
Anti-Corruption Policy and Procedures 

It is suggested that this policy be read in its entirety. 

 

What 

Choice Hotels International, Inc. and its U.S. subsidiaries (Choice) have adopted this policy to further 

our commitment to doing business with integrity and to comply with the anti-corruption laws that 

impact how we do business.   

 

Why 

The purpose of this Anti-Corruption Policy and Procedures is to set forth guidelines that will help 

Choice and its associates to comply with anti-corruption laws. To be responsible members of our 

business communities, we must never pay, accept, loan or offer a bribe, kickback or improper payment 

to anyone while conducting business on Choice’s behalf. A “bribe” includes anything of value, 

including money, gifts, loans or other favors, that may influence or appear to influence the recipient’s 

business decisions or compromise independent judgment. A “kickback” is the return of a sum already 

paid or due to be paid as a reward for making or fostering business arrangements. 

 

Bribery not only harms Choice, but also the communities where we do business. Governments are 

taking steps to combat bribery, and many of the countries in which we do business have strict laws 

against these improper payments. We prohibit improper payments to government officials, regardless 

of where we are located. It is important to remember that engaging in bribery, or even appearing to 

engage in such activity, can expose you and Choice to criminal liability. 

 

Who This Policy Applies To 

All Choice associates must comply with this policy. In addition, any person, including temporary 

workers from an agency, consultants or agents, who conduct business on behalf of Choice must 

comply with this policy. 

 

Choice associates includes employee of Choice and its subsidiaries such as Choice Hotels Europe, 

Choice Hotels France, Choice Hotels Germany, Choice Hotels Australasia, Choice Hotels Mexico, 

Choice Hotels India and Choice Hotels Canada.  

 

Obligations under this policy relating to Master Franchisees, franchisees and third parties are set forth 

below under “Franchisees” and “Third Parties Who Interact with Government Officials”. Choice 

associates must use reasonable efforts to ensure compliance by such parties. 

 

Overview of Anti-Corruption Laws 

Government Officials 

Anti-corruption rules around the world make it a crime to give anything of value to a government 

official in order to influence the official in his or her official capacity to do any of the following: 



• Engage in any governmental act or decision 

• Use his or her influence to affect a government decision 

• Assist Choice in obtaining or retaining business 

A government official is defined broadly to include any employee of a government entity or 

subdivision or anyone acting on behalf of a government, even if temporarily. It is important to 

remember that employees of government-owned firms are government officials if the firm is partially 

owned or controlled by the government. For example, the procurement manager for a nationally 

owned company would be a government official, even though he or she might not be viewed as a 

government employee in the traditional sense. We are similarly prohibited from making payments to 

foreign political parties, foreign candidates for political office and employees of international 

organizations (e.g., the United Nations, World Bank, etc.). 

 

Q: Choice is negotiating a master franchisee deal with China Hotel Company, a publicly traded 

Chinese company that is partially government-owned. At the introductory meeting, Choice would 

like to give the CEO of China Hotel Company a gift of a vase valued at $1,000. Is this gift okay? 

A: No. The CEO is considered a government official since the company is partially government 

owned, even though it has publicly traded shares. As discussed below under “Giving Gifts to 

Government Officials”, gifts may sometimes be permitted if allowed under local law and modest in 

value. Chinese law permits government officials to accept only small, incidental gifts (pen, bottle of 

wine). The $1,000 vase is not a permitted gift under Chinese law and is not modest in value for 

purposes of this policy. 

 

While payments made directly to a government agency or a state-run entity (instead of payments to 

individual government officials) generally are not prohibited under global anti-corruption laws, should 

an official controlling the state-run entity benefit directly from the payment in some way, a question 

could be raised as to whether the payment was really for the entity. Keep in mind that some countries, 

like China, also have criminal laws prohibiting certain payments to government entities. 

We are also strictly prohibited from using another company or individual (such as a consultant, agent 

or distributor) to engage in any of the foregoing activities. 

 

Non-Government Officials 

Various laws also prohibit bribes of commercial partners such as vendors, consultants, and 

competitors. 

 

How to Use This Policy 

• This Policy is divided into sections that correspond with several of the risk areas that may be 

encountered while engaging in Choice business. Those risk areas include: 

• Third Parties Who Interact with Government Officials 



• Vendor Selection 

• Charitable Donations Involving Government Entities or Officials 

• Travel, Lodging and Related Expenses for Government Officials 

• Meals and Entertainment for Government Officials 

• Giving Gifts to Government Officials 

• Hiring of Government Officials 

• Political Contributions 

• Ports and Borders 

• Accurate Accounting 

When dealing with a transaction involving one of these risk areas, you should refer to the relevant 

section of this Policy for the standards and procedures that you must follow, as well as cross-

references to other relevant policies and procedures. Choice believes in and adheres to this and all 

other Company Policies, and requires that you read, use and adhere to the Policy as well. You must 

strictly abide by all of these standards and procedures when performing duties in any of the above risk 

areas. 

 

Important Definitions 

You should keep the following definitions in mind as you review and use this Policy: 

• A government official includes all of the following: 

 

Type of Government Official Example 

Official or employee of any national, regional, 

local or other government entity 

A customs inspector, police officer or 

government minister 

Elected official A mayor, legislator or council member 

Officer or employee of a government-owned or 

-controlled company 

Employee of a government owned travel or 

tourism entity or airline (e.g., Air New Zealand, 

Aeroflot) 

Private person acting temporarily in an official 

capacity for or on behalf of any government 

entity 

A government consultant acting under 

government authority 

Candidate for political or elected government 

office 
A candidate for the local legislature 



Political party or party official The head of the local party 

Officer, employee or representative of a public 

international organization 

An employee of the World Bank, the Inter-

American Development Bank or the United 

Nations 

 

• A bribe includes anything of value, including cash payments, charitable donations, loans, travel 

expenses, gifts, entertainment, job placements and any other payment or thing of value. 

• Choice’s CCO (Chief Compliance Officer) is the General Counsel. 

• Choice third parties are consultants, agents, contractors and other third parties who represent 

Choice before government authorities or officials, or who otherwise interact with the 

government on Choices’ behalf. Examples include:Customs brokers 

o Government relations consultants 

o Outside tax advisors 

o Companies providing contract transportation services 

o Consultants retained to assist with obtaining permits or licenses 

o Outside lawyers who interact with government officials 

• Franchisees include hotel owners who operate a hotel franchised under one of Choice’s brands 

and master franchisees who have the rights to develop Choice’s brands in specified territories. 

 

Compliance with Policies and Procedures is Mandatory 

Violations of these policies may have serious consequences for both Choice and the individuals 

involved. Individuals and corporate entities can be prosecuted for violations of anti-corruption laws, 

including both the U.S. Foreign Corrupt Practices Act and the U.K. Bribery Act. Penalties range from 

civil fines to criminal penalties and prison terms for individuals. In addition, any Choice associate who 

violates the standards set forth in this Policy may be subject to disciplinary action by the Company, 

including termination. 

 

Resources for Seeking Advice and Reporting Concerns 

If you are ever in doubt about whether a payment or other transaction would violate Choice policy or 

the law, do not make the decision alone. Instead, seek advice. Corruption issues frequently are not 

clear-cut. Whether a particular payment or action violates this Policy often depends on unique facts 

and circumstances. One minor detail could mean the difference between a permissible payment and 

an impermissible one. 

This Policy addresses many of the situations in which corruption issues can arise, and provides policies 

and procedures that you must follow in such situations. However, it is impossible to anticipate all of 

the possible scenarios that may raise corruption concerns. If at any point you are unsure whether a 



planned course of action may violate the Policy, you have a duty to seek advice. Contact any of the 

following resources to obtain guidance or to report concerns about an actual or suspected violation: 

• Your manager or supervisor 

• The Legal Department 

• The Chief Compliance Officer (Stuart Kreindler, Assistant General Counsel, tel. 301-592-6195, e-

mail: stuart.kreindler@choicehotels.com); or  you can also report an actual or suspected 

violation on our confidential and anonymous * hotline:  

Web:  www.choicehotels.ethicspoint.com  Telephone: (+1) 855-313-3421 

*Associates in Europe are not permitted to file an anonymous complaint due to privacy 

law restrictions. 

If, after 30 days, you do not believe that your report of a violation has been sufficiently responded to, 

you should contact the Audit Committee of the Choice Board of Directors by e-mailing to 

Audit_Committee@choicehotels.com. 

 

Franchisees 

Because master franchisees and franchisees own and/or operate hotels, it is likely they will interact 

with government officials. Examples would include licensing, permits, and contracts with government 

agencies for rooms. Master franchisees and Franchisees may also have incentive to commit 

commercial bribery by improperly inducing a non-governmental company to provide corporate 

business to the hotel. Misconduct by a master franchisee or franchisee can create risk for Choice. It 

could lead to civil and criminal penalties, as well as reputational harm. Therefore, Choice master 

franchisees and franchisees must comply with all applicable anti-corruption laws. 

Prior to entering into a franchise or master franchise agreement outside of the U.S., Choice or its 

subsidiary must conduct due diligence to identify any potential anti-corruption compliance risks 

related to the franchisee. This due diligence will include a due diligence questionnaire (supplied by the 

Legal Department) and such other due diligence measures as required by the CCO. Additionally, 

master franchisees must be obligated to adopt policies designed to ensure effective compliance with 

applicable anti-bribery laws and conduct anti-bribery training to their key personnel at least bi-

annually. 

 

Third Parties Who Interact with Government Officials 

Choice may retain third parties to represent Choice before government officials and agencies. It is 

critical to remember that third parties cannot be hired to do, and cannot otherwise engage in, 

activities that we are prohibited from doing ourselves. Misconduct by a third party hired by Choice 

creates risk for the Company—as well as anyone else involved in the situation. It could lead to civil and 

criminal penalties, as well as reputational harm. Therefore, Choice third parties must share the 

commitment to act in accordance with Choice policies and our high standards of ethical business 

conduct. We must also ensure that they comply with all applicable laws and mandatory Company 

policies and procedures when acting on Choice’s behalf. 

https://www.choicehotels.ethicspoint.com/


Part of ensuring a shared commitment to ethical conduct means knowing the third parties you are 

retaining. As a result, prior to engaging a third party to act on Choice’s behalf, you must conduct due 

diligence to identify any potential anti-corruption compliance risks related to the third party. Due 

diligence generally should include the following elements: 

• Determine that there is a legitimate business-related reason for engaging the third party’s 

services; 

• Generally, an in-person interview is required and, depending on the circumstances, a visit to 

the third party’s premises may be needed; 

• At a minimum, obtain the third party’s business credentials and, if available, a company 

brochure; 

• Whenever possible, obtain independent business references; 

• Inquire whether the proposed third party is related to, closely associated with, or was 

recommended to Choice by a government official; 

• Confirm that the third party is qualified to perform the required service and has sufficient 

capacity to do so; 

• Ensure that the third party’s proposed compensation is based on prevailing industry standards 

and is commensurate with his/her experience and the services to be rendered; and 

• Ensure that payments to the third party are made into a business bank account in the third 

party’s name, in either the country where the service will take place or where the third party is 

located. 

If you are interested in retaining a third party on Choice’s behalf to interact with government officials, 

you must be sure the appropriate contractual language regarding anti-corruption compliance, 

including requirements to comply with anti-corruption laws and adopt policies to ensure compliance 

with such laws, is included in the contract with that entity. The Legal Department will provide the 

necessary contractual clause. Because of the sensitive issues around anti-bribery laws, you must enter 

into written contracts with third parties representing Choice in front of government officials. 

 

After engaging a third party to act on Choice’s behalf, you must actively supervise and monitor the 

third party’s actions and activities on behalf of Choice to identify any anti-corruption compliance 

issues. If required by the CCO, you should provide, or arrange for, compliance training and/or auditing 

of the third party’s business operations. 

 

You must immediately inform Choice’s CCO of any situations in which red flags arise or actual or 

suspected misconduct occurs. Common “red flags” for anti-corruption issues include the following:  

 

Examples of Red Flags in Retaining Third Parties 

A government official recommends that Choice hire a specific person or company to act as a 

third party. The official may be seeking to enrich himself or herself through "kickbacks," or the 



return of a sum of money already paid or due to be paid as a reward for making or fostering 

business arrangements, from that third party. 

A proposed third party requests, without reasonable explanation, fees that are much greater 

than the market rate for comparable work. A request for unusually high compensation may 

indicate that part of the fee will be used for improper payments. 

A third party proposes to be paid a large contingency fee if, for example, a government 

contract is awarded or a favorable regulatory change is achieved. This type of compensation 

structure can create an incentive for the third party to make an improper payment in order to 

achieve a favorable result. 

A third party requests that payments be made to another party, to a third-country bank 

account or through other unusual financial arrangements. Such an arrangement may indicate 

an effort to use the funds for an improper purpose. 

A third party requests to be paid in cash for services that are typically paid by bank transfer or 

other non-cash means. 

A third party refuses to certify that it will not take any action in furtherance of an improper 

payment. All third parties that do business with Choice should be prepared to give this standard 

commercial assurance. 

A third party has a reputation for paying bribes. 

A third party's company is not listed in standard industry directories or is not known to people 

knowledgeable about the industry. 

A third party requests that his or her agreement be kept secret from his or her employer. 

A background check of the principals of a third-party company uncovers unusually close links to, 

or some degree of ownership by, a government official. 

 

Vendor Selection 

Choice sources a range of services from vendors around the world. The principal risk of governmental 

corruption in this area is that a government official may attempt to pressure Choice to select a favored 

vendor in an effort to benefit from an undisclosed relationship with that vendor. 

Therefore, before engaging a vendor, you must assess whether the vendor is likely to pose a 

corruption risk. You may never select a particular vendor in order to gain influence on our behalf with 

a government official. When engaging or managing vendors, be alert for signs that a vendor may have 

a special relationship with a government official or any other red flags similar to those set forth in the 



preceding section. If a government official attempts to influence your choice of vendor, you must alert 

the CCO or Legal Department promptly. 

Facilitating Payments 

In some countries, it is common for government officials to demand small “facilitating” or “grease” 

payments in order to speed up the performance of a routine government action. A routine 

government action generally means a basic, low-level administrative task to which Choice is entitled 

and that the government official has no discretion as to whether to perform. Some examples include 

obtaining a permit, license or other official document; processing visas or work orders; or providing 

telephone, water or power service. 

Laws regarding such payments may vary greatly from one country to the next. In addition, it can be 

extremely difficult to distinguish between a legitimate facilitating payment and a bribe. Due to these 

factors, Choice does not make facilitating payments under any circumstances. If a government official 

requests a facilitation payment, you must alert the CCO or Legal Department promptly. 

Charitable Donations Involving Government Entities or Officials 

Government officials may seek our help to support some public purpose. In other instances, a 

government official might ask Choice to support a purely private charitable cause. All such donations 

must be approached with caution to ensure that they would not result in a personal benefit for a 

government official, or the appearance of such. 

If you are considering a donation that is requested by a government official, would support the 

activities of the government or has some other known connection with a government official 

(collectively, “government-related donations”), you must abide by these guidelines: 

• You may not approve a donation as part of an exchange of favors with any government official 

or in order to obtain some benefit for Choice, even if the recipient is a bona fide charity. If a 

government official has promised any benefit or issued any threat in connection with a 

donation request, you must deny the request. 

• Donations of cash are prohibited if either the requestor or the recipient is affiliated with a 

government entity. This mean you must make donations “in-kind” with goods or services, 

rather than money. 

• Donation requests must be made in writing. If you receive a request, you must identify (1) 

whether the donation is permitted under local law, (2) who sent the request, (3) who would 

benefit from the request, (4) why Choice might be interested in entertaining the request, (5) 

whether Choice has donated to the entity requesting the donation in the prior calendar year 

and if so, how much, and (6) whether a government official could in any way benefit from 

Choice granting the request. 

• Donations should only be made directly to a legitimate and duly organized charitable 

organization, not to individuals or their representatives or intermediaries. Donations also must 

be paid into the lawfully organized bank account of the organization in the country where the 

supported activity takes place, and not through accounts held by third parties or in third 

countries. 



The Chief Compliance Officer must approve all government-related donation requests. For each 

government-related donation Choice makes, responsible parties must obtain evidence of receipt and 

properly record the donation. 

 

Q: A regional governor who is up for re-election asks Alejandro, a Choice sales manager, to help 

set up a donation to a local school. Alejandro thinks that the community program would be an 

excellent cause for Choice to support. He also figures that helping the governor may help Choice 

get a preferred supplier agreement for the government’s hotel bookings. Is this donation okay? 

A: Most likely not. Alejandro may not approve a donation as part of an exchange of favors with 

any government official or in order to obtain some benefit for Choice, even if the recipient is a 

legitimate charity. Even if the community program seems like a good program, Choice’s support of 

the school could be seen as giving the governor a personal benefit (an improved chance of being 

re-elected) in return for an improper business advantage (the governor’s support and the permits). 

Alejandro should discuss the request with the Chief Compliance Officer. 

 

Travel, Lodging and Related Expenses for Government Officials 

At times, we might be asked to pay for a government official’s travel, lodging and related expenses in 

connection with official work of the government. This is only permissible in certain limited 

circumstances. It is critically important that we exercise caution and comply with the following policies 

and procedures. 

• Choice may only pay for a government official’s travel and accommodation expenses if: 

• The travel is for a legitimate business purpose that is related to the official’s performance of his 

or her lawful duties. 

• The expenditure is legal under local law. 

• The cost is reasonable given the official’s seniority. 

• None of the official’s friends or family members are traveling at Choice’s expense. 

• No stopovers are planned that are not directly connected to the business purpose of the travel, 

unless the stopover is at the expense of the government official and results in no additional 

cost to Choice. 

• The official’s supervisor has prior notice of the trip, preferably evidenced by a letter requesting 

that Choice pay for the expenses in question. 

• Unless approved in advance by the CCO, no per diem payments to government officials are 

permitted. 

If possible, payments for travel, lodging and related travel expenses should be made directly to the 

airline, hotel or other vendor. Otherwise, a written receipt with invoices attached must be submitted 

for reimbursement. 

Before paying travel-related expenses on behalf of government officials, we must obtain permission 

from the Chief Compliance Officer. Further, we must properly account for all amounts paid. 



 

Meals and Entertainment 

Meals associated with legitimate business activities are generally permissible as long as it also 

complies with the Gift and Entertainment provisions of Choice’s Ethics Policy. Remember that these 

rules apply to all entertainment, including entertainment of commercial partners. A common example 

includes providing lunch for a government official who is visiting a Choice office for a meeting. All 

such meals must be reasonable in cost and must comply with the requirements below. Entertainment 

expenditures are subject to additional requirements, which are also outlined below. All meal and 

entertainment expenditures must be properly recorded. 

It is important that meals and entertainment offered by Choice are not, and do not appear to be, a 

disguised way of giving an improper personal benefit to the recipient. Choice may only pay for or 

provide a meal or entertainment if it would fit all of the following criteria: 

• Legal under local law 

• In accordance with local business custom 

• Reasonable in value and not excessive 

• Infrequent 

• Of a nature that would not embarrass Choice and the recipient if publicly disclosed 

Since the purpose of meals and entertainment is to foster better business relations with the recipient, 

at least one Choice employee must be present at the event. 

Entertainment expenses warrant more scrutiny than meals. While meals are a common forum for 

business discussions, the connection between entertainment and business activities is more subjective. 

In addition, entertainment of a nature that would embarrass Choice or the official if publicly disclosed 

is strictly prohibited. Therefore, the entertainment of government officials must be pre-approved by 

the Chief Compliance Officer. Entertainment of commercial partners must comply with our Ethics 

Policy. 

Q: Olivia is working with a government official to put in place proper permits for an upcoming 

event at Choice's European franchisee conference.  After a long day of work, they agree to eat 

dinner together to discuss the final details of obtaining the permits.  Olivia would like to treat the 

official to dinner to thank him for being helpful throughout the process.  Is this acceptable?  

A: Since the meal has a business purpose, it is most likely acceptable.  However, Olivia needs to 

ensure that taking the official out to eat is legal in the country where they're doing business and in 

accordance with local business custom.  She also must ensure that the meal is reasonable in value 

and not excessive. 

 

Giving Gifts to Government Officials 

Because of its sensitivity, giving gifts to government officials is generally prohibited. Local laws in 

many of the countries where we operate prohibit such activities. Even where local law allows, caution 

must be exercised before giving a gift to a government official. 



Compliance with all of the following guidelines are required to ensure appropriate gift-giving. No gift 

may be provided, regardless of size, to a government official if it could reasonably be expected to 

affect the outcome of a government decision or a business transaction, or to gain any other 

advantage for Choice. In addition, a gift to a government official is permissible only if it fits all of the 

following criteria: 

• Legal under local law 

• Not in cash or in kind 

• Permissible under the internal policies of the recipient’s organization 

• In accordance with local business custom 

• Modest in value 

• Infrequent 

• Appropriate for the occasion 

• Of a nature that would not embarrass Choice or the official if publicly disclosed 

In addition, all gifts must be properly documented to reflect all of the following: 

• The occasion for the gift 

• The recipient 

• The recipient’s organization and position 

• A description of the gift 

• The value of the gift 

The guidelines in this section also apply to gifts that are given to family members of government 

officials. If you are ever unsure whether the gift you plan to offer a government official fits the above 

guidelines, you must consult the Chief Compliance Officer or a lawyer in Choice’s Legal Department. 

 

Hiring of Government Officials 

Situations may occur in which a government official speaks to someone at Choice regarding 

employment at Choice. For example, an official may ask for help in securing a position at Choice for 

his or her relative or friend, or may inquire about their own employment in anticipation of leaving a 

government post. These situations pose a heightened risk and must be approached with caution, as 

even the appearance of impropriety can be harmful to Choice’s reputation. Accordingly, you must 

adhere to the following policies when making hiring decisions involving a government official or a 

person recommended by an official: 

• If a government official offers to give a benefit to Choice if the suggested person is hired, or if 

an official threatens to take adverse action if the suggested person is not hired, then the 

suggested person may not be hired under any circumstances. 

• The normal hiring procedures managed by the Human Resources Department must be 

followed for any candidate recommended by or related to a government official. The Legal 

Department must also be consulted prior to any such hire. The candidate must be evaluated 

based on the same criteria as other applicants for the same job. 



• You may not discuss employment or consulting opportunities with a government official who 

is in any way working with Choice while the official is employed by the government. You may 

not even suggest to a government official that there may be a potential employment or 

consulting opportunity for him or her if he or she were to leave the government position. 

• In addition, you may not ask Choice third parties, or any other third parties, to hire someone 

recommended by a government official as a way of circumventing this policy. 

If you know of or suspect inappropriate conversations about employment, improper hiring practices 

or inappropriate job referrals are taking place, it is your responsibility to immediately report the 

situation using one of the reporting methods noted above under “Resources for Seeking Advice and 

Reporting Concerns”. 

 

Political Contributions 

Political contributions, both in-kind and cash, raise special concerns for several reasons. First, the laws 

governing corporate political contributions differ greatly among the countries in which Choice does 

business. In addition, some countries have historically seen political contributions diverted to private 

use or used to obtain special favors. Furthermore, corporate political contributions, even if lawful, can 

be criticized as an attempt to exert inappropriate influence on the political process. If you receive a 

request for a corporate political contribution, you must receive approval from the Chief Compliance 

Officer before making the contribution. All political contributions must be properly recorded. 

 

Ports and Borders 

Choice’s policy in dealing with customs brokers and other port and border officials is simple. No one 

may ever pay or authorize a bribe to a customs official or other government official in order to 

transfer people or goods across a border, to avoid a customs penalty or for any other purpose. 

You may not authorize or reimburse a questionable payment made by a Choice employee or one of 

our customs brokers or other third-party representatives. Report questionable payments via the 

reporting methods noted above under “Resources for Seeking Advice and Reporting Concerns”. 

 

Accurate Accounting 

We must do our part to ensure that Choice makes and keeps proper books, records and accounts that, 

in reasonable detail, accurately and fairly reflect the transactions and dispositions of the assets of 

Choice. This means that we must accurately record all transactions and other expenditures described 

in this Policy on the books of the relevant business unit. 

In addition, you must never hide or purposefully misclassify expenses. The goal of this requirement is 

to eliminate “slush funds,” or caches of hidden or misclassified assets, that could otherwise be used to 

make illegal payments and bribes to government officials. 

If you know of or suspect improper or fraudulent accounting practices, you must immediately report 

the matter via the reporting methods noted above under “Resources for Seeking Advice and 

Reporting Concerns”. 

 



Audit and Document Retention 

All of the areas addressed in this Policy may be subject to review and/or audit by regulators, business 

partners and/or investors. It is therefore critical that we maintain documents appropriately and in 

accordance with local document retention policies, and that documents are appropriately disposed of 

when their retention period expires. For example: 

• Records relating to due diligence on third parties should be retained for the period of the 

contract with that third party. 

• Due diligence on portfolio companies should be maintained for the same period of time as the 

closing documents associated with those deals. 

• Documentation on travel and expense reports, especially those that reflect interaction with 

government officials, should be maintained in accordance with local document retention 

policies. 

Q: Henrik pays a contractor a monthly fee for its services.  He has recently discovered that part of 

the fee may be going to a lower-level government official to facilitate the processing of files 

Henrik needs for Choice business.  What should he do? 

 

A: We may not hide, mislabel or understate payments to government officials, including 

facilitating payments.  Henrik must determine whether any portion of the fee is going to a 

government official.  He should notify the Chief Compliance Officer or the Controller if he has any 

questions about making the payment or accurate accounting practices. 

 

Training and Certification 

All Choice associates must complete training on this policy on a bi-annual basis. Additionally, key 

employees must certify on an annual basis that they are in compliance with this policy. “Key 

employees” include officers, heads of international offices and any other employees designated by the 

CCO. 

Related Policies 

Ethics Policy 

 

NAVEX - Incident Reporting 
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