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No policy or handbook can guaranteed good, ethical behavior.  But each of 
us can comply with these policies by making it our fundamental responsi-
bility to always do the right thing the right way: 
 

• Always act in accordance with the law, this Policy and other ATI 
policies. 

 
• Treat fellow associates, customers, competitors, suppliers and 

community members with the respect and fairness that you 
would like shown to you. 

 
• Report any conduct that may violate the law or this Policy to 

your supervisor, Human Resources or to the Corporate Govern-
ance Business Office. 

The ATI Philosophy 

Responsibilities 

Purpose 
This Compliance & Ethics Business Practices Policy is a guide to the ethical 
and legal responsibilities of ATI associates.  The Policy is not a comprehen-
sive rulebook.  Some of the responsibilities discussed in this Policy may 
also be discussed in other ATI materials, e.g. Associate Handbook, Admini-
stration policies and other applicable department policies and procedures. 

“This Compliance 

& Ethics 

Business 

Practices Policy 

is a guide to the 

ethical and legal 

responsibilities 

of ATI 

associates.” 
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ATI is recognized as a world-class manufacturer of 
change control systems.  Our good reputation is 
based on more than building high quality products 
for a reasonable price.  Thousands of us from all 
walks of life and from around the world share a 
common direction: we do the right things the right 
way. 
 
From the beginning, ATI’s philosophy has empha-
sized the obligations we have to our customers, 
suppliers, and communities, to society and to each 
other.  We will always conduct business lawfully 
and honestly.  Safety, quality, integrity and respect 
aren’t just words at ATI – they are the way we 
work. 

Introduction 



The words in this Policy are empty promises if they are not lived up to by 
each of us and enforced consistently throughout the company.  Since pre-
vention is the best way to minimize problems associated with unethical or 
illegal conduct, ATI provides periodic training in ethical and legal responsi-
bilities.  ATI also may evaluate an associate’s adherence to this Policy dur-
ing the annual performance appraisal process. 
 
We recognize that sometimes people make mistakes.  If you make a mis-
take, promptly disclose the error to your leadership.  Covering up a mis-
take only makes the situation worse and would be a serious violation of 
ATI policy. 
 
ATI is committed to promptly investigating allegations of unethical or ille-
gal conduct. 
 
If allegations involve you, you are expected to cooperate fully and to tell 
the truth.  You will have the opportunity to tell your side of the story.  If 
you violate this Policy, you are subject to discipline, up to and including 
separation from the company. 

Responsibilities (Cont’d) 

Walking the Talk 

Leadership Has Additional Responsibilities 
If you supervise others or lead a team, you are expected to provide leader-
ship to assure compliance in your area of responsibility.  You must act ethi-
cally and communicate, formally and informally, ATI’s high ethical stan-
dards to all those reporting to you.  ATI leaders must make every effort to 
ensure that ATI’s standards are being upheld and that associates report 
any violation of the Compliance & Ethics Business Practices Policy. 

Whether your 

concern is about 

people issues,  

accounting 

practices, safety 

processes, 

environmental 

hazards or any 

other possible 

violation of law or 

policy, you are 

obliged to report it.  

You don’t need to 

have all the facts, 

but we do expect 

that the information 

you provide is 

truthful. 
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• Cooperate fully in any ATI investigations. 
 
Meeting these requirements is vital to ATI’s success.  Therefore, violations 
of our policies or the law may lead to discipline, up to and including sepa-
ration of employment. 
 
Retaliation against anyone for making a good-faith report is a violation of 
this policy and our expectation of respect for the individual.  This type of 
action will not be tolerated. 
 
ATI’s reputation is built one customer at a time, one person at a time and 
one action at a time.  In the end, the reputation and success of our com-
pany.  



 
ATI is an equal opportunity employer and is com-
mitted to an environment free from discrimination.  
It is the policy of the Company and the responsi-
bility of every associate to treat our colleagues 
fairly.  ATI makes employment decisions without 
regard to race, color, gender, age, religion, na-
tional origin, ancestry, citizenship, disability, vet-
eran status, sexual orientation, social or economic 
status, or educational background.  

Respect for the Individual 

Equal Employment 

Personal Information 

ATI demonstrates Respect for the Individual by protecting the personal in-
formation of associates.  Information such as addresses, home phone 
numbers, salary, medical information, and performance appraisals are pri-
vate.  This information should never be shared with anyone who does not 
have an appropriate business reason for receiving it. 

“ATI’s philosophy 

of “Respect for 

the Individual” is 

based on the 

belief that the 

human being—

regardless of 

culture or 

background—is 

ATI’s most 

important asset.” 
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ATI demonstrates Respect for the Individual in many ways.  One important 
way is by providing equal employment opportunities for all.  ATI makes 
employment decisions without regard to race, color, gender, age, religion, 
national origin, ancestry, citizenship, disability, veteran status, sexual ori-
entation, social or economic status, or educational background. 
 
Respect also means that ATI recognizes and values the unique talents of 
all associates.  Valuing diversity leads to a more inclusive, productive, and 
respectful work environment. 

You & Your 
Fellow  
Associates 

Non-Harassment 

ATI’s philosophy of “Respect for the Individual” is based on the belief 
that the human being – regardless of culture or background – is ATI’s 
most important asset.  ATi believes the diversity of its workforce is a 
source of strength, and harassment of any kind undermines this princi-
ple.   



Ada Technologies Inc. is committed to paying associates fairly.  Managers 
are responsible for ensuring that associates receive appropriate compensa-
tion for time spent working for ATI.  You are accountable to accurately re-
cord the time you work, and will be compensated based on this informa-
tion, managements approval, and according to ATI policy. 

Non-Harassment (Cont’d) 

Compensation 

Safe, Secure & Healthy Work Environment 
Safety of ATI associates and the safe operation of equipment has to be the 
first consideration in the operation of our business.  All associates, without 
exception, are responsible for ensuring that all ATI operations are con-
ducted safely.  Associates are expected to observe all safety rules and 
practices, to follow instructions concerning safe and efficient work prac-
tices. Participate in safety training, comply with all relevant safety codes, 
regulations, standards and policies, and promptly report any safety con-
cerns, including accidents, injuries and unsafe conditions. Make safety a 
priority in everything you do. 
 
Possessing or using alcohol or illegal drugs at work, or reporting to work 
under their influence, is strictly prohibited. It is dangerous to you and an 
obvious threat to a safe workplace. Violence or the threat of violence, in-
cluding bringing a weapon on Ada Technologies Inc. premises, is also pro-
hibited. To keep ATI safe and secure for everyone, you are responsible for 
promptly reporting any threats of violence. 

Discuss your 

concerns with 

your Lead, Sr. 

Lead, Coordinator, 

Manager or Safety 

Coordinator.  There 

may be very good 

reasons for the 

practices.  On the 

other hand, sometimes 

new eyes see things 

more experienced eyes 

have missed.  Raising a 

concern for safety is 

not making trouble, it 

is showing you care. 

Page 7 COMPLIANCE & ETHICS:  BUSINESS PRACTICES POLICY 

 Harassment can take many forms, all of them unacceptable.  Some   ex-
amples are: 

 
• Jokes, insults, threats and other unwelcome actions concerning a 

person’s race, color, gender, age, religion, national origin, ancestry, 
citizenship, disability, military status, sexual orientation, social or 
economic status, or educational background. 
 

• Unwelcome sexual advances, requests for sexual favors, and other 
unwelcome verbal or physical conduct of a sexual nature. 

 
• Verbal or physical conduct that disrupts another's work performance 

or creates an intimidating or hostile work environment. 
 

If you experience or observe workplace harassment, report the incident to 
your senior lead, administration, manager or senior manager. 

A couple of 

things that we 

do in my area 

bother me because they 

don’t seem too safe.  

The problem is that I 

don’t want to bring 

them up because I’m 

pretty new here, and 

don’t want to be a 

troublemaker. 



Ada Technologies Inc. treats its customers, including the federal, state and 
local governments, with honesty and fairness. ATI complies with govern-
ment procurement laws and regulations. 
 
If you work with government officials and contracts, you are responsible 
for knowing and complying with all applicable laws and regulations. For 
example, many government officials are prohibited from receiving gifts, 
entertainment and travel. Government regulations also apply to the hiring 
of current, or recently retired, officials and their families. Avoid any con-
duct that may be viewed as improperly influencing the objective decision-
making of government officials. If you aren’t sure, ask. 

Employment Laws 

Government Customers 

ATI Assets 
ATI has invested in people, equipments and knowledge in order to manu-
facture world-class transmission change control lever and engine parts for 
automobiles, motorcycles and general purpose engines. Properly care for 
these and all other Ada Technologies Inc. assets as if they were your own. 
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We will comply with laws that apply to our associates, no matter where 
they are located. Applicable employment laws include immigration laws, 
the Americans with Disabilities Act, the Family and Medical Leave Act, the 
Ohio Worker’s Compensation Act, the Fair Labor Standards Act and Equal 
Employment Opportunity laws and regulations. 

You & Your 
Fellow  
Associates 

Product Safety & Quality 

Our reputation is riding on the safety and quality of every product we 
make. Put quality into everything you do, and let you supervisor know of 
any product or process that does not meet ATI’s quality or safety stan-
dards. Never attempt to conceal substandard work or products. As you 
think about product safety and quality, remember that people you care 
about use our products. 

You, ATI & Our 
Customers 

In all areas of ATI 

operations, we 

observe the 

following priorities: 

• Safety 

• Quality 

• Deliver 

• Environment 

• Morale 

• Cost 



Supplier & Vendor Relations 

Conflict of  Interest 
All ATI associates, officers and directors have a 
duty to act professionally and make business de-
cisions based solely on the best interests of ATI. 
A conflict of interest occurs if you allow the possi-
bility of personal gain or influence, or appear to 
influence, the conduct of ATI business. Examples 
of situations that may cause a conflict of interest 
are listed below: 
 
• Purchasing goods or services that result in di-

rect or indirect compensation to you or a 
member of your family. 

 
• Accepting gifts / entertainment from a sup-

plier or competitor. 
 
• Working or consulting for any ATI supplier or 

competitor. 
 
• Receiving compensation of any kind, including 

loans, payments or subsidies, from a supplier 
or competitor. 

 
• Accepting gifts of more than nominal value 

(Policy limit of $50), or entertainment that is 
lavish or unreasonable in the business rela-
tionship (Policy limit of $100). 

 
 

Because this 

could easily 

appear to be a 

conflict of interest, 

or favoritism, you 

should receive the 

advance approval of 

Senior Management 

or the Corporate 

Governance 

Business Office. 
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You &  
Outside  

Business 
Building strong relationships with suppliers and vendors is a big part of 
building high quality parts. ATI treats its business partners and prospective 
suppliers fairly. We expect them to treat us the same way. 
 
If you are involved in purchasing activities, make decisions based on sound 
business reasons, such as suitability, diversity, quality, delivery and cost. 
Purchasing arrangements should be properly documented, and should 
clearly indentify the services or products to be provided, price and pay-
ment terms. There are many potential pitfalls in identifying potential sup-
pliers and negotiation contracts. 

My Sister-in-

Law has a 

really good 

catering service.  

She says she can give 

me a special deal for 

ATI events.  Can I use 

her firm? 



Conflict of  Interest (Cont’d.) 

Providing Gifts & Entertainment 

AT ATI, we pride ourselves on building 
strong relationships with suppliers and 
customers. At times it may be appro-
priate to provide a modest gift or en-
tertainment to a business partner. Any 
gift or entertainment provided must 
be legal, in support of a valid business 
purpose, and in accord with the com-
pany policy of the recipient. It must 
also be modest enough that it could 
be made public without embarrassing 
either ATI or the recipient. Gifts and 
entertainment must be accurately re-
corded in ATI’s financial records. 
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• Accepting special services or discounts from supplier or competitors, 
unless these services or discounts are made publicly available to all ATI 
associates. 

 
• Owning a significant interest in a competitor, supplier, a company that 

seeks to become a supplier. 
 
• Disclosing information learned through your employment at ATI that 

could benefit or influence the stock price of an ATI competitor or sup-
plier. 

 
Even the appearance of conflict can be damaging to you, ATI, and our 
business partners. You should refuse any lavish or frequent gifts, favors or 
entertainment. You should also inform the supplier of ATI’s policy in this 
area. Any situation that may appear to be a conflict of interest must be re-
viewed by Corporate Governance Business Office. If you’re ever in doubt, 
disclose. 

You & Outside 
Business 

We don’t mean 

to act like a 

Grinch, but 

accepting an expensive 

gift can send the 

wrong message to 

suppliers and fellow 

associates.  Accepting 

gifts of more than a 

nominal value may 

cause a conflict of 

interest that should be 

avoided.  Notify you 

manager about the pen, 

and send it back with a 

note    explaining our 

policy.  However, an 

inexpensive pen with 

the suppliers name on 

it is of nominal value  

and is allowed. 

I was offered a 

really nice pen 

by a supplier as 

a holiday gift.  I’ve seen 

pens like it I the mall 

for around $100.  Can 

I keep it? 



Environmental Protection 

Political Activities 

ATI encourages associates to exercise their right 
to vote and participate in the political process. If 
you are involved in politics, please be sure that 
you express your view as an individual, not as a 
representative of ATI. Any Political activities or 
donations must be on your own time and at your 
own expense. 
 
Like all responsible citizens, ATI may participate in 
the political process. However, corporate political 
participation is highly regulated. For example, ATI 
may not provide donations or any other “in-kind” 
support to candidates for federal, state or local 
government offices. If you have contacts the gov-
ernment officials, please make sure you consult 
with Administrations Department for guidance in 
this area. 

Right.  Your 

personal 

support is your 

personal business.  

Just make sure that 

you don’t use ATI 

assets, including the 

ATI name, to advance 

the campaign. 
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You, Our  
Communities 

& the  
Environment 

Protecting the environment is an obligation of ATI’s corporate citizenship. 
It is ATI policy to comply with all environmental laws, go beyond legal re-
quirements where appropriate and seek ways to minimize environmental 
impact.  
 
Each associate has a role in protecting the environment and is expected to 
perform their job in accordance with the environmental requirements for 
that job. For example, you are expected to understand and comply with 
ATI procedures relating to the handling, packaging and transporting of 
hazardous materials. Each associate is also expected to minimize energy 

A friend of 

mine is 

running for 

mayor, and I’d like to 

help out in his 

campaign.  There’s no 

problem with this, 

right? 

Community Responsibility 
ATI wants to be viewed as a good corporate citizen. Good citizenship starts 
with obeying the law, but it goes much further. ATI provides good jobs 
and quality products. We support numerous diverse community and chari-
table organizations. Many ATI associates participate in and lead charitable 
and volunteer activities. Use of ATI resources to advance charitable goals 
must be approved by management. 



Confidential Information 
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ATI’s continued success depends on developing knowledge and using it to 
improve the business. Any knowledge that is known only to ATI, gives ATI 
a competitive advantage, or has been entrusted to ATI by a business part-
ner is confidential information that must be protected. Examples include 
research and development plans or ideas, design drawings or specifica-
tions, manufacturing methods, financial data, pricing, computer programs 
and any other sensitive information. 
 
You have an obligation to safeguard confidential information by: 
 

• Keeping it secure, locking cabinets and desks, and protecting 
sensitive documents with passwords; 

 
• Discussing it only with other ATI associates who have a need to 

know in order to do their job; 
 

• Not discussing it in public; 
 

• Disclosing it outside ATI only if you have the required permission 
to do so and the party receiving the information as signed a ATI 
confidentiality agreement; 

 
• Consulting with a member of ATI’s Sr. Management team if you 

know of any developments that may be eligible for protection by 
patent, copyright or trademark; and, or 

 
• Complying with ATI’S policies and procedures regarding confi-

dential information. 
 
When your ATI employment ends, your obligation to protect ATI’s confi-
dential information continues and all of ATI’s property and documents held 
by you must be returned to ATI. 

You & Business 
Information 

Sometimes 

this 

information is 

marked, but often it’s 

not.  If the 

information might be 

of use to others and 

could harm ATI’s 

competitive position, 

it is probably 

confidential.  If 

you’re unsure, 

immediately contact 

a member of 

Administrations or 

the Corporate  

Governance 

Business Office. 

How do I 

know if 

something is 

confidential? 

Insider Trading 
The law prohibits buying or selling of company’s 
stock when you know material, non-public in-
formation about that company. Material infor-
mation is that which could influence a reason-
able investor to buy or sell stock. 



Information Assets of  Other Companies 

Business Records & Communications 
All records, reports and documents must be complete and accurate. Never 
make false or misleading entries, statements or alterations in record, 
whether it relates to financial data; business data such as safety, quality 
and personnel files; or any other kind of information. Always follow our in-
ternal controls and record retention policies. 
 
Ada Technologies Inc. submissions to government entities are complete, 
clear and accurate, and are never misleading. ATI does not attempt to 
hide expenditures, and does not establish and undisclosed or unrecorded 
funds, assets or liabilities. 
 
Business records and communications may become known to the public 
through litigation, government investigations and the media. Accordingly, 
in you written and oral business communications, it’s important to tell the 
truth, and to avoid exaggeration inappropriate language, and derogatory 
remarks or characterizations. This applies to communications of all kinds, 
including e-mail, voice mail, daily planner notes, and other “informal” notes 
or memos. 

While humor 

is important 

to our work and our 

lives, remember that 

the e-mail system is a 

business tool.  Jokes 

and comments that 

may be offensive to 

others have no place 

at ATI, whether 

they’re delivered by 

e-mail or in person. 
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Ada Technologies Inc. never uses illegal or unethical methods to gather 
information about other companies. We respect their proprietary rights, 
including their patents, copyrights and trademarks. Stealing another com-
pany’s confidential information, or possessing or using it without their con-
sent, is prohibited. Persuading past or present employees of other compa-
nies to disclose their company’s secrets also is prohibited. If you receive 
information that may be another company’s confidential information or if 
you have questions about the legality of how you are gathering informa-
tion consult the Corporate Governance Business Office. 

I love e-mail.  

Not only does 

it allow me to 

do my work more 

quickly, but I am able 

to keep up with the 

latest jokes.  This is 

OK, isn’t it? 

Insider Trading (Cont’d.) 
Associates aware of material, non-public information relating to Ada Tech-
nologies Inc., or Atsumitec, or companies with whom Ada Technologies 
does business may not directly or through friends or family: 

 
• Buy or sell stock until that information is made public by the 

company; and / or  
 
• Pass information on to others, including other Ada Technologies 



Government Requests & Investigations 

Page 14 COMPLIANCE & ETHICS:  BUSINESS PRACTICES 

Governmental agencies sometimes request information from ATI, and it is 
always possible that such agencies may make detailed inquiries into ATI 
affairs. Always be truthful and appropriately responsive to governmental 
requests for information, including request made during investigations. 
 
If you receive a non-routine request for ATI information from a govern-
ment agency or attorney immediately notify the Administrations Depart-
ment before responding. This helps to ensure that ATI’s response is appro-
priate both for the company and under the law. If you are in doubt 
whether the request is routine, always refer it to the Administrations De-
partment. 
 
Never alter, conceal or destroy documents or records if they have been 
requested by a government agency, or it the likely to be requested in con-
nection with an investigation. And, of course, never lie or mislead any gov-
ernment representative and don’t try to influence others to lie or mislead. 

You & Business 
Information 

While this may 

be very 

difficult for you, you 

owe it to yourself and 

ATI to let somebody 

know what’s going on.  

Talk to a manager or 

the Corporate 

Governance Office.  

Retaliation against any 

associate who 

honestly reports a 

concern about illegal 

or unethical conduct 

will simply not be 

tolerated at ATI. 

What should I 

do if I believe 

that some of 

the things going on 

in my plant are 

wrong, and maybe 

even illegal?  I don’t 

want to get anybody—

including me– in 

trouble for 

reporting this. 

Litigation & Claims 

Like all large businesses, Ada Technologies Inc. is 
sometimes involved in disputes that may result in 
claims or litigation. If you receive a legal document 
related to ATI, such as a summons, complaint, sub-
poena or discovery request, you must immediately 
contact the Administrations Department to ensure an 
appropriate and timely legal response. Don’t respond 
to any request, answer questions or produce docu-
ments without first discussing the situation with the 
Administrations Department. 
 
Under no circumstances should you ever threaten or 
initiate legal action on behalf of ATI without the prior 
advice of the Administrations Department and ap-
proval from Senior Management. 

Media Requests 
Ada Technologies Inc. values its relationships with the media. We attempt 
to promptly disclose major developments and events in a timely fashion. 
To ensure professional and consistent handling, all inquiries from the me-
dia need to be promptly referred to the Administrations Department. 



Compliance With All Laws 

Antitrust 
ATI supports free and open competition, as 
well as the antitrust laws intended to pro-
mote competition. Antitrust laws prohibited, 
among other things, agreeing with competi-
tors to limit production, fix prices or divide 
markets, customers or territories. They also 
may govern exclusive purchasing or sales 
agreements with suppliers and customers. 

Of course 

you’re not 

expected to 

know all laws and 

regulations.  No one 

does.  That’s why your 

conscience and this 

Policy  are the places 

to start.  If an action 

doesn’t seem right to 

you, or is in a gray area, 

get help.  Talk to your 

lead or the Corporate 

Governance Office.    
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You & the 
Law Ada Technologies Inc. follows all applicable laws and regulations. No ex-

cuse or pressure can justify breaking the law nor may a consultant or con-
tractor be used to do something prohibited by law or Ada Technologies 
Inc. policy. 
 
This booklet references many laws as well as many ATI standards that go 
beyond legal minimums. This is obviously not an exhaustive list. Below are 
several laws not described elsewhere in this booklet that you should be 
aware of. Contact the Administrations Department if you find yourself in a 
situation where you are unsure of your responsibilities under the law.  

There are so 

many laws and 

regulations—

how am I supposed to 

know them all?  I’m not 

a lawyer. 

Anti-Corruption Laws 

ATI abides by all laws that prohibit bribes 
and offers of bribes to government officials. 
You may not make payments to agents or 
any other representative of ATI if you have 

Customs & International Trade 

When importing or exporting products, in-
formation or technology, ATI will comply 
with applicable U.S. and other national laws, 
regulations and restrictions. This includes 
compliance with all applicable tax and tariff 
laws and regulations. ATI also works in 
close partnership with the government to 



Questions & Concerns 
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ATI believes that every individual can make a difference. According to the 
Ada Technologies Inc. Philosophy, you are expected to go to the spot, ad-
dress problems personally, face reality and report information directly to 
those concerned. This philosophy applies to ethical and legal issues just 
like all other issues. If you’re ever concerned with the ethical or legal con-
sequences of an action, address it professionally by using your own good 
judgment, this Policy, other ATI policies and the advice of appropriate ATI 
associates. 
 
If the right course of action is unclear, or if you have observed an unethi-
cal or illegal act, you are obligated to talk to you supervisor, or other ap-
propriate ATI management. Retaliation against an associate who reports a 
concern will not be tolerated. Keep in mind that making a report that you 
know is false is also a violation of this policy. 

How to Get 
Help 

Our Expectations 

Respect  -         We will respect each other at all times and in all cir- 
      cumstances, even under stress.  Respect is at the found-   
      ation of every good partnership. 
Objectivity -     Our associates are required to make decisions based on  
      the best interests of the company, not personal gain.   
      Associates should never solicit a supplier for gifts, favors,  
      or donations.  Suppliers are asked to not offer ATI       
      associates any gift over $100, or anything that could be   
      perceived as a conflict of interest. 
Confidentiality - ATI associates are expected to honor all agreements and  
      maintain the confidentiality requirements of ATI and of  
      our suppliers and customers.  Similarly, we expect our  
      suppliers to honor all agreements regarding ATI’s confi- 
      dential information. 
Quality & 
Improvement -  We must work hard in partnership to improve the quality  
      of our products, processes and relationships for the bene- 
      fit of our customers and our mutual success. 
Communication - We should communicate with each other openly,  
      honestly and often.  This is vital to addressing concerns as 
      they arise and to preventing small issues from becoming   
      large problems. 
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Your Part: 

Our good reputation is 

a valuable asset and 

all of us, associates 

and suppliers alike, 

have an important role 

in maintaining it.  Each 

of us must live up to 

these expectations and 

do the right thing in 

order to maintain our 

spirited independence. 

If you have any 

questions or concerns 

please discuss them 

immediately with your  

manager or a member 

of the Corporate 

Governance Office.  

There is a 

communication box 

located in the 

cafeteria for 

anonymity. 
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