Standards of Conduct for Ingham County Vendors

The County of Ingham conducts business with businesses, vendors and contractors under a set of rules to ensure
that all County officials and employees discharge their duties in a manner designed to promote public trust and
confidence in our County. The County wants you to be aware of the rules that you and its employees are
required to follow. A violation of state or federal statutes may occur if these rules are broken. It is hoped that by
providing these rules for you, your experience in dealing with the County will be both rewarding and
satisfactory.

Providing Gifts or Gratuities:
Providing gifts or gratuities to employees in consideration for the performance of their duties, or as an
appreciation for their performance, is strictly prohibited.

e Do not offer employees any gifts or loans.

e Employees may not receive any fee or compensation for their services from any source other than the
County, so do not offer them.

e Buying meals for employees is only permissible during a working lunch or dinner where business is
discussed and you are a current contractor (no alcohol). Employees may accept coffee, tea, soft drinks,
snacks, etc. when attending meetings in your office.

e Letters to supervisors recognizing exceptional service by County employees are always welcome.

Conflicts of Interest:
e Do not ask employees for any special favor or consideration that is not available to every other citizen.

e Do not ask employees to disclose any information that is not available to every other citizen through
normal public information channels unless necessary for the business you are hired for.

e Do not offer to compensate employees by offering to hire, or to do business with any business entity of
the employees or their immediate family members.

e Do not ask employees to represent you or your company other than as part of their official duties with
the County.

e Do not ask employees to endorse the products or services of your company.

e Do not ask employees to hand out or post advertising materials.

Vendor shall report if the following occurs:

Solicitation by County Employees:
Employees may not solicit gifts, loans, or any other items of value from people doing County business that will
be used by them personally.

e If you are asked to pay a fee for services that you believe are improper or illegal, contact the County
Controller/Administrator at (517) 676-7203 or Board Coordinator at (517) 676-7200. Employees are
prohibited from taking retaliatory action against you for failing to comply with any request unless the
request is within the scope of the employee’s official duties for the County.

Use of County Equipment, Facilities and Resources:
Use of County equipment, facilities and resources is authorized only for County purposes.
e Do not ask employees to use County equipment to run errands or perform tasks for your benefit.




Your Rights and Expectations:

When dealing with employees of the County you have the right to honest, fair and impartial treatment. You may
expect prompt, courteous and professional service from our employees who are expected to understand and
practice good customer service skills. Employees are tasked to uphold the public trust through the ethical
performance of their duties. We understand that the enforcement of regulatory guidelines and codes may
sometimes be a cause for concern; however, you may rest assured that we are responsible to all of the citizens
of Ingham and our goal is to serve them to the best of our ability. Should you have any concerns or questions
concerning this information or the conduct of any of our employees, contact the County
Controller/Administrator at (517) 676-7203 or Board Coordinator at (517) 676-7200.




