EXHIBIT 3: POLICIES AND PROCEDURES TO PREVENT THE
MISUSE OF MATERIAL NON-PUBLIC INFORMATION

HR Ratings’ policies and procedures to prevent the misuse of material non-public information under Rule
Section 15E(g) of the Exchange Act and 17 CFR 240.17g-4, are stated in our Internal Rules, which are

transcribed as follows:

A. Policies and procedures for the prevention of inappropriate dissemination within and outside
the nationally recognized statistical rating organization of material nonpublic information

obtained in connection with the performance of credit rating services.

. Code of Conduct. Section V - Prevention of the misuse of non-public or confidential material
information

V.1.Non-public or confidential material information.

Non-public or confidential material information will be understood as all of information received
by HR Ratings from a client, entity, issuer or member of the same business group, or from
their accountants, attorneys, or other agents, which is visibly classified by the sender as non-
public or confidential, or regarding which the entity or issuer has requested HR Ratings to treat

it as such in writing.

Non-public or confidential material information does not include information made public
through any means not attributable to HR Ratings prior to or at the time of its disclosure to HR
Ratings. In addition, non-public or confidential material information will not include information
for which the entity or issuer has given authorization for its dissemination or that for which

dissemination may be required by any authority.

The handling of and treatment given to non-public or confidential material information will be
subject to that set forth in the Code of Conduct, the Internal Control Manual and the non-
disclosure agreements entered into between HR Ratings and the entities or issuers rated,
between HR Ratings and its employees, and between HR Ratings and its business providers

who may have access to this type of information because of the nature of their work.
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The Compliance Department will be the area responsible for overseeing compliance with HR
Ratings policies on the prevention of the misuse of non-public or confidential material
information by the Agency’s employees, management and board members, for which
compliance audits may be performed in accordance with the terms set forth in the Internal

Control Manual.

V.2. Measures to protect non-public or confidential material information.

HR Ratings has established the following policies and mechanisms to ensure non-public or
confidential material information is used solely and exclusively for the duties of the Agency as

a rating agency and to prevent the misuse of non-public or confidential material information.

V.2.1. Reception of information.

The Agency may receive confidential information by email sent to any Agency employee
authorized to intervene in the matter or who has been designated to this effect in accordance

with that established in the Internal Control Manual and the General Operations Plan.

V.2.2. Protection of files and non-public or confidential material information.

e All Agency employees and management who handle information provided by clients,
entities or issuers must adhere to the policies and guidelines for the handling, protection,
access and safeguarding of information and files as indicated in the HR Ratings’ Internal

Control Manual.

¢ All HR Ratings employees and management will clear their desks of information at the
end of the workday and whenever they are away from their desk. They will also shred any

documents that are no longer in use.
e Agency employees are strictly prohibited from removing papers, physical files and

electronic files containing non-public or confidential material information from the

Agency’s offices.
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¢ HR Ratings employees are strictly forbidden from transmitting, distributing, or sending
information classified for internal use outside the Agency. Information for internal use is
information provided by the clients, entities or issuers, work documents containing non-
public or confidential material information, or documentation obtained or generated in the

performance of their duties.

V.2.3. Access to offices.

As an additional protection measure for files and non-public or confidential material
information, access to HR Ratings offices will be restricted by biometrics and visitors will be
received in meeting rooms located in spaces physically separated from the Agency’s core

operations.

Il. Internal Control Manual. Section Il.4 - Safeguarding Client information

Rating files will be stored in an electronic folder on HTRON and the internal server and only the

analysts authorized for rating purposes will have access to specific files.

In addition, the working documents and other information will be stored in the protected folders on

the Agency’s internal server.

It is prohibited to store or hold confidential information, or any information generated, received, or
delivered by HR Ratings or any employee in the exercise of its functions on the computer’s hard

drive or desktop outside of the Agency’s internal server.

Both the information stored on the Agency’s HTRON and that stored in the electronic folders on
the HR Ratings internal server will be backed up daily. The backup and custody will be executed
under the strictest conditions of security and confidentiality, in adherence to the Agency’s disaster
prevention procedure for electronic information, which is included in the Technological

Infrastructure Manual.
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The employees responsible for the security of electronic information inside the Agency will be held

to the same rules of confidentiality and information handling applicable to the individuals involved

in the rating process.

As a preventive measure, the people that provide the data backup and outside support services,

and those that, where applicable, provide scanning services for hard copies of information received

from clients will sign a non-disclosure agreement with the Agency, to ensure the proper handling

of the information to which they have access.

Rating files will be held for at least 5 (five) years, or the time set by the applicable law, from the

date on which the rating process in question is completed and will be available to the supervisory

and regulatory authorities throughout this time.

a.

Transmission or distribution of information

Agency employees are strictly prohibited from removing any documents or electronic files
containing non-public or confidential information or any information generated, received, or
delivered by HR Ratings or any employee in the exercise of its functions from the offices of
HR Ratings.

In addition, HR Ratings employees are strictly prohibited from transmitting, distributing, or
sending information classified for internal use outside the Agency, except for communications
with the client, entity or issuer. Employees are strictly prohibited from sending information for

internal use to their personal email outside the Agency.

Information for internal use is that provided by the client, entity or issuer or working documents

containing non-public material or confidential information.
Client, entity or issuers information will be sent only to the person or people the client, entity

or issuer has designated as responsible for communication with HR Ratings and must be

marked confidential. The designated people must be updated on HTRON.
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The files corresponding to the analysis reports, press releases, or rating letters will be sent to
the persons authorized by the client, entity or issuers to send and receive information, through

the system the Agency defines to protect non-public material or confidential information.

Analysts will only share information for internal use within the Agency with the members of the

analysis team that is overseeing the matter in question.

Both the Agency and its employees, management, shareholders, and board members are
strictly prohibited from disclosing ratings prior to their release through the corresponding

channels indicated in the Agency’s General Operation Plan.

The Agency will release to the public through its webpage the ratings given on securities
registered, or to be registered, in the Mexican national securities register, and the ratifications,

amendments and/or cancellations of these ratings.

The ratings assigned by the Credit Analysis Committee will only be provided to the client, entity
or issuer prior to being released through the corresponding media as outlined in the General
Operation Plan. Ratings requested by a third party involving the use of private information will
be provided to the third party, applying the policies and procedure contained in the General

Operation Plan of the Agency.

As part of the control measures to prevent the misuse of non-public material or confidential
information or any information generated, received, or delivered by HR Ratings or any
employee in the exercise of its functions, the computers of HR Ratings employees will be
blocked from extracting and introducing information via portable storage devices, such as

removable hard drives, CDs, USBs, etc.

In the event any information contained on the Agency’s internal server is required to be
extracted to be stored on a portable device, or the extraction of information contained on a
portable device to be introduced into the internal server, the IT Department will be asked to

perform this action using a computer enabled for this operation. The IT Department may place

(X! @HRRATINGS | fjy | HRRATINGS | %, | WWW.HRRATINGS.COM [} HRRATINGS 50f 18



the information extracted from a portable device on the internal server, after performing a

security check.

Any extraction of information from the internal server or introduction of information into the
server will be duly documented in an information input/output log, indicating the name of the
person, the type of file and information, and the date of the extraction (download) or

introduction (upload). The Compliance Department may audit these activities.

In addition, the Agency will have a firewall in place to block access to personal email accounts
by employees via public websites, therefore employees will only have access to the Agency’s

email.

The Compliance Department may conduct audits of the IT infrastructure to verify that the
firewall and blocking for the extraction of information on the Agency’s computers are working

correctly.

B. Policies and procedures to prevent any person within the nationally recognized statistical

rating organization from purchasing, selling, or otherwise benefiting from any transaction in

securities or money market instruments when the person is aware of material nonpublic

information obtained in connection with the performance of credit rating services that affect

the securities or money market instruments.

I. Code of Conduct. Section VIl “Conflicts of interest” — VII.2 “Measures to eliminate conflicts

of interest” — VII.2.3 “Securities Transactions”.

VII.2.3. Securities Transactions

1.

“Securities Transactions” are those executed directly or indirectly for:

a) Securities registered in the Mexican National Securities Register (the “Register”).
Securities are shares, interests, obligations, bonds, options, certificates, promissory
notes, bills of exchange, and other negotiable instruments, registered by name or not,

that can be traded on the securities markets, are issued as part of a series or in a single
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b)

d)

offering and represent the capital stock of an entity, a proportional part of an asset, or
interest in a collective loan or any individual credit right pursuant to the terms of

applicable local and foreign laws, or/and

Certificates of deposit, commonly known as American Depositary Receipts (‘“ADRs”)
or similar instruments on foreign markets, representing the Securities mentioned in the

previous point, or similar or analogous instruments, or/and

In accordance with Section15 § 78c (10) of the United Stated Code (“USC”), the term
“security” means any note, stock, treasury stock, security future, security-based swap,
bond, debenture, certificate of interest or participation in any profit-sharing agreement
or in any oil, gas, or other mineral royalty or lease, any collateral-trust certificate,
preorganization certificate or subscription, transferable share, investment contract,
voting-trust certificate, certificate of deposit for a security, any put, call, straddle, option,
or privilege on any security, certificate of deposit, or group or index of securities
(including any interest therein or based on the value thereof), or any put, call, straddle,
option, or privilege entered into on a national securities exchange relating to foreign
currency, or in general, any instrument commonly known as a “security”; or any
certificate of interest or participation in, temporary or interim certificate for, receipt for,
or warrant or right to subscribe to or purchase, any of the foregoing; but shall not
include currency or any note, draft, bill of exchange, or banker’s acceptance which has
a maturity at the time of issuance of not exceeding nine months, exclusive of days of

grace, or any renewal thereof the maturity of which is likewise limited, or/and

Derivative financial instruments as long as their underlying assets are registered

Securities, and/or

Bank certificates of deposit that represent debt issued on a term equal to or less than

1 (one) year serviced by a credit institution.
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2. The following investments are not considered Securities Transactions:

a) Shares of investment funds.
b) Securities issued by any sovereign entity.

c) Indexed trust stock certificates (representing rights for securities, assets, derivatives,
or other assets that seek to replicate the behavior of one or more indexes, financial

assets, or reference parameters).
d) Certificates referring to a group or basket of shares or price indexes, or index funds.

The following individuals are prohibited from operating or maintaining Securities Transactions

involving any entity or issuer that is a client of HR Ratings or is rated by HR Ratings:

¢ HR Ratings, as a legal entity;

¢ Analysts that participate in the rating process of the entity or issuer;

e Members of the Credit Analysis Committee that participate in the rating of the entity or
issuer, and

e Persons who, because of their duties, may have access to privileged information, according
to section VII.2.4 of the Code of Conduct.

All new Agency employees and board members will submit, on their entry or appointment date,
a statement of the Securities Transactions they hold directly or indirectly in any entity or issuer;
and also, those of their spouse, partner, or dependent minors using the form in Appendix 1

“Report on Securities Transactions” of the Code of Conduct.

In addition, all Agency board members and employees who perform a Securities Transaction of
any entity or issuer must notify the Compliance Department using the form in Appendix 1
“Report on Securities Transactions” of the Code of Conduct within a period of 10 (ten)

business days following the execution of the Transaction.
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Notwithstanding, all Agency employees and board members must complete and submit
Appendix 1 “Report on Securities Transactions” every 6 (six) months. The semiannual
endorsement shall indicate all securities transactions performed by the employee or board

member to date, regardless of whether these have been previously reported.

For the purposes of reporting certificates of deposit representing a renewable debt equal to or
less than 1 (one) year serviced by a credit institution, the deposits must be reported only once,

indicating this in the report.

The securities transactions report must be submitted together with the corresponding bank or
securities account statement, dated no more than 3 (three) months prior to submission, in which
the securities transactions are indicated. Employees and board members have the right to blank

out the information that is not relevant for the effects of the reported transaction.

HR Ratings, through the Compliance Department, shall take all necessary measures to ensure
that Securities Transactions by members of the Board of Directors, management, technical
personnel responsible for the preparation of reports and providing follow-up on the credit quality

of securities, entities or issuers and employees in general do not generate conflicts of interest.

To fulfill this objective, HR Ratings will maintain a list of the entities or issuers rated by HR
Ratings and which are public (the “Public Ratings List”) in HTRON. All Agency employees and

board members will have access to this list.

In addition, the Agency will maintain a list of entities or issuers who request the rating to be
private or whose initial rating process has been completed but not yet published (the “Private
Ratings List”), to which only the Agency’s Senior Management, the Compliance and Operations
Department, the Business Development Department personnel, analysis managers and

members of the Board of Directors will have access.

Both lists will be maintained updated continuously in the Agency’s HTRON to verify that there

are no conflicts of interest in the rating process derived from securities transactions in entities
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or issuers rated by HR Ratings held by employees and directors, as well as those of their

spouses, common-law spouses or minor children.

The limitations on Securities Transactions set forth in this section and the disclosure of these
will apply equally to transactions by the spouse, partner, or dependent minors of Analysis

managers or technical personnel involved in the rating process.

For the purposes of the previous paragraph, HR Ratings employees, managers and board
members will make every effort to be informed of securities transactions performed by their
spouse, partner and/or dependent minors. No bank or securities account statement will be

required for these transactions.

VII.2.4. Use of privileged information

For the purposes of this section, a relevant event is any fact, act, or occurrence, of any
nature, which could or would influence the prices of registered securities or that may have

a significant impact on a credit raring.

HR Ratings board members, managers and employees are strictly forbidden to:

e Obtain any benefit from any Securities Transaction performed using privileged
information obtained from their participation in the rating process for these securities,

or in the performance of their duties.
o Provide or transmit privileged information to other people, being required to comply
with that established in the HR Ratings Internal Control Manual for the handling of

non-public or confidential information.

e |ssuing recommendations regarding any securities or negotiable instruments for

which the price or quote could be influenced by the use of privileged information.
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Privileged information is knowledge of relevant events not disclosed to the public by an
issuer through the market on which their securities are traded, or that have not been

disclosed by entities or clients.

It is not necessary for the person to be aware of all details concerning the relevant event
for this to be considered privileged information, it is sufficient that the information to which
they have access could influence the price or quote of an issuer’s securities or that may

have a significant impact on a credit rating.

The Compliance Department will be responsible for monitoring policies on securities

transactions and the use of privileged information.

Any improper use of privileged information shall be considered a serious breach to be
sanctioned in accordance with the criteria established in Appendix 11 “Criteria for

determining the severity of violations of Company Rules” of the Code of Conduct.

C. Policies and procedures that prevent the inappropriate dissemination within and outside the
nationally recognized statistical rating organization of a pending credit rating action before
issuing the credit rating on the Internet or through another readily accessible means.

. Code of Conduct. Section VI. “Transparency and disclosure of information”.

VI.1 Transparency

1. HR Ratings will take the following measures to guarantee the transparency of its activities:

o Inform clients, entities and issuers, prior to the signature of the service contract and
through the Business Development Department of the current rates or fees for the
provision of its rating service. In addition, HR Ratings will inform through the same
department of any adjustments made to annual maintenance fees prior to the payment

date for the annual renewal.

Prior to the publication of a rating or amendments, and whenever it is feasible, HR

Ratings will provide the client, entity or issuer with all the relevant information as well as
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the main factors considered for the rating. HR Ratings will also consider any comments
made by the entity or issuer that would result in a more accurate rating in accordance
with the procedure established in the Agency’s General Operations Plan. Under no
circumstances will HR Ratings offer additional services or renegotiate any clause in the

service contract because of the clarification or comments procedure outlined here.

HR Ratings may publish a rating, or a change to a rating, without previously informing
the client, entity or issuer rated if there is any circumstance that would directly affect the
rating and of which market participants should be informed immediately, given the
material impact the event could have on their perspective of the corresponding entity,

issuer, or transaction.

If HR Ratings fails to deliver to the client, entity or issuer rated the analysis report or
press release prior to publishing a rating, HR Ratings must do so immediately after the

publication and must provide details of the reasons that led to the delay.

The press release announcing the rating shall include the items indicated in the Agency’s
General Operations Plan as well as those in the Provisions and in local regulations

applicable to HR Ratings. This shall be written in clear and easily understood language.

If HR Ratings has received revenues from clients, issuers or entities for items that are
not included in the service provided for the rating of debt instruments or securities, HR
Ratings will indicate the portion that such revenue represents in relation to the aggregate

revenues earned by each client, entity or issuer as a result of their main activity.

Upon publishing a rating, HR Ratings will not disclose any non-public or confidential

material information concerning the entity or issuer, in accordance with their instructions.

For ratings that do not need to be public due to regulatory requirements, the rating may
be kept private until the client, entity or issuer requests their publication. The rating may

be published without convening the Credit Analysis Committee to agree on this
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publication, unless additional information has been provided or there are new elements

that may have an impact on the rating assigned.

2. The requirement to publish initial ratings for possible debt or securities offerings applies

only in the countries where this is required by law.

3. It is strictly prohibited to inappropriate dissemination within and outside HR Ratings of a
pending rating action before publication of the credit rating on the Internet or through any

other readily accessible means.

4. HR Ratings will publish the following information on its website free of charge and non-

selectively:

o Press releases for assigned ratings, changes of these ratings, or the withdrawal of
ratings, as well as decisions to suspend the review or monitoring of a rating and the
reasons for such action. This will be done with the exception of private ratings which
shall be sent solely to the requesting client, entity or issuer. Press releases will be
available on the Agency website for a period of at least 12 (twelve) months from their

date of publication.

In addition, HR Ratings will issue a press release if a client, entity or issuer decides to
rescind their service contract when HR Ratings can confirm that this rescission was in
response to a rating downgrade. This will be issued on the business day following the

contract rescission.

o Historical information on annual default rates for each of the rating categories and

transition matrices across assigned ratings.

o Methodologies used for the rating of entities, issuers and/or issues, and any substantial

amendment of these documents and the rating process.
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In the case of amendments to the rating methodologies and procedure, the reason or
justification of the amendments will be clearly expressed, and the amendments will be

analyzed to determine if they could result in changes to any outstanding rating.

Notice of the existence of any significant error identified in any procedure or methodology

that could result in any change to an outstanding rating.

Comments received from the market, in general, through the HR Ratings’ website,
regarding new methodologies or amendments to methodologies as well as comments

related to a current methodology and the corrective action taken.

The Agency will publicly maintain the comments received regarding the draft for a new
methodology or amendment of an existing methodology for a minimum of 10 (ten)

calendar days from the date the corresponding draft is published.

Comments received regarding a current methodology will be maintained on the Agency’s
website until the methodology in question is modified and the draft is published to receive

new comments from the market.

The follow-up processes for a rating, the frequency of reviews, and the criteria for the

withdrawal or suspension of a rating.

The structure and voting process for the committees that determine the ratings and their

follow-up, if applicable.

Scales, terms and their definitions, and the definition of default as agreed by the

Methodology Committee.

A list of ratings assigned to each entity or issuer from the date of the initial rating action.

This is in the case the rating has been modified.
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o The Code of Conduct and its amendments, within a period of 2 (two) business days
following the date they have been approved by the competent authority for such

purposes.

o Contact information for:

o  Any question from any market participant regarding the rating methodologies.
o  Any question from any market participant regarding the Agency’s internal Rules.

Q Development of business and clients, entities or issuers.

o The annual report, approved by the Board of Directors, containing relevant information
on the activities of HR Ratings, its structure, the number of ratings assigned, changes to
the Agency’s policies, procedures, and other relevant items during the corresponding

year. The report will be released the same day it is submitted to the CNBV.

o The faculties of the Board of Directors and independent board members, as well as the
number of independent board members serving the Agency, including the statement
explaining that these board members do not fall within any of the categories indicated in

sections | to V of article 26 of the Mexican Securities Market Act.

o Initial ratings, as well as changes, amendments, or cancellations of ratings, on the date

they are issued.

o A history of ratings assigned for each entity, issuer, securities or instruments rated by
HR Ratings.

*kkkkkkkk

Mexico: +52 (55) 15 00 31 30
United States: +1 (786) 464 0500
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APPENDIX 1

Report on Securities Transactions

HR Ratings Compliance Department

To comply with the obligation set forth in Section VII.2.3 of the Code of Conduct “Securities

Transactions”, | report below the Securities Transactions the undersigned operates as of this date and

those my spouse, partner and/or dependent minors operate:

|:| | have no securities transactions to report

|:| | have the following securities transactions to report:

Securities transactions held by the undersigned

Full name
of the
issuer or
company

Transaction
Date

Volume, type,
series, or class
of Securities or

debt
instruments
with a term
equivalent to or

less than a year.

Total
transaction
amount and, if
applicable,
term and rate

Holder of the
investment (detail in
the case of indirect

investments)

Business name of
the agent that
performed the

transaction

Securities Transactions held by my spouse, partner and/or dependent minors

Full name
of the
issuer or
company

Transaction
Date

Volume, type,
series, or
class of
Securities or
debt
instruments
with a term of
one year or
less

Total transaction
amount and, if
applicable, term
and rate

Holder of the
investment (detail in
the case of indirect

investments)

Business name of
the agent that
performed the

transaction

(X! @HRRATINGS | fjy | HRRATINGS | %, | WWW.HRRATINGS.COM [} HRRATINGS

16 of 18




Credit
Rating
Agency

| declare | am familiar with the guidelines, policies and control mechanisms on Securities Transactions
and the use of Privileged Information indicated in the HR Ratings Code of Conduct and | authorize HR

Ratings to investigate, at its discretion, any potential conflict of interest.

| also authorize HR Ratings to disclose the information in this report to the Agency’s regulatory
authorities, both local and foreign, who may request this type of information within the scope of their

authority.

Sincerely,

(Name of employee or board member, position and signature)

Instructions:

(i)  This form must be completed by all new hires of HR Ratings.

(i)  This form must be completed by all employees, managers, or analysts who operate Securities Transactions within 10
(ten) business days of performing the transaction.

(iii)  This form must be completed by analysis personnel whose spouse, partner or dependent minor(s) have performed a
Securities Transaction with any entity or company.

(iv) This form must be completed by all HR Ratings employees, board members, and managers every 6 (six) months,
indicating the securities transactions performed.

(v) Securities Transactions are those performed directly or indirectly involving:
a) Securities registered with the National Securities Registry.
b) Certificates of deposit, commonly known as American Depositary Receipts (ADRs) or similar instruments on foreign

markets, representing the Securities mentioned in the previous point or similar or analogous instruments.

c) Derivative financial instruments provided their underlying assets are registered with the National Securities Registry.
d) Bank securities representing debt on a term equal to or less than one year serviced by a credit institution.

(vi) The following investments are not considered Securities Transactions:
a) Shares in mutual funds.
b) Securities issued by the federal government.
c) Indexed trust certificates (representing rights on securities, assets, derivatives, or other assets that seek to replicate

the behavior of one or more indexes, financial assets, or reference parameters)

d) Certificates referring to a group or basket of shares or price indexes.

(vii) Term renewable certificates for bank securities representing debt on a term equal to or less than one year serviced by a
credit institution must be reported only once, indicating this characteristic in the report.

(viii) An indirect transaction is one operated by an HR Ratings employee or board member through a company in which the
employee or board member holds control in accordance with the terms of article 2 of the Securities Market Act.

(ix) A monthly account statement should be attached, dated no more than 3 (three) months prior to the present date, issued
by the financial broker indicating the securities transaction.

(x) If neither you nor your spouse, partner, or dependent minor(s) have performed Securities Transactions with entities or
issuers rated by HR Ratings, please indicate “Do not have” or “not applicable”.

SaMe
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APPENDIX 11
Criteria for determining the severity of violations of company rules

Types of violations or non-compliance

e  Of policies on Independence and Conflicts of Interest
e  Of policies to prevent the misuse of Non-Public, Confidential, or Privileged Information

e  Of policies included in the Manuals in general

Sanction according to the severity of the fault or violation

Severity Sanction
Minor Verbal warning
Moderate Written warning
Serious Suspension
Very serious Dismissal

The following criteria will be considered when determining the severity of the violation or non-
compliance:

Criteria Severity
Sexual harassment Very serious
There was intent (the person knowingly acted with the intention Vv .
of committing a violation) ery serious
There was personal gain or benefit for a third party Very serious
The Agency’s image or equity was damaged Serious or Very serious
A rating was affected Serious
The violation was covered up Moderate or Serious
Recommendations were not followed Moderate or Serious
Recurrence Moderate or Serious
First offense Minor
Error without consequences Minor

Note: The sanction may be reduced if the offender accepts, they committed the violation and makes

amends.
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