
  
  

Rules of Procedure for Complaints pursuant to Section 8 of 
the Supply Chain Due Diligence Act (LkSG) 

As further explained in our Values Compass and in our Code of Conduct , we are firmly committed to act in accordance with 
applicable laws and case law. In order to learn about possible business-related violations of laws or our policies, 
we rely on thesupport and cooperation of our employees, managers, and other persons to speak up to help uncover unethical and 

illegal conduct. 

These Rules of Procedure describe how persons can report concerns regarding potential risks or violations of human rights and 
environmental obligations by Manage Now GmbH (hereinafter “MN”) or its direct suppliers pursuant to the German 
Act on Corporate Due Diligence Obligations in Supply Chains (Supply Chain Due Diligence Act – LkSG). 

Article 1 Scope 

These Rules of Procedure apply to reports from persons regarding human-rights-related or environmental 
risks or breaches of human-rights-related or environmental obligations that have arisen 
from the business activities of MN or from the business activities of a direct or indirect supplier 
of MN (hereinafter “LkSG reports”). 

Article 2 Responsibilities 

(I) LkSG reports are processed by a responsible case manager (hereinafter “LkSG Case Manager”) 
who is based at MN in Germany and is bound by confidentiality. 

(II) The LkSG Case Manager shall investigate the LkSG report fairly and impartially, 
ensure confidentiality and, when conducting the complaint procedure, is not bound by instructions. 

(III) The LkSG Case Manager may consult with other authorized departments while maintaining 
confidentiality, if the LkSG Case Manager deems this appropriate. 

Article 3 Reporting Channels 

(I) MN has established an internally and externally accessible reporting portal to receive, among other 
things, LkSG reports. Any person submitting an LkSG report may use the reporting portal, as 
explained in more detail in Article 4. 
. (II) The reporting portal is provided via a web application 
and is available 24 hours a day and 365 days a year. 

(III) LkSG reports may be submitted anonymously. 
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Article 4 Procedure for Handling Complaints 

(I) On the start page of the reporting portal, the reporting person can complete an online form 
to provide a simple description of the risks/breaches of duty. Attachments can also be added. 
Attachments may be added to provide more detailed information/evidence as part of the report. 
The report may be submitted anonymously. After submitting the online form, the reporting person 
receives an individual, case-specific password and a QR code. This must be kept by the reporting 
person, as it enables the case to be accessed at any time (also via the start page of the reporting 
portal) and allows further communication to take place. 
. (II) Reports are received by MN’s Corporate Compliance department and, in coordination with the 
Human Rights Officer, LkSG reports are assigned to an LkSG Case Manager. 

(III) The LkSG Case Manager contacts the reporting person without delay, usually within seven days after 
receipt, to confirm receipt of the LkSG report and to remain in contact with the reporting person during 
the complaint procedure, including in order to understand the reporting person’s expectations regarding 
possible measures. 
Using the reporting portal, the reporting person can communicate directly with the LkSG Case Manager,  
explain the background, provide additional information, amend and revise the report, and remain in 
contact, even if the report is submitted anonymously. 

(IV) The objective of the investigation by the LkSG Case Manager is to understand the facts, review the 
allegation, and—together with the reporting person—propose/plan measures that will be monitored. 
Taking applicable laws and appropriate investigative steps into account, evaluating the evidence 
collected, documenting results, reporting and/or escalation form part of the complaint procedure. 
The LkSG Case Manager may be supported by external (legal) advisors who are bound by 
contractual or statutory confidentiality obligations. 

(V) As a rule, within three months after receipt of the report, the LkSG Case Manager provides the 
reporting person with qualified feedback, insofar as legally possible, without jeopardizing the 
investigation or the persons concerned. 
. 
. 

(VI) Depending on the progress of the procedure, the feedback may include, for example, information 
about forwarding to another channel or another complaints procedure, the initiation of an internal 
investigation, measures taken and/or planned (taking into account the reporting person’s 
expectations), or the discontinuation of the complaint procedure due to insufficient evidence or 
other reasons. 
. 
. 
. 
. 

If problems are identified in follow-up/investigation in accordance with applicable laws and 
regulations, they will be addressed, including disciplinary and remedial measures such as training 
and review of procedures to prevent recurrence, including but not limited to the remedial measures 
described in Section 7 LkSG. 

(VII) MN ensures compliance with confidentiality and data protection. The identity of the reporting 
person—if disclosed by the reporting person at their own request—is shared only with authorized 
persons. 
However, MN may be legally required to disclose information about violations to certain 
governmental and/or judicial authorities, including government agencies or courts, or may decide 
to do so based on its business discretion. 
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Article 5 Protection of Reporting Persons 

(I) MN strongly encourages the reporting of suspected or actual misconduct and does not tolerate 
retaliation for LkSG reports. Such retaliation will be treated as a serious violation and may result in 
disciplinary and/or legal measures. 

(II) Reporting persons who experience retaliation during or after completion of the complaint 
procedure are asked to inform the LkSG Case Manager without delay or to submit a corresponding 
report. 
Examples of retaliation include (among others) termination (including by mutual agreement) of the 
employment relationship or other contracts, intimidation, defamation, discrimination, changes to 
remuneration (including variable compensation), and changes to responsibilities or workplace, as 
well as similar measures that could create the impression of retaliation. 
The LkSG Case Manager will investigate any reported retaliation. 

Article 6 Effectiveness Review 

The effectiveness of the complaints procedure for LkSG reports is to be reviewed at least annually and as 
needed. 
Parameters for the effectiveness review are the effectiveness criteria recommended by the UN Guiding 
Principles on Business and Human Rights (UNGP), in particular: (i) the extent to which the complaints 
procedure enables and encourages relevant target groups to submit reports even before a breach of duty 
occurs; and (ii) the extent to which the complaints procedure prevents harm to reporting persons or provides 
appropriate remedial measures. 

Link Reporting portal: 
https://manage-now.reporting-channel.com/ 

As of  September 2025 
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