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Virginia Beach, February 2016

Fellow TWI Employee: 

Theodor Wille Intertrade (TWI), a leading provider of supply chain services, operates in some of the most 
remote and challenging parts of the world where norms and practices can vary greatly across geographies.  
TWI has a reputation for compliance and ethical behavior that was formed through a relentless 
commitment to excellence during our 172-year history – it is characterized in the way we interface with our 
customers, suppliers, subcontractors, partners, and our competitors.  Our ability to grow and to continue 
providing excellence to our customers is, therefore, greatly dependent on our individual behavior as we 
perform our daily tasks. 

In November 2015, TWI became a wholly-owned subsidiary of ADS, Inc., a U.S. Company and industry-
leader in the provision of equipment and service solutions across all DoD, Federal, State, and Local 
Agencies.  ADS is a company that shares TWI’s unwavering values and commitment to ethical business 
conduct.   As part of the ADS family, we will galvanize renewed focus on  growth and diversification in 
multiple locations around the world.  Whatever the business culture or region, we will uphold our 
responsibility to conduct our business with the highest standard of ethical behavior and compliance.   

TWI’s transparent compliance and ethical business practices are deeply embedded in our culture and will 
continue to be the cornerstone of our organization. Still, we must remain vigilant to identify potential or 
real compliance and/or ethics concerns.  This COBEC provides the foundation of our Compliance Program 
and has my complete support, and the full support of the ADS and TWI Management Teams.

Please familiarize yourself with this document and contact our Compliance and Ethics Officer, Mr. Jay 
Scoggin, at jay.scoggin@twipv.com with any questions you may have. 

Thank you for your commitment and relentless drive for excellence.

Sincerely, 

R. Damian del Toro
Chief Operating Officer, TWI
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We are trustworthy with ourselves, our 
customers, suppliers, and industry peers.

Information is free. Take the mystery out. Be 
informed and inform others.

We all take responsibility for what is right in our 
organization. We alone are accountable for our 
success.

We seek out improvement and efficiency. We are 
bold first movers, yet flexible enough to adapt to 
changes.

We are professionals. Both internally and 
externally, we treat others with fairness and 
equity.

We focus on the genuine value we add to our 
customers, partners, and to each other. We 
create value through knowledge, service and 
a commitment to quality.
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TWI Core Values

Integrity

Communication

Responsibility

Initiative

Respect

Added Value



It is TWI’s policy to conduct our business in accordance with applicable 
laws, rules and regulations, with honesty and integrity, in a manner which 
demonstrates respect for local cultural and ethnic customs, and with a 
strong commitment to the highest standards of ethics. TWI demands high 
standards of integrity and sound ethical judgment from company 
personnel, strategic business partners and subcontractors/suppliers, at all 
times. 

This Code of Business Ethics and Conduct (COBEC) covers a wide range of 
business practices and procedures. It does not cover every issue that may 
arise, but it sets out basic principles to guide employees and officers of 
TWI. All of our employees and officers must conduct themselves 
accordingly and seek to avoid even the appearance of improper behavior. 
The Code should also be provided to and followed by the Company’s 
agents and representatives. Other policies apply to various TWI operations, 
and you need to know and follow those policies which specifically apply to 
your work activities. 

The Code sets forth specific policies governing the conduct of the business 
for TWI personnel and its agents and representatives. These policies were 
developed and are intended to be applied in good faith with reasonable 
business judgment to enable TWI to achieve its operating and financial 
goals within the framework of the law and consistently ethical conduct. 

It is the personal responsibility of each employee and agent of TWI to 
adhere to the standards and restrictions, whether imposed by law or the 
COBEC, applicable to his or her assigned duties and responsibilities and to 
conduct him or herself accordingly. Such standards and restrictions require 
each employee, consultant and agent to avoid any activities which would 
involve TWI in any practice which is not in compliance with this policy. Any 
employee, consultant or agent who does not adhere to such standards and 
restrictions is acting outside the scope of his or her employment or agency. 

If a law conflicts with a policy in this COBEC, you must comply with the 
law. However, if a local custom or policy conflicts with this TWI COBEC, 
you must comply with the COBEC.  If you have any questions about these 
conflicts, you should ask your supervisor or manager how to handle the 
situation. Employees and officers are responsible for understanding the 
legal and policy requirements that apply to their jobs and to report any 
suspected violations of law, this COBEC, or any other TWI policy. In any and 
all cases, TWI personnel should always adhere to the highest standards of 
ethical conduct. 

Those who violate the standards in this COBEC will be subject to 
disciplinary action, including possible dismissal. Furthermore, violations of 
the TWI COBEC may also be violations of the law and may result in civil or 
criminal penalties for you, your supervisors and/or the Company.

Q&A

Q:  Does the Code cover 
everything I need to 
know as a TWI team 
member?

A:  No.  The Code is a 
road map to help you 
find answers to 
questions about what 
conduct TWI wants our 
team members to 
model.  We provide you 
additional policies, tools, 
training, and resources 
to answer any and all 
questions you may have.

A waiver of this 
COBEC may be made 
only by the TWI Chief 
Operating Officer.  

5



Ethical Companies Are Built by Ethical People
TWI’s global reputation as an ethical company depends on each employee always acting 
consistent with the laws, our policies, and our values.  Around the world, we work hard to 
build trust and create an environment that invites employee candor and engagement.  In 
turn, you and every other employee have a personal responsibility to comply with this 
Code, laws and policies, to act ethically, and to express concerns appropriately.

Our Most Valuable Asset
People are our most valuable asset.  We aspire to be a global employer of choice.  We offer 
competitive salaries and benefits, provide a safe working environment, value diversity, and 
encourage a healthy work/life balance.  Our business success comes when employees feel 
empowered to take initiative, voice their opinions, and build on their experiences within 
the company.  We are proud of our strong sense of honesty and integrity.  Wherever TWI 
operates, we strive to create an atmosphere of mutual respect and trust.  

Know What Is Expected, Speak Up
Each of us is responsible for knowing what is expected.  By becoming familiar with this 
Code and the policies it highlights, you will be better equipped to recognize and handle 
ethical dilemmas.  It is important to ask questions or raise issues, if you experience a 
situation that might have ethical implications. Talk to your manager, Compliance and 
Ethics Officer, or Ethics Helpline when:

– You need advice.
– You do not know the proper course of action.
– You believe someone has violated the law or our policies.
– You believe someone has acted unethically.
– You may have been involved in misconduct.
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Set an Example 
There is a chance, at some point in your career that you will face ethical dilemmas of one sort or another. This is 
especially true if you manage a team.  You know that perception matters, candor is critical, and the answers are not 
always as clear as you would hope.  You also know that we are all accountable to the company and to each other.  To 
maintain high ethical standards, you should:

– Demonstrate what it means to act with integrity.
– Operate in an honest and candid manner.
– Create an open environment that invites engagement.
– Ensure that those you supervise understand and act according to TWI’s policies and expectations.
– Emphasize that help is available if it is needed.
– Know about available resources when issues are identified.
– Support employees who in good faith ask questions or raise concerns. 
– Report instances of noncompliance with the law, our policies, or this Code.

Our Pledge
Even companies with the highest ethical standards occasionally have issues.  When we do, we want them reported, so 
they may be properly addressed.  It takes a great deal of courage to report an activity or decision that is, or has the 
appearance of being, contrary to our values.  In these situations, we will listen to your concerns.  TWI will NOT RETALIATE 
against any employee for good faith reporting of ethical concerns or cooperating in a company investigation. 

Employee Whistleblower Rights
As a TWI employee working on select U.S. Government contracts you are afforded certain rights under US Government 
law.  As required by our Maintenance, Repair and Operations (MRO) Tailored Logistics Vendor for the CENTCOM AOR 
contract, TWI is required to inform you in writing of your rights as an employee working on this contract.  You will be 
subject to the whistleblower protections established at 41 U.S.C. 4712 by section 828 of the National Defense 
Authorization Act for Fiscal Year 2013 (Pub. L. 112-239) and FAR 3.908:
Prohibition of Reprisals 
In general— an employee of a contractor, subcontractor, or grantee may not be discharged, demoted, or otherwise 
discriminated against as a reprisal for disclosing to a person or body information that the employee reasonably believes is 
evidence of gross mismanagement of a Federal contract or grant, a gross waste of Federal funds, an abuse of authority 
relating to a Federal contract or grant, a substantial and specific danger to public health or safety, or a violation of law, 
rule, or regulation related to a Federal contract (including the competition for or negotiation of a contract) or grant.

To set a high standard of ethical behavior, can you answer “yes” to the following about yourself or your actions?

– Am I being fair and truthful?
– Is it legal and consistent with the company policy?
– Am I acting in the best interests of the company and our shareholders?
– Would I be proud to tell someone I respect about my actions?
– Would I be comfortable seeing my actions reported in the news media?
– Will my actions or decisions protect TWI’s reputation as an ethical company?

Do What Is Right – Every Day
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It is the practice of TWI to identify and avoid or mitigate Conflicts of 
Interest (COI). 

The primary principle underlying the Conflict of Interest Policy is 
that employees must never permit their personal interests to 
conflict, or appear to conflict, with the interest of TWI or its 
customers/suppliers. As a TWI employee, you must be free from 
any personal, social, financial, political activities, or business 
relationships that may influence any business decisions or 
recommendations you make that affect TWI. 

The term “Organizational Conflicts” of Interest (OCI) means that a 
relationship or situation exists whereby a bidder or supplier 
(including chief executives and directors, to the extent they are 
involved in the performance of the subcontracts) has past, present, 
or currently planned interests that either directly or indirectly 
(through a client, contractual, financial, organizational or other 
relationship) relate to the work to be performed under a 
government contract or TWI subcontract and which may diminish 
its capacity to give impartial, technically sound, objective assistance 
and advice, or may result in its being given an unfair competitive 
advantage. An unfair competitive advantage does not include the 
normal flow of benefits from the performance of the procurement 
agreement. 

Common Conflicts of Interest:

– Any employment outside of TWI.
– Acceptance of gifts, payment, or services from those seeking 

to do business with TWI.
– Placement of business with a firm owned or controlled by a 

TWI employee or their family.
– Ownership of, or substantial interest in, a company that is a 

customer, competitor, or supplier.
– Acting independently as a consultant to a TWI customer or 

supplier, while employed by TWI.
– Having a personal interest or potential for gain in any 

company transaction.
– Using company assets, intellectual property, or proprietary 

information for personal gain.
– Employing or discussing employment with former 

government employees, or using them as consultants or 
subcontractors in violation of applicable laws or regulations.

– Having a close, personal relationship with a subordinate 
employee.  

Conflict 
of
Interest

Q&A:  

Q: I have a family 
member that 
works for a 
supplier, and I 
think TWI could 
use their services.  
I am the sole 
individual to 
determine the 
preferred supplier, 
is this a conflict of 
interest?

A: Yes, this could 
be perceived as a 
COI.  You should 
alert your 
supervisor.  If this 
supplier is one of 
the only options, 
then you should 
remove yourself 
from the decision 
process.

You must disclose in 
writing any situation, 
transaction, or 
relationship that 
might give rise to an 
actual or potential 
conflict of interest to 
your supervisor. 8



Set an Example
We are fortunate to do business around the world, learning from diverse cultures and growing the 
talents, abilities, and experiences of our global workforce.  In every country where we operate, we strive 
to set an example and promote the highest standards of integrity.  We recognize and respect the customs 
and practices of all countries – always striving to conduct our business in a culturally appropriate manner.  
We comply with national and international laws, in particular the U.S. Foreign Corrupt Practices Act 
(FCPA) and UK Bribery Act. The FCPA states that giving, offering, authorizing, or taking bribes is strictly 
prohibited.  Bribes include money, favors, gifts, or entertainment provided in order to obtain or retain 
business.  We require our suppliers and strategic partners to maintain the same standards. 
The scope of the UK Bribery Act is wider than that of the FCPA in three major respects. First, in contrast 
to the FCPA which applies only to the corruption of foreign officials, the Bribery Act catches bribes 
offered or given to any person. Secondly, although the Bribery Act contains an offense of bribing a foreign 
public official, this offense does not (unlike the FCPA) require a corrupt intent on the part of the briber. 
Lastly it is an offense under the UK Act to request, to agree to receive, or to accept a bribe. The FCPA, on 
the other hand, applies only to persons giving or offering a bribe and not to those accepting one.

Setting the Standard
You are expected to perform all of your duties on behalf of TWI in compliance with all laws, regulations, 
and company policies and procedures.  This is the minimum expectation.  Your supervisors and the 
compliance department are always available to help you understand questionable issues that may arise in 
your sphere of work.  

Understanding Trade Regulations
You are required to strictly comply with all export and import laws and regulations which govern the 
transfer between countries.  You may not engage in trade with any country subject to trade restrictions 
imposed by the U.S. Government.  Such restrictions can include sanctions or embargoes that prohibit TWI 
from engaging in certain business activities in specified countries and with specified individuals and 
entities.  

Q&A:

Q:  I am asked by a foreign official to make a small payment in order to expedite a service.  Can I make this payment?

A:  The answer is likely, “No.”  However, in some cases, small payments to expedite common services are allowed 
under the FCPA as “facilitating payments.”  You must consult with your supervisor and the compliance department 
prior to any situation involving potential payments to government officials.  
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Strictly Adhere to All Antitrust Laws

TWI values fair and open competition.  We want to be successful, but only with 
integrity.  We do not knowingly enter into business arrangements that eliminate or 
discourage competition or that provide us an improper competitive advantage.  The 
following might violate antitrust laws (so if you identify any of the following, make 
your supervisor and the Compliance and Ethics Officer aware):

– Price fixing.
– Boycotting suppliers or customers.
– Pricing intended to run competitor out of business.
– Disparaging, misrepresenting, or harassing a competitor.
– Teaming with companies to try to block competitors and prevent market 

entry.
– Bribery, kickbacks, or stealing trade secrets.
– Entering into agreements or understandings with competitors to divide the 

market.

Competing with Integrity

We strongly believe a company can successfully market and sell its services based on 
fair, ethical, and legal business conduct.  When we compete for business, we:

– Make only fact-based claims about our competitors’ products and services, 
and our own.  

– Earn business because of the quality, value, and price of our products and 
services, and our superior marketing and sales abilities.

Q&A:

Q:  A supplier has requested that we invoice a third party in a different country for payment.  Part of the payment is 
preferable in cash.  Should I change the invoicing and accept those payment terms?

A:  No.  This looks suspicious, and money laundering may be involved.  In general, cash is not an acceptable form of 
payment, and payments should not be made to third parties.  You should know your supplier, their reputation, and 
business practices.  10
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Record-Keeping, Financial Controls, Accurate Business and 
Financial Records 
TWI requires honest, accurate, and timely recording and reporting of 
information in order to make responsible business decisions. 

All business expense accounts must be documented and recorded 
accurately in a timely manner. If you are not sure whether a certain 
expense is legitimate, ask your supervisor. 

All of TWI’s books, records, accounts and financial statements must be 
maintained in reasonable detail, appropriately reflect TWI’s transactions, 
be promptly disclosed in accordance with any applicable laws or 
regulations, and must conform both to applicable legal requirements 
and to TWI’s system of internal controls. 

Business records and communications often become public, and we 
must avoid exaggeration, derogatory remarks, guesswork, or 
inappropriate characterizations of people and companies that may be 
misunderstood. This applies equally to e-mail, internal memos, and 
formal reports. Records should always be retained or destroyed 
according to TWI’s record retention policies, as well as local laws and 
regulation.

Ensure you are following this process daily:

– No documents are improperly modified, falsified, or 
“fudged.”

– Reports to regulatory authorities or government agencies 
are accurate, timely, and supported by appropriate back-up.

– Business records you submit, such as expense reports, time 
sheets, or other documentation is accurate and supportable.

– Financial transactions are properly classified and are 
recorded in the correct accounting period.

Record-Keeping Checklist and Red Flags:

– Ensure accuracy of the account entry.
– Do not guess.
– Be able to provide back-up documentation where 

appropriate.
– Be transparent.
– Do not make changes “after the fact.”

Business
Records

11



Confidential Information and Intellectual Property
You may not disclose or receive sensitive information, including proprietary company information, 
without proper authorization.  You must also protect intellectual property and never allow it to be 
shared with people outside the company.   Furthermore, care should be taken to prevent accidental 
disclosure of confidential information.

If you can answer “yes” to the following, then the information is sensitive and must be protected:

– Is this information unknown to people outside the company?
– Would TWI be disadvantaged or harmed if others knew this information?
– Would your project be jeopardized if the information was not held in confidence?

Appropriate Use of Company Resources
You are responsible for the proper use of company and customer property, electronic communication 
systems, information resources, materials, facilities, and equipment.  You must use and maintain these 
assets with the utmost care and respect, guarding against waste and abuse, and you must never 
borrow or remove them from company or customer property without management’s approval.  
Company assets are intended to be used for company business. You may occasionally use company 
assets for personal use, but on a limited basis and in accordance with company standards.    Keep in 
mind that  the emails you send are a direct reflection of our company and have the same potential to 
adversely affect our reputation if used improperly.  Keep them professional, free from opinion and 
emotion.

Use of corporate credit cards for personal use is strictly prohibited.  

Q&A:

Q:  A strategic partner has requested that we invoice a third party in a different country for payment.  Part of the 
payment is preferable in cash.  Should I change the invoicing and accept those payment terms?

A:  No.  This looks suspicious, and money laundering may be involved.  In general, cash is not an acceptable form of 
payment, and payments should not be made to third parties.  You should know your strategic partner, their 
reputation, and business practices.  

Q&A:

Q:  My manager has asked me to use an accounting method I don’t agree with, what should I do?
A:  There are often multiple acceptable methods of accounting for the same transaction, and a company must choose which provides the
most appropriate reporting.   Ask your finance director, when in question.

Q:  I’m concerned about reporting a suspected fraud.  What if I am wrong, and it gets me in trouble?  What if I hurt someone’s reputation?
A:  We do not hold employees accountable for reports made in good faith, even if they turn out to be unfounded.  We are careful, when 
looking into alleged wrongdoing to ensure that the employees’ reputations are protected.  Investigations are conducted in an objective, fair, 
and confidential way.  We encourage you to talk to your manager first to help you decide the best course of action, but ANONYMOUS means 
are available through the Ethics Helpline.  

Q:  I recently combined a business trip with personal travel, and I accidentally used my corporate credit card for a dinner.  What should I do?
A:  Corporate cards are for business expenses only.  Misuse of corporate cards will result in serious consequences.  If you accidentally bill a 
personal expense, indicate the charge as personal on your expense report and notify your supervisor.  

Q:  What should I consider before forwarding an internal email to someone outside TWI?
A:  Recognize that internal emails may contain confidential or sensitive information that should not leave the company.  Be careful with long 
email chains – there may be confidential information buried deep within the chain.  Remember that emails are easily forwarded beyond the 
intended audience.  12
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Health and Safety
TWI strives to provide each employee with a safe and healthy work 
environment. Each employee has responsibility for maintaining a 
safe and healthy workplace by following environmental, safety and 
health rules and practices, reporting accidents, injuries, and unsafe 
equipment, practices or conditions. Violence and threatening 
behavior are not permitted. 

Employees are expected to perform their TWI related work in a safe 
manner, free of the influences of alcohol, illegal drugs or controlled 
substances. The use of illegal drugs or alcohol in the workplace will 
not be tolerated.

Equal Employment and Harassment 
TWI is an equal opportunity employer.  The hiring and promotion of 
a team member is based on the person’s qualifications and such 
decisions are made without regard to the race, color, religion, 
national origin, citizenship, gender, sexual orientation, gender 
identity, age, marital status, veteran status, any physical or mental 
disabilities or other classification that is protected under applicable 
law. 

TWI will not tolerate any form of harassment.  All sexual advances, 
offensive conduct, remarks or actions based on race, color, religion, 
national origin, gender, sexual orientation, gender identity, age, 
marital status, or physical/mental condition are not permitted and 
do not belong in the workplace. 

As a global company, we recognize that the various countries in 
which we do business may have different legal provisions pertaining 
to discrimination and harassment in the workplace.  Nonetheless, 
TWI has set a zero tolerance for discrimination and harassment that 
applies to all its employees, wherever they work.  TWI has a 
responsibility for promoting a positive, diverse, and inclusive work 
environment where everyone may raise concerns without fear of 
retaliation.  

Environmental
TWI expects its employees to follow applicable environmental laws 
and regulations.  We want to be good stewards of the environment 
as conscientious global citizens.  If you are uncertain about your 
responsibility or obligation, you should check with your supervisor.  

Employment
Practices 
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Receiving and Giving Gifts
Gifts and entertainment can create goodwill in our business 
relationships, but can also make it hard to be objective 
about the person providing them.  Our choice of suppliers 
and strategic partners must be based on objective factors 
like cost, quality, value, service, and ability to deliver.  We 
must avoid even the appearance of making business 
decisions based on gifts received through these 
relationships.  Gifts of nominal value are acceptable, but you 
must make sure they do not violate TWI’s gift policy.  If you 
are in doubt, ask your supervisor and/or the Compliance and 
Ethics Officer.  Always document the gift received in the 
company’s records.  Infrequent business entertainment is 
appropriate, provided it is not excessive, and does not create 
the appearance of impropriety.

If you feel it would be impolite or embarrassing to decline 
the gift, or if you believe that the gift is being offered to you 
for improper reasons, you may accept the gift and report it 
immediately to your supervisor and the compliance 
department.

A good rule is, if the gift can be enjoyed by the entire office, 
then it is likely appropriate (example: food, company labeled 
goods, candy, etc.).

Always Refuse Gifts That:

– Are cash or a cash equivalent. 
– Are illegal or violate the law.
– Cause you to feel an obligation.
– Influence or give the appearance of influencing 

business judgment.
– Are given as part of an agreement to do something in 

return.
– Would violate the gift and entertainment policy of the 

giver’s employer.
– Are contrary to our commitment to mutual respect.

Gifts

Q:  A potential 
supplier/strategic partner 
offered to pay for my trip to 
visit their operations. They 
offered to pay for several 
extra days, so I might enjoy 
the city.  Is this acceptable?

A:  No.  Business trips with 
potential business partners 
should remain focused on 
business.  If the trip includes 
several functions centered 
on business activities, this is 
likely ok.  Check with your 
compliance department to 
make sure.  

Q:  I’ve been asked to 
participate in a supplier-
sponsored golf event.  May I 
attend the event?

A:  This kind of business 
entertainment is acceptable, 
because it builds your 
relationship, can generate 
goodwill, and  is not lavish.  
Always consider whether the 
event would influence – or 
appear to influence – a 
decision about the supplier 
or customer.  Also, consider 
whether it has a business 
purpose, how it appears to 
employees and others, and 
whether attendance benefits 
the company.  If it requires 
travel, you need to talk to 
your manager.  
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Q:  A supplier has offered 
me a $100 gift card to a 
local restaurant.  May I 
accept it?

A:  No.  This is a cash 
equivalent, and it may 
never be accepted.

Q:  A supplier offered me a 
discount on some electronic 
merchandise as a sign of 
gratitude.  May I accept?

A:  No.  This could have the 
perception of favoritism, and it 
could cause bias.  

Q:  At a recent awards banquet, a representative 
from TWI (along with several other companies) 
was given a nice crystal vase.  May the TWI 
employee keep the gift?

A:  Given some cultural norms, it might appear 
rude to refuse the gift .  So, the best practice is 
put the gift on display at the office, when 
acceptable.  This ensures the individual is not 
seen to have a favored relationship with the gift 
giver, and the entire office might enjoy the 
particular gift.

Q:  A supplier brought some 
food and candy by the office 
during the holidays; may we 

accept?  

A:  Yes.  This is considered a 
nominal gift, and it can be 

enjoyed by the entire office 
staff.

Q:  Would you be 
embarrassed, if the gift or 
entertainment was made 
public or if your boss or co-
workers found out?

A:  If the answer is “yes,” you 
should politely decline the gift 
and alert your supervisor.

15



+1 704-973-0378

https://twi.alertline.com

Just like the Phone 
Helpline, the Web 
Helpline is available 
24/7, currently 
available in English 
and German, and you 
can express your 
concerns 
ANONYMOUSLY and 
WITHOUT 
RETALIATION.

Any practice or proposed practice that appears questionable 
should be brought to the attention of your direct supervisor, the 
TWI compliance/ethics officer, and/or TWI senior management.  
We must all work to ensure prompt and consistent action 
against violations of this COBEC.  However, in some situations, it 
is difficult to know right from wrong.  Since TWI cannot 
anticipate every situation that will arise, it is important that we 
have a way to approach a new question or problem.  These are 
the steps to keep in mind:

– Make sure you have all the facts.  (In order to reach the 
right solutions, we must be as fully informed as possible.)

– Ask yourself: What specifically am I being asked to do?  
Does it seem unethical or improper?  (This will enable 
you to focus on the specific question you are facing and 
the alternatives you have.  Use your judgment and 
common sense; if something seems unethical or 
improper, it probably is.)

There are several channels at your disposal to report 
possible violations or concerns:

– Your manager or supervisor.  (This should be your first 
resource, as he or she works closely with you.)

– The Compliance and Ethics Officer. (All concerns are held 
in strict confidence; they are always available to answer 
questions).

– Ethics Helpline. (This is an external resource that is 
available 24 hours a day, 7 days a week.  They have 
operators in English and German.  You can express 
concerns ANONYMOUSLY and WITHOUT RETALIATION.)

If You Have a Question, Concern, or Wish to Report a 
Suspected Violation...

16



“It doesn’t matter how it gets done as long as it gets done.”

“No one will ever know.” “We didn’t have this conversation.”

“I deserve it.” “We can hide it.” “It’s all for a good cause.”

“Everyone does it.” “Well, maybe just this once.”

“This will destroy our competition.” “What’s in it for me?”

“It’s ok, if  I don’t gain personally.” “No one will get hurt.”

“Does it comply with TWI values?” “How will it look to our customer or supplier?”

“Is it fair and honest?”

“Do I need to ask more questions for a clearer picture?”

“Does my supervisor know?” “Do I have valid data that may lead to a different decision?”

“Is this really the only solution?”

“Are these actions legal?” “Have we considered all the risks?”

“Who can help me clarify the options?”

“How would I feel if my family, friends, and neighbors knew what we were 
doing?”

“Can I live with this decision?” “Why is this bothering me?”

If you are still not sure what to do, speak up….keep questioning 
yourself and others (supervisor, compliance department, etc.), 
until you are certain that you are doing the right thing. 17

Speak Up – When in Doubt, Ask….

Warning Signs – You Are on “Thin Ethical Ice” When You Hear….
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