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PREAMBLE 
 
Ricoh Group Corporate Social Responsibility (CSR) Charter 
 
To grow as a respected enterprise, the Ricoh Group must fully discharge its corporate social 
responsibility (CSR) from a consistent global perspective and throughout every aspect of its 
operations. To ensure this, the following principles are to be observed, with the proper social 
awareness and understanding, compliant with both the letter and the spirit of national laws and 
the rules of international conduct. 
 
Integrity in Corporate Activities 
1. Every company in the Ricoh Group will develop and provide useful products and services, 
with high quality, safety, reliability and ease of use, while maintaining security of information 
and giving proper consideration to the environment. 
2. Every company in the Ricoh Group will compete fairly, openly and freely, maintaining normal 
and healthy relationships with political institutions, government administration, citizens and 
organizations. 
3. Every company in the Ricoh Group will take responsibility for managing and safeguarding its 
own information and that of its customers. 
 
Harmony with the Environment  
4. Every company in the Ricoh Group will take responsibility, as a citizen of the world, working 
voluntarily and actively to preserve the environment. 
5. Every company in the Ricoh Group, and all employees of each company, will seek to 
implement technological innovations that reflect environmental concerns and will participate in 
ongoing activities to preserve the environment. 
 
Respect for People 
6. Every company in the Ricoh Group will, quite apart from corporate group activities, maintain 
a working environment that is safe and that makes it easier for its staff to do perform their duties, 
respecting their richly individual characteristics and encouraging their autonomy and creativity. 
7. Every company in the Ricoh Group will respect the rights of all those connected with it, and 
will seek to create a cheerful working environment, free of discrimination. 
8. No company in the Ricoh Group will permit forced labor or child labor, and none will tolerate 
the infringement of human rights. 
 
Harmony with Society 
9. Every company in the Ricoh Group will, as a good corporate citizen, actively engage in 
activities that contribute to society. 
10. Every company in the Ricoh Group will respect the culture and customs of its country or 
region, and will operate so as to contribute to their development. 
11. Every company in the Ricoh Group will engage in the fullest possible communications with 
society, seeking actively to provide the proper and unbiased disclosure of corporate information. 
 
 



 
 
 
 
Message from Mr. N. Maitra, Managing Director, Rico h India Ltd. 
 
 
It gives me pleasure to share with all of my team members, the Ricoh India Code of Conduct 
(CoC) document, which is aligned with the Ricoh Group.   
 
At Ricoh India, we had a code of conduct document that was not as detailed as the Ricoh Group 
CoC and also, in its current form it was applicable only to the Functional Heads and Board. The 
Ricoh India CoC in its revised form will be applicable to all permanent employees across all 
levels and across all functions. It will help in integrating and having a commonality of 
understanding with the Ricoh Group code on certain core values & behaviors, which the Ricoh 
Group believes are important and should be consistently applied across all geographical 
locations.   
 
I believe that strong values, behaviors and practices will take us closer to our customers. I urge 
each one of my team members across the company to champion and drive these principles. 
 
 
 
N. MAITRA 
Managing Director 
Ricoh India Ltd 
 
 
Dated: December 07, 2009 
 
 

 

 

 

 

 

 

 

 

 



 

 

Message from Mr. M. Sakurai, Ricoh Corporation Ltd,  Japan 
 
Ricoh, aiming at harmonizing with society and earning its trust, established the Ricoh Business 
Code of Conduct in April, 1993 as the standard for corporate behavior as well as individual 
behavior by each and every officer and employee of the Group. 
 
Furthermore, each group company also created a Code of Conduct based on the Ricoh model 
which helped to enhance the reputation of the entire Group. 
 
However, in recent years the company has stepped up its role and influence as a committed 
environmentalist and global citizen. With these new roles coming to the fore, it has now become 
essential for companies to step up their activity level from mere social contribution to one of 
responsibility to society, with a management oriented toward corporate social responsibility. 
Thus it behoves companies to carry out their corporate activities with a keener sense of ethics, 
morals and responsibility over and above compliance with regulations. 
 
Along with the globalization of our corporate activity and group management, the Ricoh Group 
has been increasingly composed of people with different sets of values in a variety of countries 
around the world and therefore the need to unite our thinking around common values and 
standard of behavior has become more and more urgent. 
 
I therefore decided that it was time to review the original Ricoh Business Code of Conduct from 
the viewpoint of "a corporation which has responsibility to harmonize with society and with the 
environment". Then, we established "the Ricoh Group CSR Charter" to be shared globally by the 
Ricoh group and "the Ricoh Group Code of Conduct" that Ricoh group members should adopt as 
a mind set and behavior guide. 
 
This Code ensures that we will continue into the future to be "a good global corporate citizen 
with reliability and appeal". I firmly believe that serious adherence to this Code and Charter will 
help us to be even more appreciated by customers and society alike. I expect every member of 
the Ricoh Group family to take these principles to heart. 
 
MASAMITSU SAKURAI 
January 1, 2004 
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                                                  General Principles 
 
Objectives 
 
The Ricoh Group Code of Conduct (abbrev. to "the Code" below) is intended to establish the 
basic standards to ensure that Officers and Employees of the company, when engaging in 
corporate activities to advance the Ricoh Group, shall act in accordance with social ethics and in 
full compliance with the law. 
 
Definitions 
The definitions of the terms used in this Code are as follows: 
1. "Ricoh" means Ricoh Company Ltd, Japan. 
2. "Related Companies" means those whose accounts are consolidated with Ricoh's and    those whose 

management is actually under Ricoh control. 
3. "Ricoh Group" means Ricoh Company Ltd and Related Companies.  
4. “Ricoh India” means Ricoh India Ltd. 
5. "Officers and Employees" means the directors, auditors, executive officers, board members, all those 

coming under the regulations governing employment and all others employed in any capacity 
(whether in part time or irregular employment). 

 
Applicability 
1. This Code and its standards apply to all Permanent Employees of Ricoh India. 
2. Ricoh India shall appoint a responsible person to implement these standards, who must make every 

effort to ensure that they are observed. 
 
However, under the following circumstances, the Board of Directors of Ricoh India is permitted to enact 
supplementary standards provided they are consistent with the Code. 
1. When changes are necessary in view of national or regional laws, commercial customs, employment 

practices, or systems of value. 
2. When changes are necessary because of the nature of the company's business, type of products, or 

those with whom it does business. 
 



 
 

The basic attitudes to be adopted by Officers and Employees 
 
It is important that all Officers and Employees, as individuals, citizens, and business persons, 
shall understand the following basic concepts and seek to implement them in their daily 
activities. 
 
1. Activities shall always be based on national and regional laws, properly understand, and strictly 

obeyed. 
2. Activities shall be those that can be performed with a clear conscience as good citizens, aware of their 

social responsibilities, and maintaining high ethical and moral standards. 
3. As business persons, they must act in a disciplined way, while at the same time respecting the 

individual differences and value systems of others, observing all basic rules and regulations 
established by the Ricoh Group, never confusing public and private interests, and acting with a full 
sense of their responsibility as representatives of the Ricoh Group. 

4. Realizing that all corporate activities, not only those that involve direct contact with the customer 
such as sales and maintenance, are evaluated by our customers, every effort must be made to ensure 
the maximum possible customer satisfaction. 

5. In order to stay keenly aware of the various changes and problems we face, we must act 
autonomously. Always seeking to maintain the creativity to freely generate a full range of ideas, we 
must think independently and create new values. 

6. We must always put ourselves in the other person’s place, whether they are fellow employees, 
customers, those with whom we do business, or cooperating companies, and make ourselves useful to 
them. 

7. We must make every effort to ensure that the progress of the company is fully consistent with the 
personal happiness of its people, seeking to bring about a richly satisfying life for all. 

 
 

The basic attitude of the Ricoh Group to its employees 
 
The Ricoh Group is committed, as follows, to ensuring that all employees maintain the required 
basic attitudes in all their activities, making the fullest use of their abilities, and so making the 
best of themselves: 
 
1. For all individual employees, the Ricoh Group seeks to create and provide a work place that caters for 

their broadest possible self-actualization, desiring their growth as human beings not only in work but 
also in making the best of themselves.  

2. For all individual employees, the Ricoh Group seeks to create a free and generous corporate ethos in 
which they can feel that they are worthy, growing and fulfilled, and giving free reign to their 
creativity. 

3. The specialized abilities of all individual employees are prized by the Ricoh Group, which seeks to 
make the fullest use of them while at the same time providing a systematic support structure that 
encourages them to hone existing skills and develop new ones. 

4. A fair and impartial system of evaluating the degree to which all individual employees use their skills 
is a source of vitality within the group.  

5. All individual employees' success in meeting their targets are to be assessed fairly by clearly 
established standards when evaluating their abilities and contributions, and they are to be recognized 
accordingly. 

6. Concern for the safety and health of all individual employees is to be reflected in a pleasant and 
functional working environment and equipment.  



 
 
 
 

Ethical Corporate Activities 
 
1 Providing customer-centric products 
 
Basic Policy 
The Ricoh Group's basic approach to developing the products and services it provides to its 
customers is that of adopting the customer's viewpoint. 
 
Actions 
(1) We solve the customer's problems. 
Officers and Employees shall actively seek to understand the customer's problems, and must devote 
themselves to solving or ameliorating those problems. 
(2) We earn the customer's trust. 
Officers and Employees, in developing the products and services they provide to the customer, shall 
consider quality, safety, the security of information, reliability, environmental preservation and ease of 
use. 
(3) We seek ever higher customer satisfaction. 
Officers and Employees shall regularly assess the degree of customer satisfaction, and shall work to 
improve products and services so as to achieve higher satisfaction. 
 
 

2 Free competition and fair trading 
 
Basic Policy 
Ricoh India will remain in strict compliance with the laws and regulations governing the banning 
of monopolies, fair competition, and fair trading, and will take no action seeking to evade them. 
 
Actions 
(1) We will enter no agreements or discussions for the reciprocal limitation of corporate activities. 
Officers and Employees will not participate in discussions or agreements with competitors in the same 
industry to impose reciprocal limits on corporate freedom of action in connection with the 
conditions of competitive bids, product pricing, conditions of sale, profits, market share, sales areas, etc. 
(2) We will not exploit our trading position. 
Officers and Employees will not exploit our trading position to impose unprofitable transactions upon our 
trading partners, nor will we impose limitations on trading between our trading partners and third parties. 
(3) We will not make inappropriate displays not offer inappropriately large premiums or prizes. 
Officers and Employees shall not provide displays nor offer inappropriately large premiums or prizes that 
might lead customers to a mistaken choice of product. 

 
3 Banning insider trading 
 
Basic Policy 



Ricoh India shall not take advantage of insider information to which it gains access in the course 
of business to make profits nor do anything else that would undermine fair and healthy trading in 
securities. 
 
 
 
Actions 
(1) No disclosures to third parties 
Officers and Employees shall not, unless it is necessary in the ordinary course of business, obtain insider 
information concerning the Ricoh Group or related companies. 
Again, if officers or employees have come to know insider information in the ordinary course of business, 
they shall not disclose it to third parties who do not have a need to know it in the performance of their 
duties. 
(2) No use for personal gain 
Officers and Employees who have come to know insider information concerning the Ricoh Group or 
related companies either in the course of business or as a result of it, shall not trade the securities of the 
Ricoh Group  nor of the other related nor engage in any other related trades. 
 
* "Insider information" is unpublished information on increases (or reductions) in capitalization, 
agreements for business cooperation, sales figures, profits or other important internal 
information. 
 
 

4 Managing corporate secrets 
 
Basic Policy 
Information that Ricoh India has acquired or created in the course of business must, depending 
on its importance, be treated as a corporate secret and managed with all proper care. 
 
Actions 
(1) Obey management rules. 
Officers and Employees, when they have received information, materials, or documents in the course of 
business, should notify their supervisor, and manage them in accordance with the applicable rules of the 
company concerned. Again, they must continue to obey these rules even after their employment has 
terminated. 
(2) Only those authorized should reveal corporate secrets. 
Officers and Employees, when they are requested to answer questions or to provide materials, whether by 
someone inside or outside the company, unless they clearly have the required authority to reply to the 
question or to provide the materials, they should refer the request to their Location Head (LH) or to the 
respective Functional Head (FH) at HO 
(3) No private use shall be made of such secrets. 
Officers and Employees shall only use corporate secrets in the course of the company's business, and 
neither during their employment nor after it has terminated, shall they make any use of it for themselves 
or for others. 
(4) No acquisition of competitive secrets by dishonest means. 
Officers and Employees shall not acquire the secrets of other companies by dishonest means. 
Again, when Officers and Employees acquire the secrets of other companies in accordance with a 
contract, they must only use the secret information as specified in the contract. 
 
 



 
 
5 Limits on entertainment and gifts 
 
Basic Policy 
Ricoh India, in giving entertainment or gifts shall not give bribes nor depart in any other way 
from general good business practice. 

 
Actions 
(1) Government employees (and ex-employees) shall not be entertained nor given gifts. 
Officers and Employees shall neither entertain nor give gifts to the employees (or former employees) of 
government departments nor of local authorities or other public bodies. 
(2) Follow general good business practice 
Officers and Employees, when giving entertainment or gifts, shall not exceed the bounds of general good 
business practice. 
 
Again, Officers and Employees shall make every effort to inform those with whom they do business that 
they do not accept entertainment or gifts, and if they find themselves unable to avoid being entertained, 
they shall immediately inform their superior and follow instructions. 
 
 

6 Doing business with public bodies and making political contributions 
 
Basic Policy 
Ricoh India, in doing business with public bodies and making political contributions, shall be in 
compliance with the relevant laws. 

 
Actions 
(1) Strict impartiality 
Officers and Employees, when doing business with government departments or regional (local) 
authorities, shall comply strictly and impartially with the relevant legal requirements and regulations, 
always taking care to avoid legal problems. 
 
(2) No improper political contributions 
Officers and Employees, except where otherwise permitted by law, shall not in the course of business 
make contributions to politicians or candidates for political office, nor to political organizations, nor shall 
they cooperate directly or indirectly in political campaigning. 
 
 

7 Strict control of exports and imports 
 
Basic Policy 
Ricoh India shall not infringe laws intended to preserve international peace and safety, including 
those on foreign exchange transactions, those on overseas trading and export-related laws, and 
those on the countries with which to trade. 

 



 
 
Actions 
(1) Perform assessment of applicability 
Officers and Employees shall follow the internal procedures in accordance with company regulations, 
carefully checking beforehand whether any restrictions apply to the import or export of products being 
planned, developed or designed, and on products, equipment and materials being purchased or sold. 
(2) Check the result of the assessment of the applicability of import/export restrictions 
Officers and Employees, when importing or exporting goods (products, components, equipment, 
materials, etc.) or technology (technical documentation, programs, engineering consultancy or other 
services), shall check beforehand in the light of the assessment of the applicability of restrictions whether 
such export or import would infringe the relevant laws and regulations. When restrictions are found to be 
applicable, transactions must conform with the restrictions. 
(3) Preventing conversion for military use 
When importing or exporting goods or technology, whether or not restrictions are found to be applicable, 
Officers and Employees shall voluntarily apply controls in the spirit of export restrictions for non-
proliferation. 
When there is fear that the customer may convert items for military use, or when the destination country 
itself has inadequate implementation of import/export restrictions, or the country is one that is subject to 
international criticism on the grounds of offences against the maintenance of world order, or when the 
destination country or region is experiencing conflict or the threat of conflict, Officers and Employees 
shall check documents (contracts, memoranda, confirmations, etc.) to ascertain the ultimate user and the 
ultimate purpose for which the goods or technology will be used and shall submit to the ruling of the 
Ricoh Group Export Import Control 
Committee as to whether or not the transaction should proceed. 
 
 

8 Protection and use of intellectual properties 
 
Basic Policy 
Ricoh India will encourage activities that create intellectual properties of value to the Ricoh 
Group and will seek to protect and utilize them appropriately. 
 
Actions 
(1) Rapid Notification 
Intellectual properties created at work all belong to the company. Officers and Employees shall notify the 
company immediately of all intellectual properties created at work (with patents, this includes free 
patents). 
(2) Respect the rights of outside parties. 
Officers and Employees shall respect the rights of outside parties and ensure that, as they perform their 
duties, such rights are not infringed. 
(3) Follow procedures for their disclosure and provision. 
Officers and Employees, when announcing intellectual properties to academic conferences or disclosing 
and licensing intellectual properties to outside parties when implementing a new business model, shall 
follow Ricoh Group policy and standard procedures before doing so. 
 
* The intellectual properties referred to here are patents, utility models, designs, registered 
trademarks, copyrights on programs, rights to use specific circuit configurations, etc. 
 



 
 
 
9 Participation in anti-social actions 
 
Basic Policy 
Ricoh India takes a firm attitude to anti-social activities and elements and will have nothing to do 
with them. 

 
Actions 
(1) Have no dealings with anti-social activities and elements. 
Officers and Employees must have absolutely nothing to do with anti-social activities and elements that 
pose threats to the safety and good order of society and the lives of its citizens. 
(2) Do not compromise in the face of extortion from anti-social elements. 
Officers and Employees, if presented with extortion demands by anti-social elements, shall not 
compromise with them by paying money or in any other way. Officers and Employees shall immediately 
report such demands to their superior and the superior must contact the respective Functional Head at HO. 
(3) Have no dealings with anti-social elements. 
Officers and Employees must not have any dealings with anti-social elements. 
 
 

10 Individual actions against the interests of the company 
 
Basic Policy 
Ricoh India does not approve any actions by its officers or employees that would cause, or might 
threaten to cause, any disadvantage to the Ricoh Group in the performance of its normal business 
activities. 
 
Actions 
(1) Inform the Company. 
Officers and Employees shall not take any actions that would conflict with the interests of the company, 
or that might lead to such a conflict of interest. When such a situation arises, the Officers and Employees 
shall immediately inform their superior of the fact. 
 (2) No Competition without Permission. 
Officers and Employees shall not, without first obtaining company permission, engage in any personal 
activities that would constitute competition with the Ricoh Group. Further officers constituting Location 
Heads and Functional Heads shall for a period of six months after separation from Ricoh India, not accept 
any appointment in the management of a competition company. 
 
 

11 Protection of corporate assets 
 
Basic Policy 
The Ricoh Group has established rules for the control of corporate assets (products, fixtures, 
information, and all other assets both tangible and intangible) and these must be rigorously 
implemented. 



 
 
Actions 
(1) Appropriate Controls 
Officers and Employees must control corporate assets appropriately in strict conformity with the rules. 
(2) No Improper Use 
Officers and Employees must make no private use of any of the company's assets outside the 
requirements of their normal duties. 
 
 

Harmony with the Environment 
 
12 Respecting the global environment 
 
Basic Policy 
The Ricoh Group, aware that environmental preservation is the solemn duty of every citizen of 
the world, will align corporate activities with environmental preservation activities, taking 
responsibility for ensuring that the entire group participates in them. 
 
Actions 
(1) Set higher targets for environmental activities and meet them. 
Officers and Employees will not only be in full compliance with all laws, but will take personal 
responsibility for establishing targets that reflect the concerns of society to reduce environmental impacts, 
and seek to create economic value in achieving these targets. 
(2) Implement technological reforms. 
Officers and Employees will make every effort to implement technological reforms that can reduce the 
impact on the environment, and make active use of such technologies. 
(3) Operate businesses in harmony with the environment. 
Officers and Employees, in managing business operations, will always be aware of their environmental 
impact, and will participate responsibly in efforts to prevent pollution, to ensure the effective use of 
energy and other resources, and to reduce the volume of waste materials. They will also engage in 
ongoing efforts to maintain and improve the systems of environmental preservation. 
(4) Provide products and services that reflect environmental concerns. 
Officers and Employees will provide products and services that have minimal impact on the environment 
at all stages of the product cycle, from procurement of materials, through production, sales, distribution, 
recycling and disposal. 
(5) Act responsibly to enhance environmental awareness. 
Officers and Employees will keep their eyes on the wider society around them, and work actively through 
education and other means to enhance their awareness and personally shoulder their responsibility to 
work for environmental preservation. 
(6) Make social contributions for the environment. 
Officers and Employees will ensure that the company works closely with society in all countries and 
regions, actively disclosing information, and helping and supporting environmental preservation so as to 
contribute largely to society. 
 
 



 
 
Respect for People 
 
13 Respect for human rights 
 
Basic Policy 
Ricoh India seeks always to respect fundamental human rights on the basis of mutual 
understanding. 
Ricoh India does not discriminate on the basis of race, religious faith, gender, social position, 
citizenship, sickness, handicaps, etc. 

 
Actions 
(1) Eliminate all discrimination. 
Officers and Employees must respect all fundamental human rights, and must not engage in any actions 
that ignore human rights such as discriminatory language, violence, sexual harassment, power 
harassment, etc. 
(2) Protect personal privacy 
When Officers and Employees acquire personal information in the performance of their duties, they must 
take full care in their handling of this information to protect the privacy of those concerned, and must 
exercise the proper management control over it. 
(3) Do away with improper labor practices. 
Officers and Employees must not make improper demands for labor. Again, they must not employ 
children under the legal working age of the country or region concerned. Officers and Employees must 
also impose these same conditions on Ricoh India’s sales outlets.  
 
 
Harmony with Society 
 
14 Practical contributions to society 
 
Basic Policy 
Ricoh India, aware of its role as a corporate citizen, will join in active partnership with like-
minded people to make contributions to society. 
 
Actions 
(1) Engage in activities that contribute to the local community. 
Corporate activities take place in close contact with the local community. Officers and Employees, 
because they want the Ricoh Group to be welcome, familiar and trusted in local society, should strive to 
work closely with that community, making contributions to it that 
will further the local culture and economy. 
(2) Foster a corporate ethos that places importance on contributions to society 
As well as making corporate contributions to society, each individual officer and employee should 
consider how to contribute to society, and take practical part in such activities in their immediate vicinity. 
Officers and Employees should, by voluntary participation in activities, strive foster a corporate ethos that 
puts the proper value on social contributions. 

 



 
 
15 Harmonizing with society 
 
Basic Policy 
The Ricoh Group seeks to coexist harmoniously with society, and its business will be managed 
so as to contribute to the regions within which it operates, while working to deepen mutual 
understanding and build relationships of trust. 
 
Actions 
(1) Respect the world’s cultures and customs. 
There are many things that, although they may be perfectly acceptable in one country or region, are quite 
unacceptable in another. Officers and Employees must therefore act with the necessary respect for the 
history, culture and customs of the various nations and regions within 
which they operate. 
(2) Actively disclose information. 
Accurately publicizing the Ricoh Group’s corporate attitudes is the first prerequisite for deeper mutual 
understanding between the group and society. In order to ensure that as many people as possible have a 
proper understanding of the Ricoh Group, Officers and Employees must follow the normal procedures 
and actively provide fair and timely information. 
(3) Keep accurate records and make accurate reports. 
Officers and Employees must keep accounting and financial records in compliance with the relevant laws 
and company regulations. Again, such records must be prepared so that their content is complete, fair, 
accurate, timely and readily understandable. 
 
 

Implementation 
 
Enactment and Amendment 
These standards shall be enacted and if necessary, amended, by decision of the board of directors 
after full deliberation with the CSR Committee. 
 
Ensuring General Awareness 
The Ricoh Group section(s) responsible for CSR shall engage in an ongoing program of 
educational and leadership activities to ensure general awareness of these standards. Officers and 
Employees are required to affirm their strict adherence to these standards by signing a statement 
to that effect annually and submitting it to the company. 
 
Penalties 
Acts in contravention of these standards shall, in accordance with the employment regulations of 
the company concerned, be subject to the penalties prescribed therein. 
 



 
 
 
 
Treatment of Temporary and other Employees 
 
 
(1)  For employees on contracts from temporary employment agencies, the member of staff 
responsible for employing them in the section in which they work must explain the standards.  

 
(2)  For those who are in the company on out-sourcing contracts or consultancy contracts, the 
member of staff responsible in each section must explain to that person the standards to the work 
being performed under the contract.   
 
Others 
Officers and Employees who become aware of contraventions of these standards, or the danger 
that they will be contravened, are required to contact the responsible CSR section at Ricoh 
Corporation Ltd, Japan, either directly or via a superior, or to contact it via the “hotline”.  No 
person so making such contact shall suffer any disadvantage as a result of it. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 

 
 

Affirmation from Each Employee 
 
 
 
 
I, Mr / Ms. /Mrs ……………………….. s/o / d/o / w/o Mr.  … ………………………...  
 
………………………….. currently designated as ………………… ………………… and  
 
based out of …………………………  (location / Branch) have read and understood  
 
the Code of Conduct, a copy of which is available o n the intranet at RCONNECT  
 
and agree to abide by them.  
 
 
 
 
(Signatures of all employees by each location shall  be obtained on a collective document 
with the above affirmation. This signed sheet will be available with HR department at HO. 
Individual signatures from each employee on a CoC d ocument are being dispensed with) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
For Further Information 
Corporate activities are both vast in scale and complex in nature. It will not always be clear how 
these standards apply in individual cases. In such cases, please contact individual sections 
responsible or the central authority as listed below. When there is an organization change, please 
contact the new section or authority informed of the standards. 
 
Individual Sections Responsible 
1 Providing customer-centric products  …..  Ricoh Quality of Management Division 
2 Free competition and fair trading   …..  Ricoh Legal Division 
3 The ban on insider trading    …..  Ricoh Corporate Planning Division 
4 Controlling corporate secrets   …..  Ricoh Personnel Division 
5 Limits on entertaining and gifts   …..  Ricoh Personnel Division 
6 Dealing with public organizations   …..  Ricoh Personnel Division 
   Handling political contributions   …..  Ricoh Secretary Office 
7 Strict control of exports and imports  …..  Ricoh International Marketing Group 
8 Protection and use of intellectual properties…..  Ricoh Legal Division 
9 Participation in anti-social actions   …..  Ricoh Personnel Division 
10 Individual actions against the interests of the company….. Ricoh Personnel Division 
11 Protection of corporate assets   …..  Ricoh Personnel Division 
12 Respecting the global environment  …..  Ricoh Corporate Environment Division 
13 Respect for human rights    …..  Ricoh Personnel Division 
14 Practical contributions to society  …..  Ricoh Corporate Citizenship Promotion Office 
15 Harmonizing with society    …..  Ricoh Corporate Planning Division 
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