Ref : L-EJCEZ No.1157
Date : 28 February 2020
From : Chief Administration Officer / Chief Strategy Officer

Establishment of Communication Language Guideline

Dear Colleagues

We are pleased to inform you that Sumitomo Corporation Group has established a common

guideline for communication languages today.

We hope that the establishment of this guideline will encourage effective communication,
thereby promoting a D&I culture of respect for diversity in human resources and values, as well

as a united effort to achieve goals and take on challenges.

This is a guideline, not a rule. We expect each organization to consider the use of communication
languages and implementation of other effective communication policies, taking the
opportunity of the establishment of this guideline, in order to make their organization more

open and stronger through new value creation.
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[Attachment] Communication Language Guideline
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Sumitomo Corporation

Communication Lang uage Gu ideline Enriching lives and the world
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Purpose
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« To grow continuously and create new value under the dynamic and rapidly changing global

business environment, we, more than ever, need to come together as united global colleagues
of Sumitomo Corporation Group to take advantage of our diverse and comprehensive values,
opinions and perspectives.

To facilitate this, we are implementing a “Communication Language Guideline”, by which we
embrace the diversity and pursue effectiveness in communication with the mindset to maximize
mutual respect, inclusion and understanding among us.
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v/ This is NOT a rule but a guideline. Each organization is expected to consider the use of communication

languages and implementation of other effective communication policies to make their organization more
open and stronger with new value creation.
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The language which all meeting participants can speak, and which maximizes “effectiveness and
inclusion”, shall be utilized. While English should be the principal language for meetings among
different language speakers, other appropriate language may be chosen when applicable.

A translator may be utilized if necessary.

For these meetings, documents/minutes shall be created in English as the principal language for
information sharing purposes, while other appropriate language may be chosen when

Meeting/ applicable. (e.g., Information Sharing Meetings, Annual General Managers’ Meetings)
Conference An appropriate language should be chosen depending on the recipients/participants if
S information is shared among limited members.
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Documents/information delivered to a broad audience by SC Japan as Global HQ shall be issued
in English (or in English and Japanese).

Documents The appropriate language should be chosen depending on the recipients/participants if
e information is shared with limited members.
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To be mindful of the language used in e-mails, casual conversations in the office and at social
Others gatherings (to be sensitive to avoid “Exclusion”).
At e-mail TIFXEXATIRICANLSELEIRT . BRI/ /(—F(—ZCHIZREETIEII1=r —SaVERAL

(CACRRUIEESE (Exclusionz@KIE:E) ZfERAIHIELT D,
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Enriching lives and the world

Examples of Changes @HQ in line with Guideline
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Specific . .
Example Current Going Forward Expected Benefit
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Verbal :Appropriate Language
Verbal: Japanese Documents: English Interactive communication
Information Documents : Japanese presentation and memo in between regions and
Sharing presentation and memo English and Japanese on departments may bring new

Meeting (HQ)

on HQ Intranet
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Global One intranet

insights and opportunities
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