Company Ethics and Conduct Rules

It is the intent of <Company Name> to create and sustain an environment in which employees feel a personal commitment to maintain the highest moral and ethical work standards while meeting the business objectives of the Company. Our basic code of conduct is to require that all employees adhere to the following:

Individual Conduct 

· Be dedicated and loyal to our Company. 

· Be law-abiding. 

· Be honest and trustworthy

· Be responsible, reliable, and diligent

· Be cooperative

· Be competent and professional 

· Be willing to treat one another with dignity, respect, and in a nondiscriminatory manner.

· Be cautious. Conduct work and other activities with due regard for the health and safety of others

· Be conscientious in protecting your and the Company's reputation, including avoiding the appearance of impropriety.

· Be able to perform your work in an efficient and acceptable manner. Be respectful of the rights and safety of others in contributing to an environment free from harassment, intimidation, and violence.

Conduct Towards Customers

· Recognize that our customers are entitled to the highest-quality product at the best possible price.

· Respect the integrity of our customers by never offering or giving anything to a customer or a customer's representative in an effort to influence a contract award or other favorable customer action.

· Deal with customers and suppliers in an atmosphere of openness. 

· Respect the standards of conduct applicable to our customers' and suppliers' personnel

Compliance with Requirements

· Comply with all Company policies, processes, and procedures. 

· Comply with all applicable laws and regulations, including, without limitations, all federal procurement regulations, security and fire protection regulations, and safety, health, or environmental protection regulations.

· Be alert and sensitive to situations that could result in violations of any laws, regulations, or Company policies, processes, or procedures. 

· Properly display Company badge. 

· Smoke only in permitted Company locations. 

· Protect proprietary information of the Company and its customers and suppliers. 

· Report any conflict between outside business interests and those of the Company.

· Cooperate fully with any Company investigations, reviews, or internal audits.

In addition, acts for which discipline may be imposed include, but are not limited to, the following, which are not stated in any order of priority: 

· Theft 

· Unauthorized possession or use of property, proprietary information or supplies belonging to the Company, or any customer, vendor, or employee.

· Negligent or willful damage or destruction of Company, customer, vendor, or another employee's property.

· Possession of weapons or explosives on Company property or at Company-sponsored events. 

· Entering Company premises under the influence of alcoholic beverages or illicit drugs. 

· Possession or consumption of alcoholic beverages or illicit drugs on Company property. 

· Mischarging or falsification of timecards or mishandling of records, documents or funds. 

· Soliciting or encouraging gifts, gratuities, or favors-monetary or otherwise in the Company name or on Company stationery. 

· Fighting on Company property, at a Company-sponsored event, or while engaged in Company business.

· Retaliation or reprisals initiated against employees who have raised ethics questions or concerns about discrimination, harassment, or other matters in good faith.

· Sexual, racial, or other harassment, intimidation, or violence towards any employee. 
· Unexcused absence from work for three consecutive workdays without supervisory/management approval or failure to return to work on the first workday following expiration of an excused absence or approved leave of absence 

· Insubordination.

The above violations are not intended to be all-inclusive. Any failure to comply with the above Company ethics and conduct rules; to apply ordinary, reasonable common sense in performing duties; or to abide by Company policies, rules, procedures, or other management direction, will subject an employee to disciplinary action in accordance the Administration of Discipline policy.

Contact the Security Department, your manager, or Human Resources immediately in all cases of apparent or known conduct in the workplace of a violent, threatening or intimidating nature, criminal acts, or security infractions.

Human Resources is responsible for coordinating and providing guidance in the administration of disciplinary actions. 

