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ADP ANTI-BRIBERY POLICY
FREQUENTLY ASKED QUESTIONS

Revised: April 8, 2020

This document is intended to address questions about ADP’s Anti-Bribery Policy (the “Policy”).

I. Possible questions regarding who to contact on questions about the Policy:

Q. Who should I contact with questions or concerns regarding anti-bribery and anti- corruption
compliance?

Questions or concerns regarding anti-bribery and anti-corruption compliance should be
directed to the Ethics helpline (adp.ethics.helpline@adp.com), Global Compliance
(global.compliance@adp.com), your business unit attorney, ADP’s Vice President Corporate
Ethics, ADP’s General Counsel or any member of the legal department. Contact information is
available in the Reporting Violations section of the Anti-Bribery Policy and the Code of
Business Conduct & Ethics.

Q. Where can I get a copy of the ADP Anti-Bribery Committee Approval Request form?

A copy is available on the ADP Portal by following the links for Our Company / Policies &
Guidelines / Ethics, or the Quick Link to Compliance and Ethics.

II. Possible questions regarding the law underlying the Policy:

Q. What does “anything of value” mean?

Anything of value may include, but is not limited to, cash, cash equivalents, discounts,
donations, employment opportunities, travel expenses, entertainment, stock or gifts.

Q: Is the Policy’s requirement to maintain accurate records of all transactions only designed
to reveal improper transactions?

No. The Policy’s requirement to record accurately all ADP expenses and transfers of ADP
assets applies to all transactions. In fact, an associate may incur a legitimate expense on
behalf of ADP (for example, reasonable expenses associated with a prospective
government client’s tour of ADP facilities), but if the expenses are recorded in a misleading
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manner, the associate (and ADP) may face criminal penalties under the Foreign Corrupt
Practices Act (“FCPA”).

Q: May ADP transact business with Government Entities?

Yes. Applicable law does not prevent ADP from engaging in legitimate business
transactions with government entities.  The Policy focuses on improper payments or gifts
to individual government officials that are made in order to gain or retain business
opportunities.

Q: May ADP transact business with “Government Officials” or entities that are co-owned by
“Government Officials”?

Yes. Applicable law does not prevent ADP from engaging in legitimate business
transactions with Government Officials.  The Policy focuses on improper payments or gifts
that are made in order to gain or retain business opportunities.  Any proposed expenditures
to Government Officials are subject to prior approval by your Business Unit CFO and the
Anti-Bribery Committee.  Any transactions with third parties are subject to adherence with
ADP’s policies and procedures for vetting and contracting with clients or vendors. If you
have any questions on contracting with third parties, contact the ADP Legal Department

Q. If the government owns a business, are its employees “Government Officials?”

Yes. Employees of state-owned enterprises, such as hospitals, universities,
communications firms and steel firms, should be treated as “Government Officials” under
the anti-bribery laws.

Q: Is ADP responsible for the actions of its agents or third-party representatives?

Yes. ADP may be liable for bribes made by any agent, representative or third party acting
on ADP’s behalf. In fact, if the circumstances reveal that ADP “turned a blind eye” to
conduct that violates the FCPA, ADP and its associates may be deemed to have had
knowledge of the unlawful conduct.  All associates have a duty to inquire further when
circumstances raise potential “red flags” (for example, a request by an agent for an
unusually high commission, a request that payments to be made in cash or to accounts
outside the country where the transaction is taking place).  Note that while the FCPA does
not define “agent” or “representative”, associates should consider any person or entity
which performs services for ADP at ADP’s direction as an “agent” or “representative” (for
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example, an entity which is reselling ADP’s products for a commission under contract with
ADP should be considered an agent or representative in  that jurisdiction).

Q: Can I or ADP be prosecuted under the FCPA and other anti-bribery statutes, if a bribe is
made by a third party, such as a business finder or agent?

Yes. Legal liability is not limited to those who actively participate in illegal conduct. A
bribe made by a third party is illegal under anti-bribery laws.  ADP and individuals who made
the payment to the agent can be prosecuted under the FCPA and other anti-bribery
statutes.

Q: How is the U.K. Bribery Act different from the FCPA?

The U.K. Bribery Act is not limited to improper inducements made to government officials.
The U.K. Bribery Act makes any form of bribery illegal, including bribery in private
commercial transactions.   The U.K. Bribery Act also creates an offense for failure to
prevent bribery.

Q: How serious is it if someone makes a payment that violates the anti-bribery laws?

Very Serious. Violations of these laws are felonies.  An ADP associate involved, as well as
the company, may face criminal prosecution.  For the associate, there could be jail time and
substantial fines.  ADP will not (and is not legally permitted to) reimburse the associate for
the fines related to violations of anti-bribery laws.  For ADP, there are potentially enormous
fines, plus the possible loss of the right to conduct business in certain markets as well as
significant reputational harm.

Q: Will ADP pay my fine if I violate the FCPA?

No. The Policy highlights that the law prohibits ADP from paying an associate’s fines. In
addition, such an employee will be subject to disciplinary action from ADP, including
possible termination.

III. Possible questions from Associates about the application of the Policy:

Q: I am trying to win a bid for potential business with a large governmental agency of a
country located in the Asia Pacific region.  To assist in the decision-making process, I would
like the senior representative of the agency to tour our U.S. facilities.  The potential
services contract is very large, so I would like ADP to provide airline tickets for the
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representative, a per diem amount, and hotels and meals. Would this be a violation of the
Policy?

Maybe. This could be a violation of the Policy and the FCPA.  To be sure your arrangements
are permitted under the Policy, before making any such travel arrangements, you must first
obtain the permission of your business unit CFO and the Anti-Bribery Committee.

Q: I work in a country where bribery is common—payments to governmental officials are
expected and necessary in order to conduct business activities.   Since every other company
appears to be doing it and I am not aware of any fines or penalties for these other
companies, I assume that limited payments to government officials would be acceptable.  Is
that correct?

No. Bribery is unacceptable under any circumstances.  The fact that everyone else in a local
marketplace might be paying bribes does not make it acceptable and does not permit our
associates to violate the law.  By making such a payment, you are violating the Policy and
applicable anti-bribery laws.

Q: I am a citizen of a country outside of the U.S. and I have never even traveled to the U.S. I
have been recording small cash “gifts” to a government official as a travel expense on my
expense reports.  I have not informed my manager, but these gifts allow me to operate my
business smoothly and without undue interference from the government.  Since my
manager does not know the details and I am not a U.S. citizen, am I still violating the Policy?

Yes. Even though you are not a U.S. citizen, ADP is a U.S. company and is required to have
all of its associates worldwide abide by the FCPA.  The gifts you are making not only violate
the anti-bribery provisions of the Policy (and the FCPA), but also the accurate
recordkeeping provisions of the Policy (and the FCPA).   Further, not only will ADP be
exposed, and you personally be subject to punishment under applicable anti-bribery laws,
but you may be putting your manager in jeopardy of violating the Policy and the FCPA.

Q: I am working in a country where the local tax official has asked me to provide him with
occasional travel vouchers or otherwise arrange for ADP to pick up the expense of his
travel (for travel not connected to any business of the official with ADP), with the
understanding that he will “help us” on various local tax matters. We are not contracting
with this tax official’s agency for any ADP service offering, so would such a payment/gift
be permissible under the Policy?
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No.  Even though it does not appear to be directly related to obtaining or retaining a
contract with the tax official’s agency, ADP stands to gain economically from favorable tax
treatment it might not otherwise have if our associate did not make such a payment/gift.
The Policy prohibits it and some courts have found that to be an illegal bribe under the law.

Q: We have a local agent who handles all dealings with the government.  As long as the
local agent handles things, do I have to worry about corruption?

Yes. You still must be alert to corruption risks.  Merely having a local agent does not
protect you. In fact, you are expected to have conducted adequate due diligence to ensure
you understand who your agent is and whether or not that agent has a history of making (or
may be inclined to make) an inappropriate payment.  YOU CAN BE HELD RESPONSIBLE FOR
THE ACTS OF YOUR AGENTS.

Q: Does the Policy apply if you are not seeking to do business with a government agency?

Yes. The Policy prohibits all inappropriate payments to obtain or retain any business or any
improper advantage.  The Policy is not limited to government contracting as it also applies
to private commercial transactions.

Q: Anti-bribery laws often apply to “government officials.” Does the Policy only cover
government officials?

The law is much broader than you might first think.  “Government officials” cover a broad
category of individuals.  For example, it covers members of any royal family, employees of
political parties, candidates for a political office, employees of public international
organizations (e.g., UN and IMF) and even employees of state-owned enterprises. It is not
limited to bureaucrats or those at high-level policy positions such as ministers.

Further, some of the anti-bribery laws cover any bribe or inappropriate payment, even if a
government official is not involved.  That is why the Policy prohibits ALL inappropriate
payments regardless of the recipient.

Q: What if a government official demands payment from us, and we did not initiate the
issue.  Is a payment illegal if we are forced to make it?

The payment is illegal, even if the official initiates it.
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Q: What if a government official requests that a payment be made to a charitable
organization in which he/she has a personal interest?

This could also be considered an illegal payment.  Any charitable contributions made by or
on behalf of ADP in the US must be given by the ADP Foundation.  You, as an associate,
must not make a personal contribution under such circumstances without first checking
with your Business Unit CFO and the Anti-Bribery Committee because in certain
circumstances such contribution could be illegal and improper.

Q: What if a government official has a relative looking for a job?  Can we offer to hire, or at
least consider the person for employment?

This is possible, but it must be done on a reasonable basis and may not be done to obtain
anything from the official.  You should seek counsel from the Legal Department if a
question like this arises.

Q: You have an important shipment of materials sitting in a customs warehouse and they
won’t release it. What can you do if everyone else is paying the officials under the table to
move things along?

The Policy prohibits making such payments to the official (known as facilitation payments).
No such payments are permitted and if you are requested to provide such payments they
should immediately be reported to the Legal Department.

Q: How about a payment of an official, published set fee to a governmental office or entity
(as opposed to directly to a government official) available to all parties to expedite the
performance of a routine governmental action such as the obtainment of a required license
or visa?

Yes. Official payments of published, set, publicly available fees to expedite the
performance of a routine governmental action are permissible (for example, a passport
administration office stating on their website that passport renewal can be expedited for
an additional payment of $50 paid directly to the visa agency).

Q: In my region, it is both typical and expected for suppliers to provide their clients with
fairly expensive gifts.  Because of this custom, it is difficult to discourage our suppliers
from providing us with these gifts.  How do I handle this?
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You should politely advise these suppliers that ADP’s standards do not permit our
employees to accept these gifts. You can provide the supplier with copies of the Code of
Business Conduct & Ethics and the Anti-Bribery Policy. If you have questions or concerns,
you should consult your manager or the Ethics helpline.

Q: I recently attended a business conference at ADP’s expense, where my name was
automatically entered into a raffle, along with all other attendees’ names.  I won a trip to
London. Can I keep the prize?

It depends. Employees may be able to keep prizes from raffles, provided that the employee
is not placed under any obligation for having entered or won the raffle (e.g., an obligation to
use a specific company’s services or to provide the sponsoring company with the
employee’s business attention). If the value of the prize is more than $50, you must obtain
approval from your business unit CFO and the Anti-Bribery Committee before accepting the
prize.

Q: A potential vendor has invited me to attend a professional sporting event with him.  May
I attend?

Yes, if the hospitality does not exceed $250 per person and the vendor attends the event
with you.  However, if the value of the entertainment is more than $250 you must obtain
approval from your business unit CFO and the Anti-Bribery Committee before accepting
and/or attending the event.

Q: A gift basket containing perishable items (such as a fruit basket or cookie platter) arrives
from a client that has a value of $100.  Can I keep it?

Yes, but only if the items in the basket can be shared with others in your department. In
that case you may keep the basket provided it is actually shared with your department.
Any other form of gift with a value in excess of $50, even if intended to be shared among
associates, may not be accepted without prior approval by your business unit CFO and the
Anti-Bribery Committee and you should expect that the acceptance of such gifts will not be
approved (for example a $200 dining gift card sent to an associate will be rejected, even if
the associate intends to share the meal with other associates).  ADP expects strict
adherence to our policy limits and encourages associates to inform third parties on the gift
policy thresholds.



Page 8 of 8

Q. If a client invites me to attend an event with them, when I am calculating the value, do I
look at the cost of the ticket by itself or do I need to also add in the cost of any
transportation and/or food and drinks to see if it exceeds $250?

It is one event so all of the things that the client is paying for need to be added together –
cost of ticket, transportation and food and drinks.  Combined the amount must be less than
$250.

Associates may have questions regarding hiring agents, consultants, representatives or
other third parties acting on behalf of ADP.  These third parties pose potential anti-
bribery risks for ADP when working on our behalf and therefore associates are reminded
that all engagements of third parties acting on behalf of ADP must be done under the
oversight and direction of ADP Corporate Legal and Procurement.
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