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Hello, and welcome to the TWI team. You 
have chosen to join a company that has a 
history of innovation and forward-
thinking going back to our founding in 
1844.  Theodor Wille Intertrade (TWI) 
provides integrated supply chain 
solutions around the world for Defense, 
Government, and Energy sector 
customers.  TWI assembles the resources, 
capabilities, and technologies of our team 
and others to integrate and accelerate 
international supply chains – especially 
those that are “expeditionary” in 
nature.  Today, as an American-owned 
firm headquartered in Zug, Switzerland, 
we are adding to that legacy from our 
offices in eight countries throughout 
Europe, the Middle East, Africa, and 
Central Asia. 

This desk guide will help you understand 
the elements of TWI’s compliance 
program.  TWI is able to enjoy great 
success due in part to our stellar 
reputation, and we must all do our part 
to ensure that reputation remains intact 
through ethical business practices and 
culture.  We pride ourselves on striving 
for excellence in the area of compliance 
and ethics, and we have a very interactive 
program with that objective in mind.  We 
hope you will find this resource useful, 
and we look forward to your increased 
involvement and valuable insight that will 
help our program remain relevant and 
effective.   

Introduction 
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Our Code of Business Ethics and Conduct (COBEC) outlines the guiding principles 
(legal and ethical) that  employees must adhere to in order to help ensure we 
conduct our business using ethical business practices.   
Additionally, we have a Supplier COBEC that our suppliers and third parties must 
adhere to in order to do business with TWI.  
The COBEC describes pertinent laws such as the Foreign Corrupt Practices Act 
(FCPA), antitrust, and trade regulations that impact our operations.  Other COBEC 
topics include: 

– Proper retention and recording of business records.
– Communicating appropriately and protecting company information.
– Conflicts of interest.
– Proper reporting of incidents or violations of the COBEC
– Receipt of gifts
– Other compliance/ethics information each employee should make an effort to

understand.

Our COBEC is available in five languages: English, German, Russian, Arabic, and 
Kurdish.  The links to each are below: 

English: 
http://www.twipv.com/Portals/0/20140312%20TWI%20COBEC.pdf 

German:  
http://www.twipv.com/Portals/0/20140424%20German%20COBEC.pdf 

Russian:  
http://www.twipv.com/Portals/0/20140415%20Russian%20COBEC.pdf 

Arabic: 
http://www.twipv.com/Portals/0/20140424%20Arabic%20COBEC.pdf 

Kurdish: 
 http://www.twipv.com/Portals/0/20140312%20Kurdish%20COBEC.pdf 

Code of Business Ethics & Conduct 
(COBEC) 
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TWI management believes that continuous training is an important tool to maintain 
currency and awareness of compliance related topics.  To that end, each TWI 
employee is asked to complete training sessions on at least an annual basis. Our 
training program consists of the following: 

New-hire COBEC and compliance desk guide training:  Within the first thirty days 
of employment, each employee will receive training on the expectations outlined in 
the COBEC and an overview of the TWI compliance program via the desk guide. 

Annual COBEC refresher training:  This training will keep all employees abreast of 
any new issues highlighted in the COBEC and also refresh them on the topics 
covered from the year prior.   

Workshops, case studies, and group training exercises:  This training involves more 
active learning techniques (interaction, collaboration, problem solving, 
transformation, reflection, and learner-directed outcomes).   It includes such topics 
as: 
– Organizational ethics
– Compliance infrastructure
– Policies and procedures
– Risk assessment
– Privacy
– Regulatory updates
– Legal issues
– Risk factors
– Disclosure issues
– Best practices
– Auditing and monitoring
– Investigations
– Conflict of interest
– Incentives
– FCPA
– Effectiveness/evaluation.

Real-world scenarios will also be incorporated in order to provide practical 
examples. 

Training 
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We use several  tools to create and maintain awareness of compliance and ethics at 
all levels of the company.  These tools are usually brief and meant to provoke 
thought and discussion.   Listed below are several elements of our awareness 
campaign: 

A.  Biweekly compliance communicator:  Short topics sent approximately every 
two weeks via company email to all employees that discuss pertinent compliance 
issues, current events, employee highlights, or other related information.  The 
intent is to solicit discussion and keep compliance and ethics in the forefront of 
everyone’s mind.  We encourage employees to engage the Program Support team 
regarding the topics discussed.  An example of a biweekly compliance 
communicator is provided below: 

Awareness 
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B.  TWI Internal Newsletter:  We have a company-wide newsletter distributed every other 
month that highlights business developments, success stories within the company, 
compliance issues, new employees, challenges, birthdays, holidays, etc.  The compliance 
section is brief and usually pertains to activities, either recent past or upcoming, within the 
compliance department.  Here is a recent example of a newsletter article: 

Awareness (continued) 
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C.  Compliance Moments:  We encourage all employees to start each meeting 
(attended by more than a few employees) with a short Compliance Moment to 
discuss issues, updates, and challenges from each business segment.  Senior 
managers conduct compliance moments at each weekly teleconference.  The 
issues discussed at management meetings are kept in a spreadsheet that all 
employees are able to access.  The Program Support team is here to help and 
develop topics/ideas (technical, general, and ethical).  A Compliance Moment 
example is provided below: 

Date Manager Compliance Topic Compliance Moment 

2-Jul-13 
Procurement 

Manager 

Purchasing 

agreements/Contracts 

Purchasing agreements / Contracts are binding documents 

once signed and stamped by  

all parties concerned.  Changes made in the agreement by 

one party and without knowledge  

and acceptance of the other parties are unlawful and can 

have legal consequences.  As per the  

definition, falsifying a document means altering the content 

or erasing the content of the  

document which contains genuine signature without the 

knowledge of all parties concerned. 

The related offense of uttering a falsified document occurs 

when an inauthentic writing is  

intentionally offered as genuine.  Methods of falsifying a 

document can include handwriting,  

printing, engraving, and typewriting. 

The techniques to mitigate the risk of such occurrence can 

be: 

1. To include a clause in the COBEC related to falsifying or

even forging document and  

consequences related to this behavior; 

2. To ensure that the format used for agreements or other

legal documents cannot be modified 

(are protected); 

3. To review every and each clause of the contract after the

fact to ensure that no unauthorized 

changes have been made.  

4. To educate the suppliers about the potential legal

consequences for such behavior. 

Awareness (continued) 
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Compliance Champion Program 
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In 2013, we developed a Compliance Champion program across the business to 
help maintain awareness and focus on compliance and how it relates to our 
everyday activities.  Compliance Champions have been designated at every 
operating location and work with the compliance department and their respective 
managers to “champion” this awareness effort in their own work groups.  One of 
the ways the Compliance Champions do this is by organizing monthly discussions 
related to compliance.  In this role they: 

– Designate a person from their respective teams every month to come up with
a compliance related discussion topic that pertains to his/her work
(compliance moment).  The issue can be related to ethics, internal processes,
supplier management, or any kind of risk associated with the work we do.

– Facilitate a discussion in monthly meetings, and if there is a risk related issue
a mitigation plan is developed.

– Keep a spreadsheet of compliance moments for their respective team.

– Identify areas of risk that may affect the business segment, and provide this
info to the compliance department and their respective managers (so we can
assess needs and tailor training specific to area risks).

The Compliance Champion Program is an 
evolving program. TWI’s Program Support 
office will provide enhanced guidance to the 
Compliance Champions on a continuous 
basis. The ever-changing and evolving 
business climates we operate in necessitate 
that this program be dynamic and flexible. 
TWI continually strives for operating 
efficiencies, this includes our Compliance 
Champion Program. While this program is 
nimble and flexible, there is always the need 
for accurate documentation so that beneficial 
ideas and lessons learned are maintained 
readily available to be shared amongst all TWI 
business units. 



Operating 

Location

Operation, 

Process, 

Procedure

Potential 

Risk

Risk 

Category

Risk 

Mitigation 

Strategy

Risk 

Mitigation 

Process 

Owner

Risk 

Level

31-Mar-13 30-Sep-13

Dubai Contracts 

Bi-lingual 

contracts - 

discrepancy 

in 

translation 

from English 

into Russian. 

Contractual 

 Have more 

than one 

person to 

read the 

contract and 

identify 

potential 

discrepancie

s. State in

the contract 

that the 

“English 

version” 

prevails if 

there is 

discrepancy 

in 

translation. 

Have legal 

consulting 

firms to 

periodically 

check the 

contracts 

Procurement 

Director/ 

Procurement 

Managers 

Low 

During internal 

meeting it is 

reiterated that 

more than one 

person must 

verify the 

translation of 

the language in 

the contracts. 

Statement such 

as   “English 

version” 

prevails if there 

is discrepancy 

in translation" 

is written in 

every contract. 

Continue 

verifying the 

translation of 

the contracts by 

more than one 

person in order 

to avoid any 

inconsistencies. 

Continue 

writing a 

statement such 

as   “English 

version” 

prevails if there 

is discrepancy 

in translation" 

in every 

contract. 

Along with the Compliance Champion activities in each business unit, TWI managers 
are continually assessing risks within their business units.  This assessment is more of 
a macro look into potential risks in each business segment.  This process is constantly 
evaluated based on how our business changes, and it includes a likelihood of the risk 
and a plan of how to mitigate the risk involved.  This activity includes a documentation 
process to help cross fertilize the information across the business units.  An example of 
a manager’s risk assessment is as follows:   

Risk Assessment Process 
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TWI prides itself on having excellent external relations with our customers, 
suppliers, and service providers.  We work with many suppliers and service 
providers from multiple countries with many different cultures and value systems.  
The Program Support team will work with each business unit to identify and 
prioritize suppliers and service providers that should be visited in person to 
reiterate our commitment to compliance, ensure their commitment to the same, 
establish an open-door for communication should compliance issues arise, and 
gather important feedback.  Along with possible visits, the supplier is required to 
acknowledge our supplier COBEC upon establishing a relationship with TWI and 
renew the acknowledgment on an annual basis.  It is your responsibility as an 
employee of TWI to help ensure suppliers comply with our COBEC, reinforce our 
strong ethical reputation, and alert management or the compliance and ethics 
officer of possible infractions.  The supplier COBEC is found at the following link: 

http://www.twipv.com/Portals/0/TWI%20Supplier%20COBEC%20MAY%
202014.pdf 

External Awareness & Relations 

10 

http://www.twipv.com/Portals/0/TWI Supplier COBEC 28 March 2013.pdf
http://www.twipv.com/Portals/0/TWI Supplier COBEC 28 March 2013.pdf


Employee Recognition 

We expect every employee to be compliant and act in an ethical manner at all times, but 
occasionally we have employees that go above and beyond expectations.  We like to 
recognize those employees when they demonstrate this type of exceptional behavior.  The 
recognition could be in the form of a management email or letter, company-wide recognition, 
the “Outstanding Compliance Star,” or other ways.  Below is an example of company-wide 
emails sent during Compliance and Ethics Week highlighting an employee that went above 
and beyond expectations: 
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The TWI compliance program includes multiple 
mechanisms to report questionable behavior or 
suspected violations.  Reports can be made 
anonymously and TWI has a policy of NO RETALIATION.    

Any practice or proposed practice that appears 
questionable should be brought to the attention of your 
direct supervisor, TWI Program Support department, 
and/or TWI senior management.  But if an employee 
feels uncomfortable discussing an issue like this with  
their supervisory or management chain, there are other 
reporting mechanisms in place.  We must all work to 
ensure prompt and consistent action against violations 
TWI’s 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 VP of Program Support, Jay Scoggin
(jay.scoggin@twipv.com). If you don’t feel 
comfortable taking to your manager or the issue 
involves him/her, you can contact the Program Support 
Department.  All concerns are held in strict confidence; 
Jay is always available to answer questions. 

Incident Reporting Channels 
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–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. 

 



Reporting a Suspected COBEC Violation – General Process and Guidelines 

You should follow these steps if you suspect a possible COBEC violation: 

– Decide to make a report.

– Provide factual information and supporting information to
manager/supervisor, compliance manager, or Ethics Helpline (all reports
should be reported in a timely manner).

– Expect to be contacted to acknowledge report and provide any additional
information.

– Be aware that there is a NO RETALIATION policy at TWI.

Remember these guidelines:  

– The reporter must be truthful and not misleading.

– The reporter will cooperate with the investigation.

– The reporter will keep the matter confidential and not discuss it verbally or in
writing with other witnesses or employees.

– If there are violations, disciplinary action may ensue, and it could compromise
the investigation.

– Present only the facts in a clear/concise manner:  Who, What, When, Where,
Why questions are good starting points.

– Present evidence that pertains to the investigation (emails, voice messages,
photos, or other items).

– If you talk to your manager/supervisor/or the Helpline, the issue will be kept
CONFIDENTIAL and will be turned over to the Director of Program Support.

– If you choose or cannot talk to your manager/supervisor, you can directly
contact the Program Support Department or the Ethics Helpline.

Incident Reporting Channels 
(continued) 
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