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NOTE: 

The use of a language which does not discriminate or mark differences between men and 

women has been a concern in the drafting of this document. As a result of this and with the 

purpose of avoiding the graphic overburden that would involve using o/a in Spanish (he/she in 

English) to mark the existence of more than one gender, the option has been taken to use the 

male gender in an exclusive manner, in the understanding that all mentions to this, will always 

represent both male and female without exception. 
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1. Details regarding the Code of Conduct and 

Good Practices of Empresas Lipigas 

 

a) Mission, vision and values  

Vision 

To be a relevant player in the distribution and marketing of gas in Latin 

America, creating long term value for our shareholders, fellow employees, 

customers and the companies where we operate. 

Mission 

To be an energy company contributing to the sustainable development, 

improving the quality of life through the marketing of gas in Latin America. 

Values 

As Lipigas we abide by three fundamental values that guide our daily work. 

These are the care for people, respect towards different groups of interest and 

transparency in our performance. 

 Care for the people  

We work to have our operations undergo under high security standards and 

care for the environment. 

We are concerned to contribute to the education of our fellow employees, 

customers and community in the safe handling of the products we 

commercialize. 

 Respect  

Towards our customers, who give us the possibility of existing as a company. 

We are concerned to get to know and attend their needs providing them 

quality services and products and complying with our commitments. 

Towards our fellow employees' network, who are the engine of our activity. 

We build a challenging and motivating work environment, searching for 

excellence and team spirit and safeguarding the work climate and the 

quality of life. 

Towards our shareholders, ensuring sustainable results for the company. 

 Transparency  

We undertake our activities in an ethical manner through open, reliable 

and fair labour and commercial relations. We are responsible for our 

decisions and commitments, communicating the same to the 

corresponding groups of interest. 
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b) Letter from the General Manager  
 

Dear fellow workers: 

 

The ethical conduct of all of us that comprise it is fundamental for our 

company. We are proud of what we have been able to build, on the basis of 

values and principles that commit us on a daily basis to work better. 

 

We know that we have high human and professional quality persons and, in this 

regard, this Code of Conduct and Good Practices gathers  all of those actions 

that have positively led Lipigas to be the company it is nowadays, a leader in 

the  market and recognized by its labour environment and the transparency 

that undertakes in its businesses. 

 

We want to continue on this path, in particular in this new stage that the 

company is living, that demands us not only the challenge of improving what 

we do, but also how we do it, through an impeccable conduct and guided by 

Lipigas' values, the care for people, respect and transparency. 

 

We have prepared this Code considering the opinion of a number of players in 

the company, with the purpose that this becomes a document containing the 

spirit of those of us who form part of it, with examples and subjects that are our 

own and close to us. 

 

We hope this proves useful to you and help you in your work, having always the 

people at the center in our mission to improve the quality of life of those who 

surround us and to be a relevant player in the development of the country and 

Latin America. 

 

Yours sincerely. 

 

Ángel Mafucci S. 

General Manager 

Empresas Lipigas S.A.  
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c) Commitment with integrity 

 
You now have in your hands the Code of Conduct and Good Practices that 

Lipigas has developed with the purpose of demonstrating its firm commitment 

with integrity in the work, best market practices, the most demanding standards 

of behaviour and its responsibility with ethics management within the 

organization 

.  

 

The aim of this code is to be a guide in the decisions taking. It goes without 

saying that it does not cover all of the possible situations and, hence, it is a live 

document, subject to changes, modifications and open to new subjects and 

concepts. It establishes basic standards of behaviour, mechanisms to report 

alleged ethical or legal breaches and, most importantly, it seeks preventing 

these events from taking place. 

 

When complying with the provisions hereby set forth, we are taking care of our 

organization, promoting good practices ad generating trust, something very 

necessary in the current market. Because of this, it is important that fellow 

employees in all hierarchical levels should assume the commitment of putting 

into practice what we are hereby raising. 

 

No incentives, internal or external pressures or orders of a higher rank, amongst 

other causes, should weaken this commitment with integrity and the company's 

values, which implies being responsible with our own actions and being agents 

of a ¡n entrepreneurial culture where ethical behaviour holds the central place.  

 

The above implies the responsibility of reporting eventual irregularities either 

before your direct supervisor or through the Reporting Line of the Company, 

which allows reporting in a confidential and anonymous manner eventual 

breaches, in a framework of confidence and without any fear of reprisals1, 

which practice is not allowed at Lipigas, as it is not coherent with our value of 

respecting people, as neither is making false or ill intended accusations, as a 

result of which we invite you to use this tool with due responsibility. 

 

d) How to use the Code of Conduct and Good 

Practices 
 

The idea is for you to carefully read it and apply it to your work and to the 

circumstances that you have to face on a daily basis, in a way such that you 

                                                           
1 By reprisals, we understand those actions committed as a revenge, such as dismissals, 

non justified transferences, demotions or attacking anyone publically, avoiding 

someone, stop greeting or talking to anyone, excluding them from professional or social 

practices, amongst others. The sanctions for reprisals affect equally officers, managers, 

middle ranking officials and the bases of the organization. 
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find herein a guide so that the decisions taken are the most adequate, 

avoiding illegal, irregular or simply inappropriate conducts. 

 

Structure of the Code of Conduct and Good Practices 

 

In order to facilitate the understanding of this Code of Conduct and Good 

Practices, it is important to have the following clear: 

 

a. The most common issues of the company's activities are grouped in 5 

large subjects: individual and group performance, both social as well as 

environmental sustainable performance; work with customers and 

commercial partners, respect for free competition and protection of the 

assets of our company  

b. Each item considers those behaviours that are expected from the fellow 

employees in each situation. Subsequently, a list is handed over 

containing what should "ALWAYS" be considered, and that which may 

"NEVER" be incurred. 

c. At the end, examples are included allowing to identify in a clearer and 

more concrete manner inadequate behaviours and that which Lipigas 

expects from you. 

 

e) What to do in the case of noting an 

infringement to the Code of Conduct and Good 

Practices? 
 

Although we are aware that it is complex to report illegal actions, infringements 

to ethics, inadequate behaviours or breaches to the standards of this Code, it is 

very important to act with responsibility before these situations and make them 

known on a timely basis. This not only to keep the good name or reputation of 

the company, but mainly for the well being of all of those us work in it.  

 

What should I do if I am aware that someone in the company is acting in a way 

opposite to what is suggested in the Lipigas' Code of Conduct and Good 

Practices? 

  

If you face such a situation and require guidance, you may:  

 

1.- Report the event to the Manager of the corresponding area 

This path is recommended, in particular, for situations where a solution and/or 

urgent and relatively quick management of the problem is required. Consider 

resorting to the Human Resources Management or to Internal Audit , in the 

case that the situation could involve their direct supervisors.  

 

2.- Consult with the company's Legal Council 

This person is empowered and as sufficient knowledge to address these issues, 

from the legal point of view. Therefore, in case of any doubts in respect of 

whether any conduct may be incompatible with the standards, we suggest you 

to get in touch with the Treasurer, who will be able to guide you on the patch 

to follow. 
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3.- Use the Reporting Line and describe the event in detail. 

If you consider that the background of an event have the merits to be 

investigated, the company has enabled a Reporting Line in the intranet, which 

allows making any irregular situations known in a completely anonymous and 

confidential manner. We suggest you should look for a quiet place and an 

adequate time to enter into the system and describe the fault. The system 

allows undertaking a follow up of the report, until such a time when it is solved. 

 

Remember that, for each report, an investigation process of the data provided 

shall be opened. The Ethics Committee of the company -comprised by the 

General Manager, the Human Resources Manager and the Internal Auditor 

who, additionally acts as the Person in charge of the Crime Prevention of the 

company - will take the decision of applying sanctions according to the 

provisions established in the Internal Regulations, or to close the case, as 

appropriate.  

 

f) Your responsibility before the Code of Conduct 

and Good Practices  
 

 Implementing the hereby described standards of conduct and 

incorporating the here suggested good practices in your daily tasks. 

Taking ethical decisions is fundamental for the success of the company.  

 

 Even though some decisions are obvious or very simple to take, others 

are not so. When we face a hard situation or a dilemma, in addition to 

seeking support through our direct management or through the legal 

department of the company, we can ask ourselves the following 

questions to help us to take the path most in line with the ethics and 

corporate values: 

 

1. Is my behaviour legal? 

If you think that an action is illegal, don't accept it and don't execute it. If you 

require information as to which law applies to a specific situation, talk to any of 

the members of the legal department of the company who will be able to 

guide you. 

 

2. Is it consistent with Lipigas' values? 

Take into consideration whether the action you intend undertaking is consistent 

with the values of our company. If not, don't carry it out. 

 

3. Would I feel comfortable if this would become public knowledge? 

Ask yourself if you would take the same decision if what you intend undertaking 

would appear on the next day in the front page of the media and your family 

would be exposed to and your friends would find out. 

 

Other important questions:  

 

What is considered as a breach to this Code? 
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-Break the regulations established in Lipigas' Internal Regulations. 

-Encourage the others to breaking Lipigas' regulations. 

-Retaliate against a fellow worker for having reported a non compliance of 

breach. 

-lack of leadership and negligence in the duty to demand compliance of the 

law and of Lipigas' regulations. 

-make ill intended or false accusations. 

 

To what would I be exposed to if I infringe this Code? 

Infringement of the Code can be a cause both for disciplinary sanctions 

(including dismissal) as well as legal actions, which could prejudice your 

background and future work opportunities. 

  

Is it necessary to know the Code by heart? 

No, what is important is to have clear which conducts does Lipigas consider 

acceptable and those that comprise breaches. This tool has been thought to 

be a guide for hard decisions and, consequently, we recommend you to have 

it always at hand in case of doubts. 

 

2. Inspired by Lipigas' values in our individual 

and group performance 

a. Health and safety 
 

In Lipigas we promote a self care culture that allows us to protect the 

health and safety of the people that work and relates with us, whether 

they are employees, suppliers or members of the communities where we 

operate. Safe operations not only depend on a plant and equipment 

adjusted to standards of excellence, but also on caution and 

responsibility of those who work in the company to prevent damages, 

injuries and work related illnesses. 
 

In Lipigas we work with the conviction that occupational accidents, illnesses 

and injuries should be prevented and, in this context, the high management of 

the company assumes the responsibility of implementing the safety regulations 

and procedures, strictly monitoring and ensure continuing improvement of the 

Job Safety and Health Management System. 

  

Lipigas' employees understand and follow the safety procedures of the business 

or operation and report on a timely basis any situation that may appear to 

pose a threat to them, other persons and/or the company. 

 

Always 
✓Privilege safety and the value of care for people above any operational 

and/or commercial decision. 
✓Report to your supervisor any accident, injury, illness, condition, incident or 

other unsafe situation, so that an adequate action can be taken to prevent, 
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correct or control those circumstances. Never assume that other person will 

report the risk or concern and, hence, you are in charge of reporting it. 
✓Pay attention, diligence and carte in the execution of your work, and promote 

self care on all persons working or relating to Lipigas. 
✓Comply with the health and safety standards and procedures and help others 

working with you to do the same, to keep a safe work environment. 

✓Make sure you identify, assess and take actions to prevent risks related to 

health and safety and also related to your colleagues. 

✓Immediately stop any work that may seem unsafe. 

✓Use and take care personal protection equipment required for the task you 

are undertaking. 

✓Arrange and handle all materials in an adequate, safe and legal  manner. 
✓Make sure you know what to do if an emergency arises at your work place. 

✓Give proper consideration to claims or warnings, either from internal or 

external sources, in particular those that deal with health and safety. 

✓Respect and comply with the legal regulations in force. 

✓Report if you note any of Lipigas' installations that may be in poor condition, 

even if this is outside our premises.  
✓Report speed or careless driving of any gas cylinders or bulk delivery trucks 

that you may witness on the public roads, providing the license plate, number 

of the truck and location of the incident. 

Always... 

Never 

✗Allow or undertake an unsafe operation. 

✗Carry out a work unless you have been trained, are able, medically fit and 

have sufficiently rested and alert to do it. 

✗Carry out a work when you are under the effects of alcohol or drugs (whether 

these are illegal, legal, or prescribed). 
✗Use or tolerate threats, intimidation or other form of violence at work. 

✗Carry out a procedure that does not correspond to your function and which 

may compromise your safety. 

 

Example: 

-My management requires that we meet results that I believe can be achieved 

if we overlook safety procedures. What  should I do? 

 

Safety procedures should never be breached and it is unacceptable to have 

results above these procedures. Consider discussing the situation with your 

management, even if you go against the safety regulations, resort to the area 

manager or directly report the situation through the Reporting Line enabled on 

the Internet. 
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b. Use of alcohol and drugs  

Consistent with our commitment of preserving safety and occupational 

health, all of Lipigas' work places are free of the use of alcohol, illegal 

drugs and wrongful use of legal drugs and other substances. 
 

Alcohol should not be offered or consumed in any one of Lipigas' premises, 

even outside the office, unless it would be duly authorized by the company as 

part of some special event. In this latter case, excessive consumption of alcohol 

which may be evident through signs of intemperance shall be considered a 

breach to this policy. 

 

Furthermore, possession, carrying, use, distribution, purchase or sale of illegal 

substances in not allowed within the facilities of the company, during or outside 

working hours, in corporate events, or whilst work or business involving the 

company are being undertaken.  

 

Lipigas' fellow employees understand that it is their responsibility to maintain 

themselves in adequate conditions to undertake their work, free of any 

influence of alcohol and/or drugs, as its consumption affects the concentration 

and coordination capacities necessary to undertake their work. 

 

A deficient job performance caused by the use of alcohol and/or drugs could 

be qualified as misconduct and give rise to sanctions in accordance with the 

Internal Regulation of the company. 

 

Support in case of addiction 

Without prejudice of the above, alcohol and/or drug dependency is 

recognized by the company like a medically treatable chronic disease. A 

fellow worker who may be affected by alcohol and/or drug dependency 

should be treated in the same manner as someone who has another chronic 

disease. 

 

It is expected that a fellow worker affected by a dependency should seek for 

help and follow voluntarily a rehabilitation treatment which should include a 

medical assessment, council and specific treatment programs to help him in 

the rehabilitation process. Lipigas has an Employee Support Network (RAE) that 

provides the necessary psychosocial guidance in these cases. 

 

Always 

✓Arrive to work fit and prepared to undertake the assigned task. 

✓Recognize and take the appropriate action when noting early signs of a 

dependency condition either by yourself, a colleague  or a person under your 

supervision. 
✓Treat addictions of the work colleagues in a confidential manner, either 

directly or with your supervisor.  
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✓Report to your supervisor or direct management if you are taking prescription 

medications or if you should follow any treatment that may affect the capacity 

to undertake your work in a safe manner. Should it be necessary, you may ask 

for additional guidance. 
✓Cooperate with the eventual application of tests for drugs and/or alcohol that 

may be carried out in an informed and consensual manner at the company. 

✓Collaborate in the preparation and implementation of alcohol and drugs 

consumption prevention policies in the company. 

Always... 

Never 

✗Undertake works when you are affected by consumption of alcohol and/or 

drugs (whether they are illegal, legal or prescribed). 

✗ Consume, offer or make available alcoholic beverages or illegal drugs in any 

Lipigas' facilities or offices 

.  

✗ Consume alcohol in events carried out at the facilities of the company, even 

if this takes place outside working hours, unless you are duly authorized by the 

company as part of some special event. In that case, consumption must be 

moderate. 

✗ Ignore a case of substance abuse if you have been a witness thereof. 

✗Drive if you have consumed alcohol and/or drugs. 

 

Example: 

-I have seen a fellow worker consuming drugs and alcohol outside working 

hours, but I am not sure if he also does it whilst he drives a company's vehicle. 

What should I do? 

 

The company prohibits alcohol and drugs consumption in their facilities whilst 

works or negotiations are being carried out for the company, or the operation 

of an equipment or fleet belonging to it. It is recommendable that you talk to 

your colleague. If he presents signs of problematic consumption, advise him to 

seek for help. Remember that the company has an Employees Support Network 

(RAE) that provides psychosocial guidance to the worker should it be 

necessary. 

 

-I have a lunch with a very important customer who loves enjoying food with a 

glass of wine. What should I do?  

If after lunch you should return to work, either to an office, plant or Lipigas plant, 

you should not consume alcohol during lunch. If, conversely, you are not going 

back to your work place after the meeting, you may drink with moderation, 

taking care that the consumed quantity does not affect your behaviour or 

judgment. Remember always not to drink if you are going to drive. 

 

c. Equal opportunities, diversity and inclusion 
 

The commitment with equal opportunities and the defence of 

fundamental rights is part of Lipigas' culture. We promote a diverse work 

force and an inclusive environment. Likewise, we value the singularity of 
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each person, their different perspectives, talents and contributions to the 

company's success. 
 

It is expected that all fellow workers and applicants to an employment at 

Lipigas should be treated and assessed in accordance with their skills, 

qualifications, capacities and aptitudes related to the work.  

 

The hiring, assessment, retribution, promotion, training, development, 

recognition, discipline and dismissal from the company are only based on 

objective considerations related to merits, individual performance and the 

business. Those decisions based on attributes that are not related to work 

performance (for example ethnicity, gender, religion, associations to trade 

unions, nationality, age, disability, political affiliations, marital status, sexual 

orientation, pregnancy and family responsibilities comprise discrimination and 

are prohibited 

. 

 

Fellow workers, headships and managements are responsible for ensuring that: 

• The people are aware what is expected from their work. 

• There are open and constructive performance discussions. 

• There is support to develop work related capacities. 

• Merits based performance is recognized and rewarded. 

•People are treated in a fair manner, with respect and dignity and without 

discrimination. 

 

Always 
✓Show respect and equal treatment to all your relations.  

✓make sure that the work related decisions, including recruitment, promotion, 

training and development, compensation and termination of contract are 

solely based on merits and work related considerations. 
✓Excerpt and promote respect to fundamental rights of fellow workers and 

contractors. 

✓Report any evidence of mistreatment or discrimination.  

 

Never  
✗Violate the fundamental rights of work colleagues, fellow employees or other 

persons you deal with. 

✗Deny to work or cooperate with a fellow worker for reasons different than 

work related which may discriminate for any reason 

✗ Make jokes, ridicule or offend a fellow worker or person related to the 

company. 

 

Example: 

-We are recruiting people to work at a plant. One of the candidates is an 

African descendant foreigner. Despite having excellent qualifications and 

expertise, I doubt the team will accept him and incorporate hi without any 

repercussions. What should I do 

? 
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By making such an assumption, you are breaching Lipigas' policies as, if the 

candidate has sufficient merits, you should give him the chance to 

demonstrate that he is able to assume the position to which he is applying, 

much alike other applicants. Discarding a person a priori for racial reasons is an 

open discrimination. 

 

d. Harassment, intimidation and bullying 
 

At Lipigas we see the persons as the pillar of the company and, hence, 

all of them should be treated with equity, respect and dignity, without 

accepting any form of harassment (sexual, work related or other), 

intimidation or bulling. 
 

Harassment is a non requested action, conduct or behaviour that may seem 

unwanted, humiliating or offensive to the victim. On the other hand, 

Intimidation or bullying correspond to repeated offensive behaviours addressed 

to an individual or group of individuals, which create a risk for the health and/or 

safety of the victim. 

 

Both harassment as well as bullying can trigger physical and/or mental 

diseases, a decrease in moral and work productivity, increased autism and 

rotation, lower performance levels and legal actions. 

 

We are all responsible for considering the consequences of our own behaviour 

and taking the necessary actions in the event of witnessing or becoming aware 

this type of situations.  

 

Always  

✓Treat with respect those working with you. 

✓Promote harassment, intimidation or bullying-free work environment. 

✓Let your annoyance be known before actions or behaviours wherewith you 

don't feel comfortable or which you consider humiliating or offensive, asking for 

these to stop. If you don't feel capable of doing it directly, or if your action does 

not solve the problem, have the event be known through the Reporting Line 

enabled on the intranet. 

... 

Never  

✗ Behave in a way that may be perceived as offensive insulting, intimidating, 

malicious of humiliating. 

✗ Make jokes or comments the contents of which may be racial, ethnic, 

religious, sexual, or related to the age, physical appearance or disability of a 

person working with you. 

✗ Incur in sexual harassment, sexual advances, sexual favours, physical 

contact or inappropriate or non consensual sexual suggestions. 

✗ Distribute or exhibit offensive materials, including drawings or caricatures. 

✗ Disseminate malicious rumours or use resources of the company to transmit 

derogatory, discriminatory, abusive or harassing material. 

 

Example: 
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- My boss is constantly giving me excessive work load and attributes 

responsibilities to me which do not correspond. He threatens to dismiss me if I 

don't assume such tasks, which widely exceed my working hours and 

responsibilities. What should I do? 

 

This situation could comprise a case of work harassment, as it does not 

correspond to have excessive work load attributed to you, and even less with 

threats in between. If you do not receive a positive answer or solution to this 

problem, you may have this event become known through the Reporting Line 

enabled on the intranet. 

 

3. Sustainable Development 

  

a. Environment and relations with communities 
 

At Lipigas we are aware that we can positively contribute with our 

entrepreneurial activity to social progress, environmental care and to 

improve the quality of the life of people. The above, developing 

relationships sustained on confidence, respect, transparency, loyalty and 

mutual benefit. 
 

For Lipigas, to contribute to sustainable development implies to satisfy the 

needs for energy of consumers, under high quality standards and being 

environmentally and socially responsible. 

 

Our commitment on this field implies balancing our short and long term 

interests, integrating economic, environmental and social considerations in the 

decisions taking process.  

 

We comply with the objective of being a contribution to the environment and 

the wellbeing of the communities when, with our performance, we contribute 

to improving the quality of life of the different target public where we operate 

and they value us as a responsible enterprise. 

 

The commitment we have undertaken with the protection of the environment 

goes by achieving the efficient use of resources, including the reduction and 

prevention of contamination. Our mentoring approach in the handling of 

resources is designed to ensure that the impacts on health, safety, environment 

and the communities that may be produced by the processes and products 

related to our business are minimized. We are in a condition to state that 

environmental considerations are an integral part of the way we operate and 

that we identify, asses and manage our risks in this field, all under the highest 

standards. 

 

In this same regard, we seek to anticipate as well as openly and honestly 

interact with our stakeholders, in particular with those persons who may be 

eventually affected by our operations.  
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Always 

✓Comply with Lipigas' compulsory standards and procedures in what relates to 

health, safety, environment and communities. 

✓Assume the responsibility of making that Lipigas' operations comply with the 

legal standards applicable to the business. 

✓Participate and interact on a regular, open and honest manner with our 

stakeholders, and take into account their points of view  in the decisions taking 

process. 

✓Handle, transport and dispose of the waste in a safe and responsible manner, 

both in respect of the environment as well as socially. 

✓Immediately stop any works that may negatively impact on the community.  

✓Report to your supervisor or manager any accident, incident, emission or 

release of material in a way such that the appropriate action should be taken 

to prevent, correct and/or control said conditions. 

✓Encourage our suppliers to participate in responsible environmental and 

social practices. 

✓Contribute in the education of our fellow employees, customers and the 

community in general, in the safe handling of the products we market. 

 

Never 
✗ Ignore a potential or actual environmental or assume that another person will 

report it. 

 

Example: 

- At a plant close to a residential area, an emission of  gas has taken place 

from a tank installed in that place. Should this situation be informed to the 

neighbours? 

 

There is a procedure established for this type of situations, which is described in 

the Emergencies Handling Plan of the company. This document establishes that 

the person in charge should inform the situation to the neighbours at the same 

time he takes the safety measures that may be necessary. Once the 

emergency is concluded, the community should be informed that the incident 

is over, clarifying all doubts that may arise. It is fundamental that each plant 

should keep a fluid and reliance relationship with its neighbours, informing them 

on a timely basis of their pans in the event that an emergency may take place. 

 

4. Working with customers and commercial 

partners 

a. Bribery and corruption 
 

At Lipigas we strive to carry out our commercial activities with integrity 

and transparency, avoiding dishonest or fraudulent activities. In this 

framework, we do not tolerate or get involved in any type of bribery, 
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corruption of illegal or unethical practices, either in respect to our 

treatment with public officers or in the private sector. 
 

Bribery takes place when a payment, gift or favour of any value are offered, 

paid, sought or accepted in order to distort a proper decisions taking process, 

excerpt an influence on the decision of a person, encourage in ensuring an 

undue commercial advantage or to establish a dishonest arrangement. 

 

Bribery and corruption may be direct or indirect, through third parties such as 

agents and dependants of related companies. Facilitation payments and even 

the omission to act or report before bribery and corruption suspicions are also 

included in these concepts. 

 

The law prohibits bribery and corruption. The breach of said regulations 

comprises a serious crime that may result in fines, cancellation of the legal 

standing of the company, as well as penalties of imprisonment. Even the 

apparent breach of these laws may cause a serious impact on the reputation 

of our company. 

 

Always 

✓Make sure that the people with whom you work understand that bribery and 

corruption are unacceptable and are sanctioned by law. 

✓Immediately report if you suspect or are aware of any corruption at Lipigas or 

anywhere where the company operates. 

✓Carry out a thorough investigation or with due diligence when selecting or 

hiring third parties.  

✓Ask for advice to the Procurement and Contracts Department. 

✓Convey our anti-bribery policy to third parties through a formal contract and 

make sure that the activities of third parties are monitored and audited along 

the lifespan of their contract. 

✓ Make sure that all expenses are accurately recorded. 

✓Prevent new or potential circumstances where bribery or corruption may 

occur. 

 

Never 

✗Offer, pay, seek or accept a personal payment, gift or favour to obtain an 

inadequate advantage, whether this is actual or perceived. 

✗Allow to have secret commissions, bribes or corrupt payments to be handed 

over. This includes arrangements made with politically influential individuals, 

companies or organizations where fees are disproportionate in respect of the 

legitimate services offered. 

✗Make anything to encourage somebody else, including agents, 

representatives or an external collaborators network to undertake an undue 

payment. 

 

Example: 

- Lipigas is participating in the tender of an important industry that seeks to 

implement energy solutions for its productive lines, A few days I heard a 

colleague talk with an officer of this company and making him an offer: he 
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promised to pay a 50% of commission that may be received if Lipigas is 

awarded the contract. What should I do? 

 

Such behaviour is clearly an act of corruption and goes against all of Lipigas' 

policies. This type of cases should be immediately reported though the 

Reporting Line to have the corresponding investigation started. 

 

b. Conflicts of interest 
 

At Lipigas make sure care that nothing we do conflicts with our 

responsibility, work performance, commitment to our work and decisions 

taking capacity of impartial businesses. 

 
A conflict of interest arises when a fellow employee is in a position where he 

must take decisions and faces interests, personal relations, loyalties and/or 

commitments that may jeopardize his freedom of judgment, objectivity and 

independence to decide for the good of the company or of the people or 

other companies involved. 

 

Some common conflicts of interest are: 

 Personal relations with suppliers (products and/or services offered by 

relatives, friends and acquaintances). 

 Personal relations with collaborators (family, sentimental, amongst others, 

with persons that are under your supervision). 

 Personal relations with customers that may obtain gain with the delivery 

of relevant information from the company (prices rebates, future 

promotions, amongst others). 

 Investments in which your decision may be influenced by the possibility 

of obtaining a personal gain (for you or for someone close to you). 

 Offering or accepting gifts and hospitality, thereby committing the 

freedom in the decisions taking. 

 Seeking business opportunities through Lipigas, for personal benefit. 

 

The importance of making things transparent 

 

All of Lipigas' fellow workers conduct our commercial relationships in a 

professional, impartial and competitive manner. As a result of this, we make 

transparent on a timely basis any potential conflict of interest that may have an 

influence or which may be perceived as influent on our capacity to impartially 

and integrally decide, bearing in mind the well being of our company. 

 

The sole possibility of a potential or actual conflict of interest comprises a serious 

damage to the reputation of our company. Therefore, we must timely declare 

to our supervisors, in writing and providing all background, of any external 

activity, financial interests or relations that may get us involved in a conflict of 

this kind. 

 

Always 

✓Avoid business issues that may cause actual or apparent conflicts of interest. 
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✓Declare in writing to your supervision or legal management any external 

activity, financial interest or relations that may get you involved in a conflict of 

interest or in the appearance of one. 

✓Decline participating in any decisions taking process where you may have an 

interest that may have an influence or may be perceived as having an 

influence on your capacity to take an objective decision and to comply with 

your responsibilities with the company. 

✓Bear in mind the company's policy before gifts and hospitality (described 

below in this Code).  

 

Never 

✗Hire, promote or directly supervise a relative or a close friend, unless this has 

been specifically authorized. 

✗Request a personal gift or hospitality to a supplier, customer or partner, either 

in a direct or indirect manner. 

✗Take personal advantage of an opportunity where Lipigas may have an 

interest and to which you had access through your position.  

✗Take advantage of information or property belonging to Lipigas for your own 

personal benefit. 

✗Occupy positions –at the same time - in organizations that may have business 

issues with Lipigas (including competitors, customers or suppliers, or your own 

family business) if you are in a position to have an influence on the transactions 

or if the relationship by itself creates a potential or perceived conflict of interest. 

 

Example: 

- I am in charge of the choosing of a new contractor and I must decide 

between two companies for a specific geographical area. Both of them have 

similar quality standards but, one of these companies belongs to my brother in 

law. What should I do? 

 

This situation comprises a potential conflict o interest as there is the possibility 

that you may chose your brother in law's company only to benefit him, 

overlooking the interest of the company. However, it is very probable that you 

may wish to act in a transparent manner and, in this scenario, the most 

adequate thing to do is to report to your supervisor of this relationship and 

marginalize yourself from the process for your own and Lipigas' good.  

This way, if you do not take part of the awarding process and, after the 

corresponding analysis, the conclusion is reached that your brother in law's 

company is the best, you will not have been part of this decision. If your relative 

is hired, refrain yourself from being his supervisor or counterpart in the services 

he may render to the company. 

 

c. Gifts and hospitality 
 

At Lipigas we consider that offering or accepting gifts and hospitality is a 

legitimate act to construct good commercial relationships. However, it is 

fundamental that this does not excerpt an undue influence in the taking 

of commercial decisions or cause this impression. 
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Taking care and acting transparently when offering or accepting gifts or 

hospitality, in accordance to the laws and internal regulations, we protect our 

personal reputation and also that of the company. 

 

The gifts and hospitality we receive should always be informed to the 

corresponding management, should be occasional - never permanent - and 

not exceed the limit value established by the company. Likewise, they should 

not generate in us the feeling of being committed to or n debt with whoever 

gave us the gift. 

 

The maximum value allowed for gifts or hospitality is of 1 UF per person, except 

for corporate events or gifts defined by the General Management. 

 

Gifts and hospitality exceeding the amount established by Lipigas, should not 

be accepted in particular if whoever offers them is a supplier, customer or third 

party with whom Lipigas has commercial relations. 

 

As a general rule, sponsored travel should be rejected. If there is a valid 

business purpose to assist to an event, course or other happening, Lipigas will 

assess the participation or will otherwise pay the travel and/or lodging costs. 

 

It is prohibited offering or accepting: 

 Loans, cash or other equivalents to cash (gift cards, coupons or stock). 

 Discounts on products or services that are not available for all fellow 

workers. 

 Gifts, favours or any form of hospitality or entertainment in response or in 

exchange of services or commercial information (such action could 

create an actual or perceived conflict of interest or may create the 

impression of an anticompetitive behaviour). 

 Gifts or hospitality of an inappropriate nature (for example, sexually 

oriented). 

 

Always 

✓make sure that gifts and hospitality - offered and received - are according to 

the laws and internal regulations and to the amount established by the 

company (1 UF).  

✓Take into account the policies in respect of acceptance of gifts and 

hospitality, prior to offering them to officers of other companies. 

✓When starting commercial relations, let your counterpart be aware of Lipigas' 

practices regarding offering and/or accepting gifts and hospitality. 

✓Assess potential conflicts of interest when offering or accepting gifts or 

hospitality. 

✓Be prepared to courteously reject any offer that may not be according to 

our practices. 

✓Consider the gifts or hospitality received through an intermediary in the same 

manner as if they were directly handed out. 

Never 
✗Accept or offer gifts and hospitality that may exceed the amounts 

established by Lipigas (1 UF per person). 
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✗Accept or offer gifts, favours or hospitality from any organization related to 

Lipigas due to tender issues.  

✗Request a gift or hospitality of any kind of supplier, customer, partner or other 

person with whom Lipigas has business (this includes both direct as well as 

indirect requests that may give the impression that the offer of a gift or 

hospitality may be appropriate or desirable). 

✗Pay personally a gift or hospitality to avoid compliance of the Lipigas' 

standards. 

 
Example: 

- I am in a meeting to close a new business and an officer of the company with 

which Lipigas shall be related offers me to travel  with my family to the facilities 

of the company outside the city and take advantage to stay for the weekend, 

with all expenses paid. What should I do? 

 

This type of offer should be rejected. In addition to not complying with the 

policy of the company in this regard, it is not appropriate to accept this 

invitation as it could affect the independence and impartiality necessary to 

decide in respect of this business. Courteously decline the invitation. You may 

even explain that, due to company's policy, you are not entitled to accept this 

type of hospitalities. 

 

d. Relationship with customers 

 
For Lipigas, the customer comprises a central pillar of its work. Because of 

this, we strive to provide a professional, honest, respectful, timely, 

efficient and kind service. 
 

To offer on a daily basis our service in the vest manner, complying with the 

commitments we have agreed to with our customers, satisfying their needs and 

solving their most urgent problems is for us a permanent motivation. 

 

For this purpose, we strive to comply with our commitments and, at the same 

time, assume and correct any mistakes we may commit. In this same regard, 

we receive, channel and/or solve customers' complaints with the greatest 

dedication, with the purpose of finding a solution to the issue. Regardless of our 

position or function, we listen carefully and hold ourselves responsible of the 

issue as the Lipigas' representatives we are. 

 

On the other hand, we safeguard the equity towards our customers without 

letting ourselves be carried away by favouritism or influences, in accordance 

with the commercial procedures and policies that should be respected at all 

times. 

 

Always 

✓Comply with your commitments with the customer, in any field. 

✓Solve problems or emergencies that the customer may have. 

✓Respect the agreed price. 

✓Visit the customer at the time you promised. 
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✓Avoid personal commitments for which it is recommendable not to receive or 

hand over any type of gifts, favours or incentive that may have an influence or 

may affect the commercial relationship, exception made to those managed 

by the company by virtue of a customer retention practice (for example, a 

Christmas courtesy or others). 

 

Never 
✗Estimate consumptions that do not correspond to the customer's reality or 

make them appear as more profitable than they are. Any alteration of the 

consumption data will end up causing problems for the customer and affecting 

our results. 
✗make a wrongful use of the promotional elements that have been thought to 

favour specific groups of customers. 

✗Be dishonest with what you charge the customer in terms of volume of gas 

delivered or price charged for the service. 

✗Promise the customer something you are not in condition to comply with 

(prices, terms, amongst others). 

 

Example: 

- During the last weeks I have realized that one of my work colleagues is not 

complying with the periods established by contract with a customer and that, 

during the last negotiation, he promised something we cannot comply with. 

What should I do? 

 

Lipigas puts a special emphasis and care in the relationship with its customers. 

The time periods assumed should be complied with and, in the event of any 

imponderable situations, the customer should be duly informed about the 

possibility of any delays or other inconveniences.  Neither should one offer any 

condition that we know beforehand that we cannot comply with.  Such a 

situation should be immediately discussed with the direct supervision or area 

manager, as it may result in a non compliance or subsequent difficulties. If this 

doesn't work, and you see that this practice is repeated with this or other 

customers, report it through the Reporting Line enabled by the company for 

these purposes. 

 

e. Relationship with suppliers 

 
At Lipigas we are aware that positive relations with suppliers can 

significantly contribute to our company's success. As a result of this, we 

promote a mutual benefit commercial relationship that lasts over time 

and ensures high quality standards and compliance of the regulations in 

force. In this same regard, we encourage them to adopt practices and 

procedures similar to those we have and that yield good results to us. 
 

Through their actions, suppliers can cause a direct impact on the financial 

performance and profits of our company, as well as improving or worsening its 

reputation. It is because of this that Lipigas seeks to establish a collaborative 

relationship with them, whereby they may be considered as partners ad where 

the base is mutual respect and an open and fluid communication. Likewise, it is 
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sought that the procurements process be fair and equitable. In general terms, it 

is sought that suppliers share a strong commitment with: 

 

 Legal commercial practices conducted in accordance with high 

business standards of conduct. 

 Management practices respecting the rights of all of the employees and 

the local community. 

 Minimizing the impact on the environment. 

 Provide a safe and healthy work place. 

 

In this same regard, all procurement decisions should be based on the best 

value received, taking into consideration aspects such as: competitive price, 

quality of the goods or services, performance, suitability and compliance with 

legal legislation in force. 

 

Always 

✓ Seek obtaining a competitive tender. 

✓ Before signing a contract or commitment with a supplier: 

 Undertake a risk assessment and adequate commercial review, including 

an assessment of performance, reputation, conduct, probity, 

qualifications and expertise of the potential supplier, solvency and 

capacity to comply with Lipigas' standards. 

 Obtain due internal approval, including the legal review. 

 Comply with the policies and procedures established by the 

Procurements Department. 
✓ make sure that the agreements are confirmed in writing, through a purchase 

order of contract clearly establishing the services and products to be delivered, 

the basis to obtain payment and the applicable rate or fee.  

✓ undertake assessments on a periodical basis in accordance to criteria and 

standards established by Lipigas and feedback these results to achieve a 

process of continuous improvement.   
✓ Promote Lipigas' self care culture in respect of suppliers, always seeking the 

minimum level of accidents rate. 

✓ Warrant the timely compliance of the commitments acquired by Lipigas, in 

accordance with the conditions agreed. 
✓ Verify that invoices represent the goods or services provided. 

✓ Make payments only to the person or organization providing the goods and 

services. 
✓ Help our suppliers to understand the importance of requirements and the 

compliance of standards of conduct of Lipigas' business. 
✓ Be alert and report to your supervisor or manager any activity executed by a 

supplier that is not consistent with our business conduct requirements. 

✓Should there be any doubts or concern in respect of the integrity or capacity 

of performing the contract by a supplier or potential supplier, make sure that 

the issue is solved.  This may require you to raise the subject to your supervisor or 

manager and/or to the representative of the legal area. 

Never 
✗ Work with suppliers that deliver unsafe products or services or 

environmentally irresponsible, infringing the laws or regulations. 
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✗Work with suppliers who breach the fundamental rights of their fellow workers, 

carry out discriminatory practices or who use minors to undertake their 

operations. 
✗ Ask for favours or personal services to a supplier of the company. 

✗Provide confidential information of one supplier to another (for example, 

rates proposed, information of the wining tender, amongst others). 
 ✗ Agree to a contract or commitment that includes reciprocal agreements or 

exchanging favours. 

 

Example: 

- After my last visit to the facilities of our of our suppliers I have become aware 

that they don't comply with one of the security measures established under the 

regulations in force. However, we have an important delivery during this week 

and there is no time to change supplier. What should I do? 

 

It is fundamental that the supplier complies with the security measures required 

in their facilities. Our company will always privilege the safety and care of the 

people above results. It is recommendable to talk to the supplier and make 

them know that such security problems should be solved without delay so that 

we can continue working with him. If the problems are repeated, the 

commercial relationship with such a supplier should be assessed. 

 

f. Assets laundry and terrorism financing 

prevention  

 
At Lipigas we have assumed the obligation to comply, without 

exception, with all laws prohibiting money laundering and financing of 

terrorist activities in our country (Law 20.393). Therefore, our company 

only maintains commercial relationships with trusted customers who 

participate in legal entrepreneurial activities with funds arising from a 

legitimate origin. 
 

At worldwide level, the persons involved in criminal activities (for example, 

terrorism, drug trafficking, bribery and fraud) will attempt "laundering" the profits 

obtained to hide them or to provide them with an appearance of legitimacy. 

Currently there are more than 100 countries that have anti-money laundering 

legislation and prohibit acceptance of profits obtained through criminal 

activities.  

 

Another related problem is the possibility of financing criminal or terrorist 

activities with legitimate funds, which is known as "reverse" money laundering. 

Crimes included in the legislation such as money laundering, include the 

undermining or hindering an investigation and not reporting suspicious 

activities. 

 

Always 

✓Comply fully with all of the money laundering laws and against the financing 

of terrorism applicable in Chile and in the world. 
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✓Compile and analyze documents related to possible customers, 

representatives and commercial partners to make sure that their activities are 

legitimate and that their funds don't arise from irregular or illegitimate sources. 
 ✓Report if a customer or third party denies providing full information, provides 

false or suspicious information or tries to avoid the registration and information 

filing requirements that they are requested to provide. 

✓ Report operations or transactions focused on avoiding the application of 

certain requirements that would be otherwise be enforceable, such as carrying 

out multiple transactions below the maximum quantities that require being 

reported. 

✓Strictly follow all the policies of the company in what relates to the payment 

methods considered regular and acceptable.  

 

Never 

✗Hide any payment terms exceptionally favourable for the company, or 

payments that, at the request of a supplier, should be made to a country not 

related to the transaction. 

✗Receive payments and/or transactions associated to money laundering or 

which may result suspicious , such as multiple money orders, traveller cheques, 

large quantities of money in cash, amongst others.ndo con  
ad 

Example 

-Without providing a good justification, a supplier has requested us to pay his 

invoices to the account of a third party company that does not coincide with 

the one that rendered the service. Should I report this as a suspicious request? 

 

In addition to denying carrying out the payment in the way the supplier is 

requesting, any request that may be considered as a suspicious or doubtful 

transaction or which does not correspond with the truth, should be reported 

through the regular channels or through the Reporting Line enabled in the 

intranet. 

 

g. Personal information and privacy 
 

At Lipigas we compile and keep personal information of our customers, 

fellow employees and suppliers, amongst others, to comply with the 

requirements of the business, but we always respect the basic right of the 

people to intimacy. Said data are also protected by the laws, standards, 

and regulations in force. 
 

It may be that in our daily work we may have access to private information of 

our fellow workers, customers and suppliers, amongst others. It is our 

responsibility to protect this information according to the laws and to Lipigas' 

best practices and values.  

 

The data, information or electronic communications created or stored in 

computers or other Lipigas' means, including personal information, re records of 

the company and, hence, belong to it. 
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All of us who collect or save personal or commercial information to carry out 

our work are responsible to handle it in a safe manner during the life cycle of 

the same. 

 

Always 

✓Access the information solely with legitimate purposes. 

✓Only compile, use, retain and share personal information that is necessary for 

legitimate activities or functions. 

✓Comply with all legal requirements that are applicable to the compilation, 

use and retention of personal information.  

✓Return to Lipigas all private and confidential information of the company 

when you stop working for the same. 
✓Use safety measures to protect the personal information from risks such as loss 

or destruction, access, use, modification or non authorized disclosure of data. 
✓Develop a system to ensure that the personal information is not retained 

beyond what is legally required or sufficiently to comply with the needs of the 

business for which said information was compiled. 

 

Never en... 

✗Access to information unless you have the appropriate authorization and a 

legitimate need of the business to obtain said information. 
✗hand out personal information to someone within or outside the company, 

without the corresponding authorization. 

✗Carry out references or warranties verifications without the corresponding 

authorization or the consent of the individual. 

 

Example:  

-A surveys company   is asking me to send names, telephone numbers and 

electronic mails of the Lipigas' customers to include them in an opinion poll. 

Would it be alright to  do this?  

 

Do not share with anyone the databases containing sensible information from 

the business, either with fellow workers, customers, suppliers or others. 
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5. Forging an anti-trust culture 

a. Respect for free competition 

 
At Lipigas We are committed to supporting and promoting free and fair 

competition, preventing and avoiding ay monopoly practice. We seek 

to compete in a fair and equitable manner within the  framework of the 

existing laws in this field, without ever preventing other players from 

participating in the market under equal terms. 

 
Free competition is the right of people and companies to participate with 

efficiency and on equal terms in the economical activities, thus achieving 

offering products and services with the best price-quality combination. At 

Lipigas we have upon us to encourage a culture promoting competition, 

instilling unrestricted respect to the laws and regulations in force, to the 

principles sustaining competitive action and sharing the best national and 

international practices in the subject, reflecting the most successful experiences 

of the companies in these subjects. 

 

The Chilean free competition laws should be applied at all of the levels of the 

business. These sanction those agreements or arrangements between 

competitors that prevent the good operation of the market and also the abuse 

of dominant position, amongst other anti-competitiveness practices. This way, 

illegal practices such as collusion in the fixing of prices, market sharing or the 

arrangement of tenders, production arrangements, amongst other actions 

designed to keep or maintain the power of a monopoly or a cartel are strictly 

prohibited.  

 

At Lipigas we do not tolerate this type of conducts as they may cause serious 

damages to our company and which expose us to sanctions, fines and legal 

actions, in addition to producing damages to the people (our customers) and 

society in general. 

 

Always 

✓Comply with the anti-monopoly standards of Lipigas, based on the laws and 

regulations in force, as well as in the best practices of the market.  

✓Avoid any action that may imply coordinating with the competition in 

subjects such as prices and market sharing, amongst others. 

✓In the event of any doubt you may have and before taking an action related 

to free competition issues, consult the Legal Management, this in particular in 

the assessment of any proposals for the merging, absorption, joint venture or 

any other type of entrepreneur agreement that may conflict with the provisions 

of the legislation related to the preservation of competition. 

✓Leave a meeting if any delicate issues come up from the point of view of 

competition. Make sure that your departure is noticed by the rest. 
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Never 

✗Agree or come to an arrangement with any competitor (either expressly or 

implicitly, written or oral) in respect to: 

 Prices to be charged and sale terms or conditions. 

 Quantities to be sold. 

 Training levels planned. 

 Customers to whom the product will or will not be sold. 

 Tenders or proposals. 

 Geographical regions for sales. 

 New products or services. 

 Discounts, rebated or surcharges. 
✗Participate in a boycott or any other act that may prejudice competitors, 

customers or suppliers. 

✗Get in contact with competitors in a way that may give the appearance of 

being undertaking any undue agreements or arrangements. 

✗Communicate in any way with any competitor the following, unless it has 

already fallen into public domain: 

 Negotiations with customers or suppliers, or general negotiation 

strategies. 

 Commercial conditions, including prices. 

 Capacity, production or sales projections. 

 Levels of inventories, production, sales information or prior, current or 

future  market conditions. 

 

Example: 

-A trade association of our industry has contacted me to participate in a shared 

study of the members of their association. This seems to be a good way to 

obtain information regarding our competitors. Can we participate? 

 

Even though there is nothing wrong to participate in activities of the industry, 

these should not be used to disclose or collect confidential information 

regarding prices, competitors or markets amongst others. 

 

-My manager has requested me to obtain information of competitive prices in 

market sources. Can I use my contacts network to obtain such information? 

 

The sources you may use include any information that may be in the public 

domain (web sites, publications of the industry, amongst others); information 

obtained from customers and aggregated prices information not 

attributable/non identifiable from an industrial association. Under no 

circumstances should you make contact, either directly or indirectly, with 

competitors or persons working of having a relationship with the competition 

due to their position, relationship or function to obtain or verify your prices or 

other information. 
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6. Protecting Lipigas' assets 
 

a. Adequate use of our resources 
 

At Lipigas we feel responsible of protecting and adequately using the 

assets of our company. Likewise, we understand that these should never 

be used for personal benefit. 

 
Lipigas' assets may be financial, physical or intangible ad include, for example, 

buildings, equipments, corporate funds, computer programs, know-how, 

intellectual property, data, industrial patents, registered brands, technical 

knowledge, commercial secrets, time and opportunities, amongst others. 

 

Therefore, we always take adequate precautions to prevent robbery, 

misappropriation, damage (whether or not intentional), squandering and 

wrongful use of said assets. This implies using these resources in a responsible 

manner and avoiding them of being destroyed, disposed of, sold, borrowed or 

donated without the adequate approvals. 

 

In this same regard, we shall use our company's funds in an adequate sensible 

and effective manner at all times, keeping adequate and accurate records of 

the same, following the established procedures. 

 

In what relates to time, whilst we remain at the work place, we are completely 

involved in our works and we do not carry out any personal activities. We also 

record our working hours I a true and accurate manner. Following this same 

line, as part of the company, we care for the commercial interests of the same 

and we never compete with Lipigas or use its property, information or the 

position we hold for any purposes alien to work or for personal gain. 

 

Always 

✓Take care of preventing squandering, loss, damage, wrongful use, robbery or 

misappropriation of Lipigas' assets. 

✓Register in an accurate manner the working hours and financial transactions 

related to Lipigas. 

✓Comply with the laws and Lipigas' requirements in respect of the use and 

transference of assets. 

✓make sure that third parties comply with the guidelines and procedures 

established when dealing with assets of the company. 

✓Prevent non authorized personnel from entering the facilities of the company. 

✓ Close or adequately protect the buildings, storage areas, vehicles and 

equipments belonging to Lipigas that are unattended. 
✓ Submit your expenses record in the procurements system, complying with the 

time periods and procedures established by the accounting department. 
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✓make sure you are aware and follow the administrative procedures of the 

company, in particular those related to the authorization of the different types 

of operations. 

 

Never 

✗ Use Lipigas' equipments or installations for personal activities, except that you 

may have obtained the corresponding approval. 
✗Use Lipigas' equipments or installations to gain access to offensive material 

such as (but not limited to) pornography. 
✗ Allow a non authorized ingress to a facility of the company. 

✗ make copies of keys belonging to Lipigas without due authorization. 

✗Ignore Lipigas' safety procedures or practices. 

✗Authorize the rendering or release of expenses that were incurred by yourself. 

Always get the signature or release of your supervisor or form a manager in the 

event of his absence. 

 

Example: 

-A colleague often uses the printer of the company to reproduce school texts 

and documents for the homework of her children. Is the personal use of 

equipments of the company allowed? 

 

Those equipments that the company makes available to all the employees are 

intended for the compliance of their responsibilities and tasks assigned. It may 

happen that, in the event of a need or emergency, we may print one 

document which is not extensive, making a moderate use of the company's 

equipments. It is quite different to print in an irregular way books or other 

documents that in the long term imply an extra and non justified spending of 

resources. It is fundamental to be aware on the use of this type of implements. 

We would recommend discussing this issue with your colleague. In the event 

that the situation would persist, report it through the Reporting Line of the 

company.  

 

b. Accuracy of the records and reports 
 

At Lipigas have a commitment to have all information created and kept 

within our organization reflect in an accurate manner the transactions 

and events that have actually taken place, as a result of which, forgery, 

concealment, alteration, destruction or creation of misleading 

information, which may also be illegal,  is not permitted. 

 
When we talk about “Lipigas' information” we refer to any information or data 

about the company, its commercial, financial or non financial activities and in 

any available means (for example, hard copy, digital or other electronic 

means). 

 

Our company requires having complete and accurate financial records and 

reports with the purpose of taking responsible decisions. All accounting books, 

records and accounts should accurately reflect the transactions and financial 

and accounting events. These should comply with the law, applicable 
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regulations, financial information standards and procedures as well as Lipigas' 

internal control systems.  

 

No document or record of our company can be forged, for any reason at all. In 

this same regard, no record of accounts that may correspond or represent 

founds or assets of the company should be concealed or not disclosed for any 

purpose whatsoever. 

 

All transactions should be adequately authorized and recorded in an accurate 

manner on the relevant accounts and records, in accordance to what is 

required by law, procedures and standards applicable to our company. 

Likewise, once the data have been created, should be retained and 

appropriately erased, in accordance with the Lipigas' information 

management practices and the applicable laws and regulations. 

 

In what relates to the high hierarchy officers and other responsible parties of the 

accuracy of the financial records, they have the additional responsibility of 

ensuring the existence of adequate internal controls to achieve truthful, 

accurate, complete, consistent, timely and understandable financial reports. 

 

There is no justification to forge records or misrepresent events. This conduct 

may comprise a fraud and result in civil or criminal liability for you and for 

Lipigas. 

 

Always 
✓ Keep the ledgers, records and documents of the company in an accurate, 

complete and truthful  manner in accordance to the financial information 

regulations. 

✓ Protect Lipigas' records related to non authorized accesses and 

interferences. 
✓ Make sure not to keep or establish any non released or unrecorded account, 

fund or asset. 
✓ Fully cooperate with our internal and external auditors. 

✓Immediately report any real or suspected irregularity or weakness to auditors, 

accounting department or internal control issues. 

✓Demonstrate integrity and honesty when delivering and approving renderings 

of expenses refunds, after these are entered into Lipigas' system, always 

complying with the time limits and procedures established by the accounting 

department of the company (guests list and the reason for the event, in the 

case of meetings, lunches or dinners). 
✓ Retain documents and records in accordance to the applicable laws and to 

our information management procedures. 
✓ Return or transfer the custody of all relevant records if you change job within 

Lipigas or if you leave the company. 

 

Never 
✗ Compromise Lipigas in contractual obligations that may extend beyond the 

scope of your authority. 

✗Deliberately forge a record or make a false or misleading entry (whether 

financial or non financial) in a report, record or rendering of expenses. 
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✗Avoid review and approval procedures. 

✗ Influence or allow others to do something that may compromise the integrity 

of Lipigas' records or reports. 

✗ Hide or alter the records or documents of the company. 

 

Be careful with... 

The financial results that appear inconsistent with the underlying performance. 

Inadequate routines and controls to preserve the documents (including 

electronically stored information). 

The disposal of documents or records without knowing what it is that is being 

disposed of or if this should be saved for legal reasons. 

 

Example: 

-One of our distributors is going though some economical hardships. As he 

doesn't have the funds to pay the company, he has asked me to modify the 

date of delivery of the products on the inventory so as to thus buy time for his 

payments. Can I do him this favour? 

 

No, you can't do it. Carrying out modifications on dates, amounts and products 

sold, amongst others, comprises a breach to the accounting registration 

standards and may have repercussions for our business. You could be 

sanctioned for this event. 

In the event that a distributor may be undergoing economic hardships, the best 

thing to do is to make the situation transparent and look for the way to help him 

to continue working with Lipigas. 

 

c. Information systems 

 
At Lipigas we know that the computer hardware and software and all of 

the data that are in the information systems, as well as any personal data 

housed in the digital systems of the company are of the exclusive 

property of the same- We also know that the Lipigas' information systems 

must always be used in a responsible manner. 

 
All of Lipigas' fellow workers have access to a wide range of communication 

systems and information technologies provided by the company to help us to 

carry out our work. These systems and the data created or stored therein are 

considered to be the property of the company. Therefore, all hardware, 

software and information should be adequately protected against damage, 

loss, robbery, alteration and non authorized access. 

 

In this same regard, the non authorized use, duplication or sale of software or 

files of electronic means (including audio, videos, electronic images and 

recordings taken from the Internet, amongst others) are forbidden. 

 

Likewise, it is not allowed to store any type of inappropriate material in the 

systems of our company. In the event that inadequate material or other 

behaviour that may go against the Lipigas' policies, standards and procedures 

may be detected, disciplinary actions will be taken, which include the dismissal 
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and the notification to the civil and/or crime authorities. Inappropriate material 

includes pornographic or sexually explicit images or text promoting violence, 

hatred, terrorism or intolerance towards others or which contents may be 

obscene or offensive. 

 

Always 

✓Use moderately and adequately the technological and communication 

systems of Lipigas. 
✓Make sure that the hardware, software and data for which you are 

responsible are adequately protected. 
✓Be aware that electronic mail and other forms of corporate communication 

belong to the company. 

 

Never 
✗ Participate in the non authorized use, duplication or sale of software or files in 

electronic means. 

✗ Participate in on-line frauds or commit a cybernetic crime. 

✗Deliberately access, store, send, post or publish inappropriate material or 

ignore others who may be doing it. 

✗ Install software or connect hardware without the proper license and 

authorization. 
✗Upload, discharge or send material that may probably cause annoyance, 

inconvenience or unnecessary anxiety amongst your colleagues. 
✗Deactivate Lipigas' computer security measures. 

 

Example: 

I have access through ht information systems of the company to personal 

information of the workers of the company. A friend of mine who is starting a 

new business asks me to provide him addresses and telephone numbers to 

promote his venture. Is this allowed? 

 

You should tell your friend that, unfortunately you cannot help him. You have 

access to such information in relation to the work you carry out and not for 

other purposes. Nobody in the company is authorized to use the information of 

the company or of its workers for their own benefit, even if it is available in the 

systems to which you have access.  

 

d. Operations with privileged information 
 

At Lipigas we are committed with the protection of privileged 

information.  In the course of our work, we can access to information 

confidential or strategic for Lipigas or other companies, even before it 

becomes public. Said information should be treated with maximum care 

and discretion, without ever publishing it or sharing it and even less using 

it in personal financial benefit. 
 

Privileged information is strategic information of a company which is not 

available for the general public and which may affect purchase, sale or 
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investment decisions or stock market traded securities, amongst other financial 

situations. 

 

Even though it is not negative to have privileged information, it is illegal to use 

such information to purchase, sell or trade stock or securities. It is also illegal to 

promote transactions using these data or disclose what you know with the 

purpose that others may obtain a benefit thereto. 

 

So, if you have information of this type, you should not advise or promote 

another person (for example a member of your family, a friend, company or 

family trust) to undertake transactions using said knowledge or passing 

information to others. Just doing it, regardless of whether these persons could 

use it to trade securities, comprises a serious breach of the law. 

 

Examples of possible privileged information are: 

 Future results or results of the company. 

 News regarding a merger, acquisition, joint venture or new relevant 

business. 

 Relevant news regarding the sale of assets or the closure of a branch 

office. 

 Changes in the dividends policy, the splitting of shares or the offer of new 

stock that will be issued by the company. 

 New products or important discoveries. 

 The bankruptcy or insolvency of the company. 

 The profits or losses of an important supplier or customer. 

 Relevant legal demands or agreements. 

 The possibility of the granting or cancellation of an important contract. 

 Changes in the executive management that have not become public 

knowledge 

 

Always 

✓Take care of confidentiality of the Lipigas' information and don't share it with 

persons who are alien to the company. 

✓Disclose privileged or confidential information only to persons within the 

company who may have the need to know it to carry out their activity. 

 

Never 

✗ Purchase or sale Lipigas' or any other company's stock, either directly or 

through members of your family or other persons or entities whilst you have 

privileged information in your possession. 
✗ Disclose privileged information to someone outside Lipigas, including family 

and friends, unless you are duly authorized, documented and it would be 

necessary for the commercial activities of the company. 

✗ Recommend or suggest that others purchase or sale the stock of any 

company, including Lipigas, whilst you have privileged information in your 

possession. 

✗ Disseminate false information or participate in other activities to manipulate 

the price of stock listed on the stock exchange. 
✗Trade shares from the counterpart when you have privileged information 

that, in the event of becoming public, could affect the price of these financial 

instruments. 



36 

Translated from Spanish into English by Sergio Gaymer (sgaymer1@yahoo.com), Certified Translator, on August 10, 2015 
 

 

Be careful with... 

Accidentally disclosing privileged information. Avoid touching confidential 

information in public places of the company, such as bathrooms or lifts, or 

leaving sensible information on top of the photocopier. 

Whatever you discuss with other Lipigas' employees. Be prudent with the 

information you disclose in respect of the company. 

What you tell your family or friends about the company. 

 

Example 

-I have information related to a new large scale project that the company will 

not yet make public. Can I disclose this fact to a customer with whom we are 

negotiating a possible sale to obtain an advantage in respect of the 

competition? 

 

No, you can't do it. This is information that could be essential for the increase or 

decrease of the company's value. It is important that during the negotiation 

with the customer those competitive advantages that allow us to be the 

leaders in the market are disclosed, however, it is not fir to disclose projects that 

are strategic for the company and which are not yet available in the public 

domain. 

 

e. External communications 
At Lipigas we are concerned of disclosing in a timely, accurate, 

consistent, complete and fair basis the information related to our 

company so as to allow investors to take informed and orderly decisions.  

These public communications may only be carried out by the authorized 

spokesmen.  

 
Any written or verbal communication that may be attributed to Lipigas or to an 

employee of the company is considered a public release. Such 

communication includes not only regulatory ordinances, such as annual 

reports, but also press releases, information related to profits and commercial 

performance, interviews, articles, reports and contents published in the 

company's Web site. 

 

As a company registered in the Superintendence of Stock and Insurance (SVS), 

Lipigas must permanently comply with the delivery of information that said 

financial entity requires. The company will also make public any information or 

relevant event related to its business that may serve as the basis for investment 

decisions.  

 

Based on our principle of transparency, communications should be timely and 

carried out solely by authorized spokesmen. As a basic rule, all material 

published to the exterior of the company should be approved by the 

Corporate Affairs Department. 

 

Always 
✓ Remember that only the company' spokesmen are only those who are duly 

authorized by the Corporate Affairs Department of the company. 
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✓Follow the instructions of the Procedure for the attention of Press 

Requirements of the company, before a request from the media.   

✓Obtain all relevant approvals before publically disclosing any content through 

the Corporate Affairs Department. 
✓make sure that all the financial information you publish reflects in a 

responsible manner the transactions under your responsibility and Lipigas' 

financial situation. If you are authorized to disclose information, you must ensure 

that this is true, accurate, coherent and is not misleading. 

✓ Immediately report the loss or robbery of information. 

✓Remember that communication with a competitor, in particular if they 

address issues related to prices or other commercial conditions, may breach 

the anti-monopoly laws. 

 

Never 

✗ Disclose information to the public - including investors - unless you are 

specifically authorized to do it. 
✗Disclose confidential information - whether internally or externally - unless you 

are specifically authorized to do it. If you are not certain about the degree of 

confidentiality of the information, contact your direct management. 

✗ Hide events or omit information that may be relevant for an external 

communication. 

 

Be careful with... 

Making statements during informal external events, such as commercial 

meetings or professional networks. Be careful with saying something that may 

compromise Lipigas' confidential information or causing damage to the 

reputation of the company. 

 

Recommendations: 

Before disclosing anything, be sure that you are familiarized with the following 

classification of the information: 

• WITHOUT RESTRICTIONS: This is the information you may share without any 

limitations, as it is quite improbable that it may cause any damage if disclosed 

to third parties. 

• RESTRICTED: The information that can be shared with Lipigas' personnel but 

not with third parties. 

• CONFIDENTIAL: The information that can be shared only with selected 

personnel, as it could harm the interests of the company if it is disclosed to non 

authorized persons. 

• VERY CONFIDENTIAL: The information that should be available only on the 

basis of an “overriding need to know” as it could cause serious damage to the 

company's interest if disclosed to non authorized persons. 

 

 

 

Example:  

-A reporter of a local newspaper has asked me to answer some questions 

regarding Lipigas. Should I talk to him? 

 

Following the procedure established, you should request the contact details of 

the reported (name, telephone number and/or email) and report this to the 



38 

Translated from Spanish into English by Sergio Gaymer (sgaymer1@yahoo.com), Certified Translator, on August 10, 2015 
 

Corporate Affairs Department of the company, who will respond to the 

requirement of the petitioner. 

 

Example: 

-I teach at a university. The students always ask for actual examples of the 

issues we treat. Can I tell them about experiences that have taken place or that 

we are implementing at Lipigas? 

 

If it is information under the public domain, there is no problem in sharing it with 

your students, however, if you are dealing with projects or initiatives that are still 

being assessed or which are confidential, it is not adequate to do it, even under 

the proviso that the facts are being recounted only for academic purposes. 

Remember that all the information may be reproduced and that the 

technological means that are nowadays available facilitate that this may go 

public very fast. 
 
 

 


