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Dearest friends and colleagues,
I am honoured to introduce this new version of the Comdata Group 
Code of Ethics.
I am certain that it will be an interesting read for all of you, recalling 
the values that are well-known to us - values that have always 
motivated us and that remain key in our search for increasingly 
complex and structured solutions to guarantee the sustainable 
development of the Comdata Group.
However, if I were to summarise the meaning of the rules, indications, 
articles and definitions that you will find in our Code of Ethics 
in a simple concept, it could only be the following:
SUCCESS COMES AND GOES BUT INTEGRITY LASTS FOREVER.

Integrity means doing the right thing in all circumstances, whether 
someone is watching us or not; it means having the courage to do 
the right thing despite the consequences.
It takes years to build a reputation of integrity, but just a second 
to destroy it, and hence we must never allow ourselves to make 
decisions that may be damaging to our own integrity and ultimately 
the reputation of the Comdata Group.
We cannot begin to measure the trust that others have placed in us, 
but it will be expressed in the success of your work 
and will spread like wildfire.

THEREFORE, WE WILL DO THE RIGHT THING AND ALL THE REST WILL 
FOLLOW.

Hence, I invite you to review this new version of the Code of Ethics 
and to use it as a guide for the assessment of your actions as you work.

The Chairman
Massimo Canturi
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In consideration of the complexity of the economic, institutional, 
social and cultural situations and contexts in which we operate, 
we	consider	it	important	to	clearly	define	the	set	of	values	
that Comdata acknowledges, accepts and promotes. 
These values, expressed in this Code of Ethics, inspire 
the conduct, culture and special way that the Group does 
business. Compliance with the principles of the Code of Ethics 
is a fundamental prerequisite for Comdata’s reputation, reliability 
and long-term success.

All the activities of the Comdata Group must be carried out 
in compliance with the law, within a framework of fair 
competition, with honesty, integrity and integrity, in respect 
of its Customers, Suppliers, Employees, Collaborators, business 
and	financial	Partners	and	the	Community	in	which	the	Group	
is present. All the People that work or collaborate with Comdata, 
without distinctions or exceptions, are required to abide by 
and ensure compliance with the principles of the Code of Ethics 
within the context of their tasks and responsibilities. 
Under no circumstances may the conviction of acting 
for	the	benefit	of	the	Group	justify	the	adoption	of	behaviour	
that is in contrast with these principles. Managers, as leaders 
of their teams, are responsible for the practical implementation 
of the values of the Code of Ethics, promoting, through their own 
conduct, the awareness that acting according to the principles 
of the Code of Ethics is a fundamental part of the Comdata world.

General guidelines and basic principles
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Unethical behaviour when conducting its business activities 
can undermine the trust between Comdata and its stakeholders, 
which represent an essential intangible resource. 
This respect for essential core values helps to build Comdata’s 
reputation	and	is	the	first	line	of	defence	against	any	unlawful	
conduct or - even lawful conduct - that could amount to or simply 
encourage the commission of crime and hence result 
in the Companies of the Group being held liable.

All workers, collaborators and anyone involved in the operations 
of Companies of the Group are obliged to be aware of the Code 
of Ethics and to actively contribute to its implementation.

Comdata undertakes to promote awareness of the Code of Ethics 
among its intended recipients, ensuring the maximum distribution 
possible via the most appropriate tools.

The Code of Ethics will also be brought to the attention 
of all those with whom Comdata has business relations, 
with the aim of instilling the regulation of said relations with 
respect for the principles expressed therein.

This Code of Ethics is binding on all persons and entities that work 
with the Companies of the Group who, therefore, are referred 
to as the Recipients.

1.1. Values

The values indicate the manner in which it is expected
 that all Comdata workers and collaborators act each working 
day towards customers, colleagues, the goals pursued and their 
surrounding environment.

1
Ethical principles and the value of reputation
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•		We	strive	for	excellence	and	work	to	make	things	happen
•		We	build	the	trust	of	our	employees	day	after	day
   We believe in innovation to be the cornerstone of our mission
   We rely on an international team because we embrace 
   multiculturalism
   We support the environment in which we work and live.

1.1.1.  Passion for our Customers

Our focus on Customer Satisfaction and the provision of services 
that meet our Customers’ expectations are at the heart 
of Comdata’s Corporate Vision.
The	promotion	of	Quality	is	an	essential	for	ensuring	efficiency	
and Customer satisfaction. This also encompasses the receipt, 
disclosure and management of reports made by Customers 
as a tool for improving the service we provide.

1.1.2.  Transparency of relations

Corporate relations are based on clear and simple rules: 
transparency, fairness and professionalism are key to increasing 
the added value of the services provided. 
The creation of a pleasant, professional and challenging 
workplace is a minimum and necessary requirement 
for the achievement of goals.

1.1.3.  Collaboration and Team Work

Comdata supports and encourages team work. 
It is the professional, fair and calm contribution of all workers 
that leads to the achievement of results.
The continual collaboration between colleagues and the sharing 
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of goals form the basis for the creation of a positive corporate 
environment that encourages a more focused and involved work 
ethic and increased awareness of Customer expectations.

1.1.4.  Personnel Development based 
            on Results

The Group values the skills and abilities of its people.
Comdata adopts a meritocratic approach, whereby ability 
and the development of skills - including through ongoing training - 
are unique and essential values for the attainment 
of stakeholder satisfaction and service improvement as perceived 
by the Customer.

1.1.5.  Listening and Responsibility

Comdata believes in listening attentively and critically 
to all the input received from its Stakeholders, namely from 
Customers, workers, consultants, suppliers and external entities. 
The ability to listen is of fundamental importance 
in achieving Customer Satisfaction. The responsibility of workers 
and collaborators is a winning factor that contributes 
to the achievement of corporate goals.
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The Code of Ethics is applicable to all the Companies of the Group, 
in all countries and at all levels of the Organisation. 
In the event of any discrepancy between the principles stated 
in the Code of Ethics and local regulations, the more restrictive 
provisions shall be applicable, be they the principles expressed 
in the Code of Ethics or those in the individual legal system.

In order to promote compliance with the Code of Ethics 
at all levels and in all countries, Comdata regularly prepares 
and updates appropriate communication, training, prevention 
and control tools.
Code Recipients are the parties to whom the provisions 
of this document are applicable, namely the members 
of the Corporate Bodies of all the Companies of the Group, 
Personnel (Employees or otherwise), and all those that, directly 
or indirectly, on a permanent or temporary basis, have dealings 
or establish relations with Comdata or operate in order to achieve 
its goals. The principles expressed in the Code of Ethics constitute 
the common values of Comdata’s People and represent 
the minimum mandatory requirements that must guide 
everyone’s behaviour. Compliance with the principles of the Code 
of Ethics leaves room for personal expression and the character 
of each and every Person.

The Code of Ethics is an integral part of the employment relationship. 
Compliance with the provisions of the Code is to be considered 
an essential part of the obligations of Comdata Employees. 
The breach of any of the provisions of the Code of Ethics shall 
result in the application of disciplinary action and, in the most 
serious cases, also the termination of the employment relationship.

For the other Recipients, compliance with the Code of Ethics 
constitutes an essential requirement for establishing and/or 
continuing the professional/working relationship with Comdata.

2
Scope and recipients
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2.1.  Departments of reference

Each Recipient is obliged to be aware of the Code of Ethics, 
to actively contribute to its implementation (also through 
the reporting of potential breaches) and to suggest possible 
improvements to the departments of reference. The departments 
of reference for the application of the Code of Ethics are: 

Top Management, as the fundamental nexus of the organisation 
for	the	submission	of	doubts	or	requests	for	dialogue	or	clarification	
regarding the details of the text and on its full adoption 
on a daily basis;

Human Resources, with the task of promoting awareness 
of the Code of Ethics within the Group, of receiving any suggestions 
for improvement and of implementing the appropriate disciplinary 
measures in the event of any breaches of the Code of Ethics 
by Employees;

Group Internal Audit, with the task of examining reports 
of possible breaches and promoting the appropriate checks 
with the support of the competent structures; 

Legal/Compliance, with the task of supporting the departments 
stated above during inspections in full compliance with the laws 
in force in the various countries;

Departments in charge of inspecting the Internal Control 
System within the various legal bodies of the Comdata Group, 
to	whom	the	task	of	monitoring	the	effectiveness	of	the	ethical	
rules and compliance with the latter is entrusted - in coordination 
with and with the support of the central Group Internal Audit 
department.
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2.2.  Management of reports

In order to facilitate the reporting of any possible violations 
of the Code by anyone who becomes aware of it, the Comdata 
Group	has	prepared	and	made	available	different	communication	
channels towards appropriate and independent structures, 
responsible for receiving and managing them. 
In addition to the communication channels activated 
at the individual Group companies, it has been actived an 
independent web-platform which represents the recommended 
channel for the aforementioned reports which can be reached 
on the web page https://whistleblowing.comdatagroup.com. 

All People must play an active role in the promotion of the values 
of the Code of Ethics. With this in mind, therefore, any Recipient 
that becomes aware of a breach of any of the principles 
of the Code of Ethics is obliged to report the said breach 
by following the aforementioned communication channel.

The Comdata Group undertakes to safeguard the anonymity 
of the whistleblower and to guarantee the protection of the same: 
in fact, no form of retaliation or direct or indirect discriminatory 
measure	that	produces	effects	on	the	work	situation	
of the whistleblower and having a direct causal link or indirectly 
with the report made is tolerated.

For more information on how to manage reports 
and the whistleblower protection measures, please consult 
the Whistleblowing Policy published in the governance section 
of the institutional website https://www.comdatagroup.com. 





17

All Comdata activities must be carried out in full compliance 
with the law and the principles of honesty, professionalism, 
impartiality,	integrity,	confidentiality,	transparency,	diligence,	
fairness and good faith vis-à-vis customers, workers, 
collaborators,	shareholders,	and	business	and	financial	partners,	
as well as the administrative authorities and the communities with 
whom Comdata has dealings in the performance of its activities.

These	principles,	which	define	the	ethical	values	that	guide
 the activities of the Group, are implemented, for the purposes 
of this Code of Ethics, in accordance with the terms outlined below.

3.1.  Honesty and compliance with the law

Compliance with all applicable laws and regulation in the various 
countries in which Comdata does business is a prerequisite for all 
its actions, operations and negotiations. Under no circumstances 
will any conduct be tolerated that breaches the laws in force 
in any country in which the Group operates.

In line with Anti-trust provisions, Comdata promotes integrity, 
honesty and fair competition among parties in the pursuit 
of challenging goals and new accomplishments, and undertakes 
to always respect all counterparties, including competitors.

In this regard, Comdata openly opposes any corruptive practices 
aimed	at	obtaining	undue	benefits,	with	regard	to	dealings	
with Public Authorities and Public Entities in general (in relation 
to whom it is necessary to act with maximum transparency 
and integrity), as well as dealings with Private Entities.

3
General ethical principles
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In the performance of their duties, all company personnel must 
comply with the laws and regulations in force and also fully 
respect company procedures, regulations and its Code of Ethics. 
Comdata does not tolerate any derogation from the aforesaid 
principle, even in the case where a person acts in the erroneous 
conviction of operating in the interest of the individual company 
of reference or of the Group.

3.2.  Professionalism

All Comdata activities must be carried out in a committed 
and strictly professional manner, in keeping with the spirit
of mutual respect and collaboration.
The performance of each Code Recipient must be commensurate 
with	the	role	fulfilled.

3.3.  Correct behaviour in the case 
         of a conflict of interest

Situations in which persons involved in any company operations 
find	themselves	in	a	conflict	of	interest	must	always	be	avoided.
In	particular,	staff	must	refrain	from	using	their	position	
in order to pursue interests that are in contrast with those 
of Comdata, and to conclude contracts or initiate negotiations 
with counterparties that are related to, or are partners of, 
Code Recipients.
The	following	situations,	for	example,	could	result	in	a	conflict	
of interest:
   
   participation in decisions that concern business with  
   undertakings, companies or organisations in which the employee,  
   collaborator, partner or their family members have interests;



19

   have (personally or as a family member and/or cohabitant) 
			a	financial	or	participatory	interest	in	a	competitor,	supplier	
   or customer of Comdata;

   have a family member and/or cohabitant who works or collaborates 
   directly or indirectly in a company that is a competitor, supplier   
   or customer of Comdata;

   the use of the names “Comdata” -”Comdata Group” 
   and the names of each company of the Group to obtain 
   personal advantages;

   carrying out speculative transactions based on internal 
			confidential	information.

Recipients must avoid engaging in or facilitating transactions 
with	a	potential	or	actual	conflict	of	interest	with	the	Company,	
as well as activities that may interfere with the ability to make 
impartial decisions in the best interests of the Company and in full 
compliance with the provisions of this Code of Ethics. 

If	a	Recipient	finds	himself/herself	in	a	situation	of	conflict	
of interest, even if only potentially, he/she must communicate this 
fact to their contact person within the company or superior, 
so that the decision on the best solution to be adopted can be made.
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3.4.  Transparency and integrity 
         in the management of business 
         and in the information, recording 
         and traceability of transactions

All actions, transactions, negotiations and, in general, the conduct 
of personnel in the performance of their duties must be traceable 
and based on the highest principles of managerial integrity, 
completeness and transparency of information, legitimacy, 
in both form and substance, as well as clarity and truthfulness 
of all accounting documents, in accordance with the applicable 
laws in force and internal regulations. 

All Code Recipients are obliged to give complete, transparent, 
coherent and accurate information so that the stakeholders 
can make independent and informed decisions in full knowledge 
of the interests involved, the available alternatives 
and the relevant consequences.

All actions and operations must be duly recorded and the decision, 
authorisation and implementation process must be traceable. 
Each operation must be duly documented in order to allow checks 
to be carried out at any time to verify the characteristics 
of the operation and to identify the various levels of responsibility.

3.5.  Diligence and integrity 
        in the negotiation and execution 
        of contracts

In drawing up contracts to be concluded, Comdata will abide 
by the principles set forth in this Code of Ethics, the existence 
and content of which is to be made known to the counterparty.
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Contracts with third parties and the work assigned must be 
executed in accordance with what has been established
and agreed by both parties.

3.6. Fair competition

Comdata supports fair competition and refrains from collusive 
or deceptive behaviour.

Competitors form part of the overall set of variables that 
an evolved company must take into account in its development 
decisions and strategies. This is therefore also an aspect that must 
be considered while staying true to the core principles 
of the Code of Ethics.

To this end Comdata undertakes to abide by the principles 
of fair competition set forth in national and EU legislation 
and in particular to comply with the following fundamental rules:

Decisions on pricing, terms and conditions of sale, and sales 
and marketing strategies must be taken independently 
and in line with market conditions and production costs 
and in compliance with Comdata strategies. 
There is no reason whatsoever to discuss the latter aspects 
with a competitor;

Refrain from signing agreements with suppliers whose 
behaviour	could	influence	or	compromise	free	competition	
in the market in which Comdata operates;

Do not try to obtain information about competitors through 
illegal methods such as industrial espionage or corruption;
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Do not adopt any behaviour whose primary or exclusive 
purpose is to obstruct a Competitor;

Never	ask	job	applicants	or	staff	already	employed	to	disclose	
information on their former employers, clients or professional 
partners, if such disclosure breaches obligations 
of	confidentiality	and	integrity.

3.7.  Collaboration, mutual respect 
         and working relations

Comdata Group maintains and concludes work contracts 
with employees, suppliers and collaborators in compliance 
with the regulations in force.

Relations between workers and collaborators, at all levels, 
must be based on the principles of integrity, cooperation, fairness 
and mutual respect.

3.8.  Internal audit and risk 
         management culture

Comdata Group believes in the importance of developing 
an internal audit and risk management culture that encourages 
informed decision-making and that contributes to ensuring 
the	safeguarding	of	company	assets,	the	effectiveness	
and	efficiency	of	company	processes,	the	reliability	of	financial	
information, and compliance with laws and regulations, as well as 
with the company by-laws and internal procedures.
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In order to achieve these goals, Comdata has a set of instruments, 
activities, procedures and organisational structures aimed 
at	enabling	the	identification,	measurement,	management	
and monitoring of the main risks the Group is exposed to.

All Recipients must fully cooperate with the internal departments 
and	external	Bodies	in	charge	of	inspecting	the	effectiveness	
of the control system.
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4.1.  Principles of conduct in business

The business relationships established by Comdata are inspired 
by	the	principles	of	fairness,	integrity,	transparency,	efficiency	
and the free market: principles that must be respected by those 
who - whether workers or collaborators - have business dealings 
with third parties on behalf of or in the interest of the Group.

Corrupt practices, unlawful favours, collusive behaviour, direct 
solicitation and/or solicitation through a third party, aimed 
at	personal	benefit	or	advancement	or	that	of	others,	are	forbidden.

4.2.  Customer relations

Comdata pursues its corporate success on the markets 
by	offering	quality	products	and	services	at	competitive	conditions	
in compliance with all the regulations for the protection 
of fair competition.

The	offer	of	innovative	services	is	one	of	the	goals	that	Comdata	
pursues in order to create relationships of trust with its customers 
and	final	consumers.

Recipients of this Code of Ethics are required to comply with 
internal procedures for managing relations with Customers, 
and in particular to supply, in accordance with contractual 
requirements, high-quality products and services that satisfy 
the reasonable expectations of the Customer, as well as 
to provide accurate, truthful and complete information
	on	the	products	and	services	offered	so	that	the	Customer	
can make informed decisions.

4
Relations with third parties
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4.3. Supplier relations

The selection of Suppliers and the formulation of the purchase 
conditions for goods and services must be guided 
by	the	principles	of	competition,	objectivity,	integrity,	impartiality,	
fairness of price and quality and the good and/or service.

For Comdata, the choice of suppliers is also essential 
for guaranteeing innovation and excellence in the production 
and marketing of its products. 

Comdata Suppliers adopt operating solutions in line with the laws
 in force and, more generally, with the principles of the protection 
of People, and the health and safety of workers 
and the environment.

4.4.  Relations with collaborators

The Code of Ethics is brought to the attention of collaborators, 
who are obliged to comply with the sections applicable to them. 

The remuneration paid by Comdata will be commensurate with 
the service indicated in the contract and, in any case, 
with professional capability and with the actual service performed; 
the payment, moreover, must be accompanied by appropriate 
supporting documentation (invoice, etc.), duly addressed 
and recorded. Payments must not be made to any party other 
than	the	contractual	counterparty	nor	to	a	third	country	different	
from that of the parties or the place of execution of the contract.
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4.5.  Relations with associations

The participation of employees or collaborators, on behalf 
of or as representatives of Comdata, in committees or associations 
of	any	type,	whether	scientific,	cultural	or	professional,	must	be	
properly authorised by company management in accordance 
with internal company procedures.

In the event of meetings in association or institutional venues 
with the personnel of competitors, the Recipients of this Code of 
Ethics must avoid conduct that appears to breach the regulations 
protecting competition and the market.

4.6.  Protection of industrial 
         and intellectual property

Comdata complies with the legislation on trademarks, patents 
and copyright. It is therefore forbidden to use, for any purpose, 
products	and/or	semi-finished	products	with	altered	or	counterfeit	
trademarks or symbols, as well as to develop, sell, and distribute 
products already patented by third parties for which Comdata 
does not own the copyright or products that bear misleading 
markings regarding the origin and quality of the product. 
The protection of intellectual property rights is considered 
of primary importance and therefore any unlawful distribution, 
reproduction, use, or sale thereof, for any purpose and by any 
means, is strictly forbidden.

In addition, in the context of the use of graphic materials 
(photographs, graphic representations, diagrams etc.) used 
for communication and marketing purposes, the Comdata Group 
carries out the necessary preliminary checks in order
not to breach the copyright of others.
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5.1.   General principles of conduct 
         in relations with the public authorities 

In the performance of their professional duties, Code Recipients 
undertake to comply with the highest standards of moral integrity, 
acting always in good faith and in a transparent, honest 
and proper manner in all their dealings with others both within 
and outside the Group, and in accordance with national 
and international anti-corruption legislation. 

Code Recipients must refrain from acting or seeking to act 
in	a	manner	aimed	at	gaining	profit	or	advantage	for	themselves	
or for parties that work with Comdata.

For the purposes of this Code of Ethics, the term Public Authority 
refers to any public entity, administrative agency, or legal 
or	natural	person,	acting	in	the	capacity	of	a	public	official	
or providing a public service.

During any business negotiation, request process or any other 
liaison with a Public Authority, the personnel involved must 
not	seek	to	unduly	influence	the	decisions	of	the	counterparty,	
including	those	of	officials	that	negotiate	or	make	decisions	
on behalf of the Public Authority.

5.2.  Gifts and benefits

With reference to the above standards of conduct, it must be 
underlined	that	any	gift	or	benefit	of	any	kind	that	is	offered,	
promised or given, either directly or through an intermediary, 

5
Relations with public authorities
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to a Public Authority, to a legal or natural person employed 
by or acting on behalf of a Public Authority, or to their relatives, 
or	any	unlawful	pressure	applied	on	the	same	to	influence,	
facilitate	or	reward	a	decision,	an	official	duty	or	an	action	
contrary	to	the	official	duties	of	a	Public	Authority,	
is strictly forbidden.

It is also strictly forbidden to adopt this behaviour in order 
to favour or harm any party to a civil, criminal or administrative 
court case and thus gain a direct or indirect advantage
for Comdata.
If any company employee receives any explicit or implicit request 
for	benefits	of	any	kind	from	a	Public	Authority,	or	a	legal	
or natural person employed by or acting on behalf of a Public 
Authority, he/she must immediately suspend all relations 
and inform the contact person within the company or his/her 
direct superior so that the appropriate measures can be taken. 
Recipients of this Code of Ethics must not attempt to circumvent 
the above provisions by resorting to other forms of assistance or 
contribution,	the	purpose	of	which,	although	under	a	different	
economic or legal guise, is nonetheless forbidden by this 
regulation.
The above provisions do not apply to ordinary and reasonable 
entertainment expenses or to gifts of modest value that are 
customarily given in the course of normal business relationships.

5.3.  Politically exposed persons 
         and relations with political parties

Comdata limits political participation and regulates relations with 
government	officials.
Code Recipients are not permitted to publicly support any political 
party or to participate in any electoral campaign in the name 
of Comdata.



32

In the event that the business activities carried out in the name of, 
on behalf of or in the interest of a company of the Comdata 
Group result in contact with Politically Exposed Persons, 
top management must be promptly informed so that the 
appropriate assessments can be made. Relations with Politically 
Exposed Persons must be conducted with with maximum 
transparency and regularity and must be promptly reported 
to top management. 
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6.1.  Transparency towards the market

Comdata, in the pursuit of its company mission, ensures 
the complete transparency of its corporate information both with 
regard to compliance with the law and in terms of the content 
and forms of disclosure.

6.2. Accounting records

With regard to accounts management and recording, the use 
of true, accurate and complete information is the basic principle 
guiding the entries made in the accounting ledgers.

Comdata, and its employees and collaborators are proactive 
in ensuring that administrative information is accurately 
and promptly recorded in the accounts.
All transactions must be recorded and accompanied 
by supporting documentation in order to facilitate recognition 
in the accounts and ensure that there is an accurate record 
of the transaction.

Each	record	must	reflect	exactly	what	is	shown	by	the	supporting	
documentation. Workers and collaborators are required to make 
sure that the documentation can be easily found and is kept in 
a well-organised manner.

Any internal Comdata Recipient who, in the performance of their 
professional	duties,	becomes	aware	of	any	omission,	falsification	
or negligence in the accounts or in the related documentation 
must inform their internal audit departments of their discovery.
 

6
Accounting transparency and internal audits
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6.3.  Anti-money laundering 
         and organised crime

Comdata undertakes to prevent the use of its economic 
and	financial	system	for	the	purposes	of	money-laundering	
and	the	financing	of	terrorism	(or	any	other	criminal	activity)	
by its Customers, Suppliers, Employees and the counterparties 
with whom it has dealings in the performance of its activities.

To	this	end,	the	Comdata	Group	avoids	and	rejects	any	
organisation that can be linked to organised local, national 
and international crime. The Companies of the Group avoid 
relationships of any kind with parties linked to criminal 
associations,	and	do	not	finance,	or	otherwise	facilitate	any	
activity related to criminal organisations. 
In order to avoid the performance of transnational crimes, 
the Companies of the Group verify that relations 
with international operators take place in compliance with laws 
and regulations.

Relations with any type of counterparty that is considered 
to have possible involvement in criminal activities of any kind, with 
particular reference to money-laundering, are expressly refused.
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A	core	aspect	that	qualifies	the	ethical	behaviour	of	Comdata	
and that contributes to the establishment and growth 
of its reputation and reliability is rooted in the company’s respect 
for the behavioural principles that are aimed at guaranteeing 
the integrity of share capital, the protection of creditors 
and of third parties entering into business relationships with 
the Group, the normal operation of the market and, more 
generally, the transparency and integrity of Comdata activities 
from	an	economic	and	financial	perspective.

Comdata, therefore, intends to ensure the dissemination 
of and compliance with the standards of conduct in order 
to safeguard the aforementioned principles and values and also 
to prevent the adoption of unlawful conduct or conduct 
that amounts to or encourages the commission of crime. 

The protection of the ethical values outlined above and crime 
prevention within the scope of company operations are based 
on compliance with the standards of conduct described below, 
which	are	also	influenced	by	relevant	company	procedures.

7.1.  Corporate disclosures

In compliance with the law and company procedures, all Comdata 
employees and collaborators are required to conduct themselves 
in a proper, transparent and cooperative manner in all activities 
related	to	preparing	the	financial	statements	and	other	legally	
required corporate disclosures aimed directly at shareholders 
or the general public, the purpose of which is to provide 
shareholders and third parties with true and accurate information 
on	the	economic	and	financial	situation	of	the	Group.

7
Protection of share capital, creditors 
and the market
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To this end, the term corporate disclosures refers to all 
the disclosures legally required that are directed at shareholders 
and the general public.

7.2.  Integrity of share capital

All Comdata employees and collaborators are required to strictly 
comply	with	the	laws	governing	the	integrity	and	effectiveness	
of share capital and to abide by the internal company procedures 
that are based on said laws in order to avoid any detriment 
to the guarantees with creditors and third parties in general.

7.3.  Relations with public regulatory 
         authorities

Comdata deals with various Public Institutions and Regulatory 
Authorities with the highest level of transparency, clarity 
and integrity, in such a way as to not cause any partial, false, 
ambiguous or misleading interpretations. 
In	consideration	of	the	confidentiality	and	sensitivity	
of	the	relations	with	these	Bodies,	only	the	People	specifically	
appointed shall have dealings with Public Institutions 
and Regulatory Authorities.

Comdata does not permit any action or omission that could 
constitute an obstacle to the performance of the duties 
of the Public Regulatory Authorities in charge of the sectors 
in which the Group operates.
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To this end, all company workers and representatives are obliged 
to communicate with the public regulatory authorities promptly, 
accurately, in good faith and as required by law, without hindering 
in any way the operations carried out by the same.

7.4.  Media relations

Only specially-appointed persons will deal with the press 
and all communications and information media, in compliance 
with the procedures or regulations adopted by Comdata.

All external disclosures must follow the guidelines of truthfulness, 
integrity, transparency and prudence and must be aimed 
at encouraging the awareness of the policies, programmes 
and	projects	of	the	Group.

Media relations must be based on compliance with the law 
and the Code of Ethics with the aim of protecting the image 
of the Company.
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8.1.  Management and valuing of people

Comdata,	in	addition	to	being	a	“limited	company”	is	first	
and foremost a “People’s Company” characterised, despite 
their individuality, by a single genetic code within the organisation: 
entrepreneurship, passion and speed.

A present and a future for Comdata that lives up to its past 
requires	a	strong	and	specific	commitment	to	carefully	managing	
and valuing the human capital of tens of thousands of Employees.
 
For this reason Comdata undertakes to take care of its resources, 
encouraging personal and professional development, creating 
initiatives to better their skills and abilities.
All Employees must be guaranteed equal training and career 
opportunities, in line with the standards of merit 
and the results achieved.

The Group also believes in the strength of collaboration between 
People;	for	this	reason	it	promotes	effective	collaboration	
and relationships characterised by a constant and ongoing mutual 
exchange regarding the activity carried out and the behaviour 
adopted.

Each Recipient is required to contribute to an atmosphere 
of respect for the dignity and reputation of each person.
The assessment of individual performance must take into account 
not only “what” has been achieved, but also “how” results have 
been achieved, rewarding integrity, passion, enterprising spirit 
and innovative ideas.
The remuneration of People must be based on criteria 
of transparency. Comdata promotes the development of People 
that	pursue	the	objectives	of	the	Group.

8
Personal policies



42

The	selection	of	resources	must	finally	be	justified	by	criteria	
of merit, professionalism, competence and compliance 
with Group values. Comdata is against all forms of discrimination 
or undue favouritism in the selection of Personnel.

More generally, Comdata refuses the exploitation of labour 
and child labour, in particular, in all the countries in which it operates.
In addition to fully complying with the regulations in force 
in the individual countries, Comdata promotes the protection 
of	workers’	rights,	freedom	of	association	and	the	right	to	join	
trade unions.

8.2.  Well-being

Comdata undertakes to protect the physical and psychological 
well-being	of	its	People,	striving	to	find	a	balance	between	work	
requirements and family and personal demands and prohibiting 
any kind of violent behaviour or conduct that is damaging 
to People’s dignity.

Contributing to improving the quality of life of its resources 
is a way of communicating trust, which promotes a sense 
of	belonging	to	the	Group	and	makes	Comdata	not	just	a	simple	
Organisation, but an Organisation made of People for People.

Comdata	promotes	social	measures,	benefits,	services	and	
initiatives that have a real impact on the lives of its workers.
Human resources is an indispensable component in the existence, 
development and success of a company.

Comdata undertakes to develop the skills and abilities of its 
workers, so that the professionalism and commitment they 
develop as a result become key factors in the achievement 
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of	company	objectives	and	also	ensure	that	their	potential	
and creativity can be fully expressed in the environments in which 
they operate.

8.3.  Protection and promotion of diversity

Comdata	firmly	believes	that	valuing	the	differences	
and encouraging the acceptance and the inclusion of those from 
new worlds, cultures and identities in the workplace 
is a huge opportunity.
In fact, being constantly tuned into the market means ensuring 
that	the	organisation	fully	reflects	the	diversity	of	its	Customers	
and Employees, in the widest sense of the word.

The commitment of the Group is not limited to considering 
diversity as an element to simply be accepted and protected, but 
as a characteristic of the organisation to be promoted 
and emphasised, with determination and courage.

Comdata therefore ensures the same recruitment and career 
opportunities to everyone within its organisations worldwide, 
eliminating all possibilities of direct or indirect discrimination 
due to individual characteristics, such as, for example, gender, 
different	ability,	age,	marital	status,	ethnic	or	social	origin,	faith,	
or sexual or political orientation.

 

8.4. Information management

Workers and/or collaborators must be aware of and implement 
company policies on the protection of privacy and on the assurance 
of	the	integrity,	confidentiality	and	availability	of	information.
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Clear,	objective	and	comprehensive	documents	must	be	drawn	up,	
allowing, if necessary, for checks to be carried out by colleagues, 
managers or external parties authorised to request the information.
It is strictly forbidden to use IT resources for any unlawful purposes 
or for any purposes other than those permitted by the company’s 
security policy.

Comdata does not permit the use of unauthorised or unlicensed 
software or software obtained unlawfully.

8.5.  IT systems, internet 
         and social networks

IT tools are essential for supporting the search for innovation and 
excellence in terms of quality of the service provided 
to the Customer.

Comdata also strongly supports the importance of establishing 
an open, constructive and transparent dialogue with its 
Employees, Customers and Stakeholders, also taking advantage 
of the opportunities linked to social media, as well as through 
more traditional communications media.

In consideration of the enormous resonance and impact 
on its reputation that the information and opinions expressed 
with these tools can have, Recipients are recommended 
to be extra-vigilant in assessing the content and materials 
to be disclosed via digital media.
Finally, any use of the company IT systems or social networks that 
may	breach	the	laws	in	force,	or	cause	offence	to	the	freedom,	
integrity and dignity of People, and minors in particular, or that 
may result in undue intrusions or damage to the IT systems of 
others, is strictly forbidden.
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8.6.  Use of company assets

Any worker or collaborator who uses company assets must:

   Exercise due diligence;

   Act responsibly when using the asset, in line 
   with company procedures;

   If required or necessary, accurately document the use 
   of the asset;

   Avoid any improper use that cause damage to or reduce 
			the	efficiency	of	the	asset,	or	that	is	in	any	case	contrary	
   to the interests of the company.

In particular, when using IT applications, all workers 
and collaborators are required to comply with internal regulations 
regarding connecting to and using the Internet and the use 
of company email.

The use of company assets that are not authorised for personal 
purposes, be they material or immaterial, entrusted to Recipients 
for the performance of work-related tasks, is prohibited.

Activities not included in their duties, which are carried out during 
working hours, are also prohibited.
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9.1.  Protection of confidential information 

Comdata	recognises	that	confidentiality	is	a	key	ethical	principle.
Comdata	ensures	the	confidentiality	of	the	information	
in	its	possession	and	does	not	collect	confidential	information	
from third parties, unless expressly authorised to do so, 
in which case it acts in compliance with the applicable laws 
in force.

All the information, knowledge and data acquired or processed 
by workers and collaborators during their work belong 
to Comdata and/or its Customers and may not be used, 
communicated or disclosed without the express authorisation 
of their superior and/or the Customer.

Code Recipients are obliged to maintain the absolute secrecy 
of	Comdata	interests	and	to	not	use	confidential	information	
on the Group for purposes not related to the performance of their 
professional duties.

It is also absolutely forbidden for Code Recipients to disclose 
information pertaining to the company’s organisation 
and production methods, and information related to business 
conditions, purchase prices and development operations.

9.2.  Protection of privacy

The Comdata Group pays the utmost care and attention 
to the privacy of the people with whom it has business 
relationships in any capacity - employees, commercial 
relationships, partnerships, etc. 

9
Confidentiality and protection of personal data 
and other information
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The processing of personal data takes place in full compliance 
with the fundamental rights and freedoms of individuals 
and	in	compliance	with	current	legislation	on	the	subject,	putting	
in place adequate technical and organizational measures for 
the protection of personal data processed for business purposes.

To	this	end,	the	Comdata	Group	has	prepared	specific	guiding	
principles which indicate the behaviors that all members 
of the Comdata organization undertake to respect, even in cases 
where	they	may	be	more	restrictive	than	the	specific	local	
regulatory system.

For more details, please consult the Privacy Code of Ethics 
published in the governance section of the institutional website 
https://www.comdatagroup.com.

https://www.comdatagroup.com/en
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Comdata conducts its operations in accordance 
with the legislation in force governing working conditions.
At Comdata, the safety of its Employees is a fundamental principle 
on which the Company bases its choices and decisions and that 
is vigorously and strictly pursued in all the organisations 
of the Group worldwide. Employees and Collaborators, whose 
physical and psychological well-being is paramount to Comdata,
are guaranteed safe and healthy working conditions through 
information, ongoing training and the direct accountability 
of everyone in the application of safety procedures and in vigilant 
preventive action.

Comdata is committed to disseminating and consolidating 
a culture of safety by developing, through employers 
and company management, an awareness of the relative risks 
and using all the resources necessary to guarantee the health 
and safety of employees, collaborators and customers.

For these reasons Comdata undertakes to comply 
with the legislation in force on prevention, protection 
and environmental impact, adopting technical and organisational 
instruments in order to safeguard health and safety, 
and providing those in charge of prevention with all the necessary 
financial	resources	and	knowledge.

10
Health, safety and the environment
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The Board of Directors of Comdata SpA regularly updates the text 
of the Code of Ethics, making amendments and updates, 
also on the possible recommendations of the Control and Risk 
Committee (where established), the Board of Statutory Auditors 
and the Supervisory Body.

The promotion of compliance with the Code of Ethics falls within 
the context of the Corporate Governance initiatives of Comdata 
and constitutes one of their key points of implementation.

All the Boards of Directors of the Companies of the Group are 
obliged to formally accept the Comdata Code of Ethics.

Comdata undertakes to ensure that the Code of Ethics is widely 
distributed, and in particular to all Employees, thanks also 
to	specific	training	and	disclosure	activities	aimed	at	bringing	
the content of the text closer to the daily routine and work 
of all the People in Comdata.

The same commitment is aimed at the interested parties outside 
the Group, for which the Code of Ethics is made available through 
publication in the governance section of the institutional website 
https://www.comdatagroup.com.

For	any	clarification	on	the	application	of	the	Code	of	Ethics,	
you can contact your Personnel Manager of reference.

11
Adoption, disclosure and implementation

https://www.comdatagroup.com/en
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