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CEO introduction 
At IPL we are working hard to support Asda in becoming one of Britain’s most trusted retailers. We’re proud of our culture and we try to ensure that integrity underpins everything we do. 
We introduced our Statement of Ethics in 2010.  In it we made it clear that we do not tolerate corruption and we set out some guiding principles, including always acting with integrity and always following the law. The Bribery Act 2010 brings into fresh focus the importance of behaving with integrity -  we do not tolerate, permit, or engage in bribery, corruption, improper payments, or unethical practices of any kind in our business dealings, anywhere in the world, whether in the public or private sector. 
We have introduced these procedures to reinforce our stance on bribery and corruption and to help our colleagues and business partners to do the right thing when they’re carrying out our business. Please follow them and continue to follow our Statement of Ethics.

Nick Scrase
Chief Executive Officer

30 June 2011
ANTI-BRIBERY PROCEDURES
1 INTRODUCTION to The Procedures
· These Procedures are intended to ensure that our businesses, Colleagues, suppliers and Service Providers acting on our behalf do not give or receive a bribe and comply with the UK Bribery Act, the US Foreign Corrupt Practices Act and local bribery laws.
· Individuals face up to 10 years imprisonment if they pay or receive bribes, and we may commit a criminal offence if we do not take steps to prevent bribery by our Colleagues and Service Providers.

· It is irrelevant, whether the person making the bribe, or receiving it, works in the public or private sector. 

The Anti-Bribery Procedures apply to our directors, officers and colleagues (referred to as "Colleagues"); and our agents, contractors, consultants, suppliers and third party service providers (referred to as "Service Providers") when they are acting on our behalf.
The procedures apply irrespective of the country in which business is being conducted. Where there are differences between the local law and these procedures, you must apply whichever sets the highest standard of behaviour.
2 What is briberY? 

· Bribery is offering, giving, asking or receiving anything with the intent of getting the recipient to do something improper.

It is a criminal offence to give or receive a bribe.

A bribe can be anything which is given to get someone to do something wrong, or in respect of public officials to influence them to our business advantage. Bribes usually take the form of improper payments or personal "commissions".  They can, however, take on many different shapes and forms, such as gift cards, gifts, entertainment and shopping trips, payment of travel and other expenses, secret rebates, charitable or political donations,. 
3 Why are the POLICY AND PROCEDURES important?

There are two equally important reasons: 

· We are, and want to be known to be, a business that acts with integrity. 

· Bribery is a criminal offence in most countries.
The UK has the toughest bribery laws of anywhere in the world which apply to British companies and citizens, and also to foreign people and businesses if they do any business in or with the UK. Individuals risk up to 10 years imprisonment if they breach the UK's bribery laws. IPL may commit an offence and risks having to pay significant fines if it does not have in place adequate procedures to prevent bribery.
We need to guard against deliberate and also accidental breaches of bribery laws. 
4 What is expected of you?

All of our Colleagues and business partners are expected to act with honesty and integrity and to comply with all applicable laws, whether or not specifically covered by our policies. You must make sure you live by the ethical standards that are expected and that you are familiar with the Statement of Ethics. You must also follow these procedures
These Procedures cannot address every conceivable situation, but following them will help you come to the right decision.  Always err on the side of caution and if you are in any doubt about what to do, contact the legal team.
If someone asks you to pay a bribe, you should refuse and tell them it’s against our policies. You should report the request to a member of our legal team.  If you are unsure whether or not a bribe has been requested, you should ask for more information about what’s being requested and why, and then speak with a member of our legal team. 

If you are offered a bribe, refuse it and tell the person offering it that it is against our policies. Make a note of who offered you the bribe, what was offered, what was expected in return, and then speak with a member of our legal team. 
5 Risk assessment

Before these procedures were implemented, we carried out a risk assessment of our business.  Going forward each SE Director is responsible for ensuring that the risk of bribery in their business unit is reviewed through the business planning process. 
Bribery risks associated with transactions going forward will be considered as part of the corporate governance process. 
6 USE OF SERVICE PROVIDERS
Anti-bribery laws apply to everyone. However, Service Providers represent a higher risk of being involved in bribery because of the type of work they do for us and the people they can come into contact with; because of this our processes focus on them.
· Service Providers are people and businesses who perform services for us, for example, third party advisers, agents and consultants.

· Service Providers must be carefully selected and subject to a written contract and monitored.
· We do not, and Service Providers must not, pay consultancy fees to public officials or to employees or business partners of anyone to whom we are tendering or looking to do business with. 
It is important that we only work with Service Providers who we are confident will not engage in bribery. Service Providers include freight forwarders, agents, consultants and advisers. Suppliers of goods will not usually be Service Providers unless they provide services in addition to the supply of the goods. For example, if someone sells us goods and helps deliver them to us (for an extra fee), they will be a Service Provider.
6.1 Selection and Verification 
All Service Providers must be set up on our Accounts Payable System. The "One Time Vendor" system must not be used for Service Providers without the written approval of a General Manager. If the amount of the payment exceeds the General Manager’s limit of authority, it must be authorised at the correct level.
We adopt a "risk based" approach to the selecting and verifying Service Providers. Our standard supplier set up form should be completed in respect of any new Service Provider.  Please contact the accounts payable team to set up a new supplier.
If you have any concerns about an existing or proposed Service Provider you should speak with our legal team.
6.2 Contractual Controls 
You must have a written agreement in place with a Service Provider before services start. For all contracts, you should contact Asda’s legal team to ensure that the correct controls are in place. 
Additionally, as part of the supplier set up process, the supplier will be given notice of our Anti-Bribery Policy & Procedures. Existing Service Providers will be given notice of IPL's Anti-Bribery Policy & Procedures and required to comply with them. 
6.3 Monitoring

Invoices and receipts – as with our normal accounts payable process, if you use Service Providers, you should monitor the services provided and payments made to them.  A receipt or invoice should be provided by the Service Provider, which should set out in reasonable detail the goods, services or expenses to be paid. All receipts and invoices should be checked by the Colleague who receives the receipt or invoice, the Colleague who approves it and the accounts payable team. 
You should look out for bribery "red flags" (see paragraph 7 below). The accounts payable team will provide an added layer of due diligence by monitoring invoices and payments automatically where possible.
Audits – Internal Audit will carry out anti-bribery audits on a periodic basis. The due diligence information for Service Providers will be sampled during those audits.
7 RED FLAGS 

There are certain things which you might find out when you’re taking on a new Service Provider, or which you may come across when working with a Service Provider which are recognised bribery warning signs. These are called "red flags" which must be investigated further. 
Any "red flags" should be reported to a member of Asda’s legal team. This list is not exhaustive and if you have any concerns regarding a Service Provider which are not on this list, you should speak to Asda’s legal team about it.
Red Flags:  

· Requests that we use a specific Service Provider. 
· Someone acting on the other side of a deal asking for money (e.g. a selling agent in a property deal).
· A Service Provider’s apparent lack of qualifications, resources or experience to do the job 
· Someone employed by a government or public body also works for the Service Provider.

· The Service Provider is or is related to an active or retired public official.

· The Service Provider is owned (or partly owned) by a public official or relative of a public official.

· The Service Provider, or a director, shareholder or employee of the Service Provider has a personal or business relationship with a public official.

· The Service Provider refuses to confirm that it will comply with our Policy & Procedures or refuses to accept an anti-corruption compliance clause in its contract with us.

· The Service Provider mentions political or charitable contributions as a way of influencing people.
· The Service Provider splits fees with anybody without telling us first.

· The Service Provider asks for an unusual or substantial commission or payment.
· Unusual payments made by Service Providers. 
· Payment to a Service Provider that is clearly higher than the going rate, or not justifiable for the work done. 

· Requests for payments to be:

· in cash
· paid to or through someone else 
· paid to a bank account in a different country from where services are performed
· paid to an offshore bank account
· paid in a currency other than the local currency.
· The Service Provider asks for “admin” or "consultancy" fees or a "commission" to another third party. 

· A Service Provider sends you an invoice that exceeds the agreed amount or is vague about expenses, or the expenses seem too high.
· A Service Provider refuses to give us access to its books and records when we reasonably ask for it (for example under a right of audit, or to check that we have been invoiced for expenses properly)
8 GIFTS AND ENTERTAINMENT  
We are proud to be an Every Day Low Cost business enabling Asda to offer it’s customers Every Day Low Prices.

Gifts and entertainment given in connection with our business by Colleagues and Service Providers must:

· reflect our EDLC values
· be within the bounds of recognised business practice

· not be intended to influence improperly a business relationship or transaction 

· not be in cash
· be recorded- any gifts and entertainment given or received require to be recorded in the ethics tracker. Non-standard promotional gifts will need to be pre-approved.
Receiving

As is clear in our Statement of Ethics, we do not accept gifts or entertainment from any supplier, prospective supplier, government or any person we have reason to believe may be seeking to influence business decisions or transactions.  In rare circumstances, it is not practical or would cause embarrassment to return a gift.  In that situation you should accept the gift on behalf of the company, report it to your line manager and give it to the Ethics Committee or the Asda Foundation.  If that’s not possible, find a way of sharing the gift equally among colleagues in your department and tell your line manager and Ethics Committee about it.  Please check the Statement of Ethics for full guidance on what to do if you are offered gifts and/or entertainment.
Giving

To avoid any suggestion of impropriety, we also need to take care with the gifts and entertainment we and our Service Providers give in connection with our business, whether to people in the public or private sector. The sections below are intended to protect our Colleagues and Service Providers from any allegation of giving improper gifts or entertainment. 

8.1 Promotional Gifts by IPL
Promotional gifts may be given as a token of goodwill, a courtesy, or to promote our brand, provided that the gift is of nominal value (not more than £75 per recipient).
Standard promotional gifts (no pre-approval required) include items such as a plastic paperweight, a t-shirt or a cap, or another inexpensive item bearing an IPL group logo or trademark. IPL branded goods for resale are not standard promotional gifts.  It is extremely important that a gift or payment must not be given to influence any business decision or act or decision of a government or public official in his or her official capacity. 
All non-standard promotional gifts (including goody bags, hampers, gift baskets and goods for resale) must be pre-approved by the SE level director (or for gifts made by SE directors and above, the Asda General Counsel) and logged on the Ethics Tracker in advance of the promotional gift being given.
8.2 Entertainment by IPL
As per the Statement of Ethics, Colleagues are not permitted to accept entertainment in connection with our business. Entertainment is anything beyond the offer of non-alcoholic drinks and light refreshment as part of a business meeting. Entertainment given by Colleagues or Service Providers in connection with IPL's business must:

· Be reasonable - it should not be excessive or lavish. No illegal or immoral entertainment should be provided.
· Not be intended to improperly influence a business transaction - it should not place the recipient under any obligation and should not be capable of being misconstrued. 
· Be allowed by law - Governments and public authorities often have laws or Codes of Practice which prohibit the receipt of entertainment by public officials. The provision of lunch or refreshments as part of a meeting should not contravene such a prohibition, but the provision of other entertainment may do. 
All entertainment must be pre-approved by your line manager and logged through the Ethics Tracker.

Paying for coffee, soft drinks and food which is ancillary to a proper business meeting is not classed as entertainment and does not require pre-approval.

Note to line managers:  you should review who your team is entertaining and understand why.  Regular entertaining of the same people might indicate an improper intention (or could be perceived in that way).  Also, take particular care if a colleague wishes to entertain a public official.  It is very important that the official’s department is aware of what’s planned and that we cannot be perceived to be exerting pressure to get a decision in our favour.  Talk to the Asda legal team if you have any concerns about this. 
9 TRAVEL AND BUSINESS EXPENSES
· Colleagues and Service Providers may reimburse suppliers, potential suppliers, agents and other third parties for reasonable travel, lodging, food and refreshment expenses which are directly related to the promotion, demonstration, or explanation of our or their products and services, or the execution or performance of a contract. Colleagues and Service Providers should not pay excessive expenses or expenses unrelated to a genuine business purpose. 
There may be times when a business person or public official is required to travel to attend a meeting in connection with our business. In certain circumstances it may be appropriate for us or the Service Provider to pay for the individual's reasonable travel costs, accommodation and subsistence (meals and drinks). 
Colleagues and Service Providers may only pay for the reasonable costs of an individual's meals, accommodation or travel if the expenses are necessary and ancillary to a proper meeting relating to our business.  The expense must not be capable of being construed as improperly influencing the individual in his or her decision making.
In respect of public officials, it is important to ensure that the public official is entitled to have his or her expenses met. Their employer must be told in advance and the employer’s approval must be given. 
Expenses should be paid directly from IPL or the Service Provider to the contact/official’s employer or we should arrange the travel and accommodation, rather than reimbursing the individual directly. The costs involved should be reasonable and receipted. Cash payments should not be made.

9.1 Travel

What amounts to "reasonable" expense will vary according to the circumstances and to the country in question. It will generally be reasonable to pay for economy or business class travel in accordance with our travel policy. 
All travel arrangements should be made through our travel team.
9.2 Accommodation 

It may be appropriate to pay for a business person or public official's accommodation needs which are directly related to a meeting, store or factory tour. 

In no circumstances should you offer or provide accommodation to a relative, a spouse or partner of the business person or public official. You should also not pay for accommodation for more than one night after the meeting, store or factory tour, unless exceptional circumstances arise such as the business person or official's flight being delayed or cancelled. 
All accommodation arrangements should be made through IPL's travel team, where possible, and must be in line with IPL's Travel Policy. 
9.3 Meals 

It may be appropriate to pay a reasonable amount for a business person or public official's meals which are directly related to a meeting, store or factory tour..
9.4 Spouses

In rare circumstances it might be appropriate to pay for meals for spouses of third parties travelling on IPL/Asda/Wal-mart business.  Special approval from Asda’s General Counsel is needed for this.  
10 FACILITATION PAYMENTS
We make no distinction between bribes and improper, so-called, "facilitation" or "grease" payments made personally to individual officials or government employees to speed up or make a transaction or administrative process happen (for example, customs clearance). For these purposes, a ‘facilitation’ or ‘grease’ payment does not include legitimate payments to government departments to accelerate a process (for example legitimate fast track customs clearance which has been authorised by local law).
Our Colleagues and Service Providers must not make facilitation payments in connection with our business. Sometimes however, these payments are demanded in a threatening way.  If you believe that your (or anybody else’s) health, safety, personal security or welfare would be in danger if you don’t make the payment, we would not expect you to refuse to make it.
If it’s safe to do so, you should at first refuse to pay.  If you decide to make the payment due to the threat then you must report what happened to your line manager and Asda’s General Counsel. The cost must be accurately recorded as an "Extortion Payment". An example of this situation would be where a Customs Official makes a demand for payment together with a threat that if payment is not made the person may be detained. 
We will take action to try and stop it happening again, which may include speaking with the local authorities, the local chamber of commerce and/or the local embassy.
11 POLITICAL CONTRIBUTIONS AND EVENTS
· We support good and stable government. We do not support individual politicians or officials.
· We do not make contributions to political parties, organisations or individuals engaged in politics as a way of obtaining an advantage in business.
Political Contributions & Events

Care must also be taken in supporting events and other activities of government, local authorities, political parties and public officials. Such support must not be perceived to exert any improper influence.  
There needs to be a legitimate business reason for supporting the event and the amounts involved should be reasonable. Any payment to attend an event must be made to a political party or organisation rather than to an individual politician.  Any attendance at or support of political conferences or dinners must be pre-approved in writing by Asda’s General Counsel and logged on the Ethics Tracker.
Any entertainment or dinners directed at public officials or political candidates must be in accordance with our policy on gifts & entertainment.
We do not permit the use or loan of our personnel or property for political party work or campaign activities.
12 CHARITABLE DONATIONS 
Our policy on charitable donations to UK registered charities within the UK must always be followed. 
Because it is more difficult to verify non-UK registered charities, these additional rules must be followed. 
· Check that the organisation you are making the donation to is a charity.

· We must ensure that charitable contributions and sponsorships are not used as a means for bribery.
· All non-UK charitable donations and sponsorships we give must be approved in advance by the SE level director responsible for the business unit, in consultation with Asda’s legal team and the Asda Foundation.
· Service Providers are not authorised to make any non-UK charitable contributions in connection with our business. 

While we are keen to support charities, particularly those in our local communities, donations to charity can be used as a means of paying bribes. Donations should only be given to reputable, legitimate and registered charities.
Any donations to non-UK charities we make (or are made on our behalf), and whether made in cash or by contribution to charitable events, publications or fundraising initiatives, must be approved in writing in advance by the SE level director in consultation with Asda’s legal team and the Asda Foundation. 
If any public official (whether in the UK or abroad) asks us to make a charitable contribution this information should be provided to Asda Legal as soon as possible. 

13 BOOKEEPING AND ACCOUNTING
· Books, records and accounts must be kept which accurately and fairly reflect all transactions.
In accordance our normal business practice, Colleagues and Service Providers must not make, approve, or process any payment which relates to our business with the intention, understanding or suspicion that any part of the payment is to be used for any purpose other than that described by the documents supporting the payment. No "off the books" or unrecorded funds or accounts are permitted. The finance team is responsible for keeping accurate and fair records, but all Colleagues and Service Providers must make sure the information they give to them is correct.
Examples of prohibited record keeping activities include:

· making records appearing to show a payment to one person when, in fact the payment was made to, or was intended for, someone else
· submitting inaccurate expenses
· records that inaccurately characterise or inaccurately describe the true nature of transactions or payments (for example, recording a bribe as a "commission" or "marketing expenses", or a payment as an "overhead expense" instead of a "commission")
· claims for services, products or equipment not received
· creating or maintaining any unrecorded funds or assets of the company, including unrecorded "petty cash".
14 REPORTING SUSPECTED NON-COMPLIANCE  
All Colleagues must report any breaches or potential breaches of the Anti-Bribery Policy & Procedures as soon as possible.  You should use one of the following methods:
· Open Door Communications.

This is the most direct way to voice any concern to a manager.  If you believe your immediate manager is involved in the problem, discuss the issue with the next level of management who is not involved, or use one of the other resources.

· Contact the Asda Ethics hotline on 0800 318405 

· Contact the Walmart Global Ethics Office on 0800 028 7246 or by email at ethics@wal-mart.com
Any Service Provider who suspects or is aware of any violations of our Anti-Bribery Policy & Procedures must immediately notify their IPL contact.  
We will take all reported concerns seriously and will confidentially investigate to determine if the law or the Anti-Bribery Policy & Guidelines have been contravened. 
Any colleague who, in good faith, reports suspected legal, ethical, or policy breaches will not suffer any adverse consequences for having done so. 

If you report a suspected breach or bribery concern, we will make every effort to keep your identity private.
15 Effective Monitoring and Internal Control

Our businesses must all maintain an effective system of internal control and monitoring of our transactions.  Asda’s General Counsel will set an annual monitoring plan which will include periodic reviews by Internal Audit Services of anti-bribery compliance. 

16 CONSEQUENCES OF NON-COMPLIANCE 
We may take appropriate disciplinary action, up to and including termination of employment, against any Colleague who fails to comply with the Anti-Bribery Policy & Procedures, or applicable laws. In addition, a Colleague who breaks the law may face criminal proceedings, fines or imprisonment.
For Service Providers, non-compliance with the Anti-Bribery Policy & Procedures and any applicable laws may result in the immediate termination of any relationship with IPL.

In all cases of non-compliance we may report the relevant non-compliance to the relevant authorities.

Colleagues who raise concerns about non-compliance will not be dismissed, demoted or otherwise discriminated against for raising those concerns.
















































4

