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CODE OF ETHICS ZAPAD BANKA 
  
 
I Reasons for adopting the Code of Ethics  
 

The Management and the Shareholders of Zapad banka AD Podgorica (hereinafter referred 
to as the "Company") believe that: 

The business success and continuity are undividable from respecting the valid legislation and 
the generally accepted ethical principles; 
A lawful, fair and consistent attitude of the Company towards its clients, shareholders, 
employees, suppliers, authorities and supervisory institutions, competition, media and the 
society as a whole is a precondition for achieving the business success and a way of 
demonstrating the social responsibility; 
The social responsibility as a component of doing business is an integral part of the overall 
business culture of the Company. 
 
Starting from the above mentioned premise, the Company has a need to strengthen and 
promote the objectives and values which the Company would like to affirm in conducting its 
business, whereby such objectives and values, by their nature, do not represent economic 
but ethical categories. In this regard: 
As an active and responsible member of the community, the Company respects regulations 
and ethical principles that are generally accepted in business (transparency, diligence, 
honesty, etc.); 
The Company adopts such organizational solutions that aim at preventing the violations of 
the principles of legality, transparency, diligence and honesty by any of its employees and 
partners and takes actions to ensure that such solutions are implemented and applied in the 
daily ( day-to-day) business practice; 
The Company uses financial resources in a responsible manner, aiming at achieving the best 
possible quality of its financial products; 
The Company refuses and denounces the means of illegal and unethical behavior towards 
the Company itself, government, clients, employees, investors and competitors, whether 
such behavior is aimed at obtaining profit or achieving other business goals. Thus, the 
Company prefers to obtain the profit only in a fair and healthy competitive environment and 
by improving the quality of its financial products. A fair competition is in the best interests of 
the Company, the owners of the Company’s capital and its clients; 
The Company shall secure that the market, the suppliers and the public are properly and 
timely informed of the Company's operations; 
 
The Company takes care about the economic interests of employees. 
  
The Company actively undertakes measures to protect the environment. 
 
The realization of the above mentioned principles requires the more precise standardization 
and elaboration, which is the main reason for adopting this Code of Ethics (hereinafter 
referred to as "the Code"). In that sense, the Code defines a set of ethical guidelines for 
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adopting business and development strategies, standardizing rules of conduct, promoting 
corporate values and prescribing internal sanctions for violating them. 
 
II FUNDAMENTAL VALUES 
 
If the ethical premises included in the Code should be summarized into one thought, then it 
would definitely be the following sentence: "The way we have achieved and continue to 
achieve our business and other results is as important as the results themselves." 
The Company confirms its commitment to the following values: 
Integrity: The behavior of the Company towards customers, shareholders, employees, 
suppliers, authorities and supervisory authorities, competition, media and the entire shall be 
impeccable. 
 
Legality: The Company respects the valid legislation and regulations, but also its own internal 
bylaws, rules and standards. The Company requires an exemplary behavior from its senior 
executives and obliges them to improve and develop the control system - the guarantee of 
compliance with the principles founded by the Code. 
 
Responsibility: Employees of the Company fulfill their obligations and undertake the 
personal responsibility for their actions. Employees make promises only if they 
professionally believe that such promise can be honored. The Company does not deceive 
customers, shareholders, employees, suppliers, authorities and supervisory authorities, 
competition, media and / or the society as a whole. 
 
Honesty: The Company and its employees behave towards our clients, shareholders, 
employees, suppliers, authorities and supervisory bodies, competition, media and the 
society as a whole in accordance with the regulations and interests of the Company, but 
always politely and honestly. The Company encourages equal opportunities policy for all and 
the work environment characterized by honest behavior of the superiors and the absence of 
harassment of employees of any kind. 
 
Transparency: The Company fosters a constructive, transparent and open dialogue based on 
honesty and professionalism with its customers, shareholders, employees, suppliers, 
authorities and supervisory authorities, competition, media and the society as a whole. 
  
III INTERNAL RELATIONSHIPS 
 
A. The relationship between management and employees 
 
1. The fundamental principle 
 
The Company selects and assigns the employees on the basis of the qualifications for the job 
that should be carried out for the Company's business needs. 
 
The achievement of the objectives defined by the Code is impossible without an open, 
constructive and continuous dialogue between the Company's management and employees. 
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The implementation of the fundamental principle enables all employees of the Company to 
have an opportunity to personally influence the development strategy and business results 
of the Company. 
 
2. Prohibition of discrimination 

The Company implements legal regulations and generally accepted standards and develops 
positive practices that prevent and discourage both, direct and indirect discrimination 
against persons seeking employment or employees of the Company with regard to gender, 
birth, language, race, religion, nationality, skin color, age, pregnancy, health status or 
disability, marital status, family responsibilities, sexual orientation, political or other beliefs, 
social background, wealth, membership of political and trade union organizations, or other 
personal characteristics. 

Without hesitation, the Company shall impose legal sanctions against any perpetrator who 
commits violation of the regulations derived from the above mentioned principle in the 
workplace or when conducting the business operations for the Company.   

3. Personal and professional integrity of employees 

Business processes in the Company are planned and carried out in such a way that the 
values inherent to every human being are not compromised. 

The Company respects the right of its employees to privacy. Personal information about 
employees is collected, processed, used and stored only to an extent necessary to comply 
with legal and other regulations pertaining to employment, work and tax obligations. 

It is the duty of superiors to treat subordinates as equally valuable individuals, giving them 
the freedom necessary to carry out their jobs. Employees of the Company only differ to the 
degree of responsibility for the achievement of the Company's business objectives. The 
hierarchical position of an employee in the Company reflects the extent of such 
responsibility. In all other aspects, the Company's employees are equal. 

The relationship between the employees and their superiors is based on mutual 
understanding, respect and trust. 

The professional integrity is achieved by professional, timely and accurate performance of 
tasks in the domain of a specific workplace. The employee should always ask himself the 
following questions: Am I authorized to undertake a specific work activity? Is it right to take 
this activity? Is the activity undertaken legal and in accordance with the Company Code / 
Policies? Would I be satisfied or proud if I have reported an activity that I believe was illegal 
to someone I respect as a person and a professional? Will taking action contribute to the 
Company's reputation as an ethical company? If the answer to any of the questions posed is 
negative, or if the question implies the existence of other dilemmas relating to the 
interpretation or application of the Code or any other document on the Company's business 
policy, the employee shall ask for a talk with an immediate superior on this subject. 
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4. Employees’ initiative 

The continuity of the Company’s development is the result of the realization of the 
numerous initiatives by employees who are responsible for particular jobs and the 
appropriate intellectual process needed to transform an idea into a project that results in an 
economically and socially measurable result. 

A business initiative should be understood as a duty of employees - its absence 
demonstrates the absence of an essential commitment to the Company's business and 
ethical objectives. 

5. Freedom of trade union association and activity 

In accordance with the regulations, employees have the freedom of trade union association 
according to their choice.  The Company's management shall ensure the legal preconditions 
and material resources for conducting a sincere social dialogue with authorized 
representatives of employees' social interests. 

6. Loyalty to the business and ethical goals of the Company 

The Company believes that loyalty of its employees to the Company’s business and ethical 
goals is a precondition for achieving these goals. Starting from the approach that is logical 
and legitimate, the Company asks for an "entire" employee. The work in the Company shall 
not be subordinated to the salary or benefit that an employee may gain from another 
business or social activity. 

The employees shall not participate in a biased way in a decision-making process or attempt 
to influence business decisions that would place any other party’s interest above the 
interests of the Company. An employee may be in a conflict of interest situation with regard 
to a client, a current or a potential employee, a competitor, and so forth. A relationship that 
represents a conflict of interest for an employee is a conflict of interest with regard to an 
employee’s immediate family member. 

If an employee assesses that it is possible to be exposed to a conflict of interest in a specific 
business, it is required to inform his/her superior and thus to check whether such employee 
is in a conflict of interest situation. An employee shall take care that the issue of possible 
conflict of his/her interests is not discussed subsequently. 

 7. Recruitment, work, stimulation of employees, work environment 

The Company continually creates material and technical resources in order to accomplish a 
human and healthy working environment. A productive work, which is the source of 
employee’s satisfaction, should be required and expected to take place only in a human and 
healthy work environment.  

The Company makes efforts to eliminate potential hazards in the workplace and provide a 
safe and healthy work environment, while complying with all relevant regulations and 
standards relating to the occupational safety.  
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The Company offers the training, education and promotion opportunities that allow career 
development and advancement. The Company conducts continuous assessment of the 
quality of the work performed and encourages employees to actively participate in 
commenting on the assessment. 

The Company prohibits: possession, use, sales or transfer of the narcotics within facilities 

and locations owned by the Company; carrying out the activities for the Company by 

employees under the influence of alcohol or narcotics; in accordance with the law, the 

possession or use of weapons and firearms and ammunition within the facilities and 

locations owned by the Company (possession of a weapon may be authorized for the 

purposes of the security service work and this solely if  found out that that  possession of a 

weapon is necessary to ensure the security and safety of the Company's employees and 

assets). The Company requires from its employees to immediately report to the 

management any incident of narcotics or alcohol use or possession of a weapon. 

8. Preventing corruption 

The Company firmly and consistently opposes all forms of the corruption. Employees may 
not ask for or accept inappropriate monetary gifts or other fees in order to obtain business 
or personal gain for themselves or others. Employees may not use intermediaries in a 
business that can be done directly with a client. 

It is the duty of the employees to act with caution in cases of offering or accepting gifts. The 
acceptance of gifts or other kind of fees is not permitted if there is a suspicion that the 
donor thereby attempts to influence a business decision of an employee or the Company. 
The employee shall always inform an immediate superior about all such cases. Gifts in the 
value of above EUR 100 (one hundred Euros) shall always be refused. In the event that there 
is a dilemma as to the value of the gift, the employee is required to refuse the gift. The acts 
of kindness and expressing professional gratitude may be accepted, but employees shall 
immediately inform their superiors about. 

9. Employees’ political activities 

For the purpose of impartial and professional conduct of business, the Company expects that 
an employee who is a member of a political party will not emphasize his political affiliation 
and act politically during working hours, nor will his affiliation with a political party or 
political commitment affect the impartial and professional conduct of his business. 

B. Attitude towards assets of the Company 
 
Ensuring the integrity of the Company's assets is a precondition for conducting regular 
business activities. 

It is the duty of all employees of the Company to take care of the integrity of the Company's 
assets  
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The Company's assets shall be used only for the proper business and legal purposes. 
Employees shall report unauthorized use of Company assets no matter where they come 
from. 

Reporting of unauthorized use of the Company's funds is done in the following order: 
immediate superior, executive director, competent state authority. Reporting to the next 
entity is made if the previous entity does not provide a satisfactory response to the 
employee within five working days of the written or oral report on misuse. 

C. Information technology 

Business information and information technology resources are specific assets of the 
Company of a high value. 

Information technology resources include computer equipment and computer programs 
owned, used or rented by the Company, regardless of physical location, including but not 
limited to personal computers, portable computer devices, network servers, Internet access, 
intranet and devices and programs for the email access.  

Employees shall use information and information technology resources in a responsible 
manner and in accordance with the Company's bylaws. Information technology resources 
shall be used solely for the purpose of the Company's operations.  

It is forbidden to harass, discriminate, slander or threaten in the messages.  The above 
mentioned statement includes sending or forwarding received messages that offend race, 
gender, age, sexual orientation, religion, political beliefs, national origin, disability, ethnicity, 
gender identity or any other characteristic protected by law; sending, accessing, or storing in 
any form any offensive or obscene communications or material; unauthorized distribution of 
proprietary information; compromising the security of network communication by disclosing 
system access data to unauthorized persons; infringement of the intellectual (industrial) 
property rights of the Company or of any natural or legal person; breach of privacy rights. 

Subject to the restrictions defined by the valid legislation, the Company reserves the right to 
monitor equipment, system and network activities, including but not limited to, electronic 
mail, voicemail, use of the Internet and any stored information. For the purposes of 
maintaining the operation and security of the information technology systems and 
compliance with business, legal and regulatory requirements, authorized personnel and 
third-party service providers may have (un) restricted access to Company information, 
within the limits defined by law. 

The Company reserves the right to terminate any user's access to information technology 
resources at any time, with or without notice. 

D. Proprietary (Confidential) Information 

Proprietary information is a valuable asset of the Company. Proprietary information is such 
information that is used in relation to the business of the Company, unless it is normally 
known, or if measures are taken to preserve its confidentiality. Information relating to 
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expertise or technical knowledge is also protected information. Proprietary information may 
consist of formulas, models of commercially sensitive information used in the business of the 
Company, that is, information that enables the Company to gain an advantage over its 
competitors. The Company's proprietary information is not always technical in nature but 
they may include business research results, plans for new financial products, strategic 
objectives, unpublished financial or pricing information, employee listings (including their 
salaries), lists of clients, of suppliers, information relating to requests of clients, their 
priorities, business habits and plans, and so forth. 

Proprietary information does not need to be registered under industrial or intellectual 
property legislation but they shall not be generally or publicly known. 

Employees of the Company shall secure that protected information is not disclosed to 
persons outside the Company, or to persons employed by the Company who have no 
business need to be notified of it. An employee may disclose or allow the disclosure of 
proprietary information to: its superiors; to a third party, if a superior of an employee has 
given the prior written approval; when it is required by legal or other regulations or by order 
of a competent court or other competent authority or organization; to the extent that 
protected information has become publicly available or generally known to the public at the 
time of such disclosure, but not as a result of the unlawful disclosure of the protected 
information; when it is required by the regulatory and / or governmental authority having 
jurisdiction over the Company, if it asks for disclosure of information. 

An employee shall not use proprietary information for his or her own benefit or for the 
benefit of third parties, irrespective of the fact that such persons are employed by the 
Company. 

Upon leaving the Company, the employee's duty to protect the Company's proprietary 
information shall continue until such information becomes publicly available, or the 
Company declares that it no longer considers it to be proprietary information. Business 
correspondence, printed matter, electronic documents or records of any kind, knowledge 
relating to the specific processes, procedures or specific manner in which the Company 
conducts its activities - whether confidential or not - are the property of the Company. 
Personal skills and knowledge acquired or enhanced during the performance of work 
processes within the Company are the property of the employee. 

Questions regarding whether any information is protected should be directed to the 
Company Secretary. 

E.  Attitude towards Shareholders 

The Company's management is responsible for the implementation of modern corporate 
governance quality standards. The Company's management recognizes this process as a 
precondition for the preservation and protection of the shareholders' property and 
management rights. 

Informing the shareholder is a precondition for the responsible management of the 
Company. The shareholders are invited to attend all meetings of the shareholders assembly 



 STRICTLY CONFIDENTIAL 

8 
 

when they have the opportunity to ask questions of senior executives in the Company and to 
request answers. 

 

IV EXTERNAL RELATIONS 

1. Informing the public 

It is of the vital importance that the employees of the Company do not independently 
respond to any external questions relating to business and other information. Any 
inappropriate or inaccurate response, or even refuting or denying incorrect information, 
may result in the unfavorable publicity and legal violation of the Company's interests. 

The requests for interviews with employees of the Company regarding the Company and its 
businesses, as well as issuing any press releases and / or statements, shall be reviewed and 
previously approved by the Company's Chief Executive Officer. Interviews arranged upon the 
Company’s initiative shall be approved in the same way before scheduling meetings with the 
media.  

The above mentioned policy does not apply to requests for delivering the publicly available 
financial information such as annual or quarterly financial statements or promotional 
(commercial) activities of the Company. 

Requests for delivering the financial or business information about the Company shall be 
sent to the Company Secretary. 

2. Attitude towards competition 

The company wants and demands a fair competition. The employees are not authorized to 
participate in any breach of the legislation on competition. Legislation on competition 
prohibits any agreements between existing or potential competitors that cause harm to 
competition. The key to adhering to legislation is the independence. 

The company shall act independently in its business activities - pricing of services, discounts, 
promotions, and terms of banking services; when selecting clients, suppliers and so forth. 
Unlawful agreements do not have to exist in writing, but they can be reached verbally, or 
can be implied by the flow of conducting the business or the contents of documents. An 
agreement infringing the competition rights does not have to be successfully executed in 
order to be unlawful.  

3. Attitude towards the state government and authorities 

The company is committed to an ethical attitude towards state authorities and employees in 
state administration. 

Legislation and internal bylaws and rulebooks prohibit the employees of the Company from 
offering money or any other value, directly or indirectly, to government officials, political 
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parties or party leaders in order to induce government officials, political parties or their 
officials to influence state (government) activities or decisions, or to assist the Company in 
obtaining and preserving the business. 

It is the duty of the Company's employees to always be direct and honest in their work and 
communication with civil service employees. Any false statement given with knowledge or 
intention to a government official (verbal or written), in particular a statement that would be 
given under oath, may expose the Company and its employees to a state sanction. 

Occasionally, there may be a need to consider the processes that directly have effect on the 
Company's operations. Sometimes some open issues need to be addressed in direct 
communication with the national authorities. After careful consideration, the Company will 
offer its opinion and suggestions to the State authorities about specific issues with the aim of 
supporting the Company's business policies and needs. Such communication with state 
authorities is legal and legitimate and is carried out in a highly transparent procedure. 

4. Attitudes towards political factors 

The Company shall not make contributions to any domestic or foreign political party or 
candidate. 

A political contribution includes both direct contributions (e.g. money) and in-kind 
contributions. Contributions in kind include participation in events organized for the purpose 
of raising money, voluntary work of the Company's people during regular business hours, 
and use of the Company's facilities to raise money or for other political purposes. 

Employees of the Company are free to make personal contributions to candidates or parties 
of their choice. Such personal attachment is the responsibility and burden of the individual. 
The Company accepts no responsibility or liability with respect to the personal contributions 
of the Company's employees. 

5. Attitude towards humanitarian and social activities 

The Company supports projects for development and well-being of the local community and 
the State of Montenegro. 

The Company is involved in such projects through charity events so as to take responsibility 
for assisting social activities, especially those aimed at providing the necessary assistance to 
the poor and disadvantaged citizens of Montenegro. 

The Company encourages employees to participate in charitable activities by their choice, in 
their free time 

6. Attitude towards living environment 

The Company strives for active and consistent environmental protection, with the aim of 
their preservation for the needs of future generations. 
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The employees of the Company are instructed to comply with applicable environmental laws 
and legislation. No individual in the Company has the authority to act in a manner that 
demonstrates an irresponsible attitude towards the environment or a particular ecosystem. 

In order to preserve the environment, the Company promotes open communication with the 
public and seeks an active and productive partnership with the local community. 

 

V IMPLEMENTATION OF THE CODE (CONTROL SYSTEM) 

The experience has shown that organizational principles are successful only if they are 
accompanied by certain control measures and sanctions. 

Control measures are implemented in the form of appropriate organization controls and 
supervisions and checks of their effectiveness by the Company and external persons and 
institutions. 

1. Internal controls (internal audits) and supervisions  

The Company provides the personnel, organizational and material prerequisites for the 
existence and function of an effective system of internal control, internal audit and 
monitoring of compliance of operations with regulations. 

The Company's management and other responsible persons from the management 
continuously and professionally cooperate with internal control institutions, which enables 
the functioning of the internal control system at all levels and contributes to inventing and 
timely implementing the best solutions. 

Internal audit reports directly to the Company’s Board of Directors, which ensures the 
internal audit’s independence. The task of internal audit is to verify compliance with laws 
and regulations in accounting and finance. The accomplishment of the internal audit 
function is achieved by unannounced and periodic audit of the legality and regularity of 
business operations, as well as by linking the control to the various business areas of the 
Company. For this purpose, the audit plan is prepared annually and it comprises the focus of 
the audit from the point of view of covering the area within a reasonable time.  

The task of monitoring business compliance is to verify compliance with laws and regulations 
in the legal, commercial and technological fields, which is achieved by periodically 
announced review of relevant business areas. For the same purpose, a business compliance 
monitoring plan is prepared annually, which focuses on monitoring business compliance 
from the point of view of covering the area within a reasonable time. 

2. External controls and supervisions 
 
The external control system consists of the following measures: 

 Annual audit of the financial statements by which the external auditor proposes 
improvements in the letter to the Board of Directors. The letter to the Company's Board of 
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Directors includes the Notes that serve the auditor to identify the omissions and give the 
proposals relevant for the audit with the aim of improving the internal control system, as 
well as instructions on tax effects, indicating the risks or recognized indicators of a future 
crisis. 

 Review of particular issues by auditors that exceed the statutory scope of the audit, in the 
case of specific orders;  

 Verification of compliance with the rules of the Corporate Governance Code by an 
independent external institution.  
 
3. Sanctions for violations of the Code 

The sanctions for the violations of the Code and legislation shall be determined by applying 

the valid legislation and internal bylaws. 

The purpose of the sanction is to eliminate the adverse consequences caused by the 

violation of the Code and the valid legislation and the prevention - to avoid a similar 

violation occurring in the future. In the event of a violation of the Code, it shall resort to 

organizational and disciplinary (labor-law) measures, from reprimand to dismissal, in order 

to, irrespective of the criminal consequences, react appropriately to the identified and 

established breach of regulations and stand in the way of any future wrongdoing. 

 

VI FINAL PROVISIONS 

The Code is not based on provisions legally binding to the Company. The principles included 

in the Code are a guide to day-to-day internal and external business interaction. The 

provisions of the Code do not constitute a source of rights for employees of the Company 

and / or third parties. 

The implementation of the Code is mandatory for all employees of the Company, members 

of corporate bodies and executives. Compliance with the ethical principles contained in the 

Code is a prerequisite for doing business with the Company. 

The Company shall regularly revisit the Code, past behavior and evaluate the experience 

gained in order to promote the overall business culture and protect the values that the Code 

affirms. 

 

Podgorica, 4 June 2015 

 

 


