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There’s something about our 

company, our people and how we 

do things that sets us apart.  

It’s about the passion we have for 

exploring, for innovating, for 

creating. 

While we each might describe it 

differently, at its core, it reflects our 

shared culture and values—this is 

TerminalApps®. 

 

Message from TerminalApps Ethical Team 
As TerminalApps employees, we all know there’s something distinctive about our Company, 

our people and how we do things that set us apart. Every day we push the boundaries of 

what’s possible in technology. It’s what we do. But, just as important as what we do is how 

we do it. In carrying out our mission, how we act on a daily basis reflects our shared culture 

and values, our innovations, our business execution and our partnership. That’s what we 

stand for. And it’s critical to our success. 
 

Our Commitment 
Every day we are each committed to doing business with the highest level of integrity, 

respecting our customers, business partners and each other. We trust each other, and 

collaborate to accomplish our goals together, while holding ourselves individually 

responsible for our work and accountable for our actions. We work together in a 

professional manner that celebrates our diverse backgrounds, skills and viewpoints. We work 

collaboratively, and we openly share information, ideas, concerns and suggestions. We take 

initiative to succeed and constantly seek out new and innovative ways to do things. This is 

what it means to be a TerminalApps employee. 
 

Our Code 
Our Code of Business Conduct is a tool to help guide us in our daily work. We can look to it 

for reminders and examples of how to live our values, and at those times when we are not 

sure how to proceed. We are also committed to fostering an open and trusting 

environment, and helping each other. If you ever have any questions about specific 

situations, concerns, or daily decisions, it is your responsibility to look to the Code, a 

manager, Human Resources, our Business Conduct Hotline, or any member of leadership, 

including me, to discuss and seek guidance—without fear of retaliation. Each of us is 

responsible for reviewing and understanding our Code and policies, and to raise concerns or 

to seek guidance when necessary. I would like to personally thank all of you for your 

commitment to doing business. 
 

Sincerely Yours, 

 

TerminalApps Ethics Team 

TerminalApps® Private Limited (OPC) 
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Who We Are 
We are a company of 

technology visionaries 

engineers, scientists, and 

business professionals 

What We Stand For 
Working together, we are 

dedicated to creating technology 

breakthroughs that transform 

how people live. To achieve our 

goals, we stand for… 

Rigorous exploration 

Innovating with purpose 

Co-creating the future 

 

How we do it 
We pride ourselves on demonstrating 

the highest levels of... 

Originality, Curiosity, Knowledge, 

Diversity, Responsibility, Accountability, 

Initiative, Urgency, Persistence, Focus, 

Flexibility, Integrity, Openness, 

Responsiveness, Respect, 

Collaboration, Passion 
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Getting to Know TerminalApps® 

Purpose of Our Code 
 
Our Code serves as a reference guide to help us navigate the 

ethical and legal situations we each face on a daily basis and 

sets forth the behaviors expected of each of us. Although our 

Code cannot possibly address every business dilemma we may 

face, it guides us in making ethical and lawful decisions so that 

we each can act with integrity. Our Code also highlights the 

importance of exercising personal responsibility in all that we do. 

By following our Code, we uphold the trust we have built with 

each other, our customers, suppliers, other business partners, 

stockholders and the communities in which we live and work. 

Our Code contains information we need to know regarding 

TerminalApps policies, as well as information about how to seek 

guidance when we have questions or concerns. Contact 

resource center for policies, procedures, resources and contact 

information that can assist when questions arise.  

Finally, our Code highlights the laws and regulations we must 

know and follow. We should all meet and exceed the standards 

set forth in our Code, in Company policies and in applicable 

laws and regulations. 

As we all know, TerminalApps is a dynamic company and is 

continuously evolving. As changes in our organization and 

business operations occur, we reassess and clarify our practices, 

policies and procedures. 

 

 

Therefore, our Code is available online and updated as 

needed. We must each review and acknowledge the Code 

on a regular basis, to help ensure that everyone understands 

and acknowledges our commitment to lawful, honest, 

transparent and ethical behavior. Each of us is responsible for 

being familiar with the Code and for seeking guidance when 

we are unsure whether our conduct would be acceptable or 

appropriate. 

 

Upholding Our Code 
We are all—employees, officers and directors—expected to 

uphold our ideals and values, and to encourage others to do 

so as well. Our Code and our policies apply to all 

TerminalApps—including employees, officers and, to the 

extent of their duties on our Company’s behalf, directors of 

TerminalApps.  

We must always aspire to follow not only the letter, but also 

the spirit of our Code and use it to help guide our daily 

activities on behalf of the Company, and to be alert to any 

situations that raise questions or concerns. Each of us is 

expected to acknowledge receipt of our Code, as well as our 

commitment to the responsibilities it sets forth, on a regular 

basis. In addition, we expect that our suppliers, agents and 

business partners will follow similar principles when working 

on TerminalApps’s behalf. 

If you have questions or would like more information please 

email codeofconduct@terminalapps.com 
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Our stance against retaliation ensures that you can raise a 

concern or assist in an investigation in good faith without fear 

of retaliation for doing so. If you know or suspect that you or 

someone else has experienced retaliation, you should raise 

the issue right away. 
 

Following Our Code 

We are each expected to follow our Code at all times. 

Violations of our Code and Company policy may carry 

serious consequences for those involved.  

This may include disciplinary action, including possible 

termination. In some situations, the individuals involved 

and/or our Company may face civil or criminal liability for 

violations. 
 

Questions and Answers 

Q1: I want to raise a concern, but I am not entirely sure 

something is wrong. What should I do?  

A1: Sometimes people worry about raising a concern 

because they are not 100% sure there is a problem. You are 

encouraged to raise any good faith concerns you may have. 

If there is no problem, then no action will be taken. The 

affected employees may even appreciate that the concern 

was raised, because even the perception of a problem could 

affect their reputation. If there is a problem, then raising the 

concern gives the company the opportunity to investigate 

and address the issue at the earliest possible opportunity. 

 

 

Seeking Guidance and Raising 

Concerns 

At TerminalApps, we work to promote an environment of trust 

and integrity. As part of this, we foster an open door culture 

where each of us feels comfortable voicing our questions and 

concerns. If you know of or suspect unlawful, unethical or 

inappropriate conduct, or need to seek guidance, you are 

responsible for raising that concern. By doing so, you contribute 

to our ethical culture. If you have a question or concern, you 

should raise the issue with any of the following resources:  

 Your manager  

 Any member of management 

 Human Resources  

 The Legal Department  

 Our Business Conduct Hotline 

Our Non-Retaliation Policy 

We welcome and encourage questions or concerns raised by 

employees. Accordingly, TerminalApps will not tolerate retaliation 

against anyone for raising concerns in good faith regarding an 

actual or suspected violation of our Code, Company policy or the 

law. Raising a concern in “good faith” means that, to your 

knowledge, the information you have provided is truthful and 

accurate. 
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Q2: One of the employees I supervise came to me with a concern, 

but asked that I not share that concern with anyone. I want the 

Company to address the concern, but I don’t want to betray my 

employee’s trust. What should I do?  

A2: The Company encourages employees to raise concerns so the 

situation which prompted the concern can be addressed. Often, if 

one person has a concern, others do as well. As a supervisor, you 

are responsible for encouraging employees to bring concerns to 

the company and for ensuring that these concerns are addressed. 

If the employee is concerned about retaliation, you can reinforce 

our strong policy prohibiting retaliation for raising concerns. If the 

concern is about keeping their involvement confidential, or if there 

are other reasons the employee wants to keep their concerns 

confidential, you can work with them and Human Resources to 

address the particular concerns. 

Q3: What happens after I raise a concern either to my manager, to 

someone in HR or to our Business Conduct Hotline? 

 

A3: We rely on our employees to identify areas of concern and 

value the opportunity to look into the concern and take 

appropriate action. Once you raise a concern, you will be asked to 

provide as much information as possible about the issue and will 

be guided through the remainder of the process. If you choose to 

use our anonymous Business Conduct Hotline you will be given a 

case number by the Hotline provider; if we have questions or 

require more information, or you wish to know the status of your 

concern, you will need to call and check on your case to provide 

more information or check on the status.  
 

Regardless of how concerns are raised, we look into them 

and take appropriate steps to address any problems as 

needed. 

 

Q4: I’m an engineer at TerminalApps and have been 

working on the implementation of new system protocol. 

While working on this project I got an idea for a new 

framework that I designed on my own time and with my 

own resources. Since I developed this framework completely 

independently of TerminalApps time and assets, does this 

idea belong to me or TerminalApps? 

A4: Because you are a TerminalApps employee and this 

idea is related to TerminalApps’s business or anticipated 

business, TerminalApps owns the rights to the design, no 

matter where or when it was created. Individuals may be 

able to apply for patents or other forms of individual 

recognition for the idea within TerminalApps; but these 

matters should be discussed with the Legal Department to 

determine the appropriate course of action. 

 

Q5: A friend sent me an electronic copy of a movie she 

owns; can I watch the movie on my TerminalApps 

computer? 

A5: Just as TerminalApps expects other companies to 

respect our intellectual property rights, we are all expected 

to respect the intellectual property of others. In this 

situation, downloading and watching a copy of a movie that 

we have not purchased the rights to could be infringing on 

the intellectual property rights of the movie production 

company. It’s best to avoid downloading the movie to 

TerminalApps’s systems if you are unsure where he copy 

came from or who owns the rights. 
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Our responsibilities to  

Our Company 
TerminalApps has generated many assets over the years 

through the hard work of many people. These assets are 

crucial to our Company’s business and include both physical 

property as well as intellectual property. 

 

Protecting Our Company’s Assets 
 

Each of us is responsible for protecting Company property. 

We must always be alert to any situations or incidents that 

could lead to the loss, misuse or theft of Company property. 

If you suspect or know of such a situation, you should raise it 

to a manager, the Security Department, Human Resources or 

the Legal Department right away. 

Please keep in mind that theft or misuse can subject the 

individuals involved to civil or criminal liabilities. 
 

Physical Assets 
 

We may only use TerminalApps’s physical assets for 

conducting TerminalApps business or as authorized by 

management. “Physical assets” include things such as 

equipment, computer systems, facilities, funds, corporate 

credit cards and supplies. In addition, we are all responsible 

for protecting TerminalApps’s physical assets from theft, loss, 

damage and misuse. 

TerminalApps’s Confidential 

Information 
 

We are each responsible to protect TerminalApps’s 

confidential information at all times. TerminalApps confidential 

information includes any Company information not generally 

known to the public or the industry. Examples of such 

information include: 

 

o Technical or engineering information relating to current 

and future products 

o Services or research 

o Business or marketing plans or projections 

o Contractual Terms 

o Earnings and other financial data 

o Organizational structure and changes 

o Personnel information 

o Software in object or source code form 

o Confidential information from third parties shared under a 

non-disclosure agreement (NDA) 

 

Unauthorized disclosure of confidential information could 

harm our business and our ability to compete. Improper 

disclosure could subject the individuals involved to criminal 

and civil liability. Given the increasingly competitive nature of 

our industry, we all need to be on alert for persons or 

organizations looking to acquire TerminalApps confidential 

information improperly. Be careful to never disclose or 

distribute such information to outside parties except as 

authorized by TerminalApps.  
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In addition, do not share this information with anyone at 

TerminalApps who does not have a legitimate business need 

to know it. Only use this information to perform your job 

duties, and never access it without proper authorization. If you 

know of or suspect an inappropriate attempt to obtain 

TerminalApps confidential information, you should promptly 

report the matter to a manager or the Legal Department. We 

must all take proper precautions to protect Company 

confidential information. We must be aware of and adhere to 

TerminalApps’s security procedures, as well as document 

control processes. In addition, we must each carefully guard 

our Company passwords. We must also remain diligent to 

avoid inadvertently disclosing Company confidential 

information. Never discuss confidential information with 

anyone who does not have a business need to know it, or in 

places where outside parties could overhear it, such as at a 

trade show or in an airplane, train or elevator. It is important 

to remember that harmful disclosure may start with the 

smallest leak of information. Anyone leaving the company 

must immediately return all TerminalApps property, including 

documents and media that contain TerminalApps confidential 

information, and is required to maintain the confidentiality of 

this information even after leaving.  
 

Intellectual Property 

Our Company’s intellectual property (IP) includes some of our 

most valuable assets. “Intellectual property” refers to anything 

we create on Company time, at TerminalApps’s expense or 

within the scope of TerminalApps’s business interests.  
 

Examples include ideas, inventions, designs, strategies, plans 

and other work products. TerminalApps owns the rights to 

anything we develop while employed at TerminalApps to the 

extent permitted by law, regardless of whether this property is 

patentable or protectable by copyright, trade secret or 

trademark. Subject to local law, this applies no matter where 

or when we create such intellectual property. We must each 

report the intellectual property we develop to TerminalApps, 

and must protect it like any other TerminalApps confidential 

information. Even if the intellectual property developed does 

not relate to TerminalApps’s actual or anticipated business 

interests and was not the result of (or suggested by) work 

assignments at TerminalApps, it still may be owned by the 

Company and should be discussed with a manager or the 

Legal Department. TerminalApps and many other companies 

have trademarks— words, names, symbols or devices—that 

are used to identify and distinguish the Company’s products. 

Whether registered in a particular country’s trademark office, 

it is important to properly acknowledge and use 

TerminalApps®™ trademarks, as well as the trademarks of 

other companies, such as ensuring that the trademark is 

spelled correctly and written the way the owner of the 

trademark writes it. Questions about the proper use of a 

trademark should be referred to the Legal Department. 

 

Using Electronic Media Appropriately 
We all must use our electronic media systems in compliance 

with our Electronic Media Policy (refer resource center), which 

governs the use of systems such as Company owned laptops, 

computers, tablets, smartphones and other mobile phones, as 

well as computer systems, connections to the Internet, email 

accounts, voicemail accounts and instant messenger systems.  
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We may never use these systems to download, display or store 

material that is unlawful, inappropriate or offensive. While 

limited personal use of Company e-media systems is permitted, 

use of those systems should never interfere with work. In 

addition, our Company regularly monitors and reviews e-media, 

so there should be no expectation of privacy other than what is 

required by applicable law. Social media and networking sites 

may only be accessed in accordance with our Electronic Media 

Policy and Social Media Policy. Remember that electronic 

messages (such as emails and text messages) and posts on 

external web sites (such as blogs, chat rooms, Facebook, 

MySpace, Twitter and LinkedIn) are permanent, transferable 

records and can impact TerminalApps’s reputation and business 

interests. Take extra precautions when drafting these 

communications and consider how they reflect on the 

Company. Never disclose TerminalApps confidential information 

to anyone without a non-disclosure agreement (NDA). Social 

media postings to sites—such as Facebook, Twitter, YouTube 

and blogs— may only be posted in your personal capacity and 

not on behalf of TerminalApps. For information, see our 

Electronic Media and Social media Policies. 

 

Open Source Software 
 

Open source licenses vary widely in terms of the obligations that 

TerminalApps and individuals have under these licenses. It is 

important to know that involvement with open source software 

may potentially lead to a conflict of interest with TerminalApps, 

as well as the compromise of our Company’s intellectual 

property rights.  
 

All use, review and/or development of Open Source Software 

must be done in compliance with our Open Source Legal 

Group’s policies and procedures. In particular, before 

committing to the use of any open source software in Company 

products it is important to consult with the Open Source Legal 

Group by filing an Open Source Request.  

 

Acting in TerminalApps’s Best 

Interests and Avoiding Conflicts of 

Interest 
We must all act in the best interests of our Company at all times 

and avoid any actual or apparent conflicts of interest. A “conflict 

of interest” arises when we engage in personal activities or 

advance any personal interests that conflict with TerminalApps’s 

interests. The best way to avoid problems in this regard is to 

seek guidance in advance of the proposed activity and to be 

open and transparent with the Company as to our activities.  

 

If you believe you are facing an actual or apparent conflict of 

interest you must disclose it to the Corporate Legal Department 

or email cobc@TerminalApps.com immediately. For more 

information, see our Conflicts of Interest Policy (go/conflict). 

 

We are each responsible for actively avoiding any situation in 

which a conflict of interest might arise and to reporting actual 

or suspected situations when we become aware of them. The 

following sections describe some of the more common 

situations that may create conflicts of interest. 
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  Giving and Accepting Gifts and 

Business Amenities 
 

Depending on the work we do for TerminalApps, exchanging 

modest gifts and business amenities to build strong 

relationships with our customers, suppliers and other business 

partners may be a normal part of our job. However, we need 

to exercise caution when engaging in these activities, as actual 

and potential conflicts of interest can arise in giving or 

accepting these courtesies. Our Company has set forth 

important guidelines to help us determine appropriate gifts 

and business amenities. With management approval, you may 

give and accept business amenities, such as meals and 

entertainment, which fit the following guidelines: 

 

o Customary in nature 

o Reasonable in value 

o Permitted by law 

o Not prohibited by the recipient’s policies 

o In appropriate venues 

 

Regardless of the above, we should never give or accept gifts, 

or anything else of value, if it could appear to be for the 

purpose of improperly influencing any business decision. 

You may accept certain offers of gifts, so long as they fit the 

following guidelines: 

 

o Not solicited 

o Not cash or a cash equivalent (such as a gift card or 

certificate) 

 

o Will not influence or appear to influence TerminalApps’s 

business relationship with the offering organization 

o Nominal in value (such as a promotional gift) 

o Customary in nature 

Giving gifts that fit these guidelines is appropriate as well, so 

long as management approval has been given. Social 

amenities and gifts of larger value may be appropriate in some 

circumstances, with senior management approval. Questions 

regarding appropriateness of giving or receiving gifts should 

be directed to a manager, Human Resources or the Legal 

Department, or you can email cobc@TerminalApps.com. 

Honesty and openness in these situations helps to avoid a 

conflict of interest and any questions as to the appropriateness 

of our conduct. Keep in mind that giving gifts to foreign 

officials as defined in our FCPA and Anti-Corruption policy is 

an activity governed by stricter law and regulations. 

  

Personal Relationships 
 

There may be situations where our immediate family members 

or close friends are employed by TerminalApps, as well as its 

suppliers or competitors. These situations may create conflicts 

of interest, or the appearance of such conflicts, depending on 

the situation. You should disclose such situations to a manager, 

the Human Resources Department or the Legal Department as 

soon as you become aware of any potential conflict, and take 

steps to ensure that TerminalApps’s interests are protected. 
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Outside Business Activities 
 

We must be careful to avoid activities that compete with 

TerminalApps’s business interests. Unless otherwise 

approved by the Company, we are all expected to devote 

our full business efforts to TerminalApps, and should refrain 

from engaging in any outside business, unless pre-approval 

is received. In addition, we may not take for ourselves (or 

for another person) a business opportunity in which we 

think TerminalApps might be interested.  

 

Q6: I need to build a relationship with a customer and 

understand that a small act of goodwill goes a long way. I 

invited this customer out to dinner to discuss business, 

making sure to choose an appropriate venue with modest 

fare. I also had my customer confirm that such an event is 

allowed by their policy. Is this okay per TerminalApps’s 

policies? 

A6: Yes. A reasonably priced business dinner is within the 

scope of an appropriate practice. In addition, by confirming 

that the meal would not violate the potential customer’s 

policy you have ensured all of the bases are covered. 

Remember, though, that providing anything of value to a 

government or foreign official requires special 

consideration, since it may implicate our FCPA and Anti-

Corruption policy or other laws prohibiting such conduct. If 

you are doing business with the Indian Government you 

should also seek guidance from the TAGOV Legal 

Department. 

 

Supplying Products or Services to 

TerminalApps™ 

 
We should ensure that our choice of suppliers and vendors is 

made strictly on business considerations and in 

TerminalApps’s best interests. We may not accept money or 

benefit of any kind for any advice or services we provide to a 

supplier in connection with obtaining or retaining 

TerminalApps business, or for directing business to a supplier. 

Each of us must disclose our relationships to suppliers to a 

manager, Human Resources or the Legal Department. 
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Conducting Global Business 

Appropriately 

 
We must all conduct business appropriately at all times, 

regardless of where we are located. Because we work for a 

global organization, we must know and follow the laws of 

the countries in which we are doing business, as well as other 

laws that apply to our work in these countries. If you have 

any questions about local laws or regulations, and how they 

apply to your work, you should seek advice from the Legal 

Department. 

 

Bribes and Improper Payments 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

services, internships or employment or loans. It can 

sometime s be difficult to determine whether something is a  
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bribe; anti-bribery laws around the world focus on the intent 

of the giver. If you have any questions about whether your 

actions could be considered a bribe, improper payment or 

otherwise bias the recipient, consult with the Legal 

Department before proceeding. A “kickback” is the return of 

funds already paid or due to be paid as part of a legal 

contract as a reward for making or fostering business 

arrangements. If you have any questions relating to bribery 

or other improper payments, you should seek advice from 

the Legal Department before acting. 

 

Q7: A customer requested that I take him out for dinner and 

entertainment in a venue that seems inappropriate and I am 

not comfortable requesting reimbursement from 

TerminalApps for this “entertainment.” What should I do? 

What types of expenses does TerminalApps reimburse? 

A7: Just because a customer makes a specific request does 

not mean it is acceptable. Each of us is responsible for 

showing good judgment in representing the Company and 

spending money on the Company’s behalf. If you have 

concerns about a specific venue or type of entertainment, 

use your best judgment and it’s probably best to suggest an 

alternative, remove yourself from the situation or tell your 

customer that TerminalApps doesn’t support these types of 

expenses and you’re happy to take them to dinner, but need 

to choose a different location. You can always seek guidance 

from a manager or Human Resources. 
 

TerminalApps strictly prohibits 

bribes, kickbacks and other 

forms of improper payments. 

This rule applies in all of our 

operations, regardless of 

where we are doing business. 

To be clear, a “bribe” can be 

anything of value, including 

cash, cash equivalents, and gift 

cards, gifts, and paid travel 

expenses, entertainment favors 
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Questions and Answers 
 

Q8: I overheard a co-worker talking to someone on the phone 

and it sounded like he was giving information to help that 

person’s company win a contract with TerminalApps in a 

bidding process we are going through right now. I didn’t hear 

all of the details, but I am concerned that he was sharing 

information that shouldn’t have been shared. What do I do? 

A8: Raise your concern to a manager, Human Resources, our 

Legal Department or our Business Conduct Hotline as soon as 

possible. It is important that each of us help ensure that our 

contracting process is fair and that the Company’s interests 

are safeguarded. 

 

Q9: I am currently involved in a supplier selection process and 

I’ve narrowed the process down to two candidates. One of the 

suppliers recently sent me a gift certificate to a local restaurant 

as show of goodwill. The gift doesn’t change my opinion of 

either candidate, and I still plan to make my decision based 

solely on TerminalApps’s best interests. May I keep the 

certificate? 

A9: No. Especially during the selection process, receiving such 

a gift creates the appearance of impropriety. We should 

decline any gifts given in such a circumstance and should 

report the matter to a manager. Although we may be 

prepared to make an objective decision, this gift could still 

give the appearance of the potential supplier having won 

favor over another. 

 

 

 

Q10: What information do I need to know before I travel to 

another country? 

A10: Before you travel to another country, you should 

investigate both the legal and cultural issues raised by your 

travel. Our Company maintains such information on our travel 

website at go/travel. While we all should respect local culture, 

we should also remember that we represent our Company at all 

times during our travels, and conduct ourselves professionally 

and in accordance with our Company’s values as reflected in our 

Code. 

 

Q11: I have been working on a business deal with an employee 

of a foreign government. I think that negotiations are nearing 

their end and want to offer the potential government customer 

a packet of promotional materials to keep TerminalApps in 

mind. The packet includes a couple of pens, a notepad and a 

coffee mug, all with the TerminalApps logo on them. Would I be 

violating any anti-corruption laws or Company policy by giving 

this gift to this employee of a foreign government?  

A11: No. If we work in a country in which gifts to foreign officials 

are appropriate and the nominal value gifts are part of the 

marketing/ promotion of the Company’s products or services. 

However, we should still consult the Company’s FCPA website, 

familiarize ourselves with local policy and law regarding gift 

giving and seek pre-approval pursuant to the Company’s FCPA 

Policy and Anti-Corruption Policy before the gift is given. 
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  Anti-Corruption Laws 
 

We must know and abide by the various anti-corruption 

laws that apply to our global operations, as well as local 

anti-corruption laws. Under these laws, we may not —

directly or indirectly— offer, make or give a bribe, kickback, 

payment or anything of value to a foreign official (as 

defined in our policy) to induce the official to violate their 

lawful duties, to secure an improper advantage or to 

influence an official decision or act, in order to obtain or 

retain business or direct business to any third party. “Foreign 

officials” has a broad meaning, and can refer to any 

employee of a non-Indian Government. 

 

This includes:  

o Agency employees, legislators, members of political 

parties, candidates for political office, and members of 

royal families with official governmental responsibilities. 

o An official or employee of a state-owned entity (SOE) 

this includes commercial companies that are majority-

owned or effectively controlled by foreign government. 

o Officials of public international organizations Includes 

organizations such as the International 

Telecommunications Union, the World Bank, the World 

Intellectual Property Organization, the International 

Monetary Fund. If you are ever unsure whether a 

person you are dealing with is a foreign official you 

should ask in advance of offering, making or giving any 

payment that could be seen as improper. For more 

information, see our FCPA and Anti-Corruption Policy 

or contact fcpa.mail@TerminalApps.com. 

 

Facilitating Payments 

Some companies permit small payments to facilitate or expedite 

routine, non-discretionary governmental actions. Examples of 

such actions might include issuing licenses, permits or visas. 

These payments are sometimes referred to as “facilitation” or 

“grease” payments. TerminalApps does not permit such 

payments. Any exceptions must be approved in advance by the 

Corporate Legal Department. 

 

Giving Gifts to Foreign Officials 

Gifts and social amenities that are acceptable in commercial 

business relationships may be entirely unacceptable and even 

illegal when we are dealing with foreign government officials or 

employees of state-owned enterprises. We therefore must be 

aware of and follow the laws and regulations that govern our 

relationships with officials in every country where we conduct 

business. If you need guidance in this area, consult the Legal 

Department or our FCPA and Anti-Corruption Policy. In countries 

where local customs call for giving gifts to customers or others 

on special occasions we may, with prior approval consistent with 

our FCPA and Anti-Corruption Policy, offer gifts in these 

situations., Such gifts must be lawful, appropriate and of nominal 

value. Do not offer a gift if doing so may be seen as seeking 

special favor, or to influence the decision-making process. If you 

give a gift to a foreign official you must always ensure that it is 

recorded consistent with our FCPA and Anti-Corruption Policy. 
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  Q12: I have an idea as to how to negotiate with a company 

that we want to do business with, but I have some 

concerns as to whether the approach is ethical. What 

should I do? 

A12: The two primary rules of thumb you should follow are 

(1)seek guidance from your management or legal in 

advance of proceeding; and (2) if you ever are unsure as to 

whether conduct is ethical, don’t engage in that activity. 

General Guidance on Gift-Giving 

and Hospitality 
 

The following guidelines apply for any kind of gift, 

hospitality or entertainment:  

 No obligation: The gift, hospitality or entertainment 

does not place the recipient under any obligation 

 No expectations: The giver does not create any stated 

or implied expectations of getting reciprocal or resulting 

actions from the recipient(s) 

 Made openly: The gift, hospitality or entertainment is 

transparently provided.  

This often means ensuring that the recipient’s employer is 

aware of the provision of the gift, hospitality or 

entertainment 

 Reasonable value: The size of the gift, hospitality, or 

entertainment is of modest value and for travel-related 

expenses must conform with TerminalApps’s travel and 

expense policies. 

 

 

 

 

 

 

 

 

 

 

 

 

 Appropriate: The nature of the gift, hospitality or 

entertainment is appropriate to the business relationship 

and local customs  

 Conforms to the recipient’s rules: The gift, hospitality or 

entertainment is permitted by the recipient’s organizational 

policies  

 Infrequent: The giving or receiving of gifts, hospitality or 

entertainment is not too frequent between the giver and 

recipient.  

 Lawful: The gift, hospitality or entertainment is lawful 

 Accurately Documented: The expense is accurately and 

completely documented, and, if it will benefit a foreign 

official, must be pre-approved in advance and be recorded 

either in EzER (if you are seeking reimbursement for the 

expense through this system) or the local FCPA log 

consistent with our FCPA and Anti-Corruption Policy. 
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  Export Controls, Import Controls, 

Boycotts and Sanctions 

TerminalApps is a global business, with relationships in most of 

the world’s countries. It is therefore important that we abide 

by not only the letter, but also the spirit of all trade regulations 

and restrictions that apply to our international trading 

activities. This includes all applicable export and import 

controls. TerminalApps technology—in the form of products, 

services and technical data relating to the design, production 

and use of those products and services—is subject to both 

U.S. and non-U.S. export laws and regulations. Before 

TerminalApps® products and technical data can be exported, 

re-exported or shipped outside a country’s borders, we must 

obtain appropriate export authorizations.  

If your job involves export activity, you need to understand the 

many factors that determine whether a product, service or 

technology may be exported. Exporting goods or technology 

without the appropriate government approvals can result in 

the loss of export privileges and severe penalties for both the 

individuals involved and the Company.  

For more information, see our Export Compliance Policy (and 

seek advice from our Export Compliance Department 

(export.mail@TerminalApps.com). Indian law prohibits us from 

complying with or supporting boycotts not sanctioned by the 

India.  

This includes boycotts of certain countries, companies or 

individuals. To comply with these restrictions, we must report to 

and seek guidance from our Export Compliance Department 

immediately. Requests may be oral or written, and are often 

hidden in bid invitations, purchase orders or contracts, or letters 

of credit. Keep in mind that violations of these anti-boycott laws 

are serious. Consequences for violation of the law can include 

civil and criminal penalties for both the Company and the 

individuals involved. To report any concerns, email 

export.mail@TerminalApps.com. 

Sanctions imposed by the India, other countries or the United 

Nations may restrict or prohibit dealings with certain countries 

(or individuals in or from those countries). Activities that may be 

restricted include transfers of assets, monetary payments, 

provision of services, exports of sensitive technology and travel 

to the affected countries. We must know and follow applicable 

restrictions wherever we are doing business. You should consult 

our Export Compliance Department if you have any questions 

about sanctions at export.mail@TerminalApps.com. More 

information is available on resource center). 

 

Knowing Your Customer Guidelines 
To prevent money laundering and other illegal practices, we must 

perform due diligence on customers and suppliers who wish to do 

business with TerminalApps. “Money laundering” is the process by 

which persons or groups try to conceal illegal funds, or otherwise tries 

to make the sources of their illicit funds look legitimate. Look out for 

“red flags” that may signal money laundering activities. For example, 

ensure that the parties you are doing business with maintain a 

physical presence and are engaged in legitimate business. If you need 

more information about how to identify money laundering, you 

should consult the Legal Department. 

 

T
h
e
 T

e
rm

in
a
lA

p
p

s: O
u
r C

o
d

e
 o

f B
u
sin

e
ss C

o
n
d

u
ct 

 



20 
  

 

  Spending Money on Behalf of the 

Company 
 

When we use the Company’s money for travel, entertaining, 

procuring goods or other business related needs it’s important 

that we use discretion and are frugal where possible. Some 

guidelines to keep in mind when we are spending money are: 

 

o Exercise discretion and use good judgment 

o Spend the Company’s money as if it was your own 

o Personal expenses should not be charged to the Company 

o Ensure the expenses are reasonable and not excessive for 

the situation 

o Travel-related expenses must conform to TerminalApps’s 

travel expense policies which can be found at go/travel 

o Spend the Company’s money in venues that are 

appropriate for business, local customs and support 

TerminalApps’s values 

o Remember that when we spend the Company’s money we 

are acting on behalf of TerminalApps® and want to 

represent the Company with integrity 

o When we aren’t sure if an expense is appropriate or 

reasonable, we are expected to seek guidance and ask 

questions of your management and/or finance team  

o Managers are responsible and accountable for expenses 

incurred and budgets established by those in their 

organization 

o Seek appropriate approvals on expenditures per Company 

policy (Contact resource center) 

o By approving expenses you are indicating that you have 

reviewed the expenses, including supporting documentation 

such as receipts and notes, and they are in accordance with 

company policies and business unit objectives 

o Vendors designated by the company to be used for specific 

purchases should be given primary consideration when 

buying on behalf of the company 

o Always be sure to provide the appropriate documentation 

when submitting expenses to the company for 

reimbursement, this includes items such as receipts, invoices 

or notes. 

 

Workplace Safety and Security 

Workplace safety and security are priorities at TerminalApps. We must 

all strive to maintain a healthy, safe and productive work environment 

while abiding by the safety policies and procedures in place in our 

facilities. In addition, we must all know and follow any safety-related 

laws and regulations that apply to our work. If you know of or suspect a 

safety hazard, accident or injury, you must report it to a manager or 

Human Resources immediately. In order to maintain a safe, secure and 

healthy work environment, we must never engage in any of the 

following:  

o Threats or acts of violence 

o The possession of weapons of any type on TerminalApps property, 

including Company parking areas, consistent with local law  

o Violating Company policies that prohibit using, distributing, selling 

or possessing alcohol, illegal drugs or other controlled substances, 

except for approved and lawful medical purposes.  
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  Our Responsibilities to  

Each Other  
Maintaining a Positive Work Environment 
 

We all share a responsibility to contribute to a positive work environment 

where we treat each other with respect. In addition, we must work 

together to ensure that our workplace is one of inclusion and 

acceptance. We celebrate the diversity of our team, and recognize that 

our varied backgrounds, experiences and ideas are critical to 

TerminalApps’s success. For more information, please visit our Global 

Workforce Inclusion website. 

At TerminalApps, we thrive on the unique, creative and innovative 

ideas generated by our employees which are changing the world 

every day. Rather than engage in unlawful discrimination, which will 

not be tolerated, we instead choose to show respect to each other 

and collaborate in ways that appreciate our similarities and 

celebrate our differences. We encourage the exchange of unique 

ideas and perspectives; we believe that both employees and 

business results benefit from valuing diverse experience, 

backgrounds and ideas. In addition, TerminalApps does not and 

will not tolerate any form of unlawful discrimination or harassment, 

including any unwelcome conduct towards a person that creates, 

encourages or permits an offensive, intimidating or inappropriate 

work environment. Harassment may be verbal, physical or visual. 

Examples may include sexual advances, actions or comments, racial 

or religious slurs and jokes as well as any harassing behavior 

prohibited by law. For more details, see our Prohibition of 

Harassment Policy.  

If you believe you have been or are being subjected to sexual 

harassment or other harassment or if you have observed any 

conduct which is or could be perceived as discriminatory or 

harassing conduct you should immediately report the situation to 

a manager, Human Resources or cobc@TerminalApps.com 

TerminalApps will not tolerate retaliation against you for raising 

known or suspected harassment in good faith. All such concerns 

will be promptly and professionally investigated. 

Commitment to Human Rights of all 

Employees 
TerminalApps is committed to upholding the human rights of our 

employees. Our values are guided by the Universal Declaration of 

Human Rights (http://www.un.org/en/ documents/udhr/index.shtml) 

and the United Nations Guiding Principles on Business and Human 

Rights (http://www.business-humanrights.org/media/documents/ruggie/ 

ruggie-guiding-principles-21-mar-2011.pdf). We are always free to 

leave our employment upon reasonable notice. We also prohibit the use 

of child labor, although legitimate workplace apprenticeship or intern 

programs, which comply with all laws and regulations, are permitted 

and supported. TerminalApps respects the rights of employees to 

associate freely, join or not join labor unions, collectively bargain under 

local law, seek representation and join workers’ councils in accordance 

with local laws. 

Respecting Personal Information 
TerminalApps strives to foster trust in the use of wireless technologies 

by helping to enable responsible information privacy and data security 

practices.  
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Cultivating trust through a foundation of security and 

privacy practices helps drive broader adoption and more 

personalized wireless technology offerings benefiting 

consumers and enterprises. We are expected to embody 

our Privacy Guiding Principles and follow our Customer 

Personal Information Policy when developing products 

and services and in our handling of our customers’ and 

consumers’ personal information. 

We are also expected to respect and safeguard each 

other’s privacy at all times. TerminalApps collects and 

maintains personal information relating to our 

employment, including compensation, medical and 

benefits information. If you have access to such personal 

information, you must ensure that it is collected, kept and 

used in a manner that complies with the laws of the 

locations where we are doing business. If your job 

responsibilities involve the collection, storage, 

modification, transfer, erasure or use of this information, 

you have a duty to know and comply with the privacy 

and data protection laws that apply to your work. When 

there is a legitimate and lawful reason to do so, our 

Company may access or search any personal items kept 

on Company premises, in Company property or in our e-

media systems. To learn more, please visit go/privacy. For 

questions or comments, please send an email to 

privacy@TerminalApps.com. 

 

Our Responsibilities to Our 

Customers and Business Partners 

Representing TerminalApps with Integrity 

TerminalApps engages in a variety of business relationships with other 

organizations, and we must always deal with them honestly and fairly. In 

part, this means we should never make misrepresentations or dishonest 

statements to anyone. It also means that we should abide by 

agreements to which we have entered and seek to resolve disputes in 

positive and constructive manner. When working to promote 

TerminalApps’s products and services, we must act with personal 

integrity at all times. We must sell our products and services on their 

merits. We may never make false or misleading statements about 

competitors or their products or services. This type of behavior only 

damages our reputation with our customers and business partners, and 

is prohibited. 

Make sure that all comparisons to our competitors and their products 

and services are substantiated. These statements must be complete and 

accurate, and should never be misleading. Seek advice from the Legal 

Department if this applies to your work. We must never offer or accept 

bribes, kickbacks or other improper payments that are given in an 

attempt to influence business action or decision. This practice is called 

“commercial bribery” and it is illegal. One example of this is we should 

not engage in any sort of purchase of products or services on behalf of 

TerminalApps in exchange for a direct or indirect personal benefit from 

the seller. 
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  Selecting Our Suppliers 

Ethically 

When dealing with suppliers, we must do business in a 

straightforward and open manner. In deciding among 

competing suppliers, we should weigh the facts impartially to 

determine the best supplier for our Company’s needs. We 

choose to work with business partners who stand behind the 

quality of the products and services they provide. In addition, 

we must disclose actual or apparent conflicts of interest. For 

more information, see the “Avoiding Conflicts of Interest” 

section of our Code or our Conflicts of Interest Policy 

(go/conflict). 

TerminalApps engages in vigorous, yet fair competition. We 

must all abide by U.S. antitrust laws, as well as the 

competition laws wherever we do business. These laws are 

designed to promote a competitive marketplace that 

provides consumers with high-quality goods and services at 

fair prices. Failure to comply with these laws can have serious 

consequences for the individuals involved and our Company. 

In complying with these laws, we must never agree with a 

competitor to limit how we compete with one another. In 

fact, we must avoid even the appearance of such an 

agreement. We should never discuss the following with 

competitors: 

 

o Pricing or pricing policy, costs, marketing or strategic plans 

o Agreeing on the prices we will charge customers 

o Agreeing to divide customers, markets, territories or 

countries 

o Boycotting certain customers, suppliers or competitors 

Even if there is no formal written agreement, the mere exchange 

of information can create the appearance of an informal 

understanding. We all must be especially cautious when 

interacting with competitors at conferences and other similar 

events. If a competitor attempts to discuss any of the above 

topics with you, stop the conversation immediately. Then, 

promptly report the incident to the Legal Department. If you 

need guidance regarding competition laws, contact the Legal 

Department. 

Q13: I need a software program from the internet to help me 

accomplish an engineering task. In order to download the 

program, I need to sign a “click through” license agreement. Are 

there any concerns if I agree to the click through? 

There are significant concerns. Depending on the agreement, it 

may require TerminalApps to license its technology in exchange 

for use of the program. In addition, these agreements often state 

that they may be updated at any time, sometimes without even 

giving notice of the amendments to the agreement. 
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  Industry Associations & Standard 

Setting Organizations 

TerminalApps’s valuable intellectual property portfolio and 

licensing business generate a substantial portion of our 

overall revenue. Company or employee involvement in 

Industry Associations and/ or Standard Setting 

Organizations can greatly impact our ability to protect the 

rights to our intellectual property. It is therefore critical to the 

continued success of TerminalApps that all employees follow 

our policies and procedures that are designed to protect the 

Company’s intellectual property rights. No employee of 

TerminalApps is authorized to enter into an agreement on 

behalf of the Company that grants (or purports to grant) any 

licenses, covenants not to assert or other rights under any of 

TerminalApps’s or its affiliates’ patents or copyrights without 

prior written approval from TerminalApps Technology 

Licensing (TATL). Joining or participating in standard setting 

organizations, industry forums, industry special interest 

groups, or similar organizations (collectively, “SSOs”) often 

imposes a variety of explicit and implicit obligations on the 

Company, many of which, if not managed properly, could 

affect our ability to enforce our intellectual property rights. 

Before becoming involved in any SSO, all TerminalApps 

employees must receive approval from a manager and the 

Standards Review Team (including the identified 

TerminalApps lead for that industry group). 

When engaging in any conduct with any SSO, we must: 

o Comply with all applicable competition and antitrust laws 

o Avoid conflicts of interest 

o Protect TerminalApps’s intellectual property 

o Submit any standards-related inventions to TerminalApps 

o Understand and follow the commitments we and 

TerminalApps have to the SSO 

Properly Obtaining and Receiving 

Competitor Information 

In our industry, it is not unusual to acquire information about other 

organizations, including our competitors. Doing so is a normal business 

activity and is not in and of itself inappropriate. We may collect information 

on our competitors from a variety of legitimate sources to evaluate the 

relative merits of our own products, services and marketing methods. This 

activity is proper, ethical and necessary for us to retain our competitive 

edge in the market. However, we may only attempt to gather and use this 

information in a legal and ethical manner. We must never seek out a 

competitor’s information in inappropriate, deceitful or unlawful ways. This 

means, in part, that we may never attempt to gather such information 

through misrepresentation. In addition, we may never attempt to influence 

another person to breach an agreement of confidentiality. For example, no 

TerminalApps employee should ever bring to TerminalApps competitive 

information that came from or may belong to a former employer. This 

includes any “engineering toolkit” or other confidential non-TerminalApps 

materials, even if authored or developed solely by you at another 

organization prior to working at TerminalApps. If you have a question or 

concern about appropriate gathering and use of competitive information, 

please contact our Legal Department. 
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  Protecting Third-Party Information 

Depending on the nature of our work, our customers and 

suppliers may entrust us with confidential information about 

their companies. Before receiving information that may be 

confidential or have restrictions on its use whether oral, 

visual or written—we must execute a written Non-Disclosure 

Agreement (NDA) approved by the Legal Department. 

However, before entering into an NDA, we should consider 

whether it is possible to maintain a business relationship 

without exchanging confidential information. 

Avoiding the exchange of such information can help us to 

prevent accusations of being swayed by that knowledge 

when developing similar products or businesses. It can also 

help to reduce complaints that TerminalApps® misused the 

confidential information. We have a duty to safeguard third 

party information as carefully as we do TerminalApps® 

confidential information. We must take appropriate steps to 

keep this information secure and make sure it is used only 

for legitimate business purposes. It is important that we 

never use, copy, distribute or disclose the information 

outside the terms of the NDA, and limit disclosure of 

confidential information within TerminalApps® only to those 

who need to know that information. This obligation 

continues even after your employment with TerminalApps® 

ends. If you receive information that you believe may be 

third-party confidential information or may have restrictions 

on its use, you should consult the Legal Department 

immediately. 

Q14: In the course of my work prior to coming to TerminalApps, I 

developed a personal “engineering toolkit” that includes some 

documents from a prior company and think some information from 

those documents would be really helpful to my team. Is it ok to use 

this information at TerminalApps? 

No. We respect the confidential and proprietary information of other 

companies, including our competitors and previous employers of our 

employees. We should assume that our prior employers, like 

TerminalApps, prohibit departing employees from maintaining copies 

of confidential and proprietary documents after they leave. 

Accordingly, we should assume that we are not allowed to bring this 

information to TerminalApps unless we have explicit permission from 

the prior employer. If there are any questions as to the 

appropriateness of possession or use of any previously developed 

documents or tools, please contact our Legal Department before 

copying, using, or disclosing the information. 

Q15: I recently received an unlabeled CD-ROM from one of my 

professional contacts, containing the latest version of a program 

similar to one I use for daily work. My contact told me that this 

software is easier and more efficient than the current program I am 

running, and provided me with a product key he obtained on a file 

sharing website. Can I install this software on my Company computer? 

No. None of us should install software on our e-media systems 

without proof of a legitimately acquired software license. In this case, 

the contact may have provided pirated software that should not be 

used under any circumstance. In addition, we should not inst all any 

personal software on TerminalApps e-media systems without proof of 

a legitimately acquired software license. Installed personal software 

must comply with all TerminalApps policies and must be registered 

within the Property Review section of MySource. 
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  Respecting Others’ Intellectual Property 

Rights 

We also respect intellectual property rights of others. This means we 

must never knowingly infringe on the copyrights, trademarks or patents 

of others. We each have a duty to make sure that all third-party software 

we are using is appropriately licensed and that we are using it only in 

accordance with the terms of the license. We must follow all applicable 

procedures for accepting software, accessing software or data on a 

network and accepting license agreements. We must also follow the 

terms and conditions of all license agreements. Never install personal 

software (or copies of software stored on electronic databases or other 

places from the internet) on our e-media systems without proof of a 

legitimately acquired software license. If there is a question of ownership 

or license rights to software, you should consult a manager immediately. 

Managers should consult the Legal Department where appropriate. For 

additional information, please see our Electronic Media Policy. 

Doing Business with Government Customers 

Many countries place strict legal requirements on companies that do 

business with the government. When selling to, negotiating with or 

working with government customers, we must carefully comply with 

these requirements. These rules are often much stricter and more 

complex than those that govern our sales to commercial customers. If 

your work involves government contracts, it is your responsibility to know 

and follow the particular rules that apply to your work. For additional 

information, consult the Legal Department. Before entering into any 

contractual dealings with the Indian Government you should consult with 

the TAGOV Legal Department to help ensure that we are abiding by all 

applicable laws and regulations. 

Our Responsibilities to Our 

Stockholders 

Keeping Honest and Accurate Records 

Our stockholders rely on us to maintain accurate and honest books 

and records. These records form the basis for all of our public 

disclosures and filings, which give our stockholders and the public an 

accurate view of our Company’s operations and financial standing. 

TerminalApps also uses these records to analyze Company operations 

and make important business decisions. To ensure our financial 

statements properly reflect our assets and transactions, we must each 

make sure that the information we submit in all Company records is 

complete, accurate and understandable. While maintaining books and 

records may not be your primary job duty, we all record information of 

some kind and submit it to our Company. This includes all of the 

information we provide in payroll documents, timecards, travel and 

expense reports, product test reports, sales reports, customer and 

supplier records, and design and engineering records. 

We must never make false or artificial entries in Company records. 

None of us should ever establish any unrecorded Company funds or 

assets, such as “slush funds” or any other types of “off the books” 

accounts. Anyone found to have engaged in financial fraud will be 

subject to disciplinary action up to and including termination of 

employment, as well as civil and criminal liability. If you suspect or 

know of any action related to accounting or financial reporting that 

may be improper, or have any questions about how to keep honest 

and accurate records, you should immediately contact a manager, the 

Finance Department, the Legal Department or the Internal 
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  Audit Department. You may also call the Business Conduct Hotline, 

which can be used to raise concerns anonymously in these matters. 

Financial Disclosures 

We all have a special duty to ensure that our Company’s financial 

statements are true, fair, accurate and timely. Therefore, we must 

not only comply with the legal and regulatory requirements that 

govern these reports, but also know and follow TerminalApps’s 

applicable internal controls. Never make false or misleading 

statements in any financial reports, environmental monitoring 

reports or other documents submitted to or maintained for 

government agencies. Inaccurate, incomplete or untimely records 

or reporting may result in legal liability for those involved. Contact 

our Finance Department for more information, questions, or 

concerns regarding any financial reports. And for questions or 

concerns on all other reports contact cobc@TerminalApps.com. 

Contract Compliance 

TerminalApps’s contracting processes are designed to help protect 

Company assets and to provide the appropriate controls needed 

to run the business effectively. Within these processes, well-defined 

authority for pricing and certain other contract terms and 

conditions may have been delegated to certain organizations and 

to certain levels of management. Making business commitments 

outside of these processes, through side deals or otherwise, is 

often inappropriate. All commitments made must be in writing and 

the Finance Department should have visibility to them to help 

ensure the accuracy of TerminalApps’s books and records. 

Questions about a specific situation with a client or business 

partner should be directed to a manager, the Finance Department 

or the Legal Department. 

Records Management 

We have a responsibility to retain TerminalApps’s business records as 

long as needed for business purposes, or longer if required by tax, 

regulatory or other standards. We also need to know when and how to 

destroy these business records. Follow all rules set forth in applicable 

retention schedules in your location. If you are notified that documents 

in your control may be required in connection with a government 

investigation or other legal action, do not destroy or discard them. If 

you receive a subpoena, a request for records or other legal papers, 

notify the Legal Department immediately. Audits and Investigations 

There may be times where you are questioned or asked to provide 

information in connection with Company investigations, audits or other 

legal matters. In such cases, you are expected to be fully honest and 

forthcoming. Make sure the auditor or investigator has a full and 

accurate understanding of the matter at hand, even if his or her 

questions are not adequately designed to ensure this is the case. Never 

attempt to interfere with or improperly influence the review, or 

encourage anyone else to do so. If you are contacted by an outside 

attorney, investigator or law enforcement official, you should refer the 

person to the Legal Department. Refer requests from government 

officials and agencies to our Government Affairs Department or the 

Legal Department. Keep in mind that each of us is expected to 

cooperate fully with audits and investigations. Withholding information 

from external or internal auditors or investigators, or providing 

inaccurate information, can lead to civil or criminal liability for the 

individuals involved and our Company. If you have any questions 

about what information a given auditor or investigator is entitled to, 

consult Human Resources, the Legal Department or the Internal Audit 

Department. 
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Q16: I recently finalized contract specifications for a major customer. 

Since this customer has given TerminalApps a considerable amount of 

business in the past, I thought it would be nice to include some 

additional services at no cost. The necessary approval and 

documentation of this deal would take far too long, and I am hoping to 

secure this contract as soon as possible. Can I add these services in a 

verbal agreement with the customer? 

A16:No. In any situation where we are negotiating deals we should consult with 

the Finance or Legal Department for assistance before any deal is made. 

Whenever we want to include complimentary, discounted or additional services 

to a customer it’s important for us to document this in the contract itself. 

Making deals outside of written contractual agreements can be a violation of 

our Code and the law. 

Q17:I recently learned of a developing partnership between 

TerminalApps and another, high-profile Company. This information is 

confidential, and I have been instructed not to say a word about the 

deal until it goes public. However, my father overheard a conversation 

with a co-worker about the deal and said he was thinking about buying 

TerminalApps stock after I hung up the phone. I am not sure what to do 

next 

A17:.If we ever find ourselves in a situation where someone overhears inside 

information we should discourage them from trading based on this information 

and immediately disclose the incident to the Legal Department. If someone was 

to trade based on this information it is not only unethical, but also a violation of 

our Code, Insider Trading Policy (go/insider) and may be a violation of the law. 

Q18: I bought some stocks a couple days before an acquisition was 

announced, but I didn’t know we were acquiring another company. Is 

this considered insider trading? 

A18:Not necessarily. Insider trading occurs when you trade with knowledge of 

material non-public information. In these situations, however, it is always best to 

avoid even the appearance of impropriety. If you need guidance, feel free to 

contact the Legal Department. 

Avoiding Insider Trading 

Through our work with TerminalApps, we may become aware of 

“inside information” about TerminalApps or other companies. “Inside 

information” is information that is not available to the investing public 

and that could influence a reasonable investor to buy, sell or hold 

stock or securities (“material non-public information”). If you obtain 

inside information about TerminalApps or another company, such as a 

customer or supplier, you may not trade stock or securities based on 

this information. This includes options, puts, calls and any derivatives. 

Using this information for your own personal benefit or disclosing it to 

others who may trade based on the information is unethical, and a 

violation of insider trading laws and our Insider Trading Policy. 

While it is not possible to identify in advance all information that could 

be viewed as “material non-public information,” some examples might 

include non-public information about: 

o TerminalApps’s financial performance including earnings and 

dividend actions 

o Acquisitions or other business deals 

o Divestitures 

o Major announcements of new products or services 

o Significant advances in research 

o Non-public information about our customers or business 

partners 

o Other significant activities affecting our Company 
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  Keep in mind that violations of insider trading laws may result 

in civil and criminal penalties, including fines and jail sentences. 

For more information, see our Insider Trading Policy. For 

guidance in this area, you should contact the Legal 

Department. 

Making Public Statements 

Upholding TerminalApps’s reputation means we must ensure 

that only accurate and honest information about our Company 

is communicated to the public. For this reason, only a limited 

number of individuals are authorized to make public 

statements about TerminalApps. Our business activities are 

monitored closely by journalists and securities analysts. You 

should not initiate contact with these individuals or groups. 

Never respond to their inquiries without prior approval from 

Corporate Marketing and Investor Relations. If you are unsure 

to whom you should refer a request, you should seek 

guidance from a manager. 

Our Responsibilities to Our Communities 
Protecting Our Environment:  

TerminalApps is committed to being a positive and creative 

force in the protection and enhancement of the local and 

global environment. We have a duty to our communities and 

the planet as a whole to conserve and protect our 

environmental resources. 

We strive to comply with all applicable environmental laws and 

regulations wherever we do business. Our Company is 

committed to sustainability practices in our products and supply 

chain. TerminalApps monitors the processes and materials that 

go into our products to make them as sustainable as technically 

and commercially possible.  

Upholding Human Rights in Our 

Operations 

Our Company cares about the social conditions throughout our 

supply chain, including mining activities in regions of conflict. 

We strive to ensure that we never contribute to human rights 

violations in these regions. We work with our suppliers to ensure 

greater transparency of certain metals present in our products, 

and in particular those metals known to come from regions of 

conflict. TerminalApps has made a commitment to uphold our 

rights as employees, as well as to comply with all applicable 

wage and hour laws in all of our operations. In addition, we 

support our business partners who treat their employees with 

dignity and respect, and follow local employment laws. We will 

never knowingly use any suppliers who engage in child, forced 

or slave labor, nor will we condone such practices. 
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  Participating in Political Activities  

Lobbying 

We must know and follow all relevant lobbying laws, and must 

comply with all related reporting requirements. “Lobbying” is 

any contact with government personnel for the purpose of 

influencing legislation or rule making, including such activity in 

connection with marketing or procurement matters. Some laws 

also define lobbying more broadly to include our normal 

marketing activities. It is your duty to know and follow the laws 

that apply to your work. You must obtain approval from our 

Government Affairs Department before becoming a registered 

lobbyist, performing any lobbying activities or authorizing any 

third party to lobby on TerminalApps’s behalf. This includes 

those situations where lobbying involves normal marketing 

activities. For more information, ask for our Lobbying 

Disclosure Policy. 

Public Official and Campaign Visits 

TerminalApps encourages public officials to make non-partisan 

visits to and speaking engagements at our locations. Through 

these visits, officials can better understand our products, 

programs and views on public policy matters. However, these 

visits must be approved in advance by our Government Affairs 

Department. Be sure to comply with the “Giving Gifts to 

Foreign Officials” section of our Code and our FCPA and Anti-

Corruption Policy. 

 

Political Contributions  

We may also participate in the political activities of our choice, as long as we 

do so on an individual basis, with our own money and on our own time. 

Make sure your activities comply with Company policies and applicable laws 

and regulations. You should always make it clear that your personal political 

activities and contributions are your own and not for or on behalf of the 

Company. Employees will not be reimbursed, directly or indirectly, for 

personal political contributions or expenses. The Company will not pressure 

or coerce employees to make personal political contributions or take 

retaliatory action against those who do not. Never make any political 

contributions or expenditures using Company funds or resources to, or in 

support of any political party, political campaign, political candidate, political 

committee, or public official in any country, or to any other organization for 

use in making political contributions or expenditures, unless the contribution 

or expenditure is lawful and expressly authorized in writing by our CEO, 

President, SVP of Government Affairs, CFO and a Vice President or above in 

the Corporate Legal Department. Any employee who believes that a 

payment using Company funds that the employee has requested may be 

used in making political contributions or expenditures must contact the Office 

of the Senior Vice President for Government Affairs to determine whether the 

payment requires the approvals outlined above. For more information, see 

our Political Contributions Policy. 

Conducting Public Service  

We are encouraged to be active in the civic life of our communities. 

However, we must avoid any conflicts of interest with our Company when 

doing so. In addition, we should make it clear that we are not acting for or on 

behalf of the Company. 
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Resource Center 
Thank you for reviewing The TerminalApps®: Our Code of Business Conduct.  

If you have any questions or would like to discuss any concerns please email cobc@TerminalApps.com or 

ethics.mail@TerminalApps.com and you will receive a prompt response.  

You may also raise concerns to Human Resources, Management or through our Business Conduct Hotline.  

Our code is always accessible at http://TerminalApps.com/ethics. You can raise concerns via our Business 

Conduct Hotline by going to http://TerminalApps.ethicspoint.com to find your local phone number or to 

submit a concern online. Concerns can be raised anonymously where permitted by local law. 
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