COMPANY ASSETS & RECORDS

Company assets 
It is the job of all ________ employees to safeguard Company assets. All assets, including financial assets, vehicles, office supplies, equipment, computer software, telephone and internet services, voice-mail and e-mail may only be used for purposes authorized by management. Company computers or networks may only be used in accordance with Company policy, and may never be used to access, receive or transmit material that is illegal. 

Employees may not loan, borrow, donate, sell or dispose of any Company property unless specifically authorized by the Management. Employees may not use Company property, information or his or her position at the Company for personal gain. Any act that involves theft, fraud, embezzlement, or misappropriation of any property is also prohibited. 

Company books, records and filings 

All financial books, records, accounts, government filings and communications to investors must accurately reflect transactions and events, and conform both to generally accepted accounting principles and to ________’s system of internal controls. Undisclosed, misrepresented or unrecorded funds, assets or liabilities are not allowed. 

It is never acceptable to make false claims on an expense report or time sheet, to falsify quality or safety results, to record false sales or record them early, to understate or overstate known liabilities and assets, or to defer recording items that should be expensed. No entry may be made that intentionally hides or disguises the true nature of any transaction. 

Employees must follow the Company’s contracts processes and consult with the Legal Department before entering into any contracts, agreements or other legally enforceable commitments (whether written or unwritten) to which the Company is a party. 

Almost all business records — including e-mail and computer records — may become subject to public disclosure in the course of litigation or governmental investigations. Records are also often obtained by outside parties or the media. Employees should therefore be clear, concise, truthful and accurate when recording any information in any format. 

Documents should be retained in accordance with our record retention policy. Contact the Management if there is any doubt about the appropriateness of document retention or destruction. 
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