of Respondents




Negative Impact Due to Poor WLB
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Leaving Current Job for Better WLB

« Almost four out of ten employees (39.0%) would
consider leaving their current job for better work-life
balance (compared to 30.1% in 2009)

Consider Leaving Current Job for Better Work-Life Balance (2010 and 2009)

Mo

2010

Don't Know/Hard to Say ,12_?3 m 2009

0 20 40 60 80

Percentage of Respondents

« Statistic is even more alarming when we look at
Post 80s generation (61.5%)

Response

COMMUNITY BUSINESS
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Key Findings

3. Employees’ work-life balance has improved slightly
since 2006 — however, employees’ satisfaction with
work and life has remained unchanged

COMMUNITY BUSINESS
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Work-Life Balance between 2006 and 2010

* WLB has slightly improved since 2006

Actual Time Spent on Work and Personal Activitles (2006 to 2010)
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Work-Life Balance between 2006 and 2010

* WLB has slightly improved since 2006
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Work-Life Balance between 2006 and 2010

* WLB has slightly improved since 2006

Actual Time Spent on Work and Personal Activitles (2006 to 2010)

60
5 o213 49.2 48.8 48.4 18.7
o W
=
Q
T 3
y—
Q
2
o e
0
2006 2007 2008 2009 2010
Year

COMMUNITY BUSINESS

-



Employees’ satisfaction towards work and life

« Employees’ satisfaction towards work and life remains

unchanged
Degree to Which Employees Have Achieved Their Ideal Work-Life Balance (2006 to 2010)
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5 Day work week

* 45.7% of employees are offered a 5 day work week in
2010 (as compared to 35.0% in 2007)

Percentage of employees offered with 5 day
50 work week (2010 and 2007)

45

40

Percentage

35 -

__I

2010 2007

30 -
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Employees have higher expectation of WLB

« This is supported by the fact that:

» Since 2008, employees desire for more personal time
has increased

Ideal Work-Life Ratio (2006 to 2010)
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Key Findings

4. Employees think flexible work arrangements are
Important as they consider joining or staying with an
organisation

COMMUNITY BUSINESS
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Flexible Work Arrangements

\

“Flexible Work Arrangements involve
an employee and an employer
making changes to
when, where and how a person works

to better meet individual and business needs.”

~

/

« Examples include:

flexible working hours
part-time work

compressed hours

working remotely/from home
job sharing

etc.

COMMUNITY BUSINESS
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Importance of Flexible Work Arrangements

« Qver half (57.3%) of employees think Flexible Work
Arrangements are an important factor when considering
joining or staying with an organisation

Importance of Flexible Work Arrangements (2010)

Don't Know/Hard to Say

4.4%
Mot Quite Important |
or Not Important at All
25.1%

Very Imporant or
Quite Important
57.3%

Netural
13.2%

COMMUNITY BUSINESS
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Types of Flexible Work Arrangements

* Most common flexible work arrangements offered by

employers
Flexible Work Arrangement Currently Provided by Employer (2010)
5 Day Work Week 45.7
Career Breaks, Unpaid!F’art-Eaid 4
Personal Leave or Sabbaticals -
Flexible Working Time 28.3

Extra Paid Leave (Additional to the Paid Annual
Leave Mentioned in the Contract)

Option to Work Remotely/at Home Sometimes 229

24.1

Par-Time Work 12.C
Patemnity Leave 11.0
Compressed Work Week 10.4

Work-Life Initatives

Extended Maternity Leave (Beyond Legal Minimum) 0.0
Others 3.6

Nane of the Above Work Arrangement 19.6

Total of Respondents Who are Mot 7 6
Offered Flexible Working Arrangement -

Don't Know Hard to Say 1.1

0 5 10 15 20 25 30 35 40 45 50 2

Percentage of Respondents



Types of Flexible Work Arrangements

* Most common flexible work arrangements offered by

employers
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Types of Flexible Work Arrangements

« 37.6% of employees are not offered with any types of

flexible work arrangement
Flexible Work Arrangement Currently Provided by Employer (2010)
5 Day Work Week

Career Breaks, Unpaid/Par-Paid
Personal Leave or Sabbaticals

Flexible Working Time

Extra Paid Leave (Additional to the Paid Annual
Leave Mentioned in the Contract)

Option to Work Remotely/at Home Sometimes
Par-Time Work
Patemnity Leave

Compressed Work Week

Work-Life Initatives

Extended Matermity Leave (Beyond Legal Minimum)
Others

Nane of the Above Work Arrangement

Total of Respondents Who are Not
Offered Flexible Working Arrangement

Don't Know Hard to Say

A
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Most Desired Flexible Work Arrangements

* Most desired flexible work arrangements

Most Desired Flexible Work Arrangements (2010)

Flexible Working Time 7 < N

Carger Breaks, Unpaid/Par-Faid
Personal Leave or Sabbaticals ©——

Option to Work Remotely/at Home Sometimes

.
il

Compressed Work Week
Job-Sharing

Part-Time Work

Others

Flexible Work Arrang

| Do Not Desire Any Flexible Work Arangement
Don't Know Hard to Say

0 5 10 15 20 25 30

Percentage of Respondents
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Key Findings

5. Post 80s Employees have a higher expectation towards
work-life balance

COMMUNITY BUSINESS

o



Perspectives: Post 80s and Non Post 80s

Time Spent on Personal
Activities

Percentage of Respondents
Who Experience Negative
Impact of Poor Work-Life
Balance

Percentage of Respondents
Who Think Flexible Work
Arrangement is Important

Top 3 Most Desired Flexible
Work Arrangement

Percentage of Respondents
Who Would Consider Leaving
Current Job for Better Work-
Life Balance

13.3 hours per week

83.3%

68.1%

» Flexible working time
(29.5%)

» Career breaks, unpaid/part-
paid personal leave or
sabbaticals (23.3%)

» Compressed work week
(20.1%)

61.5%

10.4 hours per week

75.9%

53.2%

» Flexible working time
(26.8%)

o Career breaks, unpaid/part-
paid personal leave or
sabbaticals (17.8%)

* Option to work remotely/at
home sometimes (13.9%)

30.3%



Concluding Remarks

There has been some progress with WLB in HK
« Working hours are gradually reducing
* More employers are offering shorter work week

« However, much more can be done in terms of providing
flexible work arrangements

« Over half of employees think this is important

« QOver one-third of them do not enjoy any flexible work
arrangements

* 4 out 10 employees would consider leaving current job
for better quality of life, this is particularly true for Post
80s Employees (61.5%)

« Call for action to companies is to look at addressing — in
particular introducing flexible work arrangements=egs

38



Q&A Session

Winnie Ng

Community Business

Dr Robert Chung
The University of Hong Kong

COMMUNITY BUSINESS
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COMMUNITY BUSINESS

Panel Discussion: The Need for
Flexible Work Arrangements

Moderator: Shalini Mahtani

Founder & Advisor to the Board
Community Business

40



Panel Discussion Speakers

Moderator:

« Shalini Mahtani, Founder and Advisor to the Board, Community
Business

Speakers:
« Judy Newgreen, Director, Priority One Training
» Elizabeth Carley, Director, Compensation and Benefits, PepsiCo

- Tamara Gurajena, Senior Talent, Resourcing and Organisational
Development Manager, Hong Kong, HSBC Asia Pacific

COMMUNITY BUSINESS
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COMMUNITY BUSINESS

Panel Discussion: The Need for
Flexible Work Arrangements

Judy Newgreen

Director
Priority One Training
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Essentials + Leadership
v Values
o Flexibility
v Choices
v Me



Leadership
1s powered by role modeling.

- Manage to engage your people




Values
are: life, trust, respect.

- Manage to build a culture where
people want to work




Flexibility
1s flexible, formal and informal
work arrangements.

- Manage to develop and sustain the
commitment of your people




Choices
set change 1n motion.




Me
1s me taking responsibility.

- Manage to support your people in
achieving their best




Contact us
Hong Kong T +852 2817 0419

Australia T +61 39576 4127
www.lifemoves.biz

ASaE




COMMUNITY BUSINESS

Panel Discussion: The Need for
Flexible Work Arrangements

Elizabeth Carley
Director

Compensation and Benefits
PepsiCo
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A new work life quality program

A better balance between work and home...

A better quality of life for you and your family...
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Work Life Quality— The Concept Gl

B PEPSICO
Asﬁ-clﬁt

e |tis about having a measure of control over

Employees work to be able to enjoy an optimal quality of life

|t is enhanced when
—an employee’s right to a fulfilled life
—inside and outside work
—is accepted and respected as the norm

to the benefit of the individual and business



ol |iveye
life
Work Life Quality — The Facts ;{Lﬂco

_:La‘cl:f F <

* |t does not mean an equal balance
— Scheduling equal hours for work and personal activities is
unrewarding and unrealistic

It recognizes that individual priorities vary over time
— E.g. single person, married with children, nearing
retirement

e |t does mean there is no perfect one-size fits all solution
— Different priorities and cultural differences
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Work Life Quality Programs
The New Framework

one
simple
thing
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8 PEPSIGO

Have ‘One Simple Thing’ in your PDR!

It can help you to commit to your personal
Work Life Quality!
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Have you ever had unused vacation days?

Carry over 5 unused vacation days to the
following year!

Qarry Over Days
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Have you ever travelled or worked on
a weekend or public holidays?

Take days in lieu within 2 weeks!
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Now is /fvf,&
the time...
for a new idea
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Have you ever wanted to work %PEa%Eo
. ific
part time for personal reasons?

Have you ever wanted to work flexible hours?

== PexPace ek Time

= r ]
-
——

Have you ever needed to work outside of the office?
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What Should | Do Next?

find your
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IANVING
Key Learnings and Next Steps /7 . K

. % PEPSICO
e Approvals — Keep it simple! AR i

— Only flex time, flex place and part time require approval of manager and HR (HR
generally aligns with the managers approval)

— One Simple Thing, Carry Over Days and Days in Lieu are between the manager
and employee

e Localize it!

— Use the frame work and build on it for local conditions
 Educate Managers!

e Keep the momentum and excitement of the program going!

— Do a “relaunch” in Q1 2011 which includes new programs and rolls in other
programs
* Flex Day Policy
e Summer / Holiday Hours
e Birthday Off
* HealthRoads

— Relaunch periodically thereafter — with or without new programs
— Listen to the feedback from the Org Health Survey
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COMMUNITY BUSINESS

Panel Discussion: The Need for
Flexible Work Arrangements

Tamara Gurajena

Senior Talent, Resourcing & Organisational
Development Manager, Hong Kong
HSBC Asia Pacific
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PERFORMANCE
THROUGH
PEOPLE

Flex Working

Tamara Gurajena

Senior Talent, Resourcing & Organisational
Development Manager, Hong Kong

HSBC <X»

The world’s local bank
19 October, 2010



The business case

October 10

* Gen X significantly less engaged compared

with other generations

 Failure to engage will lead to:

— Loss of talent
— Reduction in productivity

— Word of mouth — our external employer
brand

*The commercial necessity enhance
engagement of all employee segments
— harness discretionary effort,
— address attrition

— develop a pipeline of future senior
management talent.

25%

1%

50%

24%

Employee Population in Hong Kong (2008)

HE Gen Y (born
1981-1999)

O Gen X (Born
1965-1980)

H Baby Boomers
(born 1946-
1964)

@ Matures (born
prior 1946)

(As of Sep 2008)

Performance Through People
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Work Life Balance identified as a

common theme across generations

GenyY

More time to engage
4 in personal activity
«.~ outside the office

Gen X

Work / family nexus

o

e

Engaging all
generations

Bankwide
programme with
segmented
propositions

October 10

Performance Through People

73



Changing mindsets

------------------------------------------------------------------------------------------------------
A

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

Performance Through People
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October 10

Common perceptions towards flexible working?

“I'm concerned my peers would
have negative image of my
commitment to my team ."

“I'm not sure if flexible working impact
on my performance appraisal  and
opportunities for promotion  ?”

“How can | maintain the team
performance when some staff may
not be working in the office?”

“How can | be sure that they are
actually working and just not
relaxing in Starbucks?”

Performance Through People 75



Changing Mindsets: Identify the change agents

Programme sponsors:

e Champion of initiatives with business

leaders
* Role modeling David Fried Rudolf Apenbrink Paul Leech
Group General Manager, ~CEO. HSBC Global Asset  ead of International
: ) Regional Head of Management
Cross functional workstream: Insurance

* High potential, nominated by Head of

Department
» Early advocates of the initiative
» Develop implementation and

Personal Banking Commercial Banking IT, Opp, CSR, Legal

communication plan

Facilitators: 58 @

Integration with HR policies and practices

Human Resources

Performance Through People 76



Changing mindsets: Communicate to change attitude a nd upskill
capabilities

Senior HR Line
Leaders Practitioners Managers

Employees

Performance Through People 77



Changing mindsets: Senior management commitment

» Project update at Executive Committee Meeting

— Reiteration of burning platform

« Message from Head of HR to Senior Business Heads

Login | Redister | Forgot password | l] Lag in using your Facebook account ‘

— Implementation of Flex in their areas : —]

CareerTimes o em——
- Lead the Change by rOIe-mOdellng Jobseeker |[WECIC Education/Seminar HR Comer  HR NewsFeed  Legal P
— Display behaviours aligned to flex

CrPlacement

HR Corner

anew career by Martin Williams
) EXternaI press & A new policy will allow HSBC employees to work flexible

hours or even from home

Wyhile many cormpanies wotldwide enable employees to choose |
theit starting and finishing times so that they may combine their
work with hours that suit their personal responsibilities, flexible

— Setting an external brand truth 7
— Internal must be aligned to reflect Carser Times on W

Facebook A One group that has brought its Hong Kong operation in line with
) flexible policies alteady in existence elsewhere is banking giant
2 HSEBC. Earlier this month, the bank launched a flexible working
= policy that aims at helping employees to achieve a better work-
Mligie! Freturell life balance
head of human resources
g;ggacmc The policy was introduced following staff feedback via a series of

Phota: Edde Noan in-depth company sureys, says Nigel Fretwell, head of human
resources Asia Pacific, HSBC. "Once a year, we conduct a :
survey across the group in order to gain an understanding of our |

employees’ views and issues,” he says. i

The survey findings have provided the bank with a wealth of data that can be demographically
and nrnnranhically ninbninted kit withnet identifuing individuals The 2008 simew showeead

Performance Through People 78



Changing Mindsets: “Flexing” HR process and enabling HR
practitioners to support change

» Aligning performance management — input vs output

* Flex as key enabler of Diversity & Inclusion proposition

» Proactive communication from HR to business partners

Flexible Working ( :

LINE MANAGER FLEXIBLE WORKING TOOLKIT

Managing performance in a Flex Working environment

Clear performance objectives will need to be established such that the employes “Working Flexibly can be evaluated based on performance results rather the
face-time.

The actual achievernent against performance objectives wil be the basis for perfarmance review. Emplayees warking flexibly need to be assessed in the sai
objective and fair manner as thoge working standard hours / working in the office.

‘wiorking relationships and effectiveness in collaborating with coleagues must not be adversely impacted a3 a result of working flexibly.

Flexible working arrangement can mean that line managers will not directly supervise employess lin the officel where they can vizsually manitor the work of
employees. However, working flexibly does not represent less commitment to the job but rather, can result in higher productivity and efficiency.

Line managers performance expectations should not change for emplopeas working flexibly. Line managers should regularly monitor and discuss with the

employes a2 ko how they are perfoiming when working flexibly. Thiz will ensure that the employee’s perfoimance iz not negatively impacted after beginning b
wotk flexibly. ‘where this does ocour the warking flexibly arangement may have to be withdrawn,

Performance Through People 79



Line manager briefing sessions to engage “hearts an d minds”

PERFORMANCE
THROUGH
PEQOPLE

Flexible Working Arrangements
Line Managers Briefing
June 2009

HSBC <)

The world's local bank

Performance Through People
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Session agenda

» Discussion to contrast mindsets  and attitudes with the reality

— "Introducing flexible ways of working will cost too much and only create a burden
on our businesses.”

— “Flex won't work in HK — our people do not have a long commute”
— “It's only for women”

« Uplift manager capabilities by providing tips and guidelines on

— Framework on making decisions
— Role playing response to applications
— Managing performance

« Ongoing support

— Flex Working website
— Line managers’ toolkit and
— FAQ

Performance Through People




Bank-wide employee communications

e Bank Circular from CEO

Flexible Working

Policy © Line Manager © Employee L]

e Pre-launch intranet stories and web banner

le Working Toolkit Flexible Working Toolkit
* Genersl Principles * Policy * Policy
= Eligibiliy - Guidelines for making & decizion = Seli-hssessment
_, Flesible ‘working Options _, Responding to an application , Howto apply
*  Emplopee Guidelines - Applying for a flevible Piefusing an application *  Preparing for a Flesible working discussion
- - working anangement with your manager
o - Implementing Flesble Working - scenaios
ex Working intrane SR o 5

application for flexible working Mananing pertformance in a Flex ‘Working
g environment

Success Stories

- AR W

— Policy detalls

— Self- assessment guidelines
— Success stories

— Frequently Asked Questions

Flexible Working (

q Vincent Susan Grace Yvonne Lisa
Success stories Tang Au Wong Chuang Au

Grace Wong
Manager Communications
HTS Training and Communications

Twa of my team members and myself have a work-fram-home arrangement, in which
we wark from home one day per week. "Work from Home" was piloted in HTSAfor
employees working in HSBC Building Tseung Kwan O Data Centre in 2008, My team
moved o TKO early last year, and given the increased commuting time, we decided to
participate in the pilot exercise.

Itwas pretty easy and straight forward agreeing with my team on how to make the wark from hame arrangement wark. A significant
part of our rale invalves wiiting, e.0. news far the HTSA Intranet, management reports ele, which does notreguire a high level of
interaction cormpared to other customer-facing roles. Nevertheless, the team is small, so | needed to ensure enough coverage in the
office for any unexpected and Urgent tasks. As a result, my team agreed thatwe should each take a differsnt day in the week to work
from home

I think the work fram home initiative certainly provides flexibility to ry staff as they can save time from commuting. This exdra time can
be used in some other areas, such as spending mare time with their families or having more restTor themselves ste. | think the
arrangement enhances employee marale and engagement because when better flexibility is available, it demonstrates trust. Also,
the arrangerment shows that wa walk the talk about focusing on the quality of the output, notthe hours spent in the office

Apart fram the rale and job nature, managers should also consider the personal characters of the team members as well as the level
oftrust and collaboration within the team. But these are nothing new in terms of management!
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Celebrate successes




Programme achievements

Employee take up rate:  20% of total workforce

Employee Engagement

— Overall employee engagement increased 11%,
exceed HK best in class norm

— Gen X engagement score increased 10%

— Work/Life Balance category increased 13%

Attrition :

— Employee leave the bank due to dissatisfaction to working environment
(long hours, working conditions)

% 10/

2008 2009
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Model of Influence on Engagement

N Influence processes &
Direction :
_ practices

Strategy/Vision H

Direct
Manager

Shape the HSBC employee Driving engagement & other
experience performance outcomes

Productivity

Growth &
Development /
Engagement

N\,

Work/Life

Balance

Customer

I Satisfaction

Effectiveness

Senior
Customer

Performance Orientation Brand
Management Reputation

Leadership
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COMMUNITY BUSINESS

Q&A Session
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G S RRECINEILE

Shalini Mahtani
Community Business
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Work-Life Balance Day 2010

Work-Life
Balance Day

TEETETGH
220CT10

Event Work-Life Balance Day 2010

Date

Friday 22 October 2010

Background

Building on the success of the previous WLB Days,
Community Business is running WLB Day in its third year
aiming to get 150 companies signed up.

Objectives

Raise work-life balance as a business issue and to
provide a platform for companies to demonstrate their
commitment to work-life balance

Build on the success of previous year’'s WLB Day and

continue to raise WLB as a key business issue during the

economic downturn
Encourage as many companies as possible to join the
campaign and participate in some type of WLB initiative

How It
Works

Companies commit to doing one or more WLB initiatives
Companies sign up via the WLB Day Website

Cost

There is no cost to signing up!

To Register

Visit www.communitybusiness.org/WLB/2010

COMMUNITY BUSINESS
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COMMUNITY BUSINESS

Thank You

Contact us:

Disclaimer:
All information provided in this document is intended for discussion purposes only, and is not

in the nature of advice. Community Business Limited reserves the right to make alterations
to any of its documents without notice. All rights reserved. Community Business Limited

©2010.
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