
Protocol for Corporate Communication: 

To ensure consistency and safeguard the Company’s reputation, all employees must 
adhere to the following guidelines:-  

a. Authorized Spokespersons 
Only the Managing Director / Chief Executive Officer and / or the Chairman of the Board are 
authorized to represent the Company’s official position to the media. 

b. Corporate Communications Role. 
The Head of Corporate Communications may engage with media representatives only after 
obtaining clearance from the MD / CEO. 

c. Media Interaction 
Employees must avoid attracting media attention or engaging in one-on-one discussions 
with journalists, particularly on sensitive or strategic matters. 

d. Confidential Information 
No material or price-sensitive information shall be shared with any media outlet, especially 
during the designated ‘closed period’ of financial reporting. 

e. Media Queries 
All requests for comments or clarifications from the media must be routed to the Head of 
Corporate Communications. 

f. Social Media Management 
Official social media accounts (LinkedIn, Facebook, Twitter) will be managed exclusively by 
the Corporate Communications Department (CCD). Posts will be published only after 
approval from the MD / CEO. 

g. Website Content 
The Company’s website will be administered by CCD. All content will be reviewed and 
published by CCD to ensure accuracy and compliance. 

h. Public Relations Support 
The appointed Public Relations Agency, in coordination with CCD, will assist in promoting a 
positive image of the Company and addressing any negative coverage. 

i. Sharing of Official Documents 
Forwarding official emails, notes, or documents to external parties without authorization is 
strictly prohibited. 



j. Compliance and Disciplinary Action 
Failure to comply with these protocols may result in disciplinary action in line with the 
Company’s Code of Conduct.” 

 

 


