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1. Introduction 
NTT Ltd. and each of  i ts subsidiaries and affi liates (‘NTT’ , ‘we’ , ‘us’,  ‘our’) want to c reate an 
ethical culture that empowers our people to do the right thing and act with integrity, even when 
no one is  watching.  

Hospitali ty can play a pos itive role in building relationships with our c l ients, third parties and 
other s takeholders. Likewise, i t is  sometimes appropriate to offer reasonable gifts.  However, 
as  accepting or offering gif ts and hospital ity can be open to abuse or generate ac tual or 
perceived confl icts of  interest, such gif ts and hospital ity should always be t ransparent, 
proport ionate, reasonable and made in good faith.  

As  a global business, we are required to comply with laws and regulations that apply to our 
bus iness and regulate corrupt  practices (such as the offer or acceptance of unacceptable gifts 
and hospital ity), including, but not l imited to, the United States’ Foreign Corrupt Practices Act 
(‘FCPA’) and United Kingdom Bribery Act (‘UKBA’). Violating these laws and regulations 
potent ial ly exposes NTT, i ts employees, and any related cl ients or third parties (regardless of  
nat ionality or location) to s ignificant c riminal and c ivi l l iabil ity, f ines, and penalties. 

Each of  us must ensure that we do not offer or accept any unacceptable gifts or hospitality 
that  may be perceived to be or are intended to induce improper performance, obtain, or retain 
bus iness, or gain an advantage in the conduct of  business for NTT or other third parties. 

Our Gif ts and Hospitali ty Policy (‘this Policy’) describes the c ircumstances and conditions 
under which gifts or hospitali ty may be offered to or accepted f rom our c lients, or third parties. 
I t  also describes the c ircumstances and conditions where gif ts or hospitali ty may not  be 
offered or must be turned down. 

This  Policy supports and reinforces our Ant i-Bribery and Corruption (‘ABC’) Policy and our 
commitment to conduct business ethically and with the utmost integrity in al l our operations 
throughout the world.  I t  ensures that we maintain our independence at  al l  t imes and act  
t ransparently,  ethically and in good faith in our business ac tivit ies.   

1.1. Purpose 

The purpose of  this Policy is to: 

● demonstrate and reinforce NTT’s commitment to conduct business with the highest 
level of  t ransparency, ethics, and integrity; 

● ensure that al l  hospitali ty and gif ts offered and/or accepted are in good faith and in 
accordance with this Policy and are not, or perceived to be,  for the purpose of having 
an improper influence on a bus iness relationship or dec ision; 

● ass ign roles and responsibil ities for dec laring and assessing whether to accept or offer 
a gif t  or hospitali ty across our business operations;  

● describe our processes for determining whether gifts or hospital ity offered or received 
are in good faith and in accordance with our values; 

● protect  our people against any accusations of  impropriety or unethical behaviour; 

● demonstrate our commitment to comply with applicable laws and regulations; and 

● max imize shareholder value and ensure sustainable business operations by proactively 
implementing ABC practices and controls in respect of  gifts and hospital ity. 

https://nttlimited.sharepoint.com/:b:/r/sites/NTT-RiskManagement/ComplianceAndEthics/NTT%20Limited%20Anti-Bribery%20and%20Corruption%20Policy%20.pdf?csf=1&web=1&e=h4FeyA
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1.2. Scope 
This  Policy applies to NTT and all  our people (including employees, directors, contractors, 
and shareholders; hereafter referred to as ‘our people’,  ‘employees’, ‘you ’, ‘your’) and third 
part ies (inc luding partners, joint  ventures, suppliers, vendors, serv ice prov iders and 
consultants). 

1.3. Non-compliance with this Policy 

Any employee who fails to comply with this Policy may be subject to disciplinary action and/or 
any ac t ion permitted by  law. 

1.4. SpeakUp 

I t  is  your duty to SpeakUp if  you know of or suspect any unethical behaviour or misconduct 
that  could be a breach of  this Policy, our Code of  Conduct and Business Ethics (‘our Code’) 
or any other NTT policies. 

I f  you are unsure whether a gift or hospitali ty offered or received is acceptable, or if  you have 
any queries , these should be raised with your l ine manager, HR representative, local 
Governance, Risk  and Compliance or Legal team, or Group Governance, Risk and 
Compliance.  

You can report your concerns to our anonymous and confidential SpeakUp platform, online or 
over the phone, as  follows:  

For our people: www.speakupfeedback.eu/web/ntt   

For our c l ients, third parties and other s takeholders: 
www.speakupfeedback.eu/web/nttexternals  

Over the phone by dial ing your country specific SpeakUp number as  outl ined 
in Appendix A of  our SpeakUp Policy 

We operate a s trict non-retaliation policy for al l  reports made in good faith, meaning that any 
ac t  or threat of  retaliation for reporting concerns (such as  dismissing, t ransferring, demoting 
or public ly at tacking someone) will  not be tolerated.  

We are commit ted to ensuring that no one ever suffers any detrimental t reatment for refusing 
to take part in bribery or corruption or reporting wrongdoing.  

Our SpeakUp Policy describes our polic ies for report ing concerns about  any unethical 
behav iour or misconduct  in the business.  

1.5. Local Variations and Exceptions 

Our operat ing entit ies are responsible for compliance with any local laws and regulations that 
apply  to their area of  the bus iness. I f  local laws and regulat ions es tablish more rigorous 
s tandards than provided in this Policy or prohibit any activities outl ined in this Policy, then 
local laws and regulations must be fol lowed by the relevant operating entity.  

All  local variations,  additional requirements and/or exceptions to this Policy must be reviewed 
by Group Governance, Risk and Compliance and formally recorded in an addendum to this 
Policy. 

http://www.speakupfeedback.eu/web/ntt
http://www.speakupfeedback.eu/web/nttexternals
https://nttlimited.sharepoint.com/:b:/r/sites/NTT-RiskManagement/ComplianceAndEthics/NTT%20Limited%20SpeakUp%20Policy.pdf?csf=1&web=1&e=KCjkEt
https://nttlimited.sharepoint.com/:b:/r/sites/NTT-RiskManagement/ComplianceAndEthics/NTT%20Limited%20SpeakUp%20Policy.pdf?csf=1&web=1&e=KCjkEt
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1.6. Training  

We are committed to building a t ransparent and ethical culture that ensures that our people, 
c l ients and third parties ac t with integrity in al l  that we do.  

All  of  our people, cl ients and third parties must be aware of, understand and follow this Policy 
and any applicable addendums to it . 

Our people wil l  receive mandatory, periodic t raining on this Policy, related policies, controls, 
and prac t ices, and where they may go to dec lare any gifts or hospital ity received or offered. 
In part icular, al l new employees wil l be required to complete mandatory t raining on this Policy 
and related policies and controls during induction. 

Where local variat ions, additional requirements and/or exceptions to this Policy exist, it is the 
responsibil ity of  the relevant Group Port folio and Operating Unit  to ensure that  impacted 
employees and third parties are aware of and understand their responsibili ties in respect  of 
the local variation, addit ional requirements and/or exceptions. Any local t raining, in this  
regard,  must be consistent  with this Policy. 

1.7. Audit and Compliance   

The des ign, implementation and operat ing effectiveness of  this  Policy and its  associated 
controls is  subject to ongoing monitoring, rev iew, and audit  through the performance of  
periodic self -assessments, compliance assessments and independent audits (inc luding 
internal and ex ternal audit). Where required, updates and/or improvements to this Policy will 
be made based on the observations or f indings of  the self -assessments, compliance 
assessments and audits.  

Compliance with this Policy is  monitored on a periodic bas is and reported to the NTT Ltd. 
Board,  Group Audit  and Risk  Committee, Group Governance, Risk  and Compliance 
Committee and senior management.  

1.8. Continual Improvement  

This  Policy is subject to continual review and improvement  and wil l be rev iewed by Group 
Governance, Risk and Compliance at least annually.  
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2. Roles and Responsibilities 
This  Policy is  governed, supported and implemented by the fol lowing roles within NTT. 

NTT Ltd.  Board ● Ult imately accountable for the oversight and 
implementation of ABC policies (including this Policy) 
and controls throughout NTT. 

● Ensure that NTT is committed to values of  
t ransparency, ethics,  and integrity. 

● Ensure that our culture reflects our values and l ives up 
to our Code.  

● Ensure that the organizational s tructures, systems,  and 
management approaches support the implementation of  
our values and the ABC programme and this Policy. 

● Ensure compliance with the ABC Policy and this Policy.  

Group Audit and Risk 
Committee 

● Ult imately accountable for the oversight and 
implementation of the Risk Management Framework 
and Policy. 

● Approve this Policy and any material local deviations, 
except ions, or variations,  where required. 

Group Governance, Risk 
and Compliance 
Committee 

● Responsible for providing oversight and ensuring the 
effec tive management of  the Business Conduct and 
Ethics programme. 

● Enforce non-compliance with this Policy. 

Senior Vice President,  
Group Governance and 
Risk 

● Owner of  this Policy, who is responsible for the periodic 
rev iew and update of  this Policy. 

● Responsible for supporting the implementation of  this 
Policy through communication and t raining. 

● Rev iew and approve gifts and hospitali ty in accordance 
with this Policy. 

Business Conduct and 
Ethics Forum 

● Manage the Conduct, Ethics and Integrity Principal Risk 
and ensure that relevant policies, processes, 
f rameworks, s tandards, and t raining are in place to 
support implementation in the business.  

● Ensure the adoption of  and effect ive implementation of  
this  Policy throughout the business.  

● Prov ide input and advise on any improvements that 
may be made to this Policy and associated controls in 
the bus iness.  

● Communicate with executives and senior management 
about  this Policy and associated controls.  

https://nttlimited.sharepoint.com/:b:/r/sites/NTT-RiskManagement/EnterpriseRiskManagement/NTTL_Risk_Management_Framework_and_Policy%20V2.4.pdf?csf=1&web=1&e=GcTKWb
https://nttlimited.sharepoint.com/:b:/r/sites/NTT-RiskManagement/EnterpriseRiskManagement/NTTL_Risk_Management_Framework_and_Policy%20V2.4.pdf?csf=1&web=1&e=GcTKWb
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Group Governance, Risk 
and Compliance  

● Responsible for providing oversight and ensuring the 
effec tive management of  the Business Conduct and 
Ethics programme. 

● Ident ify, assess, manage, monitor, and report on risks 
related to gif ts and hospital ity in accordance with the 
Risk  Management Framework and Policy on a periodic 
bas is. 

Group Legal ● Monitor regulatory changes that may impact this Policy 
and prov ide input  into this Policy to ensure that i t meets 
our legal obligations and is  compliant with the relevant 
laws and regulations that apply to NTT. 

Regional /  Services CEO’s ● Accountable for ensuring that this Policy is 
implemented within their area of  the business. 

● Prov ide management oversight  over the implementation 
of  this  Policy in their area of  the business. 

● Ensure that the organizational s tructures, systems,  and 
management approaches support the implementation of  
this  Policy in their area of  the bus iness.   

Regional /  Services 
Governance, Risk and 
Compliance Managers /  
Legal  Counsel  

● Rev iew this Policy and identify any local variations,  
addit ional requirements and/or exceptions that may be 
required to support compliance with local laws and 
regulat ions.  

● Create sub-policies, processes, s tandards, guidance, or 
t raining to support the implementation of  local 
variations, additional requirements and/or exceptions. 

● Monitor the des ign, implementation and operating 
effec tiveness of  this Policy and its associated controls 
within their area of  the business.  

● Ident ify, assess, manage, monitor, and report on local 
gif ts and hospitality risks in accordance with the Risk 
Management Framework and Policy. 

Line Managers ● Unders tand what are acceptable and unacceptable gifts 
and hospitality, and rev iew and approve gifts and 
hospitality for employees under their responsibil ity in 
accordance with this Policy.  

Our people ● Responsible for ensuring that they have read, 
unders tood and adhere to this Policy.  

● Submit the relevant  declarations, required by this 
Policy, when required, accurately and t ruthfully. 

● Do not  take any act ions to c ircumvent  this Policy and 
its  associated controls.  
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● Unders tand what is considered acceptable and 
unacceptable gifts and hospitality to offer and to 
accept . 

● Speak-up when they know of  or suspect any unethical 
behav iours or misconduct in the business. 
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3. Policy Requirements 
We must not  give,  offer or promise a gif t or hospitality of  any value to a person or organization 
where it  could reasonably be interpreted that the purpose of  the gif t or hospitali ty was to 
induce improper performance,  to obtain or retain bus iness,  or gain an advantage in the 
conduct of  business for NTT. Likewise,  we should not accept any gifts or hospitali ty where 
such gifts or hospital ity are intended to influence or perceived to influence business decisions 
of  NTT. 

3.1. General Guidance  

Whenever you are considering whether to offer or accept a gif t or hospital ity, take into account 
the fol lowing important guidelines: 

● Good judgement and moderation must be used when considering whether to accept or 
offer hospitality or a gif t . 

● You must  not give or accept hospitality or gif ts for the purpose of improperly aiding a 
bus iness decision or relationship or to gain an improper advantage. 

● You must not  give or receive hospital ity and gif ts  i f  by  doing so could give the 
appearance of  having an improper inf luence on a bus iness relationship or dec ision.  

● Excessive hospital ity or gifts of any sort are generally unacceptable, whether in terms 
of  f requency or value. 

● Hospitali ty and gifts received should not  be automatically reciprocated; you must avoid 
feeling in debt for hospitality or gif ts received. 

● Kickbacks, that is, anything of  value provided directly or indirectly for the purpose of 
improperly obtaining or rewarding favourable t reatment, must not be offered or accepted 
in any c ircumstances.  

● Cons ideration must  be given to the polic ies of  the giver ’s or rec ipient’s own 
organization. 

● When in doubt about the permissibi li ty of accept ing any hospitality or gift,  decline the 
offer. 

● Hospitali ty or gifts that  would bring us  into disrepute should never be accepted. 

3.2. Acceptable Gifts and Hospitality  
● Gif ts and hospital ity may be offered and accepted in the ordinary course of  business in 

the fol lowing c ircumstances: 
○ the gif t  or hospitali ty offered is reasonable and proportionate in amount and 

does not  exceed the monetary cap set forth in this Policy and any other 
relevant gif ts and hospital ity policy; and 

○ authorization has been obtained in writing, in accordance with the relevant 
gif ts and hospitality policy. 

● Al l  employees are required to obtain approval prior to offering or accepting any form of 
corporate hospitali ty or gift form/to any outside person, including our c lients and third 
part ies. Approval must be sought f rom your l ine manager where the value of  the 
corporate hospital ity or gif t is l ikely to exceed USD300. Any gifts or hospitali ty below 
this  value do not  require l ine manager approval.  



Gif ts and Hospitality Policy  

Go vernance, Ri sk an d Compliance |  Bus i ness Conduct and Eth ics 

 

11 
Informat ion Asset  Classif ication:  General                                            01 Apr il  2021 |  Vers ion 2.0 
© NTT Ltd. 

● Any hospitality or gif t  proposed to be offered or accepted that  is greater than or equal 
to the value of  USD1,500 must be referred to the Senior Vice Pres ident, Group 
Governance and Risk for approval. 

● Al l  hospital ity or gifts offered or received must be recorded in our Gift  and Hospitality 
Regis ter. 

● For the purposes of  this Policy the fol lowing are not  normally considered corporate 
hospitality and wil l not  require any approval prior to acceptance:   

○ normal working lunches or ref reshments provided during a bus iness v isit ;   
○ hospitality ex tended to employees at tending an approved seminar;  or 
○ benef its derived f rom f requent t raveler schemes, awarded during t ravel paid 

for by  NTT. 

3.2.1  Gifts 
● We apprec iate that the practice of giving business gifts varies between countries and 

regions and what may be normal and acceptable in one region may not be in another. 
The tes t to be applied is  whether in al l  c ircumstances the gif t  is  reasonable and 
jus t ifiable. The intention behind the gift should always be considered. 

● When dec iding whether a gif t  is  appropriate, employees must cons ider any  past, 
pending or future business or administrative matters that are within the recipient’s realm 
of  inf luence. The t iming and context of  such gif ting must be considered to assess 
whether any gifting could objectively be perceived as  bribery.  

3.2.2  Hospitality 
● Corporate hospitality,  for the purposes of  this policy, is  any form of  accommodation, 

entertainment  or other hospital ity provided to an employee of  NTT by a third party and 
which is  ex tended to the employee solely or s ignificant ly due to his  pos ition as  a 
representative of NTT. Corporate hospitali ty may also be provided by NTT to its clients, 
and third parties. 

● Prior to accept ing any form of  corporate hospitality, employees must obtain approval 
f rom their l ine manager. Any hospitality offered greater than equal to USD1,500 must 
be referred to the Senior Vice President, Group Governance and Risk for approval, prior 
to being accepted. 

● Before offering any form of  corporate hospital ity to our c l ients or third parties, we must 
ensure that  we obtain, unders tand, and adhere to their organization’s gif ts and 
hospitality policies. 

● Approval must be obtained f rom your l ine manager prior to offering any hospitality to 
c l ients, or third parties where the value of  the hospitali ty is l ikely to exceed USD300, 
and the Senior Vice President,  Group Governance and Risk  where such hospitality 
exceeds USD1,500.  

3.3. Unacceptable Gifts and Hospitality 
The fol lowing hospitality and gifts should always be treated as  unacceptable and must always 
be turned down. You may never accept or offer hospitali ty or a gif t i f  i t is :  

● i l legal according to either local or international laws and regulations;  
● cash or cash equivalent (e.g. , lot tery t ickets, gif t  cert i ficates, vouchers, loans, 

guarantees, c ryptocurrency, c redit, shares, or opt ions); 
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● a f inancial payment made to an individual in their personal capacity (such as incentives, 
irregular commissions, or k ickbacks); 

● intended to or might  be seen to influence business decisions, gain an advantage, induce 
improper performance;    

● a quid pro quo (that is offered for something in return); 
● gif ts or hospitali ty which are not  normal in value and are not  ordinari ly offered or 

received in the course of  normal business interactions;  
● offered to or received f rom a public  off icial, government employee,  auditor or any 

relat ives or c lose f riends thereof;  

● made to a political party, without the prior writ ten approval of  the NTT Ltd. Board;  

● known to be in breach of  the rules of  the giver’s or rec ipient’s own organization;  

● exceeds the monetary cap out lined in this Policy and has not been approved in writing; 
or 

● in breach of  our Code, policies, or values.  

Any unacceptable gif ts or hospitali ty offered or received, must be reported immediately to 
your l ine manager, HR, your local Governance Risk and Compliance or Legal team, and/or 
Group Governance, Risk and Compliance.  Where we have accepted an unacceptable gift in 
terms of  this Policy, we must return the gif t immediately (unless it  is  impractical to do so,  in 
which case the gif t wil l remain the property of NTT and will  be sold or donated to charity at 
the discretion of  the Senior Vice Pres ident, Group Governance and Risk  and senior 
management). 

3.4. Recordkeeping 

An accurate and complete record must be maintained of  al l gifts and hospitali ty offered or 
received by  NTT or i ts employees. All gifts and hospitali ty offered and received must be 
recorded in the Gifts and Hospital ity Register.  

The record should include the following: 

● a description of  the gift or hospitality offered or received;   

● an es t imation of  the value of the gift or hospital ity;  

● whether the gift or hospitali ty was accepted or rejected;    

● the jus tification for accept ing or rejecting the gift or hospital ity;  

● whether prior approval was obtained, and if  so,  f rom whom; and 

● whether the gift or hospitali ty was donated (if  relevant). 
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