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Resources
If you have questions about your responsibilities under the 
Code of Conduct or need guidance regarding any topics covered 
in this document, talk to your manager or consult one of the 
other resources listed below. 

MORGAN  STR EET H OLDI N GS  
COMPAN Y P OLI CI ES 

OneTrust Policy Repository 

P EOPLE  PARTNER  

Describes the Human Resources team 
member closest to you

LEGAL  &  COMP LI ANC E TE AM 

Describes the Legal & Compliance team 
for your Operating Company, which you can 
contact via the Legal INtake Center (LINC).

MORGAN  STR EET H OLDI N GS  
COMP LI ANC E TEAM  

compliance@morganstreet.com

S PEAK UP  P ORTAL

speak-up.morganstreet.com

~§Å]  ШÉÑÅEEÑШc§x?f ]ÉќШ§[[f9EШ
O F  GE NERAL CO UN SEL

legal@morganstreet.com

I T  TE AM
Describes the Information Technology team 
members closest to you 

CO MMU NI CATI O NS  TE AM 
Describes the Communication team 
member closest to you.

https://legalrequest.highq.com/legalrequest/LoginRequiredPage.action
mailto:legal@morganstreet.com￼
mailto:compliance@morganstreet.com
mailto:legal@morganstreet.com￼
https://speak-up.morganstreet.com/
https://app-uk.onetrust.com/employee-portal/documents/library
mailto:compliance@morganstreet.com
https://legalrequest.highq.com/legalrequest/LoginRequiredPage.action
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For more than five decades, our Values have shaped who we are and how we lead у with purpose, integrity and 
a commitment to excellence:

ÅThink Big Together

Å?ŸШìőċƣќƚШÅŔŊőƣ

ÅRespect and Value All

ÅElevate Customers and People

Our Code of Conduct is an extension of these Values and a critical tool for navigating the complex decisions we 
face in our work. It sets clear expectations for how we conduct ourselves and how we treat one another, our partners 
and our customers. This Code is not just a document у ŔƣќƚШċШĬċŔũǃШŊƨŔĬĲШƣőċƣШőĲũƓƚШƨƚШƓƖŸƣĲĦƣШŸƨƖШĦƨũƣƨƖĲЯШċĦƣШƽŔƣőШ
integrity and honor the trust others place in us. 

ìőĲŰШƣőĲШƖŔŊőƣШƓċƣőШŔƚŰќƣШĦũĲċƖЯШƣƨƖŰШƣŸШƣőĲШ9ŸĬĲЮШÖƚĲШŔƣШċũŸŰŊƚŔĬĲШŸƨƖШéċũƨĲƚШƣŸШőĲũƓШǃŸƨШůċťĲШƚŸƨŰĬЯШĲƣőŔĦċũШ
ĬĲĦŔƚŔŸŰƚЮШfŉШǃŸƨШĲŰĦŸƨŰƣĲƖШƚŸůĲƣőŔŰŊШƣőċƣШĬŸĲƚŰќƣШŉĲĲũШƖŔŊőƣЯШƚƓĲċťШƨƓЮШÅĲċĦőШŸƨƣШƣŸШǃŸƨƖШůċŰċŊĲƖЯШÂĲŸƓũĲШÂċƖƣŰĲƖШ
ŸƖШŸƨƖШxĲŊċũШѼШ9ŸůƓũŔċŰĦĲШƣĲċůШŸƖШƖĲƓŸƖƣШċШĦŸŰĦĲƖŰШċŰŸŰǃůŸƨƚũǃШƣőƖŸƨŊőШŸƨƖШÉƓĲċťШÖƓШƓŸƖƣċũЮШòŸƨќƖĲШŰĲƻĲƖШ
ċũŸŰĲШŔŰШĬŸŔŰŊШƽőċƣќƚШƖŔŊőƣЮШÅĲůĲůĤĲƖЯШĲƻĲƖǃШƣŔůĲШǃŸƨШƚƓĲċťШƨƓЯШǃŸƨШőĲũƓШƨƚШĤƨŔũĬШċШƽŸƖťƓũċĦĲШƽőĲƖĲШŔŰƣĲŊƖŔƣǃШ
thrives and where we all succeed together.

Thank you for your commitment to living our Values and upholding the standards outlined in this Code. Together, 
ũĲƣќƚШĦŸŰƣŔŰƨĲШƣŸШƚĲƣШƣőĲШĤċƖШŉŸƖШĲǂĦĲũũĲŰĦĲЯШŔŰƣĲŊƖŔƣǃШċŰĬШƖĲƚƓĲĦƣШŔŰШĲƻĲƖǃƣőŔŰŊШƽĲШĬŸЮ

A Message from Our Chairman and General Partner

3

Russ Smyth
Chairman and General Partner
Morgan Street Holdings

Click here to access the Speak Up portal 

https://app-uk.onetrust.com/auth/login
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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Introduction: Using 
Our Values to Guide Us 

This Code of Conduct (the Code) applies to 
all employees across our worldwide operations, 
including all Operating Companies, subsidiaries 
and any other entity ultimately accountable to 
Morgan Street Holdings, regardless of region or 
ŊĲŸŊƖċƓőǃЯШĦŸũũĲĦƣŔƻĲũǃШƖĲŉĲƖƖĲĬШƣŸШċƚШљƣőĲШ
9ŸůƓċŰǃЮњ

As the Company strives to be a good global 
citizen, the Code has been created to outline 
expected behaviors that are in line with legal 
and regulatory requirements, as well as our 
Values. More than just words on a page, our 
Values are meant to ground, unite and guide us 
on our journey forward у  anchoring everything 
we do and every decision we make.

Think Big Together

We challenge, inspire and 

collaborate with each other 

to shape the future.

Do Whatôs Right

We take responsibility for 

everything we do and always 

act with integrity.

Respect and Value All

We encourage and support 

everyone to be their best 

possible selves.

Elevate Customers 
and People
We are deeply passionate 

about helping our customers 

and people grow and thrive.
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You are expected to read the Code carefully. Make sure you understand it 
and take ownership in using it у along with our Values and your own good 
judgment у to guide your day-to-day work activities. If you need help 
navigating or interpreting the Code, or if you encounter a situation you 
are unsure how to handle, please reach out for support. You are always 
welcome to contact your manager, People Partner or the Legal & 
9ŸůƓũŔċŰĦĲШÑĲċůШŉŸƖШċƚƚŔƚƣċŰĦĲЮШÑőƖŸƨŊőŸƨƣШƣőĲШ9ŸĬĲЯШǃŸƨќũũШċũƚŸШ
find references to individuals and teams who can be resources. 

Read It, Understand It, Own It, Report It

Please note that we will review 
and update the Code as needed 
to ensure its relevance to our ever-
evolving business, as well as the 
legal and regulatory environment. 
Certification of the Code is a 
prerequisite to your employment, 
and you will be asked periodically 
to recertify your acknowledgement 
of the Code.

Violations of the Code, Company 
policies or applicable laws and 
regulations may result in disciplinary 
action up to and including termination 
of employment. In addition, conduct 
that violates the laws of the United 
States or a country in which we do 
    business may result in criminal 
        proceedings for you or the 
             Company. If you observe or 
                suspect any misconduct, 
                    you are expected to report 
                        it through Speak Up. 

Before you act, pause and consider these questions: 

ÅIs this action legal and in line with our policies?

ÅIs it consistent with our Values and the Code? 

ÅWould I feel comfortable if my decision were 
made public? 

ÅIs this action consistent with how I would like 
to be treated? 

ÅDoes it feel right to meуdeep down? 

fŉШǃŸƨШőĲƚŔƣċƣĲШŸƖШċŰƚƽĲƖШљŰŸњШƣŸШċŰǃШŸŉШƣőĲƚĲШ
questions, reconsider your decision and/or 
seek guidance from your manager, People 
Partner or the Legal & Compliance Team 
before proceeding.

Ask Yourself: ůШfШ?ŸŔŰŊШìőċƣќƚШÅŔŊőƣе

Connect with your local People 
team, business leaders or the 
Legal & Compliance Team

Report any concerns through 
the Speak Up platform, 
which allows for anonymous 
submissions in the language 
used across our global 
enterprise and confidential 
communications.
speak-up.morganstreet.com

Call +1 630-353-4212
and leave a voicemail. For 
international numbers please 
visit the Speak Up portal.

Submit your concerns 
through a dedicated email 
in every language at
speak-up@morganstreet.com

Request an in-person 
meeting or schedule 
online meetings through 
speak-up.morganstreet.com

HOW TO

http://speak-up.morganstreet.com/
http://speak-up.morganstreet.com/
mailto:speak-up@morganstreet
mailto:speak-up@morganstreet.com
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If you are a manager or supervisor, you are in a position of trust and 
influence, and you have special responsibilities to lead by example and 
to maintain a work environment consistent with our Values. It is critical that 
you treat all your team members with respect and dignity and be ready to 
listen to their concerns and questions. You should also maintain a Speak Up 
culture within your team and ensure an inclusive work environment. 

It is also the responsibility of managers and supervisors to ensure your 
team members understand and follow our Code and complete all 
compliance training. In addition, you must communicate all relevant 
Company policies to your team and assist them in understanding how 
to apply the policies to their daily activities.

Manager and Supervisor Responsibilities

When a colleague or direct report raises a concern:

Pause and Listen 
Give your full attention. Let them speak without interruption. 

Thank Them 
ĦťŰŸƽũĲĬŊĲШƣőĲŔƖШĦŸƨƖċŊĲШċŰĬШƚċǃЯШљÑőċŰťШǃŸƨШŉŸƖШĤƖŔŰŊŔŰŊШƣőŔƚШƣŸШůǃШ

ċƣƣĲŰƣŔŸŰЮњШ

Take It Seriously 
ÉőŸƽШƣőċƣШǃŸƨШƻċũƨĲШƣőĲŔƖШĦŸŰĦĲƖŰЯШĲƻĲŰШŔŉШǃŸƨШĬŔƚċŊƖĲĲШŸƖШŔƣќƚШĬŔŉŉŔĦƨũƣШƣŸШőĲċƖЮШ

Keep It Confidential 
Do not share the details with others unless required for escalation. 

?ŸŰќƣШfŰƻĲƚƣŔŊċƣĲШ
If the concern involves possible misconduct or a breach of policy, escalate 
to the Legal & Compliance Team or the Speak Up Team. Do not attempt to 
resolve or investigate on your own. 

Follow Up
Let the person know what will happen next and check in with them after 
ǃŸƨќƻĲШĲƚĦċũċƣĲĬШƣőĲШĦŸŰĦĲƖŰЮШ

Respond When Someone Speaks Up

fŉШǃŸƨќƖĲШƨŰƚƨƖĲШƽőċƣШƣŸШĬŸЯШƚĲĲťШŊƨŔĬċŰĦĲШŉƖŸůШ
your People Partner or the Legal & Compliance Team.

HOW TO

https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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ƚШċŰШĲůƓũŸǃĲĲЯШǃŸƨШċƖĲШĲǂƓĲĦƣĲĬШƣŸШċũƽċǃƚШ?ŸШìőċƣќƚШÅŔŊőƣЮШ
This includes behaving in ways that are consistent with our 

Values, as well as ensuring our business conduct does not violate 
any applicable laws and regulations. As a U.S. company with 

global operations, we must comply not only with all U.S. federal, 
state and local laws and regulations, but also with all foreign laws 
and regulations in the regions and countries where we conduct 
business. If you are uncertain whether a decision or action you 

are considering gives rise to a violation of the law, always consult 
your Legal & Compliance team before you take action.

Unethical Behavior 

Do Whatôs Right

Unethical behavior includes bribery, fraud, embezzlement, nepotism, 
misuse of power and any other behavior that goes against our dedication 
to ethical conduct and compliance with applicable laws. Unethical 
behavior may not only violate laws and regulations of the countries in 
which we operate, but also undermines the trust of our employees, 
partners and customers, which is essential to our business. 

Can I do 
freelance work 

for a competitor?
Can I award 
a contract to 
ůǃШĦŸƨƚŔŰќƚШ
company?

Can I send an 
expensive gift 
to a vendor?
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Bribery is a type of unethical behavior that involves the offering, giving, receiving 
or solicitation of something of value to influence actions, decisions or behavior 
in favor of one party, often to gain an unfair advantage. We do not tolerate any 
form of bribery due to its corrosive impact on trust, fairness and our 
commitment to ethical business.

Accepting or offering bribes is considered serious misconduct, even if you 
believe you are acting for the benefit of the Company. Accordingly, Company 
personnel are prohibited from paying or receiving bribes, kickbacks or other 
inducements of any type. This expectation extends to all third parties 
who do business with our organization.

Bribery

10

If you are ever offered a kickback or suspect that 
someone else is involved in a kickback scheme, 
report it immediately through the Speak Up 
process or notify the Legal & Compliance Team.

What Are?
Kickbacks
Kickbacks are illegal payments 
made to secure special treatment 
or an unfair advantage. Similar to 
bribery, this usually involves two 
people secretly agreeing that one 
will pay the other (with money, gifts 
or favors) in return for something 
like a contract, a sale or a business 
opportunity. 

What should I do? 

Click here to access the Speak Up portal. 

https://app-uk.onetrust.com/auth/login
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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Recognize and Respond to Bribery

SCENARIO 1 SCENARIO 2 SCENARIO 3

How do you Recognize Bribery? 
Consider these Examples:

How Should you 
Respond to a 
Situation Like This? 
Remember: 
Never offer, solicit or accept a bribe, 
even if you believe the outcome will 
benefit the Company.

Stop:
?ŸŰќƣШƓċƖƣŔĦŔƓċƣĲШŸƖШċŊƖĲĲШƣŸШċŰǃƣőŔŰŊШ
that feels wrong. 

Ask:
fŉШǃŸƨќƖĲШƨŰƚƨƖĲЯШĦŸŰƚƨũƣШƣőĲШxĲŊċũШѼШ
Compliance Team. 

Report:
Use the Speak Up portal or contact the 
Legal & Compliance Team immediately. 

Joan offers to buy her supervisor 
an expensive plane ticket if he 
is willing to give her a favorable 
performance review that leads 
to a generous raise. 

Tom is responsible for purchasing 
office supplies. He offers a paper 
supplier a lucrative, multi-year 
contract if the vendor will share 
a portion of the profits with him. 

Julie hopes to secure a big 
contract with a potential 
business partner that would 
bring substantial revenue to 
the Company. She decides to 
send the decision-maker an 
extravagant gift to persuade 
him to select the Company 
over several competitors. 

Click here to access 
the Speak Up portal

https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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The Foreign Corrupt Practices Act (FCPA) is a U.S. federal law enacted to combat bribery and other forms of corruption 
in international business transactions. The FCPA prohibits companies and individuals from directly or indirectly offering, 
giving or promising anything of value to foreign officials, political parties or candidates to influence their actions or gain 
an unfair business advantage.

In addition to the regulations under the FCPA, all countries in which the Company operates prohibit the bribery of 
government officials. This includes their own country and, like the FCPA, often extends to other countries.

While conducting Company business, you are prohibited from promising, authorizing or providing money, gifts, 
hospitality or travel accommodations to any foreign or domestic government official, as well as from providing any 
other benefits that may qualify as a bribe under applicable law. While some anti-corruption laws and regulations may 
contemplate certain minor exceptions, these must be reviewed and approved in advance by the Morgan Street Holdings 
Office of General Counsel.

Anti-Corruption Laws

Charitable 
Contributions: 
Evaluate Before 
You Act
Giving back has been at the core 
of our Values since our founding in 
1974. We encourage employees to 
contribute money or time to causes 
that are meaningful to them, with 
the following caveats: 

Make sure charitable donations 
are legitimate and are not used 
to hide corrupt payments.

Do not make any charitable 
contribution recommended by, 
or involving, a government official 
without prior approval from the 
Legal & Compliance Team.

If in doubt, ask the Legal & 
Compliance Team before 
making any contributions.

Avoiding Doubt: 
Corruption and Bribery Checkpoints
When it comes to corruption and bribery, leave no room for doubt. Use 
the Speak Up process or reach out to the Legal & Compliance Team if you: 

Have questions about what constitutes bribery or corruption, or if 
you are unsure how to avoid it in your work.

Become aware of any proceedings, fines or convictions related to 
alleged violations of anti-corruption or anti-bribery laws.

Notice any breaches or potential issues in our anti-corruption or 
anti-bribery processes, or witness actions taken with the intent 
to correct such issues.
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Fraud is characterized by deliberately concealing, altering, falsifying or omitting 
information for the benefit of yourself or others, including the Company. Such 
misconduct may arise from the desire to gain something valuable, such as 
achieving a performance target, receiving unlawful payments or avoiding 
negative outcomes, including disciplinary action.

Fraud also includes behavior such as theft, embezzlement, extortion 
and the misappropriation of assets у all of which are strictly prohibited.

We are committed to an environment free of any fraudulent or unethical 
behavior, and the Company avoids any actions that may create an appearance 
of such behavior. 

Fraud

Spot Fraud    
What does Fraud Look Like?
Manipulating financial or operational records (such as misstating results, altering sales or 
inventory reports or delaying accounting transactions) to mislead stakeholders, meet performance 
targets, qualify for bonuses or avoid going over budget.

Presenting false medical information to obtain disability benefits or unearned leave.

Falsely reporting time worked to earn more pay or to avoid discipline for being late or absent.

Providing manipulated performance data, reporting incorrect information or disclosing 
confidential company information to our customers or business partnersto gain an unfair 
advantage or misrepresent our capabilities.

Fraudulent behavior 
is never justified  у even 
if you believe it benefits 
the Company. If you are 

asked to engage in fraud, 
you are required to 

Speak Up. 

HOW TO
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Conflicts of Interest 

ШĦŸŰŉũŔĦƣШŸŉШŔŰƣĲƖĲƚƣШůċǃШċƖŔƚĲШƽőĲŰШċŰШŔŰĬŔƻŔĬƨċũќƚШƓĲƖƚŸŰċũЯШŉŔŰċŰĦŔċũШŸƖШŸƣőĲƖШŔŰƣĲƖĲƚƣƚШ
intersect with their professional responsibilities and obligations to the Company. 

Examples of potential conflicts of interest include:

ÅOwning shares or having a financial stake in an existing or potential supplier, customer 
or competitor. You are not prohibited, however, from owning less than a 1% equity 
interest in a business whose securities are widely held and actively traded on a public 
ĲǂĦőċŰŊĲЮШÑőŔƚШŔŰĦũƨĬĲƚЯШŉŸƖШŔŰƚƣċŰĦĲЯШŸƽŰŔŰŊШƚƣŸĦťШŸŉШƣőĲШ~Ħ?ŸŰċũĬќƚШ9ŸƖƓŸƖċƣŔŸŰЮШ
Please refer to the Insider Trading section of the Code for additional information.

ÅEngaging or trying to engage in business transactions or contracts with family 
members, friends or entities in which you or your family have an interest.

ÅHiring or promoting a family member or friend without appropriate disclosure 
and approval.

Accepting Gifts

Modest gifts or hospitality of nominal value 
that are not prohibited by law or by Company 
policies might be acceptable as long as such 
gifts are not in cash or similar form (such as 
gift cards). While a gift is not always a bribe, 
it could easily create the perception of a 
conflict of interest. See the Gifts and 
Entertainment section of the Code below 
for more guidance. 

Outside Employment

ìĲШċũũШőċƻĲШċШƓƖŔůċƖǃШĬƨƣǃШƣŸШƓƖŔŸƖŔƣŔǍĲШƣőĲШ9ŸůƓċŰǃќƚШ
interests over those of competitors. Outside 
employment or other business arrangements 
must not interfere with this obligation and should 
be disclosed to your People Partner; however, you 
should never accept employment with or act as an 
officer or director of or consultant to any customer, 
supplier, distributor or competitor of the Company.

Relationships

To prevent workplace conduct from 
negatively impacting the work environment, 
employees in a direct or indirect reporting 
relationship are prohibited from dating or 
engaging in a sexual relationship unless 
it is clearly free of conflicts and has been 
disclosed to and approved by the Company.

Click here go to Insider Trading section.
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Navigate Personal Conflicts

All potential and actual 
conflicts of interest must be 
immediately disclosed to the 

Legal & Compliance Team 
via LINC. 

Your People Partner, 
manager or the Legal & 

Compliance Team can help you 
identify conflicts and navigate 

the disclosure process.

Direct or indirect reporting lines involving someone with whom you have a 
close personal relationship (e.g., a household member, family member or 
romantic partner).

Situations where you can influence employment decisions у such as 
performance evaluations, compensation, promotions or other career 
opportunities у affecting someone with whom you have a close personal 
relationship.

Even without a reporting line, your influence over decisions may create a 
potential conflict if you are in a position of authority.

Personal Relationships are Often 
Sources for Conflicts of Interest. 
cĲƖĲќƚШìőċƣШƣŸШxŸŸťШŉŸƖа

Conflicts of Interest are Not Necessarily 
ÂƖŸĤũĲůƚШìĲШ9ċŰќƣШÉŸũƻĲЮШ

Immediate disclosure opens the door for a potential solution.

Undisclosed conflicts may result in serious disciplinary actions, including 
the possibility of termination.

https://legalrequest.highq.com/legalrequest/LoginRequiredPage.action
https://legalrequest.highq.com/legalrequest/LoginRequiredPage.action
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The giving and receiving of business gifts and entertainment is permissible 
so long as such gestures complement authentic and essential business 
relationships and are not in exchange for preferential treatment. Keep in 
mind the following:

ÅGifts and entertainment should be modest in value.

ÅNever accept cash or cash equivalents (such as gift cards). 

ÅGifts should be aligned with the occasion, in keeping with local business 
practice and presented transparently, without any potential for impropriety. 

ÅDo not allow a customer or business partner to bully you into providing or 
accepting gifts or entertainment.

If travel, hospitality or lodging is to be provided to an agent, representative 
or employee of another company, it may only be provided for a legitimate 
business purpose or in the performance of a contractual right or obligation. 
Additionally, you should inquire whether the receiving company is able to 
accept travel, hospitality or lodging under its policies. You are also required 
ƣŸШťŰŸƽШǃŸƨƖШ§ƓĲƖċƣŔŰŊШ9ŸůƓċŰǃќƚШƓŸũŔĦǃШŸŰШŊŔŉƣƚЯШƣƖċƻĲũШċŰĬШĲŰƣĲƖƣċŔŰůĲŰƣЮШ

Gifts and Entertainment

What Is?
Modest in Value
When evaluating the appropriateness of a gift 
or entertainment, consider: 

Size and significance: A small token of appreciation (such as a 
branded notebook, a box of chocolates or a simple meal) may be 
acceptable. Expensive items (such as electronics, luxury goods or 
paid travel) are not. 

Expectation in return (quid pro quo): Modest gestures to 
acknowledge a business relationship may be fine, but anything 
intended to secure or influence business decisions (such as cash, 
vouchers or services) is not. 

Frequency and timing: Occasional, reasonable hospitality (such 
as refreshments during a meeting or a shared meal) is generally 
acceptable. Repeated or lavish invitations, especially around the 
time of contract negotiations or business decisions, are not. 

When in doubt, seek guidance 
from the Legal & Compliance Team.

To avoid any misunderstanding and to protect yourself and the 
Company, you are encouraged to refrain from providing, soliciting 
or accepting gifts or entertainment. However, if politely declining 
is not possible, you must disclose the gift or entertainment to 
the Legal & Compliance Team and consider ways to share it with 
colleagues (e.g., through a raffle or by placing it in a common area). 
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Our financial records, books and accounts accurately reflect 
transactions and events and follow Generally Accepted Accounting 
ÂƖŔŰĦŔƓũĲƚШы] ÂьШċŰĬШ~ŸƖŊċŰШÉƣƖĲĲƣШcŸũĬŔŰŊƚќШ ĦĦŸƨŰƣŔŰŊШ~ċŰƨċũЮШ
When doing business outside the United States, the Company must 
also comply with applicable local accounting and tax guidance. 
All required filings are made timely and accurately, and all business 
record-ťĲĲƓŔŰŊШŔƚШőċŰĬũĲĬШŔŰШċũŔŊŰůĲŰƣШƽŔƣőШƣőĲШ9ŸůƓċŰǃќƚШ
Records Management Policy. 

Ensure that all business records are clear, concise, truthful and 
accurate and do not include guesswork or uninformed assumptions. 
All financial books, records, accounts and financial statements 
must be kept in reasonable detail to accurately and fairly reflect 
all business affairs and transactions and conform with applicable 
legal requirements.

Accurate Business Records

Make false entries or alter accounting or other information.

Make entries that intentionally hide or disguise the true nature of a transaction.

Circumvent internal controls.

ÖŰĬĲƖƚƣċƣĲШŸƖШŸƻĲƖƚƣċƣĲШƣőĲШ9ŸůƓċŰǃќƚШċƚƚĲƣƚШŸƖШŉŔŰċŰĦŔċũШŸĤũŔŊċƣŔŸŰƚЮ

?ŸƚШċŰĬШ?ŸŰќƣƚШШШKeeping Accurate Financial Records

?§ ќÑ

Click here to access 
Accounting Manual. 

Click here to access ƣőĲШ9ŸůƓċŰǃќƚШ
Records Management Policy.  

https://app-uk.onetrust.com/employee-portal/documents/library/f146b7b3-7437-44cf-9a06-223657f09d18/en-us
https://app-uk.onetrust.com/employee-portal/documents/library/eaac62fd-3cf9-4e5d-afe6-2f230dafa42f/en-us
https://app-uk.onetrust.com/auth/login
https://app-uk.onetrust.com/employee-portal/documents/library/eaac62fd-3cf9-4e5d-afe6-2f230dafa42f/en-us
https://app-uk.onetrust.com/auth/login
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Our competitive advantages stem from superior research, marketing, execution, quality and service у never through unethical or deceptive marketing, pricing or 
other such business practices. We respect the rights of our competitors and suppliers, and we will act fairly toward them in the marketplace. Therefore, we strictly 
prohibit anti-competitive practices, which include any agreement with a competitor у  whether formal or informal, written or verbal у that fixes, controls or affects 
prices, products, terms of sale, costs, profits, profit margins, markets, market share or distribution practices. 

Fair Competition

Make business decisions independently and avoid discussions, agreements 
and actions that could lead to collusion or coordination with competitors.

Share proprietary or other competitively sensitive information with 
competitors. 

Ensure that industry and business meetings are not used as an informal 
setting to engage in unfair business practices. Make sure you document 
the agenda and topics of such meetings and discuss your participation with 
the Legal & Compliance Team.

Engage in discussions, coordination or exchanges of information that could 
impact competition and raise antitrust concerns. 

Treat all suppliers and partners fairly and equally, without showing 
favoritism or engaging in discriminatory practices that could stifle 
competition.

Enter into any formal or informal agreement or understanding with 
competitors that fixes, controls or affects prices, products, terms of sale, 
costs, profits, profit margins, markets, market share or distribution practices. 

When engaging in negotiation, pricing or bidding, ensure that you 
understand all applicable laws and regulations. 

Induce a third party to breach an existing agreement.

When making claims about products and services, be certain we can 
support our statements with facts.

Inappropriately obtain competitive information or misuse confidential 
information.

?ŸƚШċŰĬШ?ŸŰќƣƚШШШEnsuring Fairness

DO ?§ ќÑ
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Boycotts 

Participating in any form of boycott or discriminatory 
action that hinders free trade or inhibits fair competition 
is prohibited. 

We are committed to complying with all international and 
domestic anti-boycott laws and regulations that apply to 
our operations. This includes regulations enforced by the 
U.S. Department of Commerce and the Office of Antiboycott 
Compliance, as well as relevant laws and regulations in other 
countries where we operate.

While doing your job, you might be exposed to confidential 
information about our partners, suppliers or customers that 
are publicly traded companies. You are prohibited from 
conducting insider trading (which includes buying or selling 
securities based on any such material, nonpublic information) 
or passing along such information to others who will use it to 
make securities trades. 

Confidential information that could be misused in the context 
of insider trading includes details about upcoming mergers, 
acquisitions and divestitures; new products; anticipated or 
ongoing litigation; and all other sensitive information that is 
expected to be kept confidential. 

Insider Trading

Consequences of 
Unsanctioned Boycotts
Failing to adhere to anti-boycott laws and regulations can 
result in severe legal penalties. Violations could lead to 
fines, sanctions and legal action against the Company and 
the individuals involved. Governments and international 
organizations may hinder our access to markets, suppliers 
and customers as a result of unsanctioned boycotts. 
Should you receive a request to engage in a boycott, 
immediately inform the Legal & Compliance Team.

B E W A R E
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From time to time, you may come into contact with information that we consider confidential and want to protect. Confidential information is non-public 
information related, directly or indirectly, to our business that is sensitive or has commercial value, which can include the information of our employees, 
customers or partners. Confidential information can be written, spoken or in any other format, and it includes sensitive information referenced in the Intellectual 
Property, Work Product, Data Privacy, and Information Security sections of the Code. 

Such information should be used only for Company purposes. You are not permitted to disclose confidential Company information to anyone outside of the 
Company unless there is a business need. If there is a business need, a Non-Disclosure Agreement (NDA) must be executed with the receiving party before 
you share confidential Company information. Even within the Company, confidential information should only be shared on an as-needed basis. Confidential 
and/or sensitive information must be marked as such and stored in a secure place у never left where others can see it. Additionally, it should not be copied or 
shared except as required for business purposes. 

Confidentiality 
 

A Non-Disclosure Agreement (NDA) is an agreement that specifies the information 
parties want to keep confidential and details the restrictions on how that information 
can be used. It protects confidential Company information and trade secrets. 

If you are sharing Company or customer data, processes or other confidential 
information, you must have an NDA in place, signed by the proper level of authority 
and abided by all employees using or sharing the confidential Company information. 
Contact the Legal & Compliance Team via LINC with any NDA-related questions or 
concerns, including to determine whether an NDA already exists and to request an 
NDA template if one needs to be generated.

What Are?
Non-Disclosure Agreements

Click here to access LINC.

https://app-uk.onetrust.com/auth/login
https://legalrequest.highq.com/legalrequest/LoginRequiredPage.action
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The expectation of confidentiality extends beyond your employment. 
You are prohibited from disclosing any confidential Company information 
even after you stop working for the Company. You are also required to return 
to the Company all Company materials and property, including digital and 
paper copies, before you stop working for the Company.

Maintaining Confidentiality

~ċŔŰƣċŔŰŔŰŊШċШљĦũĲċŰШĬĲƚťњШůĲċŰƚШőċƻŔŰŊШċŰШŸƖŊċŰŔǍĲĬШƽŸƖťƚƓċĦĲШ
where sensitive information is stored securely and physical clutter 
is minimized, especially at the end of the day. Be sure Company 
information  у including our employees, intellectual property, 
customers and vendors у is removed from your desk and locked away 
when the information is not in use or when you leave your workstation.

Mark confidential and sensitive data appropriately and take precautions against 
accidentally disclosing confidential information.

When working outside the office (e.g., traveling or working from a coffee shop), 
be aware of your surroundings and take extra care to ensure Company 
information is not accidentally disclosed.

Lock your screen when leaving your workstation уeven if it is only for a short 
period and you remain in the office. 

Exercise caution when sending or forwarding any confidential information via 
email. Double-check your list of recipients to make sure that each one has a 
ŰĲĲĬШƣŸШťŰŸƽШƣőĲШŔŰŉŸƖůċƣŔŸŰШċŰĬШĤĲШĲƚƓĲĦŔċũũǃШĦċƖĲŉƨũШƽőĲŰШƨƚŔŰŊШљÅĲƓũǃШċũũЮњШ

?ŸƚШċŰĬШ?ŸŰќƣƚШШШMaintaining Confidentiality

DO

?§ ќÑ
Work while traveling without using a privacy screen. Privacy screens help 
prevent bystanders from seeing the information on your screen. Contact your 
IT Team to obtain one.  

Discuss confidential information in public places such as elevators, restrooms 
and restaurants.

ÂċƖƣŔĦŔƓċƣĲШŔŰШĦŸŰŉŔĬĲŰƣŔċũШĦċũũƚШƽőĲŰШǃŸƨШĦċŰќƣШĲŰƚƨƖĲШƣőċƣШŰŸШŸŰĲШŔƚШũŔƚƣĲŰŔŰŊЮШ

Windows Lock Screen Shortcut: 
Windows + L

Maintain a Clean DeskHOW TO

Mac Lock Screen Shortcut: 
Q + Control + Command
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Intellectual Property 

Intellectual Property (IP) is vital to our business and includes patents, 
trademarks, copyrights and trade secrets. It allows us to differentiate 
our products and services, maintain a competitive edge and drive 
ŔŰŰŸƻċƣŔŸŰЮШÑŸШƓƖŸƣĲĦƣШƣőĲШ9ŸůƓċŰǃќƚШfÂЯШĲƻĲƖǃŸŰĲШƽŸƖťŔŰŊШŸŰШŸƖШ
with IP must:

ÅfĬĲŰƣŔŉǃШċŰĬШĬŸĦƨůĲŰƣШƣőĲШ9ŸůƓċŰǃќƚШŔŰƣĲũũĲĦƣƨċũШƓƖŸƓĲƖƣǃШċƚƚĲƣƚЯШ
including inventions, designs, software and creative works.

ÅìőĲƖĲШċƓƓũŔĦċĤũĲШċŰĬШŰĲĦĲƚƚċƖǃЯШƖĲŊŔƚƣĲƖШƣőĲШ9ŸůƓċŰǃќƚШ
intellectual property rights with relevant authorities to ensure 
legal protection.

Regardless of your role, you are required to safeguard and ensure 
ƣőĲШĦŸŰŉŔĬĲŰƣŔċũŔƣǃШŸŉШƣőĲШ9ŸůƓċŰǃќƚШfÂЮШ

sƨƚƣШũŔťĲШƽĲШĲǂƓĲĦƣШƣőĲШ9ŸůƓċŰǃќƚШfÂШƣŸШĤĲШƓƖŸƣĲĦƣĲĬЯШƽĲШ
recognize that others have the same expectation. In conducting 
Company business, you must ensure that your activities 
do not infringe upon the IP rights of any third parties 
and that you have obtained permission or 
ũŔĦĲŰƚŔŰŊШĤĲŉŸƖĲШƨƚŔŰŊШċШƣőŔƖĬШƓċƖƣǃќƚШfÂЮШ

Work product refers to any IP, creations, designs, innovations, documents, 
software, ideas, inventions, reports and other tangible or intangible 
output resulting from your work while employed at the Company, whether 
individually or as part of a team. This includes work product created using 
Company resources or facilities, or during work hours.

Work product created within the scope of your employment is considered 
Company property. 

Work Product 
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Company assets include financial assets, vehicles, office supplies and equipment, 
computers, networks, software, telephone and internet services, voicemail and 
email services у ĲƻĲŰШƣőĲШ9ŸůƓċŰǃќƚШĤƖċŰĬЮ

We expect you to protect these assets against misuse, loss, waste, damage or theft 
and to use them responsibly and for legitimate business purposes only.

Use of certain assets might be considered a privilege granted in connection with your 
position in the Company, and you are expected not to abuse any of those privileges. 
Those expectations also extend to all customer assets.

Company assets should never be used in a way that would interfere with your 
ŸƖШŸƣőĲƖƚќШƽŸƖťШƓĲƖŉŸƖůċŰĦĲШŸƖШŉŸƖШċŰǃШċĦƣŔƻŔƣǃШƣőċƣШŔƚШŔũũĲŊċũЯШƚĲǂƨċũũǃШĲǂƓũŔĦŔƣЯШ
discriminatory or otherwise inappropriate. 

Company Assets

I am moving apartments over the weekend. As we do not 
make deliveries on Saturday and Sunday, can I borrow a 
Company truck if I return it in time and refill the gas tank? 

 ŸЮШÑőĲШ9ŸůƓċŰǃќƚШċƚƚĲƣƚШċƖĲШŔŰƣĲŰĬĲĬШŸŰũǃШŉŸƖШ9ŸůƓċŰǃШ
business and must be available for Company use at all times. 

ÑőĲШ9ŸůƓċŰǃќƚШĤƖċŰĬШŔƚШƣőĲШƚƨůШŸŉШőŸƽШƽĲШċƖĲШƓĲƖĦĲŔƻĲĬШĤǃШŸƨƖШĦƨƚƣŸůĲƖƚЯШ
partners, employees, the media and others. It extends beyond the names and logos 
of the entities that make up the Company to include tone of voice, visual design and 
other elements that contribute to our reputation in the marketplace. As one of our 
ůŸƚƣШƻċũƨċĤũĲШċƚƚĲƣƚЯШŸƨƖШĤƖċŰĬШƓũċǃƚШċŰШŔůƓŸƖƣċŰƣШƖŸũĲШŔŰШƣőĲШ9ŸůƓċŰǃќƚШƚƨĦĦĲƚƚЮШ

Using Company Assets

What Is?
Our Brand: A Valuable Asset

Protect and Enhance: 
It is your responsibility to protect and enhance our brand by conducting yourself 
in a manner that aligns with our Values as explained throughout the Code. 

Q :

A :

I have been issued a Company laptop. May I use it to do 
my taxes and watch movies? 

It depends, and you should use discretion. You should not 
have any expectation of privacy when using Company-
issued hardware, systems and applications, so you should 
not use them to process or save any private or sensitive 
information (e.g., tax filings). Limited private usage (e.g., 
watching a movie after hours or when traveling) might be 
ƓĲƖůŔƚƚŔĤũĲШƨŰĬĲƖШƣőĲШ9ŸůƓċŰǃќƚШfÑШƓŸũŔĦŔĲƚбШőŸƽĲƻĲƖЯШ
you may be subject to restrictions imposed by your 
Operating Company. Please consult the Acceptable Use 
Policy for more information. 

Can I use a Company car or Company-funded rental car 
to earn extra money by providing Uber or other rideshare 
services outside my working hours?

No. You are not allowed to use Company assets for 
personal gain or to advance a personal business. 

Q :

A :

Q :

A :

Click here to access Acceptable Use Policy.  

https://app-uk.onetrust.com/employee-portal/documents/library/e5d34dcf-13e9-467e-9cae-198975acb652/en-us


24

Q&A

©2025  Morgan Street Holdings Confidential & Proprietary   

RESPECT AND VALUE ALL
RESPECT AND VALUE  ALL

THINK BIG TOGETHER
THINK BIG TOGETHER 5h ²I!¢Ω{ wLDI¢

?§Шìc ÑќÉШÅf]cÑ
ELEVATE CUSTOMERS AND PEOPLE

ELEVATE CUSTOMERS AND PEOPLE

CONTENTSCONTENTS 24

Maintaining a secure and reliable information technology (IT) 
infrastructure is critical to safeguard sensitive information, protect 
against cyber threats and ensure smooth business operations.

You should always remember these guiding principles, which promote 
responsible IT practices and help keep our systems and data safe:

ÅFollow our Acceptable Use Policy: All employees, contractors and 
third-party users are expected to limit system and asset usage to 
the authorized activities and refrain from any prohibited or 
unsecure activity. 

ÅProtect your credentials and accesses: While this applies to all 
individual credentials and accounts, it also extends to any generic 
or shared accounts over which you have control. Never share 
individual credentials or accounts with other users. 

ÅUse strong passwords. 

ÅConsult with your IT Team before attempting to install any other 
software to ensure compatibility and security.

ÅPromptly install security updates and patches when they become 
available to protect against vulnerabilities.

ÅDo not deactivate or circumvent any security software or controls 
on your Company-issued devices and keep your antivirus software 
up to date. 

ÅBe aware of and comply with all applicable security policies.

Information Security Phishing

What is phishing?

Phishing is a common form of cyberattack in which criminals send 
fraudulent communications that appear to come from a legitimate 
ƚŸƨƖĦĲЯШƨƚƨċũũǃШƣőƖŸƨŊőШĲůċŔũШċŰĬШƣĲǂƣШůĲƚƚċŊŔŰŊЮШÑőĲШċƣƣċĦťĲƖќƚШ
goal is typically to steal money, gain access to login credentials 
ċŰĬШŸƣőĲƖШƚĲŰƚŔƣŔƻĲШĬċƣċШŸƖШŔŰƚƣċũũШůċũƽċƖĲШŸŰШƣőĲШƖĲĦŔƓŔĲŰƣќƚШĬĲƻŔĦĲЮШ

Q :
A :

How do I recognize a phishing attack?

Phishing messages often tell a story to trick you into clicking on a link or 
opening an attachment. They might reference suspicious activity on an online 
account, ask you to confirm financial information or offer a coupon for free 
merchandise. Although the message may appear real, watch for these signs 
of a potential scam: 

ÅGeneric or impersonal greetings
ÅSpelling and grammatical errors 
ÅUrgent or threatening language 
ÅAn offer that seems too good to be true
ÅA request for personal information
ÅMisspelled domain names
ÅSuspicious links or attachments

Q :
A :

ìőċƣШƚőŸƨũĬШfШĬŸШŔŉШfШƚƨƚƓĲĦƣШfќƻĲШĤĲĲŰШƣċƖŊĲƣĲĬШĤǃШċШƓőŔƚőŔŰŊШċƣƣċĦťе

~ŸƚƣШŔůƓŸƖƣċŰƣũǃЯШĬŸŰќƣШĦũŔĦťШċŰǃШũŔŰťƚШŸƖШŸƓĲŰШċŰǃШċƣƣċĦőůĲŰƣƚЮ 
Then you should immediately:

Q :
A :

Click here to access Acceptable Use Policy.  

Report any suspicious email to suspicious@morganstreet.com

Submit any security questions toITSecurity@morganstreet.com
In addition, please contact your local IT Team.

https://app-uk.onetrust.com/employee-portal/documents/library/e5d34dcf-13e9-467e-9cae-198975acb652/en-us
https://app-uk.onetrust.com/employee-portal/documents/library/e5d34dcf-13e9-467e-9cae-198975acb652/en-us
mailto:suspicious@morganstreet.com
mailto:ITSecurity@morganstreet.com
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While conducting Company business, you may be privy to personally 
identifiable information (PII) of colleagues, partners, customers, consumers 
or other parties. You are expected to use the utmost care in handling PII, abide 
by all applicable data protection laws and retain data only for as long as 
necessary to fulfill the task associated with the collection of the data or as 
long as prescribed by law. 

You must never use any PII for personal benefit or in any other inappropriate 
way. If you are unsure what is permissible, there are many available support 
ƖĲƚŸƨƖĦĲƚЯШŔŰĦũƨĬŔŰŊШƣőĲШxĲŊċũШѼШ9ŸůƓũŔċŰĦĲШÑĲċůЯШǃŸƨƖШ§ƓĲƖċƣŔŰŊШ9ŸůƓċŰǃќƚШ
ƓƖŔƻċĦǃШĲǂƓĲƖƣƚШċŰĬШƣőĲШ9ŸůƓċŰǃќƚШ?ċƣċШÂƖŸƣĲĦƣŔŸŰШ§ŉŉŔĦĲƖШы?Â§ьЮШ

When sharing or collaborating on PII, make sure everyone involved is not 
only authorized but also required to have access to the data. Always use 
designated, safe and protected mechanisms for data transfer. Be especially 
careful when you are asked to transfer data outside of the Company. While 
the recipient may be authorized to receive the data, you should still be mindful 
of confidentiality and clarify how the data will be used. You must limit the 
collection and release of PII to only what is necessary to accomplish the 
underlying business purpose and ensure an information transfer agreement is 
executed to govern this data exchange. The Legal & Compliance Team can help 
establish an appropriate framework for the information transfer agreement. 

Data Privacy

PII includes any information that directly or indirectly 
identifies a person, including dates of birth, telephone 
numbers, addresses, Social Security numbers, passwords, 
financial information and, in some cases, IP addresses.

ÑőĲШ9ŸůƓċŰǃќƚШ?ċƣċШÂƖŔƻċĦǃШÂŸũŔĦǃШƽċƚШĦƖĲċƣĲĬШƣŸШĲŰƚƨƖĲШƣőċƣШƽĲа

Process PII in a way that is consistent with international 
ƚƣċŰĬċƖĬƚШŉŸƖШƣőĲШƓƖŸƣĲĦƣŔŸŰШŸŉШÂffШċŰĬШƣőĲШŔŰĬŔƻŔĬƨċũќƚШƓƖŔƻċĦǃЮ

Create transparency about the PII stored and processed 
within the Company and minimize the personal data collected, 
stored and processed.

What Is?
PII

What Is?
Our Data Privacy Policy

If you have questions or concerns related to data privacy and 
the expectations and requirements for employees, consultants, 
contractors and third parties, contact the Legal & Compliance 
Team or reach out to privacy@morganstreet.com . 

Click here to access Data Privacy Policy.  

mailto:privacy@morganstreet.com
mailto:privacy@morganstreet.com
https://app-uk.onetrust.com/employee-portal/documents/library/04fd82f6-aee0-4be9-95e0-367ccb3892c9/en-us
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We recognize the transformative potential of AI in enhancing our operations, 
interactions and decision-making. Our commitment to ethical conduct extends 
to the realm of AI, where responsible usage should align with our core Values and 
commitment to integrity.

When utilizing AI technologies, we emphasize the following principles:

Approved Resources: Only use Company-approved AI platforms and technologies.

Transparency: Be transparent about the involvement of AI in interactions, ensuring 
that individuals are aware when AI is part of the conversation.

Accuracy and Integrity: Ensure that AI-generated content accurately represents 
our Values, information and intentions, promoting clarity and credibility in all 
communications.

Confidentiality: Safeguard sensitive information and proprietary data in all AI 
interactions, adhering to the same confidentiality standards that apply to human 
interactions.

Fairness and Inclusion: Prevent any bias or discrimination in AI-generated content, 
making certain that any work product created using our AI tools respects diversity 
and promotes inclusivity.

Accountability: Take responsibility for AI-generated communications by carefully 
reviewing and verifying their accuracy before dissemination.

Artificial Intelligence (AI) 

AI and Confidential 
Information
When utilizing approved AI technology у or any 
other digital service, such as Google Translateу
please be extremely cautious about the information 
you provide, as anything you enter about yourself, 
the Company, our customers or our partners could 
be retained and reused, resulting in the unwanted 
disclosure of sensitive data. Never share these 
types of information:

ÅPII, including government ID numbers, login 
credentials, contact details, biometric data and 
demographic information

ÅConfidential business data, including trade 
secrets, legal documents, financial data and 
Company strategy

ÅProtected health information, including medical 
records and health insurance details

Å Intellectual property, including creative concepts, 
unpublished research and copyrighted material

B E W A R E

ÂũĲċƚĲШĦŸŰƚƨũƣШƣőĲШ9ŸůƓċŰǃќƚШ
Generative AI Policy for more 
information. 

Contact your IT Team with 
questions about approved AI 
and other technology resources.

https://app-uk.onetrust.com/employee-portal/documents/library/577161af-ab16-4609-8b7f-8ba3b02f904c/en-us
mailto:EnterpriseSecurityGRC@morganstreet.com
https://app-uk.onetrust.com/employee-portal/documents/library/e5d34dcf-13e9-467e-9cae-198975acb652/en-us
https://app-uk.onetrust.com/employee-portal/documents/library/e5d34dcf-13e9-467e-9cae-198975acb652/en-us
https://app-uk.onetrust.com/auth/login
https://app-uk.onetrust.com/auth/login
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We adhere to the following practices when interacting with the media:

Designated Spokespersons 
You should not engage with the media without proper clearance from your 
Communications Team. Only authorized individuals are permitted to communicate 
with the media on behalf of the Company. 

Media Statement Approval 
Any media statement or press release pertaining to the Company must receive 
approval from your Communications and Legal & Compliance Teams prior to 
ĬŔƚƣƖŔĤƨƣŔŸŰШƣŸШĲŰƚƨƖĲШċĦĦƨƖċĦǃШċŰĬШĦŸŰƚŔƚƣĲŰĦǃШƽŔƣőШƣőĲШ9ŸůƓċŰǃќƚШŸŉŉŔĦŔċũШƓŸƚŔƣŔŸŰƚЮШ
Any media statement or press release referring to or relating to any customer must 
additionally be approved in advance and in writing by the customer and must follow 
ƣőĲШĦƨƚƣŸůĲƖќƚШůĲĬŔċШŊƨŔĬĲũŔŰĲƚЮ

Informed and Thoughtful Responses 
When providing information to the media, designated spokespersons must ensure
our responses are accurate, consistent and well-informed, reflecting our dedication 
to professionalism and integrity. 

Media Inquiries

If you receive any inquiries from non-media third parties у including government 
and regulatory agents у notify the Legal & Compliance Team immediately to 
ensure appropriate cooperation and compliance in any responsive action. 

Government and Other Non-Media Inquiries

If you receive any inquiries from the media about the Company, 
our customers or our vendors, please do the following:

Always be friendly and courteous. 

Ask for contact information and state one of your 
colleagues will follow up as soon as possible.

Write down the following information:

Their first and last names

Telephone number and/or email

Name of the publication or media outlet 
(e.g., Ad Age, Packaging World, WSJ)

Summary of story, angle, request, etc.

Deadline

Notify your Communications Team and forward all media 
inquiries to them. 

Respond If a 
Reporter Calls

HOW TO

If you have made any statements on behalf of the Company, 
or that might be interpreted as if you were representing 
the Company, please immediately inform inform your 
Communications and Legal & Compliance Teams.
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Engaging with Outside Partners: Third-Party Risks

We recognize the integral role of our vendors and suppliers to our success. Our 
commitment to ethical business practices extends to our relationships with these 
partners, and we expect such behavior from our partners, creating mutually beneficial 
and respectful vendor and supplier relations.

ÑőĲШ9ŸůƓċŰǃќƚШƖĲũċƣŔŸŰƚőŔƓƚШƽŔƣőШƻĲŰĬŸƖƚШċŰĬШƚƨƓƓũŔĲƖƚШċƖĲШĤċƚĲĬШŸŰШũċƽŉƨũЯШĲŉŉŔĦŔĲŰƣШ
and fair practices. We expect them to maintain their own policies and programs regarding 
ethical business practices and to adhere to all applicable laws and regulations. We may 
request у especially where local laws and regulations require doing so у attestation or 
other details about their policies and programs around ethics and human rights. 

Each Operating Company has deployed a Supplier Code of Conduct; moreover, the 
Company and our partners may be subject to customer Supplier Codes of Conduct. 
We treat our vendors and suppliers fairly and without discrimination, and we honor 
agreed-upon terms and conditions у as we expect our partners to do in return.

Selecting and Onboarding Vendors and Suppliers
Company vendors are chosen following a fair, objective and transparent 
selection process. You cannot engage in any unethical practices 
(e.g., preferential treatment or kickbacks) while selecting Company 
vendors, and all potential vendors are subject to a vendor screening 
and Third-Party Risk Management (TPRM) processes. If you are 
negotiating contracts on behalf of the Company, please ensure 
that you follow our policies for vendor and contract reviews as 
specified in our Contract Review and Approval Policy and any 
relevant policies of your Operating Company. 

Customer -Directed Vendors
We may be required to engage with certain 
suppliers selected by our customers. While a 
customer may have their own vendor-screening 
and onboarding process, we still require all 
vendors to adhere to our policies and standards. 
If a customer-directed vendor is critical to our 
operations and/or has access or connection to 
our technology infrastructure, they must go 
ƣőƖŸƨŊőШƣőĲШ9ŸůƓċŰǃќƚШÑÂÅ~ШƓƖŸĦĲƚƚĲƚШċƚШƽĲũũЮШ

Vendor Conflicts of Interest
Vendor selection must never be influenced by 
personal preferences or relationships, which are 
commonly referred to as a conflict of interest. 
When selecting a vendor, a conflict of interest 
could result from situations such as: 

ÅA relative or close friend works for a supplier 
that is under consideration.

ÅYou, a relative or a friend has a financial interest 
in the supplier. 

ÅYou can influence the decision-making process. 

Click here to access Contract 
Review and Approval Policy.  

BEWARE

https://app-uk.onetrust.com/employee-portal/documents/library/e5d34dcf-13e9-467e-9cae-198975acb652/en-us
https://app-uk.onetrust.com/auth/login
https://app-uk.onetrust.com/employee-portal/documents/library/db892089-e40f-43c8-b6bf-b71e4da5948a/en-us
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Trade Regulations

Trade Regulations and Sanctions 
As our businesses cross many borders and geographies, we are subject to 
various trade regulations and must comply with all applicable import and 
export laws and trade controls. Before commencing business with new 
vendors, customers or other third parties, and periodically thereafter, we 
conduct due diligence upon and verify the identities of these partners to 
ensure they are legitimate entities in good standing without any limitations 
to doing business.

Anyone engaging on behalf of the Company in a business relationship with 
a third party is responsible for being aware of and following applicable laws 
and regulations. If the trade laws and regulations of the United States seem 
in conflict with those of another country, you should apply the laws and 
ƖĲŊƨũċƣŔŸŰƚШŸŉШƣőĲШÖŰŔƣĲĬШÉƣċƣĲƚЮШfŉШǃŸƨШċƖĲŰќƣШƚƨƖĲШƽőŔĦőШũċƽШċƓƓũŔĲƚЯШŸƖШŔŉШ
you need help interpreting the law, contact the Legal & Compliance Team 
for assistance. 

Anti -Money Laundering
We have processes and controls in place to protect the Company from being 
used for money laundering or other forms of financial crime such as terrorism 
financing, drug trafficking and tax evasion. Should you suspect that any third 
party with whom we do business is involved in money laundering, or other 
illegal financial activities, immediately inform the Legal & Compliance Team. 

What Is? 
Money Laundering
Money laundering is a tactic used by criminals to make ill-gotten 
gains appear legitimate. It involves disguising the origins of illegally 
ŸĤƣċŔŰĲĬШůŸŰĲǃШыŸŉƣĲŰШƖĲŉĲƖƖĲĬШƣŸШċƚШљĬŔƖƣǃШůŸŰĲǃњьШƚŸШƣőċƣШŔƣШĦċŰШĤĲШ
used without raising suspicion. 
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Across our global operations, we strive to create and perpetuate 
a positive environment where everyone is treated with the utmost 
dignity and respect. To that end, we are committed to upholding 

and promoting fundamental human rights as recognized by 
international law and standards, including the United Nations 

Universal Declaration of Human Rights. We respect the rights of 
indigenous people and do not condone any form of forced labor, 

modern slavery, involuntary prison labor, exploitation, human 
trafficking or any other violation of human rights. Our commitment 

in this space extends to all aspects of our operations, from our 
employees to our partners and the communities we engage with. 

Rude, disrespectful or unprofessional behavior has no place 
in our workplace and will not be tolerated. You are expected 

to communicate openly, listen actively and address 
concerns in a constructive and ethical manner.

Respect and Value All

We believe that every individual is entitled to the full range of human 
rights, regardless of their background, identity or position, calling out the 
following principles:

Human Rights 

We expect our suppliers, contractors and partners to adhere to the same 
human rights standards that we uphold, and we regularly assess our supply 
chain to identify and address potential risks related to human rights violations. 

Dignity and Respect: We treat all individuals with dignity, respect and fairness, fostering an 
inclusive and diverse environment free from discrimination, harassment, forced labor, child 
labor or any other form of abuse. The Company provides reasonable accommodation for 
equal access and opportunities.

Labor Rights: We uphold the rights of workers, including the right to fair wages, safe working 
conditions and the freedom to collectively bargain. We also commit to equitable and fair 
hiring practices. 

Safe and Healthy Workplace: All employees have the right to work in an environment that is 
free from hazards that could jeopardize their health or safety. 

Non-Discrimination: We do not discriminate based on race, color, ethnicity, national origin, 
religion, gender, age, disability, sexual orientation, gender identity or any other protected 
characteristic.

Freedom of Association: We recognize and respect the rights of employees to join 
associations, unions and other groups as protected by law. 

Right to Redress and Remedies: We provide grievance processes that are designed to 
remedy or redress workplace issues. Additionally, the Company maintains the Speak Up 
ƓŸƖƣċũЯШƽőŔĦőШĦċŰШĤĲШƨƣŔũŔǍĲĬШƣŸШċĬĬƖĲƚƚШċŰǃШċĦƣƨċũШŸƖШƚƨƚƓĲĦƣĲĬШƻŔŸũċƣŔŸŰШŸŉШċŰШĲůƓũŸǃĲĲќƚШ
rights, Company policies, our Values or the law. 

Click here to access the United Nations Universal Declaration of Human Rights. 

Click here to access the Speak Up portal

https://www.un.org/en/about-us/universal-declaration-of-human-rights
https://app-uk.onetrust.com/auth/login
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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Everyone working for, with or on behalf of the Company can expect to be in an 
environment that is free from harassment or abuse. Any form of hostility, verbal 
abuse, aggression or demeaning behavior that creates a hostile environment 
(e.g., bullying) or undermines mutual respect is not accepted. 

We expect everyone to refrain from making unwanted sexual advances, requests 
for sexual favors and other verbal or physical conduct of a sexual nature that 
creates a hostile or uncomfortable work environment. 

ìĲШĬŸШŰŸƣШƣŸũĲƖċƣĲШċŰǃШƨŰƽĲũĦŸůĲШĤĲőċƻŔŸƖШĤċƚĲĬШŸŰШċШƓĲƖƚŸŰќƚШƖċĦĲЯШĦŸũŸƖЯШ
ethnicity, national origin, language, religion, gender, age, disability, sexual 
orientation, gender identity, veteran status, life experience, socioeconomic status 
or any other protected characteristic. 

We do not condone any form of power harassment, meaning any instance where 
someone misuses their authority to exploit or intimidate others. Power harassment 
undermines the principles of equality and mutual respect that we uphold and is 
contrary to the inclusive and collaborative culture we aim to cultivate. 

Environment Free of Discrimination and Harassment 

Improper 
Workplace Behavior 
What constitutes inappropriate or offensive 
workplace behavior?

Å Jokes that target individuals or groups based 
on protected characteristics or create a 
hostile, abusive or unprofessional 
environment

ÅDerogatory behavior that is disrespectful, 
insulting, belittling or discriminatory

ÅHarassment and bullying

ÅThreats that are intended to intimidate 
someone or cause them to fear bodily harm

Remember: 
Improper workplace behavior can take place in 
person or in an online context, including email 
and social media.

Should you experience or witness any 
inappropriate or offensive behavior, bring 
it to the immediate attention of your 
People Partner or report it through the 
9ŸůƓċŰǃќƚШÉƓĲċťШÖƓШƓƖŸĦĲƚƚЮШ

Click here to access the Speak Up portal

BEWARE

https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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The safety and well-being of our employees, contractors, partners and visitors 
are paramount, and we are committed to providing a safe and healthy work 
environment. 

Everyone working for, with or on behalf of the Company is expected to abide 
by all safety rules as outlined by the relevant Operating Company or local 
organization. 

We pride ourselves on complying with the U.S. Occupational Safety and Health 
Act (OSHA) and all comparable laws and regulations globally. Each of us owns 
workplace safety, and we maintain a policy of open communication under 
which you are encouraged to report any concern or suggestion for improvement 
ƣŸШǃŸƨƖШũŸĦċũШũĲċĬĲƖƚőŔƓШŸƖШƣőƖŸƨŊőШƣőĲШ9ŸůƓċŰǃќƚШÉƓĲċťШÖƓШƓƖŸĦĲƚƚЮШ

Each manager and supervisor is required to provide materials and training 
for their team members to ensure a safe and secure workplace.

Substance Abuse

You are prohibited from possessing, using or being under the influence of 
alcohol or illegal drugs while on Company premises or engaged in any job-
related activities. This includes working under the influence of any substance 
that could impair your ability to perform your job safely and effectively у 
even if consumption is legal in your jurisdiction. Distribution of drugs or 
alcohol in the workplace is strictly prohibited. Consumption of alcohol 
on Company premises is restricted to Company sponsored social events 
where alcohol is authorized.

Workplace Safety and Health

Click here to access the Speak Up portal

https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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The Company has established a culture of integrity, fairness and respect 
that is supported by our Speak Up process. 

If you know of any actual or potential violation of this Code, Company 
policy or applicable law, you are responsible for reporting it immediately. 
By Speaking Up, you can help us address potential misconduct, strengthen 
our ethical culture and uphold our Values. 

There are several ways to Speak Up. As issues are often best addressed 
where they occur, you are encouraged and empowered to raise any concerns 
ĬŔƖĲĦƣũǃШƽŔƣőШǃŸƨƖШůċŰċŊĲƖЯШǃŸƨƖШ§ƓĲƖċƣŔŰŊШ9ŸůƓċŰǃќƚШũĲċĬĲƖƚőŔƓШŸƖШǃŸƨƖШ
People Partner. However, if you do not feel comfortable doing so, there are 
multiple other ways to voice your concern:

Speaking Up

All of these reporting options are confidential, and you may disclose your 
identity or choose to report anonymously. The MSH Speak Up team is 
comprised of senior leaders from Legal, Compliance and Internal Audit. 
They diligently review all reports and ensure they are managed and 
investigated by the appropriate internal or external party. Once a report 
has been thoroughly assessed and a determination has been made, the 
Company will take corrective action where appropriate.

Misuse of the Speak Up process to settle personal disputes or to knowingly 
make false accusations may lead to disciplinary action or have potential 
legal consequences. 

Further guidance on the Speak Up reporting process can be found within 
the Speak Up Policy.

Visit the Speak Up portal to share your 
concern anonymously and securely

Click here to access Speak Up Policy. 

Send an email to speak-up@morganstreet.com

Leave a voicemail at +1 630-353-4212 (or visit 
the Speak Up portal for local phone numbers)

Contact the Legal & Compliance Team.

mailto:speak-up@morganstreet.com
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
mailto:speak-up@speak-up@morganstreet.commorganstreet.com
https://speak-up.morganstreet.com/
https://app-uk.onetrust.com/employee-portal/documents/library/e5d34dcf-13e9-467e-9cae-198975acb652/en-us
https://app-uk.onetrust.com/auth/login
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://app-uk.onetrust.com/employee-portal/documents/library/ce2e4f60-821b-4c59-974d-d4f6e15f7906/en-us
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The Company does not tolerate any form of retaliation against those who have the 
courage to Speak Up and voice their concerns in good faith. 

Speaking Up is more than just formally reporting a concern. Our Speak Up culture 
encourages you to provide feedback, ask questions, raise issues and refuse to 
engage in any unlawful behavior. 

You will find more information on Speaking Up and the protection granted by the 
process within our Speak Up Policy. 

If you believe you have experienced or observed any form of retaliation, you are 
ĲǂƓĲĦƣĲĬШƣŸШƖĲƓŸƖƣШŔƣШŔůůĲĬŔċƣĲũǃШƣőƖŸƨŊőШƣőĲШ9ŸůƓċŰǃќƚШÉƓĲċťШÖƓШƓƖŸĦĲƚƚЮШ

Zero Tolerance for Retaliation

Every report of suspected ethical or legal misconduct is taken seriously and will 
be investigated. If there is a finding of misconduct, appropriate corrective action 
will be taken. 

As an employee, you are obligated to assist and fully cooperate with any internal 
investigation. You must provide all requested information truthfully to the designated 
investigator and never provide misleading information or alter, destroy or cover up 
evidence that might be relevant. You must also comply with any requests to keep 
confidential your knowledge of an ongoing investigation and related discussions. 

Interfering with an internal investigation or intentionally providing false information 
in the course of an investigation will result in disciplinary action, up to and including 
termination of employment. 

Internal Investigations

Click here to access the Speak Up portal.

https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
https://speak-up.morganstreet.com/
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We believe in using digital platforms responsibly, ensuring that the online 
actions of the Company and our employees align with our ethical standards 
and contribute positively to our reputation in the marketplace. The online 
interactions of the Company and our employees should mirror the respect, 
integrity and professionalism we exhibit offline. 

Communicating with Care: Online communication should mirror 
the respectful and considerate communication we practice in 
person. When communicating through emails, chats, 
discussion forums or any other digital medium:

ÅTreat others online as you would treat them in person.

ÅChoose your words thoughtfully. 

ÅAvoid language that could be misinterpreted. 

ÅRemember that tone and context may come 
across differently in digital communication.

ÅRefrain from offensive, discriminatory 
or other inappropriate language or 
behavior online.

ÅfŉШǃŸƨШċƖĲŰќƣШƚƨƖĲШőŸƽШċШůĲƚƚċŊĲШ
ůċǃШĤĲШƻŔĲƽĲĬЯШƚĲĲťШċШĦŸũũĲċŊƨĲќƚШ
opinion before sending.

ÅBe aware that online actions 
ĦċŰШŔůƓċĦƣШĤŸƣőШƣőĲШ9ŸůƓċŰǃќƚШ
and your reputation.

Digital Responsibility 

Social Media Usage and Engagement: Whether using social media 
for personal or professional purposes, remember that posts and 
comments can reflect on the Company. Follow these guidelines:

ÅClearly differentiate between personal opinions and official Company 
statements.

ÅNever discuss confidential or sensitive Company information online.

ÅAvoid engaging in heated debates that may escalate tensions between 
you and others.

ÅWhen engaging on social media platforms on behalf of the Company, 
ŉŸũũŸƽШƣőĲШ9ŸůƓċŰǃќƚШƚŸĦŔċũШůĲĬŔċШŊƨŔĬĲũŔŰĲƚШċŰĬШĲŰƚƨƖĲШƚƣċƣĲůĲŰƣƚШ
are accurate, professional and contribute positively to our brand.

Protecting Confidentiality: Respecting confidentiality is paramount. 
Never share proprietary or confidential Company information on public 
platforms, including social media or online discussion forums.

Monitoring Your Online Presence: Be aware that others may form 
opinions about the Company based on your online behavior. Regularly 
review your digital presence to ensure it aligns with our Company Values 
and expectations for ethical behavior.

BEWARE

Social  Media
Do not post photos on any social media platform from inside 
Company facilities, of Company vehicles or of colleagues without 
approval. If you are in doubt whether content can be posted, please 
ask your People Partner or the Communications Team for support. 
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We put social and environmental responsibility at the heart of 
our business and join forces with our customers, communities, 

suppliers and partners to look for innovative and sustainable 
ways we can build a better future together. These principles 
shape how we operate every dayуguiding our commitment 

to an inclusive workplace, environmental stewardship, 
meaningful community engagement and ethical partnerships. 

Elevate Customers and People

Promoting a Respectful 
and Inclusive Workplace

We recognize that our employees, customers and communities care deeply 
about how we approach diversity and inclusion у and so do we.

Inclusion is not a policy у ŔƣќƚШċШƓƖŔŰĦŔƓũĲШƣőċƣШƖĲŉũĲĦƣƚШƽőŸШƽĲШċƖĲШċŰĬШőŸƽШ
we work. We believe that we achieve the best outcomes when people from 
different backgrounds collaborate and share their unique perspectives. 
Diversity and inclusion fuel innovation, strengthen decision-making and help 
us deliver stronger results for our business.

The Company is committed to fostering a 
culture where everyone feels valued, heard 
and empowered to thrive. That means 
treating every individual with dignity, 
fairness and respect у always. It also 
means supporting our people in 
modeling inclusive behaviors and 
contributing to a workplace where 
everyone feels they belong.
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Sustainability, the Environment and Our Communities

We care about maintaining a sustainable environment and complying with all environmental laws and regulations, and we expect the same from our employees, 
suppliers and partners. Each of our Operating Companies has its own Supplier Code of Conduct and other supplier requirements to ensure compliance with 
environmental laws and regulations and encourage responsible behavior beyond regulatory minimum standards. 

You are encouraged to individually support sustainability efforts. A few examples include: 

MINDFUL BUSINESS TRAVEL RECYCLING AND COMPOSTING VOLUNTEER

When conducting meetings with 
individuals in different countries or 
regions, meet virtually (via Microsoft 
Teams) whenever possible. If meeting 
in person is critical, choose a location 
that minimizes the need for travel.

Most of our offices offer recycling and 
composting solutions to avoid sending 
waste to landfills. Educate yourself 
regarding your local recycling and 
composting best practices.

Giving back has been a core part 
of our Values since our founding in 
1974, and we support employee 
volunteer efforts. 
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Our Customers

Our success is interrelated with that of our customers, and we aim to 
deliver a superior customer experience through long-lasting, mutually 
beneficial relationships founded on trust and integrity. 

We actively listen to our customers to understand their challenges, goals 
and preferences, and we strive to provide tailored solutions that meet 
their unique needs. In return, we expect to be adequately compensated 
for the services we provide. 

We respect our customers and their businesses, which includes ensuring 
the confidentiality of their business information. Additionally, we provide 
all customers with accurate reporting, never manipulating results, KPIs or 
any other data. We respect a fair marketplace and adhere to all applicable 
competition laws and regulations. We do not engage in any fraudulent 
activities, nor do we tolerate any illegal or unethical activity conducted 
by existing or potential customers. 

No political contributions may be made on behalf of the Company unless 
authorized by the Morgan Street Holdings Office of General Counsel, who 
shall base any such approval on the laws and regulations of the jurisdiction 
where the political support is to be provided and with consideration for the 
amount, purpose, timing and means of the contribution.

As an employee, you may participate in personal political activity and 
community service at your discretion. Such engagement, however, may not 
interfere with your professional responsibilities, and you are not authorized to 
represent the Company while engaging in political activity. You must make it 
ĦũĲċƖШƣőċƣШǃŸƨƖШƻŔĲƽƚШċŰĬШċĦƣŔŸŰƚШċƖĲШǃŸƨƖШŸƽŰШċŰĬШŰŸƣШƣőĲШ9ŸůƓċŰǃќƚЮШ

Political Activity and Political Contributions
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