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Dear colleagues, 

  

More than 25 years ALTEST EOOD has been struggling for responsibility of the activities 

and contribution to creating a viable society. Since 2004 ALTEST EOOD has introduced 

ethical guidelines such as helping staff to make the right choice. Requirements for us as a 

company and a responsible member of the society are constantly increasing. 

  

This Code of Ethics was approved by the Owner of ALTEST EOOD. It is based on the values 

of ALTEST EOOD, company methods and is valid for all employees, as well as for all 

management and governing positions of ALTEST EOOD. It is important to read carefully and 

understand this document specifying the things that in our capacity as employees of ALTEST 

EOOD we can and we cannot do. If you need further assistance, you can talk to your 

immediate supervisor. 

  

With regard to the Code of Ethics of ALTEST EOOD our managers and me are fully 

confident of our expectations: these rules must be observed without any exception. 

  

1. INTRODUCTION 

  

This Code of Ethics is based on the values of ALTEST EOOD and creates the framework of 

responsible conduct in accordance with our concepts. As employees of ALTEST EOOD you 

are obliged to observe the rules of this Code of Conduct and always to strive for proper 

opinion, care and consideration of the terms and conditions in all your activities regarding the 

company.  Reference to "ALTEST" , "Company" ,"Organization", "Corporation" or "Firm" 

shall be intended as ALTEST EOOD in this Code of Ethics. ALTEST does not accept any 

form of torment or discrimination based on sexual, religious, racial and national or ethnic 

reasons, cultural heredity, social groups, disability, sexual orientation, marital status, age or 

political affiliation. 

  

  

 

 



 

 

2. SCOPE AND RESPONSIBILITY 

  

ALTEST Code of Ethics is valid for all employees - including the temporary staff of the 

company within and outside Bulgaria. 

  

You must avoid acting or encouraging other persons to act contrary to this Code of Ethics, 

even when in specified circumstances these deviations appear to you as they are to the 

company benefit. If you are not sure whether the specific activity is legal or ethically feasible, 

you shall advise in advance as far as possible with your immediate supervisor or legal 

department of the company. 

  

Breach of this Code of Ethics shall not be tolerated and may lead to internal disciplinary 

measures, dismissal and even court proceedings. Immediate supervisors are responsible for 

bringing this document to the knowledge of their organizations, its distribution and control of 

compliance. 

  

In case of any inadmissible practice or irregularity, ALTEST is obliged to respond 

appropriately and to take appropriate corrective measures to eliminate the relevant 

irregularity. 

  

This Code of Ethics was approved by the Owner of ALTEST EOOD. Any requested deviation 

from the requirements of this Code of Ethics shall be considered by the Owner and the 

persons empowered by him, unless the deviation has been done by the Owner himself; even 

then he is obliged to notify the relevant lower-level teams. 

  

3. OUR PLACE OF WORK 

  

This section refers mainly to the place of work and responsibilities within ALTEST in relation 

to all employees and the society we are a part of. 

  

3.1     HUMAN RIGHTS 

  

ALTEST  is obliged to respect and support the human rights of all individuals who are 

potentially affected by their activity. These human rights are defined in the Universal 



 

 

Declaration of Human Rights and the relevant United Nations documents. ALTEST makes 

efforts to respect the principles of non-discrimination and care for vulnerable individuals and 

groups. 

  

We also acknowledge that business can play a significant role in supporting the 

implementation of the human rights. Through the medium of our activity we are committed to 

the economic and human development of our employees and the human environment where 

we are working in. 

  

3.2     WORKING CONDITIONS AND EQUAL OPPORTUNITIES 

  

ALTEST is committed  to an integrated work culture and appreciates, and acknowledges that 

all people are exceptional and valuable, and must be respected for their individual abilities 

and views. Company does not accept any form of torment or 

discrimination based on sex, religion, race and national or ethnic origin, cultural heredity, 

social group, disability, sexual orientation, marital status, age or political views. 

  

Company provides equal employment opportunities and treats all employees fairly and with 

respect. Employees and business units of ALTEST will use as a basis for their decisions 

related to the employees of ALTEST,  qualities, qualification and other vocational criteria for 

recruitment, training, payment and job promotions.  We must also show commitment to 

the development of programs and measures to promote a diverse organization based on the 

principle of equal opportunities. 

  

3.3     HEALTH, SAFETY, PROTECTION AND ENVIRONMENT 

  

ALTEST is committed to the protection  and security of its employees and contractors. We 

are committed to supporting innovation and implementation of continuous improvement 

activities so that our activities and products should not have an adverse effect on the 

environment. 

  

Health, safety, protection and environment are an integral part of the daily activities of the 

company and are an essential component of the identity of ALTEST EOOD. ALTEST has its 



 

 

own contribution with this activity to the viable development of  the society - the environment 

of their business activity. 

  

You shall proactively show your commitment with the efforts to improve health, safety, 

protection and  environment and to contribute to the success of ALTEST business by 

participating actively in building a viable culture regarding health, safety, protection and 

environment. We encourage you to motivate your colleagues to do the same. 

  

You must show determination and feel responsible for your own health, security and safety by 

getting to know the risks related to your job duties and the measures to reduce these risks. In 

addition, you shall perform your tasks in a secure, safe, healthy, environmentally conscious 

and efficient way in accordance with the valid requirements. You must immediately report to 

your supervisors regarding any emergency or work accident which may cause individual 

injury or property damage. 

  

You are responsible and you must bring the unsafe situations or conduct you are witnessing to 

the attention of other people who are at risk and then you shall report to the management 

team. Therefore you must be prepared to get the relevant constructive feedback about any 

possible violations of ALTEST policy on health, safety, protection and environment. 

  

 

3.4  COMPLAINTS, EXPRESSION OF CONCERN AND IMPOSITION OF NO 

PENALTIES 

  

The organization would like to stimulate the open discussions on the responsible conduct in 

relation to the orientation methods of improvement and lack of bureaucracy. 

  

You must live with the values of ALTEST in each respect of your work, not only through 

entire activities but also express your opinion if you consider that our value system has been 

compromised. 

  

You must generally discuss your problems and complaints with your immediate supervisor. If 

you think this is an inappropriate action, you can contact some of the other supervisors, local 

human resources department or health, safety, protection and environment department, your 



 

 

safety representative, local law enforcement officer (as appropriate) or 

Legal representative of the company. 

  

If you express any concern in good faith before the relevant ALTEST authority regarding a 

possible violation of law or company policy, you will receive protection from potential 

sanctions from ALTEST for what you have reported.  Attacking an individual reported a 

problem represents a violation of the Code of Ethics. Anyone who deliberately gives a false 

report may be imposed with disciplinary penalty.  

  

4. BUSINESS CONDUCT 

  

Our ability to create values is dependent on the high ethical standards used in all our relations 

with owners, employees, partners, suppliers and communities where we operate. 

  

4.1. COMPLIANCE WITH LAWS, REGULATIONS AND BASIC DOCUMENTS OF 

ALTEST 

  

You must comply with all applicable laws and regulations upon operating on behalf of the 

company including the laws of your country which continue to be binding on you when 

travelling abroad. You must not assist other individuals in violating the laws regardless of 

whether this constitutes an illegal act on the part of the company or on your part as an 

individual. 

  

You must comply with the relevant and valid basic documents of ALTEST at the time. 

  

4.2 CORRUPTION AND BRIBERY 

  

Corruption covers a wide range of activities. It is often associated with money but also 

includes other forms of benefits such as nepotism (giving benefits to friends and relatives) or 

preferences to circles of friends. 

  

ALTEST does not tolerate corruption and bribery regardless of whether it is directly or 

indirectly demonstrated. 

  



 

 

You have no right, in order to obtain or retain business or other benefits in the course of the 

activity, to promise or give valuable items as well as unmerited advantages to government 

employees or third parties to influence the same individuals in their actions or refrain from 

acting in connection with the performance of their job duties. This is valid regardless of 

whether the benefit is offered directly or by an intermediary. 

  

You have no right, upon performing your work duties at ALTEST, to claim, accept or receive 

undue benefits which may affect your decisions. Therefore you will be protected from 

any ALTEST sanctions in case you have refused to take part in any activities which represent 

or may be perceived as corruption, bribery or kickbacks. 

  

4.3 BRIBES 

  

Bribes also referred to payments for expediting or dirty money are payments made to secure 

the execution of routine governmental activities or public services to which the paying party 

has a legal right or other similar rights. As a rule these payments are of small amount. 

  

Do not start or encourage such payments on behalf of ALTEST! Bribes may only be provided 

in extreme circumstances - in case of blackmail where requests for such payments are related 

to an explicit or expected threat to life, safety or health. If you are required to pay or if you 

have provided a bribe, then you must immediately report this fact to your supervisor 

(according to the report order of the company) and give any documentation or relevant written 

proof of the transaction. 

  

4.4 GIFTS AND HOSPITALITY 

  

Gifts or other gestures to government employees or business partners must be consistent with 

the good local business practices. Gifts and services may be given or provided on condition 

that they are modest both in terms of the value and frequency they happen, and provided they 

are given at the right time and place. Acceptable representative expenses (dinners/lunches, 

trips, accommodation and entertainment events) made for government employees or business 

partners are generally acceptable if they are directly related to promotions, demonstrations or 

clarifications of ALTEST products or services. In no case shall the purpose of gifts, 

hospitality or other expenses cause the host country to perform illegally its duties. 



 

 

  

 

You are not allowed to accept any gifts from business partners as they may affect or are likely 

to affect your honesty or independence. Gifts or services may be accepted as far as they are 

modest both in terms of their value and wide distribution, and provided they are given at the 

right time and place. 

  

If you have been offered or you have received similar benefits outside the limits of general 

gifts as a mark of respect, you must immediately notify your immediate supervisor or 

legal representatives of the company who can decide whether your honesty or independence is 

affected. 

 

4.5 CHARITY DONATIONS, SPONSORSHIP AND PUBLIC INVESTMENTS 

  

Charity donations are payments made for the benefit of society in areas such as education, 

health care, culture, assistance to non-governmental organizations and other causes for the 

benefit of society. Payments shall be made without any requests or expectations of business 

returns but can contribute to the reputation of certain interested parties. 

  

Sponsorship is a cash or in-kind payment which is intended to connect the corporate name 

with a particular activity or organization. In return, ALTEST receives rights and benefits, 

such as promoting the name, products and services. Sponsorship must reflect the value system 

and qualities of ALTEST and, in addition, they must build up a 

positive corporate profile which contributes to strengthening the brand's position and 

providing employees with pride. 

  

Public investments are made to build up opportunities such as education, culture and 

infrastructure, human rights enforcement, transparency and anti-corruption actions as well as 

support for the economic development of the local community. 

  

Charity donations, sponsorship and public investments shall be based on business principles 

and shall benefit both society and ALTEST. 

  



 

 

Natural persons and legal entities involved in charity donations, sponsorship and public 

investments must establish criteria, keep records of data for these purposes and make annual 

report in accordance with the company instructions. 

  

 

4.6 PAYMENTS TO POLITICAL FORMATIONS/ACTIVITY 

  

Financial and other participations in political parties, employees of the same or candidates for 

public positions must not be granted on behalf of ALTEST. This does not prevent 

the company from providing support for political views in the company interest or preventing 

its employees from involving in the political activity as private individuals and citizens. 

  

4.7 COMPETITION 

  

ALTEST policy is to take an active and honest part in the competition in full compliance with 

the valid legislation and business ethics. Therefore you must comply with all 

applicable antitrust and competition laws. 

  

4.8 PROTECTION AND CONFIDENTIALITY OF INFORMATION 

  

ALTEST EOOD provides protection of information and data related to present, former or 

possible employees, clients, suppliers or other business partners and their respective 

employees and other third parties in accordance with valid legislation and regulations. 

  

Any individual processing personal data must carry out this activity in a manner which is 

consistent with the applicable data protection laws. That means providing the use of personal 

data such as payments received, registration, comparative data, storage or deletion of data or 

any combination of these activities where such actions are executed in accordance with 

applicable laws and regulations. 

 

4.9 ACCURATE AND COMPLETE DATA, ARCHIVES, REPORTS AND ACCOUNTING 

  

ALTEST are committed to the transparency and accuracy of all corporate activities while 

respecting confidentiality and other valid obligations. With respect to the applicable 



 

 

laws of state, financial and economic institutions, ALTEST is obliged to provide complete, 

fair, accurate and clear disclosure in its periodic financial reports as well as other documents 

submitted to the relevant regulatory authorities and agencies and also in its rest relations. You 

must apply the highest standards of care when preparing such materials, with particular 

attention to the following: 

• Compliance with the general accounting principles and the internal accounting system 

of ALTEST is required in any case. 

• No deal may be intentionally classified by mistake in respect of accounts, sections or 

accounting periods, and non-registered or "nonbook" assets and liabilities must not be kept 

unless permitted by applicable legislation or rules. 

  

ALTEST EOOD must keep the principle of openness and be honest and responsible when 

dealing with interested parties outside ALTEST and the whole society. 

• No information must be hidden from the internal control authorities (ICA) or independent 

auditors. 

The aforesaid also applies to the requirements of the non-financial reporting, regardless of 

whether internal or legal requirements in your jurisdiction including information 

regarding health, safety, environment, corporate social responsibility, human resources or 

corporate management. 

  

4.10 MONEY LAUNDERING, CONTROL OF EXPORT/IMPORT  

  

ALTEST EOOD shall engage to comply with the laws against money laundering and 

terrorism.  

Laws on control of export/import and on counterterrorism impose restrictions on parties, 

individuals and organizations which ALTEST may have commercial relations with. 

Trade sanctions limit either certain types of activity or prohibit trade or deals involving 

particular countries, states or regions. In particular some laws may prohibit ALTEST from 

doing business with certain individuals and organizations related to drugs, trafficking, 

terrorism or other criminal activity, along with those involved in the proliferation of weapons 

of mass destruction. 

  

 

  



 

 

 

4.11 EXTERNAL COMMUNICATIONS 

ALTEST profile on the domestic and international market is strongly influenced by our skill 

to communicate consistently and professionally with external parties, including the media. 

  

Therefore ALTEST must keep the principle of openness and be honest and responsive in its 

relations with interested parties outside the organization and society as a whole.  

In order to comply with the obligations and to secure a consistent corporate profile, the 

following persons are only entitled to provide with photographs or video material to external 

parties, speak with the media and / or any public organizations on behalf of ALTEST EOOD: 

  

• Owner 

• Managing Director 

• Employee/-s designated by the above-mentioned persons and signed up to comply strictly 

with the Code of Ethics of ALTEST EOOD. 

  

Inquiries from financial analysts or investors must be forwarded to the Owner and the 

Managing Director. Inquiries from external lawyers must be forwarded to the corporate legal 

advisors. 

 

5. INDIVIDUAL CONDUCT 

 

You are expected to do business and behave perfectly with business partners, co-workers and 

so on. That includes sensitivity and respect for foreign cultures and customs. 

  

5.1 CONFLICT OF INTEREST 

 

You must not seek to obtain unmerited direct or undirect benefits for yourself or someone 

closely related to you or harm ALTEST interests, regardless of whether it is a indictable 

fraud. 

You must not take part in or strive to affect any decision in circumstances which may lead to 

actual or supposed conflicts of interest. Such circumstances may be, but are not limited to, 

individual economic or other interest directly or through a person closely related to you. 



 

 

  

Before involving in any activity which could be perceived as supporting the interests of a 

competitor, client or supplier (or other business partners) on the account of ALTEST interests, 

including a position in the Management Board of such company, you must advise and get the 

approval of your immediate supervisor. In no case should perform activities which are 

competitive on the activities of ALTEST EOOD and in contradiction to the interests 

of ALTEST. 

You may not use confidential information brought to your knowledge while working 

for ALTEST in order to gain individual benefits or benefit of other parties. 

  

If you reach information on possible or suspected conflict of interest, you must immediately 

notify your immediate supervisor. Conflicts of interest are not always clear so if you are 

unsure of that, you must advise one of your supervisors or legal advisors of the company. 

  

5.2 USE OF CORPORATE PROPERTY AND ASSETS  

 

All employees of ALTEST and corporate representatives are responsible for the protection 

of  assets and archives of ALTEST and its clients, suppliers and other business partners. All 

such assets must be used and kept with care and respect, and protected from destruction and 

illegal use. The use of materials, financial and other assets or facilities for purposes indirectly 

related to the company business is prohibited without the permission of the respective 

representative of the company. The same applies to the release or hire of corporate assets 

without permission. 

  

5.3 ABUSE OF SUBSTANCES / DRUGS 

 

ALTEST EOOD is a place of work where drugs are not accepted. Therefore, you are not 

permitted to be under influence of drugs, including alcohol, while working at ALTEST. 

However, limited quantities of alcohol can be served when local customs and occasions make 

this appropriate and provided that use shall not be combined by operation with machinery, 

driving or other activities which are inconsistent with the use of alcohol. 

You must abstain from using or encouraging other people to use drugs in a way that can 

put ALTEST or its respective business partners in an unfavorable light. 

  



 

 

5.4 CONFIDENTIALITY 

 

Intangible assets as intellectual property, innovative ideas, and business and financial 

information represent valuable assets for ALTEST EOOD and shall be managed and kept in 

an appropriate manner. General policy of ALTEST with its principles of openness and 

transparency shall not be an obstacle to the appropriate protection of information which is 

valuable to the business interests of the organization.   

  

Information other than general knowledge on business and work experience which becomes 

available to you while performing your job duties at ALTEST must be considered confidential 

and therefore treated as such. 

  

5.5 INSIDER DEALING 

  

Inside information is non-public information received or disclosed in the course of your work 

at ALTEST EOOD or, in principle, if it is publicly known, may affect the authority and social 

status of the company. You must abstain from trading or giving advise on ALTEST trading 

with securities based on the inside information regardless of whether you are officially 

registered as an internal party. 

  

You are obliged to treat inside information as confidential and with due care to prevent 

unauthorized access to this information. 

 

 

No rights created 

This Code of Ethics is a statement of some basic principles, policies and procedures 

of ALTEST arranging the relations of its employees. It creates rights for clients, 

suppliers, competitors, business associates or other persons who are not employees or 

members of the Management Board. 

 

 

ALTEST is a manufacturer and an international supplier of 

aluminum and PVC profiles. Founded in Burgas, Bulgaria, the company 

has 600 employees. With 25 years of work experience, technological development and 



 

 

progressive partnerships, ALTEST is committed to strengthening the viability of its clients 

and communities. 

 

Altest EOOD 

SIZ 

Burgas 

Bulgaria 

Tel.: + 359 56 880440 

Fax: + 359 56 855183 

www.altest-kmg.com 

 

 

 

The undersigned, Silviya Ivanova Georgieva, hereby certify the preceding text to be a true translation from 

Bulgarian into English of the document attached hereto “Code of Ethics”. The translation includes 14 (fourteen) 

pages. 

Translator:……………………….. Silviya Ivanova Georgieva 
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