Code of Conduct & Business Ethics

“

Our Code of Conduct is set as the definitive guideline
for any member part or partner of our organization.
The Code gives us the guidance and support we need
to conduct our business ethically and to comply with the
law. As a company we are driven by a set of principles
vital to our success.
Our Code represent our commitment to do basic
things for the respect we collect from the ones we work
with.

”
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MESSAGE FROM THE CEO
From our experience achieved in over 25 years in the
dynamic and competitive environment from oil and gas field
in Romania, CIS GAZ company developed a series of infallible
values: family honor, safety, integrity and respect.
We reached these values through the interaction we
had during the years, with our valuable business partners and
by our need to grow in a dynamic market, often succeeding to
adapt to our customers’ needs.
On this basis, during the 25 years of experience, we
have demonstrated that CIS GAZ may evolve, can develop and
can be successful doing business in a professional, honest
and loyal way.
Our employees have always been the heart of the
company, together we have proved to our business partners,
that they can rely on high quality products and services
provided by CIS GAZ, as they benefit from all the attention
and our desire to meet their needs.
Being a successful company means more than
efficiency and achievements, it means to act in a responsible
way and in a professional manner in this dynamic and
competitive industry in which we operate. CIS GAZ managed
to confirm this over 25 years.

Our code of conduct must be the foundation for
relationship of cooperation between CIS GAZ and business
partners, clients and suppliers, collaborators, public
authorities and institutions, the community in which we
operate and not least our staff.
We urge you to read our code of conduct for being
able to understand our organizational culture, mission, goals
and values that guide us every day in every activity that we
undertake.
Today, I am proud that CIS GAZ is among the few
companies in the industry who have managed to succeed the
test of time and the transition between generations.
It is a great joy and a challenge, at the same time for me, to
manage in the next 25 years, to strengthen the reputation of
CIS GAZ.
All our future steps will lead the company in the area of
integrated and innovative performance, steps that we will
take with maximum responsibility.

Horatiu Sebastian Calugar
Chief Executive Officer
CIS GAZ - Code of Business Conduct & Ethics
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INTRODUCTION
We’ve made a commitment to conduct
our business with honesty and integrity,
in accordance with high ethical and legal
standards and with respect for each
other and for those who we do business
with.
This is our Code of Conduct which sets
the basic rules, standards and behaviors.
Each employee needs to achieve those
objectives as part of the CIS GAZ
Company.

CIS GAZ - Code of Business Conduct & Ethics

The Code stands for:
BASIC RULES, STANDARDS,
EXPECTED BEHAVIOURS.
The code applies to:
All of CIS GAZ employees.
New employees will get a copy of the
Code of Conduct, when they start
working with us.
They will have to sign a declaration that
they have read, understood and will
follow it.
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PEOPLE & SAFETY
The people in our company have always been the foundation of our success.
We pride ourselves with brilliant minds and dedicated people working as a team.
Our team is the best team!
We encourage every person from our organization to give its best in order to
achieve higher goals.
The quality and safety of our working environment has always been at a high
standards and we want to keep that unchanged.
Discrimination and harassment are unacceptable.
Fair-play and respect for the others are a must!
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Healthy, Safety & Environment Security

CIS GAZ aims to create a safe and
healthy working environment. The success
of our employees sits on our efforts to
continuously improve the occupational
health and safety conditions of our working
environment.
We aim to earn the confidence of our
customers, shareholders and the civil society,
to contribute to sustainable development by
setting an example to follow.
Our HSSE standards are designed to
ensure compliance with the law and to achieve
continuous performance improvement.
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We shall inspire our partners, employees,
suppliers to develop and maintain a health and
safety environment.
CIS GAZ
is committed to operate
responsibly and will never knowingly
compromise the health, safety or environmental
standards in order to meet its operational
objectives.
Our goals are to ensure the safety of
everyone involved in our operations and to
protect the environment.
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Social Performance, Equal Opportunity, Human Rights

CIS GAZ aims to create lasting social
benefits, watching over the health and safety
of employees, contractors and business
partners.

No employee or job applicant will be
discriminated on the basis of his or her gender,
marital status, race, nationality, age, religion
or sexual orientation.

On our construction sites we are
always looking to minimize destructions to
the community, lower emissions and minimize
the impact on ecosystems and biodiversity, as
well as manage waste water, energy and other
resources in the most efficient way.

Decisions regarding the selection,
training and development are made strictly
according to the job-related criteria and must
be relevant to the job.

We promote equal opportunity and
diversity.
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CIS GAZ will not tolerate unlawful
discrimination relating to employment. and will
ensure that its employment-related decisions
are based on relevant qualifications, merit,
performance and other job-related factors.

8

Sustainable Development
We want to meet the world’s
dynamic growing energy needs in ways
that are economically, environmentally
friendly and socially responsible.
Our goal is to find a coherent and
long-lasting balance between these
three aspects.

CIS GAZ aims to define viable
schemes combining the economic,
social and environmental aspects of
human activity.
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Our company wishes that the
exploitation of natural resources, the
type of investment, the technological
and institutional changes are in harmony
with present and future needs.
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OUR BUSINESS PARTNERS
We are a competitive team and we want to stay that way.
While we need to be competitive, our work has to be based on fair decisions
and legal conduct.
To make sure that our business relationships work to everyone’s advantage
it’s vital that we follow our values as a company and work with respect and
responsibility with all of our customers, contractors, suppliers, joint venture
partners and other third parties.
We are a responsible company committed to meeting our obligations and
building long lasting relationships.

CIS GAZ - Code of Business Conduct & Ethics

10

Conflict of interest
Our business partnership policy sets
clear rules for every employee, customer,
contractor, supplier or any other third party in
order to avoid any conflict of interest with our
company.
As part of CIS GAZ they shall avoid
any conflict of interest, shall be impartial and
always adopt a professional behavior in our
dealings with contractors and suppliers.
Decisions must not be influenced by
personal and private considerations.
Employees must also declare to their employing
company, potential conflicts of interest.
All business transactions on behalf
of CIS GAZ must be reflected accurately
and fairly in the accounts of the company in
accordance with established procedures and
are subject to audit and disclosure.
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Employees must behave impartially
in all business relationships. It is not allowed
to provide improper advantages to other
companies, organizations or individuals.
Employees must not use the company’s
property or information acquired through their
position, for personal advantage, or for the
purpose of competing with CIS GAZ.
Suspicion of a conflict of interest must be
immediately reported to a superior.
Employees must not be engaged in activities or
transactions which may give rise to a conflict
between their personal interest and the best
of the Company.
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Working with Suppliers

CIS GAZ has a Contract and Purchasing
Policy which all Participants are required to
comply with. Our Business Partners should
state clearly the services that need to be
performed, the amount to be paid and all other
relevant terms and conditions.

price, ensuring confidentiality of supplier
information, not taking advantage of mistakes
made by suppliers.

All payments and transactions must
have a reasonable relationship between them
and the value of the services rendered. All
payments and transactions must be supported
by documented evidence.

We are a responsible company
committed to meeting our obligations and
building long lasting relationships.

CIS GAZ aims to treat suppliers
fairly, based on value, performance and
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Supplier
encouraged.

diversity

and

equality

is

We will do our job in proper ways in order
to make sure that our business relationships
work for everyone’s advantage.
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Fair and Ethical Competition
CIS GAZ is committed to vigorous and fair
competition, we know we can accomplish both
objectives.
We respect and include these objectives in

our management practices, in its relationship
with all its business partners, in its business
practices and in the actions of its employees
in harmony with the competition laws and
regulations.

Antitrust
At CIS GAZ we support a free enterprise.
Antitrust laws protect free enterprises and
prohibit behavior that limits trade or that
restricts fair competition.
These laws apply to every level of business.
The laws of antitrust combat illegal practices

CIS GAZ - Code of Business Conduct & Ethics

like price-fixing, market sharing, bid-rigging
conspiracies, or behaviors that aim to achieve
or maintain monopoly.
CIS GAZ do not tolerate violation of antitrust
laws.

13

FIGHTING CORRUPT PRACTICES
Our business demands interaction
with individuals working on different
levels for our partners, suppliers,
contractors or government entities.

Exchanging of gifts and providing
entertainment are to be done in an
appropriate manner according to the
CIS GAZ Business Code of Conduct.

There are strict limits within which
personal relationships can interact
with the company’s interests.

We do not tolerate bribery, insider
dealing, market abuse, fraud or money
laundering.
Facilitation payments are bribes and
must not be paid.
Please consider that misconduct may
damage reputation and business in
irreparable ways.

CIS GAZ - Code of Business Conduct & Ethics
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Bribery & Corruption

CIS GAZ does not tolerate bribery,
insider dealing, market abuse, fraud or money
laundering.
Employees must not offer, pay, seek or
to accept a payment, gift or favor to improperly
influence a business outcome or in return for
favorable treatment or to gain any business
advantage.

We are against all forms of corruption,
and we will make active efforts to ensure that
corruption does not occur in any parts of the
company’s business activities.
Corruption can also involve conflicts
of interest, nepotism, extortion, fraud,
embezzlement, illegal information brokering
and money laundering.

Also, offering gifts and entertainment
can rise similar issues. Gifts or payments, of
any nature to any government official, political
party or candidate for public office, to induce
them to perform their duties, are specifically
and strictly prohibited.

CIS GAZ - Code of Business Conduct & Ethics
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Dealing with
Government

CIS GAZ must not authorize the offer of
any payment, gift or anything of value to public
officials, except as expressly provided in this
document.
CIS GAZ may cover reasonable
expenses of public officials related to the
(i) promotion, demonstration or explanation
of products or services, or (ii) execution of
performance of a contract with a government
or governmental agency.
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Such expenses may include reasonable
costs for travel premises, costs for
accommodation or costs related to training,
when there is a legitimate purpose linked to
the CIS GAZ’s relationship with the relevant
authorities.
No authorization for coverage of
expenses related to public officials can be
made, if that violates any applicable laws on
corruption or the regulations of the public
official’s employer.
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Gifts & Hospitality
CIS GAZ will not be influenced in business
decisions, or cause others to perceive an
influence. We discourage our employees from
accepting gifts & hospitality from business
partners.
The employees must not, directly or indirectly,
accept gifts except for promotional items of
minimal value normally bearing a company
logo.

The costs of any hospitality must be kept
within reasonable limits.
CIS GAZ managers may, on behalf of the
Company, on special occasions, where
custom requires it, and when there can be no
perception of impropriety, approve the offer or
the acceptance of a gift of a higher value than
indicated above.

Expressions of hospitality such as invitations
to social events, meals or entertainment, may
be accepted by the individual if there is a clear
business purpose.

Money laundering
We are aware of the dangers caused by money
laundering, and we comply with all valid
standards, laws and associated reporting
obligations and due diligence requirements.

Our Company will conduct business only with
reputable customers involved in legitimated
business activities, with funds derived from
legitimate sources.

CIS GAZ is committed to fully comply with all
anti-money laundering and anti-terrorism laws
throughout the world.

Employees must comply with all laws,
regulations and company policies, guidelines,
standards.

CIS GAZ - Code of Business Conduct & Ethics
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IMPORT - EXPORT & TRADE COMPLIANCE
Being a successfully company requires incredible competitiveness and solutions
that may come from miles and miles away.
Working with imports and exports requires attention to international trade laws
and specific legislation in each country.
CIS GAZ will always work transparent regarding all procedures for importing
and exporting goods and solutions by respecting all the international laws and
embargos.

CIS GAZ - Code of Business Conduct & Ethics
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Trade restrictions; Import-Export Controls

We are committed to comply with all
applicable export, import and trade compliance
laws in all countries in which CIS GAZ does
business. These laws include embargoes,
trade sanctions, customs, product/country of
origin making, and anti-boycott laws.
In conducting business across borders,
our employees must be aware of and follow
these laws.
We have to comply with the customs
laws and determine the correct classification,
value and country of origin for all our imports.
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We must be able to demonstrate by
a documented, auditable trail that we have
exercised reasonable care to ensure our
imports and have complied with all applicable
laws and regulations.
Failure to comply with export, import
and trade compliance laws could lead to
criminal and civil penalties for CIS GAZ and
for our responsible employees personally,
significant business disruptions and harm to
our company reputation.
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SAFEGUARDING INFORMATION & ASSETS
The world is moving faster than we can keep up with. Information is everything when
it comes to get first to the finish line.
Discretion has always been a golden principle of our business. We take extreme
precaution when it comes to sensible data and we must take all the measures to
protect our intellectually property, trade secrets and information concerning our
intellectual property and also concerning our business affairs.

CIS GAZ - Code of Business Conduct & Ethics
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Data privacy and protection
CIS GAZ’s employees must keep
confidential trade secrets and information
concerning the business or affairs of the
Company and not to use or disclose such
information to any unauthorized person either
in or outside CIS GAZ except in the proper
execution of his or her duties.

Information obtained during a Participant’s
relationship with CIS GAZ may not be used
for any purpose other than advancing the CIS
GAZ’s interest.
Records containing information about
Participants and/or Business Partners must be
kept confidential.

Protection of Assets & Intellectual property
A participant must not take or use
CIS GAZ property or the property of another
Participant or a Business Partner without
permission; nor must the Participant use CIS
GAZ property for private purposes without
management permission.
Participants also have an obligation to
protect and preserve and not to abuse the
Company’s property and assets: materials,
financial assets, or facilities such as logo,
computer systems, telephone systems, email,
facilities, vehicles, materials and supplies.
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The employees must protect materials,
financial assets, or facilities’ property and
assets against loss, damage or abuse.
All inventions, patent rights, copyright,
design rights, trademarks, know-how and
other intellectual property invented, devised or
created by any employee will be the property
of CIS GAZ (unless otherwise agreed).
Such as, the Participant may only use such
information in the proper execution of his or
her duties.
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Records Management

CIS GAZ is committed to transparency
and accuracy in all its dealings, while respecting
its confidentiality obligations. Employees
therefore have the responsibility to maintain
necessary records of the Company’s business
and business relations.
The information systems and the
information stored and processed on them are
fundamental to the Company’s activities and
success.

We comply with all the applicable laws and
regulations in the way we record, retain and
report information as well as applying the
Generally Accepted Accounting Principles
where we do business.
Unauthorized gathering, processing and
forwarding of information about Employees
and CIS GAZ’s customers is prohibited.

For this reason, the highest priority
must be given to their security and proper
use. This requires compliance with the
legal requirements for appropriate data
management and archiving.

CIS GAZ - Code of Business Conduct & Ethics
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COMMUNICATION
The success of any business depends on efficient and effective communication.
Communication is at the core of any organization and its main purpose is to effect
change to influence action.
We put a great deal of accent on how communication in our Company is done.

CIS GAZ - Code of Business Conduct & Ethics
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Business Communications

The code of conduct sets the principles
and the rules for all communication by
CIS GAZ within the company or with third
parties. Standards apply to every kind of
correspondence including mail, electronic
documents, websites, social media tools,
paper documents etc.
For any type of printed material involving
the Company’s Logo or any other asset in
direct control by CIS GAZ, please follow the
rules of the Visual Identity Manual in terms of
copyright and graphic design.
Any written or oral communication done
involving or on behalf of the Company is
considered public Disclosure.
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Personal opinions must not carry
involvement of the Company and they will
not express the Company’s views or official
position.
All of our Company’s communication has to
be accurate with no misleading or speculative
opinions.
All of CIS GAZ’s public or business
communication has to be approved by a
manager or Marketing Director.
Please report any faults in communication or
misreporting that imply the CIS GAZ company
or any of its assets.
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Media Channels

CIS GAZ takes communication with the
media very seriously.
In 2013 we’ve started a rebranding process
and we’re stepping into the new age media.
CIS GAZ has official accounts on Twitter,
Facebook, LinkedIn, YouTube and Google+.
In relationship with traditional media channels
we communicate through our Marketing
Director and CIS GAZ Office.
Our official websites are:
www.cisgaz.com – International Version
www.cisgaz.ro – Romanian Version

CIS GAZ - Code of Business Conduct & Ethics

All media communication must be done
according to the Code of Conduct and Identity
Manual for graphic related issues.
If you find any related content about CIS GAZ
or any of its employees or third party involving
the Company, which contradicts the Code of
Conduct or expresses opinions not shared
by CIS GAZ, you must inform your superior
manager or the CIS GAZ Office immediately.
The official Press kit can be found at:
www.cisgaz.com/press-room/
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SOCIAL RESPONSIBILITY
For CIS GAZ social responsibility towards the community is as important as success in business
and therefore, we are actively involved in community life and society, both by initiating and trough
the support of social responsibility activities.
Social programs in which we are involved include both the volunteer and sponsorships.
Understanding that our success is due to the community, we believe that society must return a
portion of what we receive from it every day.
CSR helps us improve our reputation, increase sales and market share of the company, to attract
and retain valuable employees.
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