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Dear Sonoco Teammate:

There is a saying that character is what happens when no one is watching. Since Sonoco’s founding  
in 1899, character has been a key component of our culture and core values. When you combine the 
importance that we place on demonstrating character in all situations, with our guiding principle of 
“always do the right thing,” you have the pillars that form the foundation of our policies related to 
business ethics and conduct. Sonoco’s culture, core values and guiding principle set the direction for   
the  organization and represent an ethical compass when it comes to how the Company operates and 
conducts business on a daily basis with its colleagues, customers, suppliers and the community. They  
set the standard by which the Company and its employees  measure every decision that’s made.

Sonoco has not, and will not, permit any type of illegal, unethical or improper behavior by any 
employee, regardless of position. Every employee is expected to conduct the Company’s business in a  
fair and ethical manner. Our values dictate zero tolerance for any violation of the letter or intent of any 
applicable law or regulation.

The following guide was created to ensure that every employee understands Sonoco’s business conduct 
policies and to provide helpful guidelines for behavior in specific situations. Please read it carefully.

Unfortunately, this manual can’t possibly address every issue you may face. If you are at all unsure about 
the right way to respond to a situation, just ask yourself:

I  Is the action I am about to take legal?
I  Are we being fair and honest?
I  Do I think our actions will stand the test of time?
I  How would I react if I read about this action in the local newspaper or on social media?
I  Can I, with pride, tell my family what we did?
I  Does this action put me or the company in a questionable situation?
I  Does what I’m doing match and support our core values and guiding principle?

If you are not sure what the proper response to an issue is, or should be, please discuss it with your 
supervisor, call Sonoco’s Business Conduct Hotline (800 241 5689) or contact the Company’s legal 
counsel. (See page 11 of the manual).

Sonoco’s reputation is our most valuable asset and it can be ruined by the actions of just one individual. 
It is up to each of us to help protect our Company’s future by demonstrating the solid moral values and 
ethical behavior that have been cornerstones of our unique, people-based culture. 

Sincerely,

Robert C. Tiede
President and Chief Executive Officer
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Purpose of Sonoco’s Policies  
on Business Conduct

Sonoco is committed to the core values of honesty, 
integrity and accountability. This commitment 
requires that our employees and directors comply 
fully with all laws, rules and regulations that apply 
to our business operations, and that they act hon-
estly and ethically. However, the laws and regula-
tions in the United States, as well as in the many 
other countries where we do business, have 
become increasingly complex, and interpretation 
of the applicability of these laws and regulations 
to specific situations is often confusing. 

Sonoco has adopted policies and guidelines that 
are intended to address and interpret many of 
these laws and regulations, and to make it easier 
to understand and implement them in day to day 
business operations. We expect all of our employ-
ees to understand and comply with these policies 
and guidelines. We expect our supervisors and 
managers to help employees understand and 
know how to apply applicable laws, regulations, 
policies and guidelines and to maintain compli-
ance within their areas of supervision. We expect 
our business units to conduct their business activi-
ties to minimize compliance risks. We also expect 
our directors to lead by example by understanding 
and complying with the laws and regulations that 
apply to us, and by setting the tone for adherence 
to the highest ethical standards. Violation of appli-
cable laws, regulations, or policies, or encouraging 
others to do so, puts Sonoco’s reputation at risk, 
and there is no reason, including meeting finan-
cial or production business goals, that will ever 
justify any such violation.
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Strict compliance with the “letter” of the law or 
policy is not enough. Ethical business conduct also 
requires compliance with the spirit of the law or 
policy. This policy manual is intended to provide a 
resource to remind you not only of laws and poli-
cies that apply to our business, but also to help you 
identify legal and ethical issues that may arise, 
and to make wise and informed decisions about 
how to act. This manual does not address every 
law, regulation or policy that applies to our busi-
ness, nor does it address every ethical issue that 
you might face. If an issue is not addressed, or if 
you have questions about how a law or policy 
applies to a specific situation, we expect you to use 
good judgment and to seek advice from supervi-
sors and management. If you still have doubts or 
questions, you should contact our legal counsel for 
advice. (See page 11 of this manual.) Specific com-
pliance procedures for our corporate policies can 
be found at the websites listed in this manual 
under the section “Additional Resources” on  
page 11.

Our policies on business conduct are intended to 
set out goals and expectations for legal and ethical 
business behavior, and are not intended to, and do 
not in any way constitute an employment contract 
or an assurance of continued employment.

Safety

Safety is a cornerstone of the Sonoco culture. The 
Company is committed to establishing, managing 
and maintaining a safe and healthy work environ-
ment for its employees, customers, vendors, con-
tractors and others who may be in our workplaces. 

Sonoco’s policies on business conduct apply to all employees, including senior management and the Board of 

Directors. Every Sonoco employee must abide by the same set of rules and expectations, regardless of job 

title or geographic location. In addition, Sonoco expects its business partners, including customers, vendors, 

contractors and others who may be in the workplace, to follow similar standards.

Who is Responsible for Following Our Code?



Sonoco believes safety and good health are integral 
parts of its business strategy and are necessary for 
its success. We will design, manufacture and dis-
tribute all products in a safe and responsible man-
ner. We are committed to utilizing our human, 
physical and financial resources, as well as our tech-
nical capabilities, to their fullest extent to protect 
the health and safety of our employees and others.

Things to consider
All employees are expected to fully accept respon-
sibility for their own safety. Our basic philosophy 
is that personal injuries can and must be pre-
vented. There is no place in Sonoco for an unsafe 
employee. Sonoco maintains a vigorous safety and 
injury prevention program at each location, 
including:
 I  Regular safety inspections
 I  A dedicated telephone number for medical,  
 fire or security emergencies
 I  Evacuation drills
 I  Safety meetings
 I  Educational safety activities
 I  Severe weather safe rooms

In addition to our workplace, safety should be 
practiced at home, when visiting family and 
friends, while traveling and when on vacation.

While our work processes and policies are 
designed to minimize risk, all of us must routinely 
review and improve workplace conditions to 
ensure a safe and healthy environment. Unsafe 
working conditions anywhere within our global 
operations are unacceptable and should be 
reported to management. The health and safety  
of Sonoco’s employees throughout the world are  
of utmost importance.

Personal Conduct

Like other businesses, Sonoco must adhere to 
strict legal standards of personal conduct, along 
with its own standards of professional behavior. 
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Each employee, officer and director must conduct 
business in an ethical manner and in full compli-
ance with the law. 

We must value and respect the diversity of our 
employees, as well as our suppliers, customers and 
any other person/group with whom we have inter-
action. Sonoco is committed to providing equal 
opportunity in all of its employment and purchas-
ing practices to fully utilize the human and busi-
ness resources available to us in our pursuit of cus-
tomer satisfaction and shareholder return.

At the same time, Sonoco recognizes its own 
responsibilities to its employees and strives to pro-
vide a healthy, safe and productive work environ-
ment. The work environment must be free from 
discrimination and harassment based on race, 
color, religion, sex, sexual orientation, age, 
national origin, disability, veteran status or other 
factors that are unrelated to the Company’s legiti-
mate business interests. The Company will not 
tolerate sexual advances, violent behavior or 
threats of violence, actions and/or any other con-
duct in the workplace that create an intimidating 
or otherwise offensive environment.

Sonoco supports and respects the protection of 
international human rights and supports the 
elimination of all forms of forced, bonded or com-
pulsory labor and all forms of exploitation of child 
labor. The Company tries to ensure fair treatment 
for all employees in its operations and within its 
sphere of influence. 

Things to consider
Practicing common courtesy and respect for co-
workers will promote a good work environment. 
The activities listed below clearly do not promote  
a good work environment and are prohibited:
 I  Threats
 I  Violent behavior
 I  Sexual advances
 I  Possession of weapons of any type in  
 Company operations



 I  Using, or being under the influence of,  
 alcohol while on the job
 I  The use, distribution, sale or possession  
 of any illegal drugs
 I  Harassment
 I  Off-color jokes
 I  Racism
 I  Gambling
 I  Possession of pornographic materials

Employees who engage in any of these prohibited 
activities will be subject to disciplinary action, up 
to and including dismissal, at the sole discretion  
of the Company.

Employees under the influence of drugs, alcohol  
or controlled substances should never be on Com-
pany premises. Such behavior places the employee 
and everyone else at risk for a serious accident or 
injury.

Sonoco is committed to providing a workplace 
that is free of harassment or any other negative 
behavior that diminishes a person’s integrity and 
self-esteem. 

Forced or bonded labor in the production of Sono-
co’s products or services is prohibited, as is the 
employment of child labor of any kind. Employees 
should exercise reasonable diligence to choose 
suppliers who meet these same standards.

Read Sonoco’s Human Rights Policy: (www.
sonoco.com/aboutus/doingbusinesswithsonoco/
humanrights.aspx) and direct any questions to the 
Human Resources manager at your location. 

Fair Dealing

Sonoco employees, officers and directors should 
endeavor to deal fairly with Sonoco’s customers, 
suppliers, competitors and other employees. No  
one should take unfair advantage of anyone 
through manipulation, concealment, abuse of  
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privileged information, misrepresentation of mate-
rial facts or any other unfair-dealing practice. We 
are expected to treat everyone with whom we inter-
act on Company business fairly.

Conflicts of Interest

A conflict of interest arises when an employee or 
director places his/her interests ahead of those of 
the Company.

Things to consider
Employees, officers and directors must avoid  
situations where their actions create, or appear  
to create, a conflict of interest with the Company.  
The following list outlines some activities that 
could possibly indicate a conflict of interest. Use  
it as a guide for the types of activities that must  
be avoided.

Outside activities that conflict with 
responsibilities to the Company
Employees, officers and directors must avoid out-
side employment or activities that might impair 
the effective performance of their job responsibili-
ties to the Company, either because of excessive 
time demands or because those outside commit-
ments might be contrary to Company obligations.

Gifts and entertainment from customers, 
suppliers or other parties doing business  
with the Company
Employees, officers and directors (or any member 
of their immediate families) are prohibited from 
soliciting or accepting gifts, gratuities, loans, pay-
ments or other favors from customers, suppliers  
or others doing business with the Company. Non-
monetary gifts may be accepted only if they are 
items of nominal value or if they are advertising 
and promotional material clearly marked with 
company or brand names.

Unsolicited entertainment—a golf outing, tickets 
to a football game, a restaurant meal, or the like—



may be accepted only if the entertainment occurs 
infrequently, it arises out of the ordinary course  
of business and it involves reasonable, not lavish, 
expenditures.

Gifts and entertainment for customers, 
suppliers or others doing business  
with the Company
Similarly, employees, officers and directors (or any 
member of their immediate families) are prohib-
ited from offering gifts, gratuities, loans, pay-
ments or other favors to customers, suppliers or 
others doing business with the Company. Non-
monetary gifts may be offered only if they are 
items of nominal value or if they are advertising 
and promotional material clearly marked with 
company or brand names. 

Entertainment for customers, suppliers or others 
doing business with the Company, is appropriate  
if it involves reasonable, not lavish, expenditures.

Company guidelines about payments to govern-
ment officials, political parties and candidates are 
outlined under “Illegal Payments to Government 
Officials” on page 9.

Information
We often have access to information regarding the 
Company’s financial position, its manufacturing 
activities and its future plans that is not available 
to or known by the general public until sometime 
in the future. Such information must not be dis-
closed to persons outside the Company or used by 
an employee for personal benefit or to benefit 
family members or friends. 

Economic interests in vendors or purchasers  
of goods or services from the Company
An employee, officer or director cannot have any 
undisclosed substantial financial interest in any 
corporation, partnership or other organization 
that is a current or prospective vendor or pur-
chaser of goods or services from Sonoco if the  
person can influence decisions about Sonoco’s 
business with the organization.
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A substantial financial interest is generally 
assumed to be more than one-percent ownership, 
or its equivalent. A vendor is defined as any person 
or entity that sells, rents or agrees to furnish any 
materials, supplies, equipment, real estate, credit, 
insurance or services to the Company or has done 
so in the past. Similarly, a purchaser is any person 
or entity that buys, rents or otherwise procures 
materials, supplies, equipment, real estate, credit, 
insurance or services from the Company or has 
done so in the past.

A conflict exists when an employee, officer or 
director uses Company equipment, personnel or 
facilities for personal gain.

Protection and Use  
of Corporate Assets

It is the policy of the Company that every 
employee, officer or director has the responsibility 
to protect Company property against loss, theft 
and misuse. All Company property should be used 
for legitimate business purposes.

Corporate property includes such things as:

Tangible property
Inventory, office supplies, computer hardware  
and software, tools, equipment, vehicles and cash.

Tangible Company property is intended for use  
by employees to achieve the Company’s business 
objectives—do not help yourself. Employees must 
not take office supplies for personal use, use  
Company postage to mail personal letters or use  
a Company vehicle for personal benefit outside of 
stated policy.

Intangible property
Engineering and manufacturing know-how and 
processes; business, financial, marketing and  
strategic plans associated with products; product 
plans with outside vendors or purchasers; and a 



variety of internal databases, patents, patent 
applications and copyrighted material.

Information, intellectual property (patents, trade-
marks, copyrights, trade secrets and know-how) 
and innovative ideas are valuable Sonoco intan-
gible assets that must be appropriately managed 
and protected. Information pertaining to acquisi-
tions, divestitures, technology, competitive posi-
tion, directional strategy, customers, vendors, 
employees, salaries, product costs, trade secrets, 
etc., must be protected from misuse or unauthor-
ized disclosure.

As an employee, officer or director, you are pro-
hibited from using or disclosing Company-owned 
information except for the Company’s business 
purposes. Disclosure of information within the 
Company should be on a need-to-know basis only. 
By accepting employment with the Company, you 
have agreed not to disclose or misuse the Com-
pany’s proprietary information for any reason, 
both while you are employed and after you leave 
the Company.

Employees’ work time
The Company requires employees to use Company 
time to perform assigned responsibilities rather 
than personal business.

Things to consider
Each employee is responsible for the proper use, 
conservation and protection of the Company’s 
assets, including its property, plant, equipment, 
computer information and data, product designs, 
inventions and other proprietary business and 
technical information.

Sonoco policy and the law impose severe penalties 
against the theft or misuse of Company property. 
Employees must be particularly aware of the fol-
lowing categories of restrictions:

Confidential or proprietary information
Confidential or proprietary information is specific 
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information about the Company’s business—
products, services, technology or competitive 
data—that you have acquired in the course of 
your employment and the disclosure of which 
would be advantageous to competitors or detri-
mental to the Company. 

Confidential or proprietary information and other 
internal Company information are valuable assets. 
Protection of this information plays a vital role in 
the Company’s continued growth and in its ability 
to compete.

It is critical that all employees take appropriate 
measures to safeguard the security and confiden-
tiality of these types of information. Employees 
and former employees shall not, without proper 
authority, give or release the Company’s confiden-
tial or proprietary information to anyone who is 
not employed by the Company.

Company funds
Every employee is responsible for proper use of 
Company funds, including accurate reporting in 
Company financial reports. No payment to a sup-
plier or to an employee on behalf of the Company 
shall be approved or made with the intention or 
understanding that any part of such payment is  
to be used for any purpose other than what is 
described by the documents supporting the  
payment.

Each employee is personally accountable for any 
form of Sonoco funds entrusted to him/her—
credit and purchase cards, tickets, cash, checks, 
etc.—and must ensure that the Company receives 
proper value in return. All business travel and 
entertainment expenses must be documented and 
recorded in compliance with Sonoco’s travel and 
entertainment policies. If funds are used improp-
erly or illegally, Sonoco will take the appropriate 
disciplinary action and may notify the appropriate 
authorities. 



The Company will maintain no funds or assets  
for any illegal or improper purposes.

Corporate Opportunities

Employees, officers and directors are prohibited 
from competing with the Company in any man-
ner. Occasionally, some employees, officers or 
directors may be aware of business and invest-
ment opportunities that are of interest to the 
Company. In such cases, those individuals are  
prohibited from taking advantage of any opportu-
nity that may be discovered while employed by 
the Company, while serving as a director, or while 
using or having access to Company property and 
information. We are all required to advance the 
legitimate interest of Sonoco when such an oppor-
tunity arises. Failure to do so could create a con-
flict of interest in misappropriation of business 
opportunities and could result in disciplinary 
action, up to and including termination at the sole 
discretion of Sonoco. Any benefit derived from 
your affiliation with Sonoco should be shared with 
the Company and not kept for yourself.

Inside Information and Insider Trading

Inside information is information that would be 
important to a reasonable investor in deciding 
whether to buy, sell or hold stock.

Insider trading means using confidential, material 
and nonpublic information about Sonoco and its 
customers, suppliers or competitors to achieve an 
unfair advantage in the buying or selling of shares 
or other securities.

Information is considered material if there is a 
substantial likelihood that a reasonable investor 
would consider it important in arriving at a deci-
sion to buy, sell or hold Sonoco’s stock or the stock 
of any of its business partners.
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Because Sonoco’s stock and other securities are 
owned and traded by the public, the Company is 
obligated by law to make prompt, full and fair 
public disclosure of information that may materi-
ally affect the market for our stock.

Employees, officers and directors who possess 
material, nonpublic information (possible merg-
ers, acquisitions or divestitures, actual or esti-
mated financial results, increases/decreases in 
cash dividends, stock dividends or splits, acquisi-
tion or loss of substantial contracts, new product 
development, major litigation, major changes in 
business strategies, etc.) about the Company or its 
business partners may not engage in any transac-
tions involving stocks or bonds of the Company or 
those business partners about whom they have 
information until such information has been dis-
closed to the public. They also should not, without 
proper authority, disclose such information to 
anyone outside or inside the Company.

Company employees, officers and directors who 
possess material, nonpublic information and who 
take advantage of their position to profit or to 
minimize their losses at the expense of less-
informed investors may be held civilly or crimi-
nally liable with the possibility of substantial fines 
and/or imprisonment.

Things to consider
While you as an employee, officer or director are 
prohibited from using material information for 
personal gain, you can be held civilly or criminally 
liable for doing so or for passing material informa-
tion to anyone, including family members and 
friends, who may benefit from knowing and using 
material, nonpublic information for their personal 
gain.

Three simple rules can help protect employees, 
officers and directors regarding material, nonpub-
lic information: (1) Do not use material, non-pub-
lic information for personal gain; (2) Do not pass 
along such information to anyone else who has no 



need to know, and (3) Wait at least one business 
day after material, nonpublic information has 
been disclosed to the public by press release or 
similar announcement before trading in Sonoco’s 
stock or the stock of its business partners. Sonoco 
may also impose additional restrictions on trading 
on its directors and executive officers.

Insider trading is both unethical and illegal. For 
further information regarding securities laws and 
insider trading, please contact Sonoco’s general 
counsel as shown on page 11.

Internet Access, Electronic Documents 
and Electronic Communications

Internet and e-mail resources are provided to 
many Sonoco employees to make business-related 
communication and information gathering easier. 
These electronic resources are the property of 
Sonoco and are intended for business use. Occa-
sional personal use is acceptable as long as it does 
not interfere with work. Information may be sent 
and received in text, sound (voice), image, video, 
social media posts or other formats. In the follow-
ing, a “document” or “material” can refer to any  
of these formats. Electronic communications 
include email, social media (Twitter, Facebook, 
etc.), instant messaging, and peer-to-peer (P2P) 
messaging or texting.

Things to consider
Here are some specific points of concern regarding 
Company electronic communications and Internet 
access:

Electronic communications
Company electronic communications are not pri-
vate. Anything sent or received via Company com-
munications is subject to review by authorized 
Company officials. The communications systems, 
all messages and their content are Company prop-
erty. Sending or receiving messages containing 
objectionable material is strictly prohibited. Send-
ing chain letters and junk mail (spam) is similarly  
prohibited.

7 I

Internet access
Using the Internet or the Company’s other data 
and voice networks to access any form of objec-
tionable material is forbidden. This includes 
obscene material, defamatory material, sexually 
explicit material and anything else that might be 
offensive to others.

It is also forbidden to use the Company’s Internet 
access for unlawful purposes or personal gain.

Confidential or proprietary Sonoco information 
should not be transmitted across unsecured public 
networks, including the Internet, without ade-
quate safeguards. Employees should consult Cor-
porate Information Services before transmitting 
confidential information using an unsecured pub-
lic network.

All employees are expected to understand and fol-
low the Company’s policies on the use of electronic 
resources. More detailed information about these 
policies can be found in the Information Technology 
Policy library, which is located in the Corporate 
Business Technology SharePoint site: 
(https://sonoco.sharepoint.com/sites/business-
technology/ITPol/SitePages/Home.aspx)

Antitrust

Antitrust laws (competition laws) are designed to 
prevent business activities that restrain trade by 
lessening competition so that companies can com-
pete on an open, free and equal basis. Such laws 
are in place in all countries where Sonoco does 
business.

Sonoco strictly forbids formal or informal agree-
ments or understandings with competitors where 
the purpose is to influence prices, terms or condi-
tions of sale, volumes of production, production 
restrictions, allocations to markets or limitations 
of quality.



All Sonoco employees, officers and directors are 
expected to comply fully with the antitrust laws of 
the United States and of all states and interna-
tional locations in which the Company conducts 
business. Failure to comply with any antitrust law, 
whether domestic or international, will subject 
any employee, officer or director to severe disci-
plinary action, including termination in appropri-
ate circumstances. Criminal (heavy fines and/or 
prison terms) and civil (triple damages paid to 
injured parties and/or injunctions) penalties may 
be imposed on Sonoco, as well as any individual 
employee, if antitrust laws are violated.

Employees, officers and directors are strictly for-
bidden to exchange information with competitors 
and potential competitors regarding production 
scheduling, distribution and pricing, terms or con-
dition of sale, quality limitations, production vol-
umes and/or restrictions, interaction with cus-
tomers, market share or any other information in 
violation of antitrust laws.

It is Sonoco’s intent to earn business by providing 
excellent products and services at competitive 
prices. Wherever we operate, we will conduct busi-
ness in a legal and ethical manner.

Things to consider
While all employees, officers and directors should 
be sensitive to antitrust laws in all of their deal-
ings, membership in industry or trade organiza-
tions and attendance at meetings at which com-
petitors will be present deserve special attention. 

Trade associations
Trade associations perform useful and legitimate 
business functions and can be supported by the 
members of an industry under appropriate cir-
cumstances. Employees should be aware that 
trade association meetings may result in informal 
meetings of competitors and may subject each 
person present to the risk of being suspected of 
improper activities, particularly if any action is 
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taken by Sonoco or its competitors following these 
meetings that could infer collusion.

Employees are not permitted to join any trade 
association on behalf of the Company unless their 
department head, in conjunction with the Corpo-
rate Communications Department, has deter-
mined that the association serves an important 
and proper business purpose and that counsel 
adequately supervises all of its activities. 

Employees should periodically review trade asso-
ciation memberships with their managers to 
determine their ongoing value.

Meetings
Attendance at meetings where competitors will be 
present can cause conflicts of interest. Such meet-
ings should be avoided except with the depart-
ment head’s express prior approval. This approval 
may be general (recurring meetings such as trade 
association committees, research groups, etc.) or 
specific.

To minimize antitrust risks, these guidelines 
should be followed when preparing for and attend-
ing meetings with competitors:

1. Before a meeting, encourage the use of an 
agenda; review it before the meeting to identify 
topics that may involve antitrust risk, and 
request that questionable agenda items not be 
discussed. 

2. At the meeting, encourage participants to 
follow the agenda; keep minutes of the proceed-
ings; and avoid discussing sensitive topics such 
as prices, product development or marketing 
strategies. If inappropriate items are being dis-
cussed, ask that they not be discussed. If the 
request is denied, leave the meeting and have 
your departure noted in the meeting minutes. 



3. After a meeting, review the minutes for any 
reference to anything that could be deemed to 
be evidence of an illegal agreement. For exam-
ple, watch for the use of terms such as “agree,” 
“consensus” or “understanding.” Such terms 
can be easily misconstrued.

For more detailed information about antitrust 
compliance, refer to Sonoco’s Guide for Compliance 
with Federal Antitrust Laws: (https://app.box.
com/s/belivo9170z39ougni5x9v5vhnccrjvu)

Trade Compliance

As a global company, Sonoco is subject to laws  
and regulations in many jurisdictions around the 
world.  Employees are expected to comply with  
the applicable laws wherever we do business.  
From time-to-time, governments establish trade 
controls that restrict business transactions with 
certain countries and parties and that affect the 
import and export of goods across national bor-
ders.  Sonoco abides by all trade controls appli-
cable to our business, and employees are expected 
to take steps to help ensure that the Company 
does not conduct business with prohibited parties, 
or violate any applicable trade restrictions.        

Things to consider
To help ensure compliance with these various 
national and international laws and regulations, 
employees should adhere to the following:

Never expand business into a foreign country 
where Sonoco has not previously done business 
without discussing it with management and  
Sonoco’s legal counsel;

Be aware of dealings with countries that are 
involved in conflicts or that are subject to inter-
national sanctions;

Observe all regulations and trade agreements  
that govern the shipment of Sonoco’s products 
and services to the importing country;
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Be accurate when furnishing information to any 
person hired to facilitate export or import transac-
tions; and

Consult management or Sonoco’s legal counsel for 
specific guidelines to deal with any cross-border 
business. 

The laws in this area can be complex, and they are 
subject to frequent change.  Consult management 
or Sonoco’s legal counsel if you have concerns 
about any Company trade activity.

Illegal Payments  
to Government Officials

Sonoco will not offer, authorize, make any illegal 
payments or give anything of value, directly or 
indirectly, to government officials, political parties 
or candidates for political office with the intent of 
securing their influence to obtain or retain busi-
ness for the Company.

Employees should exercise reasonable diligence  
in an attempt to determine that neither Sonoco’s 
agents nor distributors are making any such 
improper or illegal payments.

In countries where it is the local custom and not 
against the law, there is no prohibition against 
making any facilitating or expediting payment to 
a foreign official, political party, or party official 
the purpose of which is to expedite or to secure 
the performance of a “routine governmental 
action” by a foreign official, political party, or party 
official. “Routine governmental actions” include 
actions ordinarily and commonly performed by  
a foreign official in:
 I  obtaining permits, licenses or other 
 official documents to qualify a person to  
 do business in the country;
 I  processing governmental papers such  
 as  Visas and work orders;
 I  providing police protection or mail  
 pick-up and delivery;



 I  scheduling inspections associated with  
 contract performance or related to transit  
 of goods across country;
 I  providing phone service or power and 
 water supply;
 I  loading and unloading cargo; or
 I  protecting perishable products or  
 commodities from deterioration.

Where payments for such actions are required, 
they will be limited to customary and nominal 
amounts and will be made only to facilitate the 
proper performance of these actions. All pay-
ments of this type must be recorded as a business 
expense in the Company’s books and records.

Company guidelines about giving and receiving 
gifts (see Conflicts of Interest, page 3) apply in 
every country where Sonoco does business.

If you have questions about a particular type of 
payment, please contact Sonoco’s general counsel 
as shown on page 11.

Proper Accounting Procedures

All Company financial transactions, accounting 
records, sales reports, expense statements, time 
records and other documents must accurately and 
clearly represent the event, the specific facts and 
the true nature of each transaction. Any employee 
involved in the preparation of such documents 
must execute them with total honesty and accu-
racy. The same policies apply to domestic and 
international business. Corporate financial 
records must conform to generally accepted 
accounting principles. No entry will be made on 
Sonoco’s books or records that is intended to hide 
or disguise the nature of any transaction. Further-
more, there will be no unrecorded or off-the-
books funds or assets for any purpose.
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Environmental Laws

Sonoco is committed to protecting the environ-
ment. As one of the world’s largest fiber recyclers, 
Sonoco’s heritage is indicative of its respect for the 
environment and the needs and concerns of the 
communities in which we live and work. We all 
should strive to minimize waste, conserve energy 
and other natural resources, and promote reuse 
and recycling. There are a number of environmen-
tal laws to which the Company must strictly 
adhere, especially those pertaining to measuring, 
recording or reporting discharges and emissions 
to the environment and to the handling of hazard-
ous waste. Employees whose work areas are 
impacted by environmental laws should be famil-
iar with these laws, should actively participate in 
programs designed to facilitate compliance and 
should immediately report any violations to their 
supervisor or to Company legal counsel.

Media Contact

The media—including newspapers, magazines, tele-
vision and radio—is a powerful tool. To avoid mis-
understandings or inaccuracies and to help ensure 
consistency of message, all media inquiries are to be 
handled by the Corporate Communications depart-
ment. Anyone receiving an inquiry from the media 
should contact the Vice President, Investor Relations 
and Corporate Affairs or the Director, Corporate 
Communications. 

Copyrights

It is the Company’s policy and legal obligation to 
honor the copyrights of others. Employees, officers 
and directors may not reproduce, photocopy or 
transmit by fax any printed copyrighted work 
without permission of the author/publisher/
owner. Reproducing any intellectual property 
without the permission of the author/publisher/
owner jeopardizes its value and places the 



employee, officer or director and the Company  
in danger of infringement litigation.

Asking Questions  
or Reporting a Concern

If you have any questions or concerns about 
proper business conduct, there are two important 
steps you can take to ensure that Sonoco’s written 
commitment to ethical and legal business conduct 
is demonstrated in the workplace.

Contact your supervisor if you have 
questions about proper business conduct
All managers maintain an open-door policy for 
employees with questions about proper business 
conduct. You are encouraged to bring up ethics 
questions before the fact, rather than after, so the 
proper course of action is taken. Never hesitate  
to talk to supervisors when you have a question 
about business conduct, no matter how small or 
insignificant it may seem.

Report violations
Any employee who becomes aware of a violation  
of any law or regulation or of Sonoco’s policies on 
business conduct or believes that a violation may 
take place in the future must report the matter 
through the proper channels. You may report  
violations in several ways:
 I  Tell your supervisor
 I  Send a written report to the Company’s 
 counsel

I  Contact the Business Conduct Hotline, which 
is independently operated 24 hours a day, seven 
days a week. An interview specialist docu-
ments your concern, assigns you a personal 
reference number and relays your concerns to 
the Company.

 
It is important that your report contains enough 
specific information to allow for an objective 
investigation.
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Any investigation with respect to alleged unethical 
or illegal activities will be conducted in a compe-
tent and fair manner with equal respect being 
given to individual rights and Company objectives. 
Any employee found to be in violation of Sonoco’s 
policies on business conduct will be subject to dis-
cipline, including termination of employment.

To ensure that a reporting employee is protected 
from reprisal, requests for anonymity will be 
respected to the extent that this does not result in 
the violation of the rights of another employee or 
make it impossible to conduct a proper investiga-
tion. Any attempt at reprisal against the reporting 
employee will be punished severely.

Contact information
Company counsel:
 John M. Florence
 1 North Second Street
 Hartsville, SC 29550
 email: john.florence@sonoco.com

Business Conduct Hotline
 1. To connect by telephone, call the number  
 below that corresponds to your location:

 Brazil   0800 892 0737

 Canada   800 241 5689

 China   400 601 3127

 Germany  + 1 844 705 9179

 Malaysia   1 800 81 8367

 Mexico  001 844 244 4489

 Poland  00 800 151 0185

 United States   800 241 5689
 (including Puerto Rico)

 All other locations  + 1 770 810 1147
 (Request the local telephone operator to place  
 a reverse-charge call to the United States)

2. To connect through the internet, visit 
https://sonocohotline.tnwreports.com and  
submit a report electronically.

 Both options provide anonymity.
 



Retaliation

Any Sonoco employee who, in good faith, raises  
an issue regarding a possible violation of law or 
Company policy will be protected from retaliation. 
It is a violation of Sonoco’s policies on business 
conduct for anyone to be harassed for contacting 
the Business Conduct Hotline or Sonoco’s legal 
counsel regarding a suspected violation. Employ-
ees who feel they are being retaliated against 
should immediately contact legal counsel.

Waivers

Any waiver of the Company’s Setting the Standard: 
Policies on Business Conduct for a director or exec-
utive officer of the Company may be made only by 
the Board of Directors of the Company. The reasons 
for any such waiver shall be documented in the 
minutes of the meeting of the Board of Directors at 
which it is considered and granted. Any such waiver 
shall be promptly disclosed to shareholders of the 
Company.

Additional Resources

The following resources are also available:

Sonoco’s electronic document library
Many of the Company’s manuals and policies are 
located on this SharePoint site. (https://sonoco.
sharepoint.com/sites/corporate/manuals-policies/
SitePages/Home.aspx) 

MyHR
Sonoco Human Resources information can be 
found under the My Forms and Policies tab on 
MyHR. (http://myhr.sonoco.com)

Business Ethics Website
To access Sonoco business ethics documents, 
visit this website. (https://app.box.
com/s/1vm8dxf92aawfrekicintllpmilx7q3g)

12 I


