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Viva-MTS and Employees

Viva-MTS and Community

Viva-MTS and Customers

Viva-MTS and Regulations

Message

Dear Family Members,
This document is one of our most important blueprints of this company because it sets forth the
principles and ethical standards for the professional conduct and responsibilities of Viva-MTS staff
members. These principles and standards should be used as primary guidelines related to our daily
professional activities. They constitute normative statements for you and provide guidance on
issues that you will face in your professional career.
At Viva-MTS, we always strive to observe legality, act honestly and make professional efforts
for the best interest of our operation and the society in which we work.
Please read the Code of Ethics and apply the rules to ensure consistency, clean work ethics and
uphold our professional brand.

Sincerely,
Ralph Yirikian
General Manager
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INTRODUCTION

Preamble
Viva-MTS anticipates all its employees to maintain the highest ethical standards. The Viva-MTS Code
of Ethics establishes the framework by which employees are expected to conduct their professional
lives by facilitating behavior and decision-making that meets our Company's business goals and is
also consistent with the Company’s values, policies and legal obligations. Any time you make a
decision please answer the bellow questions:

1. Is this aligned with the Company regulations?
2. Is this lawful?
3. Is this fair and just?
4. Does the Company benefit from this?
5. Does it establish a good reputation for the Company?
6. Do I have authority for this decision?
7. Would I feel comfortable if the information on my actions appears in mass media?

If your answer to any of the above questions is “no”, you should not do that.
Commitment to ethical professional conduct is expected and mandatory for each member
of Viva-MTS.
The Company appreciates Respect of personal rights and interests of our Employees,
Impartiality meaning labor compensation in proportion to the results achieved and equal
rights for professional growth, and Courage for resisting the unacceptable and taking on
Responsibility for the consequences of own decisions.
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Core Values
The Viva-MTS mission is to offer innovative and quality telecommunication services. Throughout
its operations and in every sphere, the Company adheres to the following core values:

•
•
•
•
•

Innovation – We develop state-of-the-art solutions and put them into practice
successfully.
Responsibility – We care and we are accountable for what we do.
Respect – We put ethics and human values at the core of everything we do.
Teamwork - We work with integrity and together celebrate our mutual success.
Loyalty- We believe and we are faithful.
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Viva-MTS and employees

EMPLOYEE RIGHTS AND WoRkIng enVIRonMent
Our employees have the right to work in a safe and healthy
environment. They have the right to be treated fairly and equitably,
and to work under reasonable working hours and conditions as per
the law. They have the right to fair and equitable pay, and have the
right to report problems (whistleblower protection).
Our Company is committed to provide a working environment
that does not tolerate discrimination related to gender, child and
forced labour, race, skin color, ethnicity, language, origin, social/
economic status, age, place of residence, religion, political belief
and membership or lack thereof public associations. This relates
to recruitment, staff development, promotion, and disciplinary
measures. Discriminatory behavior, negligence, reprimands or
forms of oppression that create a hostile working atmosphere are
strictly prohibited. Managers are expected to build and sustain a
healthy working culture built on trust, commitment and
engagement.
the Employee related matters that are not addressed or resolved at the levels of the Department
Manager or the HR Department are to be escalated on an ad-hoc basis to the Disciplinary Committee
which is chaired by the General Manager and established to ensure that all employees of Viva-MTS are
treated fairly, equitably, and respectfully.

Our Company strictly prohibits harassment and bullying, including hints of sexual or physical proximity,
hindering the work of another person or creating an atmosphere of fear, animosity or tension. If you have
witnessed a violation and kept silent, you are also complicit to the violation and will bear the consequences
of a violation.
It is strictly forbidden to commit any of the following actions that will result into expulsion from the
Company: theft, cursing, harassment (verbal and physical), bullying, complicity and/or being drunk at the
workplace. These rules apply to every employee of the Company.

Viva-MTS commits to providing its employees and any person who enters the Viva-MTS premises with safe
office conditions. Compliance with safety standards is particularly important for the staff of technical
Department. Moreover for some jobs there is a stipulated mandatory safety regulation, which you should be
familiar with and follow the rules applicable to you. It is strictly prohibited to carry weapons (even
pneumatic) and other measures of self-safety at work without special permission. Moreover, explicit or
implied threats, intimidation or violence in any from are strictly forbidden.

Viva-MTS employees’ entrance to the Viva-MTS premises and exit is carried out through both badges and
fingerprints. All employees and any visitor should ensure that their provided badges are visible at all times. It is
strictly forbidden to give the badge to other people.

Question:

What kind of behavior is forbidden in the Company?

Answer:

The following is forbidden:

•
•
•
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theft, cursing, harassment (verbal and physical), bullying and complicity.
being under the influence of alcohol or drugs or improperly take medication at the
workplace and carring weapons.
discriminatory behavior, negligence or other reprimands or forms of oppression
that create a hostile working atmosphere.

Viva-MTS and employees

Dress Code
Dress code is enforced to ensure professional and sharp image of
employees and of the corporate brand. Viva-MTS employees are
required to dress respectfully, albeit comfortable and casual .
The personal appearance of the employees who have regular contact with
the public (both internal and external) is to be governed by the following:
• Depending on the nature of work (Service Centers
Employees, Floor clerks, Drivers, Laborers and others),
wear the uniform provided by the Company, which shall
always be clean and ironed;
• Have clean, combed, and neatly, timed arranged hair, the
color and style of which shall not attract extra attention;
• Have clean and cared hands;
• Maintain strict body hygiene and avoid any body odor and
acute-smelling perfume;
• It is not permissible to wear torn jeans, sweatpants, any
kind of shorts, t-shirts displaying advertising writing, any
kind of hats;
• The following types of shoes are not permissible: slippers,
beach sandals, flashy athletic shoes, flip-flops, boots.
employees of Viva-MTS are allowed to wear casual attire considering the
requirements mentioned above.
Employees who have special meetings with external customers / client
should be in business style clothing.

Additional Requirements for Women
The following are strictly forbidden:
•
long nails, manicure with drawings;
•
excessive (noisey, long, heavy) jewelry;
•
heavy, excessive make-up;
•
shaggy, unkempt hair;
•
any kind of see-through pants, faded overalls;
•
tops, which bare both the shoulder, back and/or , transparent blouses, wide cracks;
•
sun dresses (sarafan), short dresses and skirts (4 cm above the knee) High hills (not exceed 8 cm).

Additional Requirements for Men
Male employees must always be cleanly shaved (even if bearded), and wear clean clothes.

Line managers are responsible to evaluate the dress and appearance of employees under his or her
supervision. If an employee is not dressed appropriately, the supervisor/line manager should take the
following step:
• On the first occasion, immediately send the employee home to change clothes and give verbal warning.
• On the second occasion, the employee should be given a written warning.
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Viva-MTS and employees
Обращение

CONFLICT OF INTEREST
the interests of the Company and its brand must be the first priority in all decisions and actions
taken by Viva-MTS employees. even the appearance of a Conflict of Interest can damage an
important Company interest, therefore to avoid such situations and to increase work efficiency
the Company prohibits all cases of conflicts of interest.
a conflict of interest may arise when personal interests are involved or at stake, and when
relevant decisions may negatively affect the Company’s interests.

Conflict of interest — any
situation in which Viva-MTS
employee is in a position to
exploit a professional or
official capacity in some way
for his/her personal benefit.

Individuals working in Viva-MTS shall at all times act in a manner consistent with their functional
responsibilities to the Company and shall exercise particular care that no detriment to the
Company results from conflicts between their interests and those of the Company.
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Viva-MTS and employees

Conflicts of interest can take various forms. The following are some examples of such conflicts:
1. you are the co-owner of the company, which is the counterpart, the supplier or the vendor of
Viva-MTS;
2. you accept gifts or invitation to attend entertainment events or anything else that has value from a
Viva-MTS supplier or vendor;
3. You have family business where a spouse, child, or other close relative of yours is employed (or
applies for employment), or where goods or services are purchased from such a relative, or a
company is controlled by your relative.
4. You are going to change your position/location within the department and/or unit where your
relatives are already working and there will be direct subordination within the positions.
These and similar situations should be avoided.

Impressions of conflicts of interest
also create conflicts. Conflicts
can be established by interests or
actions of a close relative (such as
your spouse, children and parents).
Please remember: if you think you
might be involved in a conflict of
interest or because other people
think so, you should discuss this with
your manager.

Question:

the company where my father is the owner renders services to the Viva-MTS. What should I do?

Answer:

In this case you need to fill the Declaration on the Mts armenia (Viva-MTS) conflict/possible conflict of
interests and submit to the HR Department in order to avoid any actual or potential conflict of
interest.

Question:

My wife has been recruited in the company that is a competitor of Viva-MTS. Do I need to update
my Declaration on the Mts armenia (Viva-MTS) conflict/possible conflict of interests?

Answer:

You should fill the updated information in the form and submit to the HR Department.
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Viva-MTS and employees

Gifts, Trips and Entertainment Activities
Our Company complies with the
anti-corruption requirements
in the provision of gifts, trips or
entertainment activities. The internal
documents on anticorruption or
COI will help you to counteract
corruption.
at Viva-MTS it is prohibited to accept
invitations from third party members
for a lunch, drinks or dinner, etc.
accepting the invitation from the third
party will be considered as a violation.

Meanwhile with the approval of your Department Manager and general Manager, you can invite
the clients for a casual lunch or dinner at the Viva-MTS premises at a reasonable price and
present them with small symbolic presents and souvenirs, but only in case if such presents are
permitted in accordance with anticorruption legislation Pl-aRM-020 and other internal
normative documents, as well as own procedures and policy of the Company’s client.
According to the type and cost meals and presents should be ordinary and customary in
the market of the country of the entity who receives a gift. The gift can only be a tribute of
politeness or respect, or a sign of gratitude for hospitality.
•
It is unacceptable to make presents in the form of cash or in response to favorable
conditions.
•
It is unacceptable to make gifts in anticipation of obtaining favorable treatment.

You can also receive an invitation from a third party, including clients, customers, service
providers and other third parties to participate in meetings, congresses and conferences that
are directly related to business activity, upon approval of the Department Manager and General
Manager. Trips and entertainment activities that are too expensive or are beyond the scope of
reasonable prices are strictly forbidden.

Any trip or leisure activity provided to civil servants or other entities should be in strict
accordance with the requirements of the Company’s internal documents on anti-corruption
and applicable laws, and primarily controlled by Compliance Manager and approved exclusively
by the General Manager.

no Viva-MTS employee is allowed to receive personal financial benefit, gifts or services due to
their position or responsibility in the Company irrespective of the occasion and amount, with
the exception of promotional branded items (i.e. pens, calendars, agendas, note pads, mugs).

all such proposals should immediately be politely declined and reported to the immediate
line manager and Compliance Manager.
10

Viva-MTS and employees

protection and use of company property.
Confidentiality Regime
Each employee should protect the Company property and resources. In case you are aware or witness
negligent attitude towards the Company property or cases of damage you should inform your direct
manager or via Hot-line.
It is forbidden to use the Company assets for any illegal and unseemly purposes.
In order to protect and guarantee accurate usage of Company property each employee should:
• Ensure due caution in order to prevent theft, damage or abusive use of the property
• Immediately inform his/her direct manager about the fact of damage, theft or abusive use
• Use phones and other electronic resources, written documents or any other property for business
purposes only
• Protect all the electronic data, communication means and written materials of a random access
• Use Company property and resources for legal business purposes only and in line with the job
responsibilities.
Remember official gsM number is granted for official use and cannot be given even to family members or
relatives. Viva-MTS employees should try to always be available in case of emergency situation.

Intellectual property
The employee shall not dispose, use or reproduce any value, recognized as an intellectual property of
the Company or protected information, without the General Manager’s formal written authorization.
Intellectual property is any product that belongs to the Company or was produced and developed for
the Company, i.e. Company logo, any text, design, report, manual, method, algorithm, software, code,
which has been developed by or with participation of the Company staff.
You should remember that any message that you send from the Company’s e-mail with the use of the
Company’s computer system, may be controlled by management unless proscribed by the existing
legislation.

Question:

During a business trip, my colleague asked me to send a presentation to his personal e-mail
to work on it. Is this allowed?

Answer:

You should not do it, because the presentation may contain confidential information and
there is a risk that in case of sending documents to another server there may be a leakage
of information.

Protected information is the state and official secret defined by the RA legislation as well as the information
containing personal data publishing and/or disclosing of which may damage the Company reputation, operation
and/or the staff.
our work environment or work nature may give us access to protected company related information, whether
related to customers, vendors, Company partners or even staff. any such information is the sole property of VivaMTS. We must maintain the highest degree of integrity when it comes to our work, even when dealing with
Company related clients, and we must protect all classified or personal information received in the course of our
business with Viva-MTS.
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Viva-MTS and employees

Violating the rule of intellectual
property is considered as a bridge of
the confidentiality agreement and the
given Code of Ethics. We must respect
our customers and the personal
data of all our customers (including
vendors, partners and staff), and it
is our responsibility to duly protect
the confidentiality of their personal
information.
It is important as it may happen
that another person becomes
aware of it. Moreover the
messages sent via corporate
e-mail are the property of the
Company.

You should be careful with the electronic communication with your colleagues. It is important
as it may happen that another person becomes aware of it. Moreover the messages sent via
corporate e-mail are the property of the Company.

If you have an access to confidential information, which does not relate to your functional
responsibilities, you should immediately notify your line manager. Viva-MTS staff is obliged to obey with
the requirements of the Ra legislation on the protection of commercial secret (no-079 nD PlaRM-002).
You should use any confidential information directly related to your job solely for the purposes related to
your job responsibilities and do not discuss it in places where it can be heard by an unauthorized people
(No-079 ND PL-ARM-002).
Ignorance of these rules is considered as violation of the rules stipulated by the employment agreement
and the internal regulations of the Company. In specific cases it may even lead to criminal responsibility.

In addition, remember the following rules:
• Never get into electronic correspondence and do not visit sites that may be
offensive, insulting, intimidating, and obscene.
• Do not use Company equipment or facilities for personal use.
• Use Companys' resources wisely and according to their intended purpose.
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Viva-MTS and employees

Social Committee
the Viva-MTS social Committee is an entity that operates on a voluntary basis to implement social, cultural, and
sport related activities, with the purpose to improve the working environment and corporate culture of the
Company. the social Committee has 10 members: one representative from each department. the selection of
the committee members is done once every two years and is approved by the general Manager.
Activities of the Social Committee should not contradict and should be in line with the Company policies, procedures and ethical norms.

Relationships with
other employees
all employees of Viva-MTS should respect the
dignity, age, religious, belief and privacy of
others, and are forbidden to harass others in
any behavior resulting in an intimidating or
aggressive working atmosphere.
Every employee should be dedicated to a
teamwork be transparent in sharing the
knowledge, experience and expertise with
others. We expect our employees to behave
respectfully towards each other, value each
other’s views and opinions, work in teams
which are placed of mutual support, where
anything is debated without hint humiliation,
where the critiques of individual or team work
is welcomed, discussed and where lessons are
learnt and implemented.

13

Viva-MTS and Customers
Relationships with Customers
Relationships with Competitors
Information security

14

Viva-MTS and Customers

Relationships with customers
Maintaining high quality services and excellent customer service is the determining factor of our
success – this is what customers expect from our Company.

In order to continually meet the
expectations of our customers,
as well as for our services to
be the best in its class, it is
necessary to:
•
•
•

Comply with all
governmental norms;
Strictly observe the rules of
customer service;
ensure that the VivaMTS customer’s personal
information is handled in the
right way.

the highest level of customer satisfaction is to be provided with continuously developed network.
today, Viva-MTS has succeeded in building armenia’s largest telecom industry, with the strongest
network coverage. equipped with the state-of-the art technologies the Company is committed
to providing quality communication for people everywhere and all the time.
The reputation of our Company is one of our most valuable assets. In order to maintain the
high reputation of the Company, marketing, advertisement and commercial activities should
be carried out conscientiously, honestly and legally. The advertisement of our services should
comply with their actual qualities.
Each employee should be aware about Company products and know the available resources
where one can get information about Company products and tariffs. If a friend of yours is
interested about the products you can recommend them the corporate website as well as 111
online service.

While answering to the customers’ questions, we should always ensure that their
expectations are met. In cases when you are not sure about your response, please answer
the following questions:
1.

If I would be a customer, will I consider the actions of Viva-MTS fair?

2.

Would I like my operator to make the same decisions for me in such situation?

3.

Can I imagine more fair approach towards the customer in the same situation?

4.

Would I feel comfortable with my friends and relatives if this information is published via
mass media?
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Relationships with competitors

our Company operates in strict accordance with the law of Ra on protection of economic
competition. this law prohibits any activities that can lead to the violation of competition
principles and monopolization of the market.

We must avoid even the appearance of illegal activity, and any kind of entrepreneurial action
and behavior that contradicts the law or business traditions, and violates the principles of
trustworthiness, justice, truth and impartiality between competing parties or their customers.

Any employee should report to their respective manager about any or potential violation of
the Law and other regulations related to the dishonest competition by any other employee
or competitors.

the marketing processes of Viva-MTS should be developed through our services, products and
brand and never through competing by dishonest competition resources such as exaggeration
or misrepresentation of facts and negative statements regarding competitors’ product
quality, service quality, financial situation and business reputation.

InFoRMatIon seCURIty
Information is considered one of the most important business assets and therefore needs to be
suitably protected from unauthorized disclosure (i.e. breach of confidentiality), corruption (i.e.
breach of integrity) or loss (i.e. breach of availability).

Information security breaches can severely damage a Company’s reputation, result in
significant financial losses and harm the overall business in any number of ways, from lost
customers and revenue to the theft of valuable intellectual property.

It is obvious that information security is an absolute must in constantly increasing
interconnected business environment and every Viva-MTS employee plays an essential role in
ensuring and preserving the information security of our Company.
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Information security is achieved by implementing a suitable
set of measures (called ‘controls’) including policies,
processes, procedures, organizational structures and
software and hardware functions, and should be in a key
position in all organizational business processes involving
information in any of its possible forms, e.g. printed and
written on paper, stored electronically, transmitted by post
or using electronic means, shown on films or spoken in
conversation.

With this goal Viva-MTS has created and is gradually
enforcing information security policies based on the
Company’s business needs and international best practices
in compliance with the international standard of
Information security Management system Iso/IeC
27001:2005.
Information security Management system should balance physical, technical, procedural, and personnel security
to maintain and manage information security based on a systematic business risk approach.
as part of this compliance every Viva-MTS family member is requested to carefully read below guidelines and
follow it in his/her daily work.

Disclosing sensitive information about customers, intellectual property, human resource matters, mergers and
acquisitions, or other company activities may result in liability or bad publicity, or could reveal information that is
useful to competitors.

as stated in our Code of ethics, or stipulated in our employment agreement, every staff member of Viva-MTS is
obliged to obey the above-mentioned guidelines to avoid any type of information leakage. any violation of these
guidelines will be subject to disciplinary actions.
Remember: Information security depends on every single employee of the Company.

Guidelines to follow:
“All materials related to MTS Armenia CJSC (i.e. business, customer, vendor / supplier, etc.)
are the sole property of MTS Armenia CJSC. Employees are prohibited from:
• Posting company information not explicitly marked as “public” on social networking
sites (e.g. Facebook, Twitter, YouTube, Google Plus, MySpace, LinkedIn, Flickr, etc.);
• Sending Company documents to their personal e-mail addresses (e.g. Yahoo, Mail.ru,
Gmail, Yandex, Hotmail, etc.);
• Sending confidential documents outside the company, except if operational-related
documents are approved;
• Sharing Company documents with family members or friends;
• Using corporate email for personal communication;
• Sending passwords or credit card numbers.
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Viva-MTS and Community

Corporate social responsibility
Viva-MTS aims at creating shared value both for the Company and its stakeholders. We strongly
believe that our potential business achievements depend on the constructive impacts we have
on environment, society and the economy of our country. our ambitious plan is to challenge
the status quo in a complex and developing industry like armenia by leading and promoting
socially responsible management throughout the country.
Viva-MTS CsR strategy replicates the Company’s current corporate values and the expectations
of our shareholders, local communities, our employees other stakeholders. the CsR strategy
incorporated into our existing business strategies and policies, in an agenda that allows us to
better perform, measure and manage environmental, social and economic impacts of our
business.

We direct our efforts to the following spheres:
1.
2.
3.
4.
5.
6.

Environment
Human Resources
Supply Chain
Customer Care
Information Security and Data Protection
Social Engagement

Driven by a strong sense of responsibility and belonging towards the armenian society, Viva-MTs
set the track for a solid partnership between a corporate entity and the society, with which it
coexists due to the belief that we share with it the benefits of our investment, and implement
social, cultural, health, sports, educational and humanitarian activities everywhere hand in
hand with all armenians.
Viva-MTS has a long-term relationship with the armenian society. With this in mind, each Family
member who takes part of the Viva-MTS is obliged to respect Corporate Responsible values and
to take action as a Corporate Responsible employee.
Viva-MTS is conscientious of the value of volunteering and of corporate responsibility and
for this reason, encourages its family members to take part in these activities. the Company not
only is actively involved in corporate responsibility activities, but ensures that its family members
also partake in giving back to the community, in their own ways. staff members collectively raise
funds to support a cause that is of value or importance to them. some support orphanages, some
school for children with special needs, while others provide heating or schooling supplies,
among many examples.
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Staff members should be socially conscientious to change our lives for the better and with
this objective the Company encourages the following actions to ensure that we put Corporate
Responsibility values into action:
Reduce. Set your photocopiers and printers to print on both sides by default. Make
computer files, not paper files when possible. Do not print unless absolutely required. Do
not use colored printers, only when absolutely required. Be careful of the use of printing
toners and cartridges, and only print when necessary.
Reuse. Reuse envelopes and send them through the mail again whenever possible. Reuse
paper if possible and use recycled paper as much as possible. When purchasing paper or
envelopes, ensure that they are recycled goods.
Recycle. Recycle paper whenever possible. Encourage employees to use scrap paper to
take notes. Re-use envelopes or other stationary for inter-office use. Shred paper and
gather/provide them to relevant companies for recycling. All internal/external email
signatures should include a corporate common environmentally friendly message.
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Relationships with suppliers
all the suppliers of Viva-MTS should be treated via fair competition or bidding. there should be an
inclusive, independent, objective and fair consideration of the supplier qualification, product/
service quality, reputation through tender or other fair/reasonable means based on Viva-MTS
Purchasing Policy.

Question:

What should Viva-MTS employees do?

Answer:

The employees should:
• Abide by the laws and regulations against unscrupulous competition or monopoly/
corruption/bribing;
• Protect legal interests of the Company, and reject bribes, discounts through
unauthorized repayments, or material benefits offered by a supplier;
• Adhere to Viva-MTS corporate culture and respect the corporate culture of the
supplier, treat suppliers and their representatives in an accepted etiquette, and
keep confidential the information of the supplier as mutually agreed and legally
regulated.

Relationships with mass media
all employees of Viva-MTS should inform the Communication Unit
in advance on planned participation in the events where
participation of mass media is provided.
In case the employee provides information on the number of
subscribers, Company’s revenues, investment size and other
information about Company’s activities to the mass media s/he
should obtain initial agreement with the Communication Unit.
Below are some examples of the information which are not subject
to sharing with mass media by the Viva-MTS's employees:
• Information of confidential nature, as well as insider
information.
• On the clients, partners and contractors of MTS Armenia without
prior permission of Company General Manager.
• Comments and forecasts of the political situation in the
Republic of Armenia and abroad, as well as the actions of
individual politicians.
• Comments on the activities of legislative, executive and judicial
bodies of the Republic of Armenia except for the cases when it
directly affects the activity of the Company.
• Comments on the activities of competitors of the Company.
• Incomplete and invalid data on the activities of the Company, etc.
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Viva-MTS anD tHe laW

ANTI-CORRUPTION LEGISLATION
When doing business it is expected that any Company employee should follow the anticorruption legislation including the Armenian anti-corruption legislation, US Foreign Corruption
Prcatices Act (FCPA), UK Bribery Act 2010 as well as other applicable legislation of the territories
where the Company is running its business / presented.
The Anti-corruption Policy PL-АРМ-020 defines the requirements for abidance of the provisions
of applied anti-corruption legislation by the Company and its employees.
the laws and respective regulations prohibit to directly or indirectly make payments or transfer
any valuables, as well as offer, promise or authorize payments or transfer of valuables to state
authorities in order to have influence on government actions or formal solutions in order to
obtain a permit for carrying out or continuation of business activities or illegal advantage.
The information to be collected during market research regarding competitors’ products,
services and strategies should be based on legitimate sources.
In any operation including participation in tenders, provision of licenses or during inspections
the employee should act according to the internal procedures and strictly adhere the anticorruption law requirements.
Viva-MTS employees are forbidden to use their time of work or company resources for their own
political activities. It is forbidden to make donations for political campaigns or use the property,
services or other assets of the Company for political purposes without prior consent, as
established by the Company’s normative documents related to anti-corruption. similar
restrictions apply to indirect expenses on behalf of the candidate or selected official, such as
business trips, or use of phone, e-mail and other corporate equipment.
Finally, employees who bear witness to a corrupt act even by another employee and who do
not escalate the violation are considered complicit to the violation and will bear the
consequences of a corruption violation.

Relationships with state officials
In respect of the relationship with regulatory authorities the employees of Viva-MTS should
consider the anti-corruption rules of the government officers. It is prohibited to offer any benefit
to regulatory officers that may influence their just judgment. the Viva-MTS employees are
prohibited to bribe any regulatory officer (directly or indirectly) in the name of the Company.
In business operation Viva-MTS has to cooperate with state officials very often. Regardless the
fact the state official is a client of the Company or a regulatory body each employee should
ensure cooperation solely in accordance with the law as well as internal procedural
requirements.

Question:

I got a call from someone, I used to go to school with, who now works in the tax
inspectorate and he asked me to privately give him some information on a particular
Viva-MTS deal. He said that the tax inspectorate has the right to request such
information. What should I do?

Answer:

You must ask the caller to give you his/her contacts and after that you must
immediately contact the Corporate Governance and Legal Department and tell
them about the situation so that the competent employees can ensure that VivaMTS legal rights and responsibilities are honored.
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MTS AND THE LAW

Compliance with Laws, Rules and Regulations
employees of Viva-MTS are aware of and obliged to act in compliance with the existing laws,
rules and regulations as well as policies and procedures of Viva-MTS.
no Viva-MTS employee is allowed to take part in any action or encourage any other
third party to violate the laws, legal acts, as well as policies and procedures of the Company.
Without limitation such actions are: violation of anti-corruption legislation, violation of laws on
intellectual property, violation of laws on trade mark, commercial secret, information secret
and confidentiality of personal data, conclusion of any bargain of use of insider information,
illegal transfers to the benefit of political parties, governmental authorities or companies,
violations of antimonopoly regulations, harmful influence on the environment, discrimination
during the recruitment and employee relations and sexual harassment, any violation of work
and safety conditions/rules, providing wrong or incorrect financial information, non-authorized
use of Company property.
Employee who has insider information about MTS as well as about other companies is
not allowed to disclose such information to the third parties, is not allowed to make
recommendations to others based on this information for acquisition of financial securities of
these companies as well as to use it for transactions with financial securities.
Any employee who becomes aware of any violation of this Code is required to:
•
•

Notify his/her supervisor/line manager.
The employees can also notify the HR Department/HR Planning & Development Unit

•
•

Provide information through the Hot-Line in Our Planet.
Refer to Compliance Manager

Not retaliate against any other employee for reports of potential violations that are
made for good reason.

The Company will follow the internal
procedures in investigating and enforcing
this Code.
After the conclusion of an investigation,
the report should be presented to the
General Manager.
In case of violation of Code of Ethics the
following disciplinary sanctions may be
applied towards the employees;
a) Warning,
b) Strict Warning,
c) Termination of the Employment
agreement in compliance with the Labor
Code.
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MTS AND THE LAW

RePoRtIng anD DOCUMENTATION
the work of Viva-MTS largely depends on the accuracy and reliability of the data. In any
corporate document, information should be clear, complete and accurate. It is forbidden to
forge any document and/or report of the Company.
Bookkeeping documents and reports should completely and accurately reflect the economic
operations made by the Company. These are data sources for important management decisions
related to the Company’s further development.
Viva-MTS staff members are obliged to abide by the Company procedures to avoid risks and
fraud, violations and infringements in the following areas:
• Bookkeeping, tax accounting and drafting of the corresponding reporting (including financial
reporting);
• Implementation of internal control and internal audit;
• Management of assets and the use of property;
• Implementation of financial transactions, purchasing and logistic activity, sales and customer
service; contract relations, payments to third parties, a number of other processes significant
for the business and operational activity.
This applies to financial and management
reports, account’s working plan, accounting
policies, accounting registers, primary
accounting documents, conformation fact
of the existence of the economic activities,
invoices, documents of the audits of financial –
economic activities, payroll reports and many
other documents.
There are standard policies for maintaining the
formulation, submission, saving, archiving and
destruction of bookkeeping documents.
The integrity of our financial documentation
depends on many of our employees and each
of us should contribute to the precision,
completeness and timeliness of business
information. This applies, for example, to the
accurate maintenance of records of expenses,
sales and shipment of products, statements,
receipts, invoices, and commission payments
to third parties, documentation on salaries
and benefits, regulatory and other important
information of the Company.
Violations of corporate rules and fraud cases committed by the Viva-MTS employees are
handled according to the Policy on Disciplinary Violations and applied sanctions Pl-aRM-003
(Int).
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Express Your Opinion and Obtain Help
People outside Viva-MTS shape their opinion about the Company, when observing the activities of
our employees. If you do not know how to behave in a certain situation, or if you are concerned
that your decision might be wrong, if it violates the principles of the Company or is even illegal,
you need to apply for a help. It is essential that you ask questions and express your concerns or
problems.
As a rule, your line manager is the person with whom you can discuss issues related to the
legality and good faith.
You can also apply to other sources of information such as the Human Resources Department,
the electronic Hot-Line in Our Planet https://ourplanet.mts.am or contact the Compliance
Manager.
The Viva-MTS Hot-Line is created to ensure respectful and open working environment. It is
particularly important that the employees are treated fairly and that they receive prompt
responses to their concerns and problems. Any grievance of employees experiencing
dissatisfaction of some kind or injustice related to their work situation and employment
relationship, should be heard and resolved in a fair manner without fear, intimidation or
victimization.
At the same time the Viva-MTS Hot-Line is created to enhance the effectiveness of prevention,
fight against the corresponding risks and detection of the possible facts of fraud, violations and
infringements in the fields of finance and accounting, internal control and audit, sales,
procurement and customer service, as well as contract relations and in many other
processes that have a significant value for the business.
Regardless of the fact to whom you are applying for a help, we will not tolerate the unfair
punishment of the person, who in good faith claimed the violation of the law or this Code. If you
feel that you were punished as a result of your initiative, please report it directly to the Human
Resources Department.
We guarantee the confidentiality of information in order to comply with the interests of our
employees and fulfill obligations of our Company under the law.
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Let's follow the Viva-MTS Family
alWays tHInk oF VIVa-Mts BRanD anD RePUtatIon.
aCt In aCCoRDanCe WItH laWs anD RegUlatIons, InteRnal PolICIes anD PRoCeDURes.
Be kInD anD PolIte WItH YOUR TEAM MEMBERS anD eXteRnal CUstoMeRs/ ClIents.
FolloW attEnDanCe RUles.
neVeR UtIlIZe CoMPany ResoURCes FoR PeRsonal Use.
stRICtly FolloW tHe DRess CoDe anD HygIene.
Do not leaVe lIgHts on WHen no one Is In tHe oFFICe/RooM.
tURn oFF tHe CoMPUteRs, MonItoRs, PRInteRs anD otHeR eleCtRICal eQUIPMent sUCH
as aIR ConDItIoneRs anD HeateRs.
Be enVIRonMent UseR FRIenDly.
USE COMPANY TRANSPORTATION MEANS (BUSES) TO SAVE ENVIRONMENT AND YOUR FINANCIAL
RESOURCES.
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Для заметок
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