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If you see or suspect financial misconduct, talk to your manager 
or another internal resource. 

KEEP ACCURATE 
RECORDS
In every transaction, be honest, accurate 
and complete:
• Comply with the law and our system of

internal processes, controls and accounting
procedures.

• Never leave out, falsify or mischaracterize
any book, record, account or transaction.

• Don’t destroy records that are needed for an
investigation, audit or legal proceeding.SAMPLE




