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Sonata Finance Private Limited (“the Company”) recognizes the need to establish a Code of Conduct for its 

employees and associates in order to define the way business relationships, official dealings and social 

behaviour needs to be maintained within and outside of office premises. This Code of conduct mirrors the 

core values of the company and the Code of Conduct of Kotak Mahindra Bank Limited (“Kotak”), being the 

holding company of Sonata Finance Private Limited.  

 
The objective of the Code of Conduct is to outline certain broad, ethically sound principles and avenues of 

conduct that are to be used in our dealings with our colleagues, customers, vendors, partners, associates, 

shareholders and investors. This policy also features guidance in situations where there may be conflict of 

interest. 

 
The code of conduct as adopted & amended from time to time by Kotak Mahindra Bank will be applicable to 

the employees in addition to the details mentioned in the code of conduct of Sonata Finance Private Limited, 

and in case of conflict, the terms as mentioned in Kotak code of conduct will prevail. 

 
 

2.0     Applicability, Coverage and Scope  

The Code has been adopted by the Board of Directors of Sonata Finance Pvt. Ltd. and is applicable to all 
employees, including Directors of company (herein referred to as “Sonata”), whether permanent, part time 
(including employees working from remote locations) and on fixed term contract. 

It is also applicable to interns/trainees. Other persons including Consultants, GIG workers, associates and 
employees of vendors performing services for Sonata may be subjected to this Code as per the terms of the 
Contract / Agreement. 

We are all required to read, agree, comply with this code and acknowledge periodically. 
 

 

3.0      Pillars of Code of Conduct  
Sonata has a sense of ownership and responsibility towards its employees, customers, partners, vendors, 
investors and all other stake holders, including public at large. We uphold the foundation of Trust, over which 
we have built the 4 pillars of Care, which are the primary structure of this Code. 

The 4 pillars are: 

A. Care for my Colleagues 
B. Care for my Customers, Partners, investors and Public 
C. Care for my Company Assets 
D. Care for my Company Reputation and Community

1.0 Objective 
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A1         Fostering Equal Opportunity, Diversity and Inclusion 

Sonata is committed to providing equal opportunities to all in employment and to all eligible applicants 
for employment, without any discrimination on the grounds of disability, gender, marriage and civil 
partnership, maternity, race, ethnic, social and indigenous origin, nationality, colour, religion or belief, 
sexual orientation, socioeconomic status of an individual, or any other basis prohibited by law. 

Do’s – I shall: 

• Treat everyone in my work environment with dignity and respect. 
 

Don’ts – I shall: 

• Refrain from any form of harassment, whether sexual, physical, verbal or psychological. I am 
cognizant that such acts shall not be tolerated by Sonata and shall attract stern action. 

• Refrain from taking biased decisions / discriminating towards any individual classified under 
various categories as explained in A1 above. 

 
A2 Workplace Conduct, Safety and Security 

Sonata is committed to providing a safe, healthy and conducive work environment for its employees. 

As an employee, I am also responsible towards safety of my team members. 

 
Do’s – I shall: 

• Report any verbal or physical threats or acts of violence that impact the work environment, 
whether made or committed by or against managers, colleagues, customers, partners, vendors, 
visitors, or other individuals. 

• Be mindful of the safe commute of my team members back home/place of stay, during any 

formal/informal after-office-hour gathering. 

 
Don’ts – I shall: 

• Not indulge in insobriety and drunken behavior whilst on duty. 

• Not possess, store, consume or distribute liquor, prohibited drugs and substances at our 
workplaces, or in the course of official duties and employment. 

• Not disrupt the workplace by any actions of mine by creating nuisance, disturbing other colleagues, 
instigating other employees, etc. 

• In my capacity as a manager respect my team member’s personal time and not compel him/her to 
join me on informal / after – office – hour gatherings which are not business related, however this 
would exclude official training/conferences, team meetings or off-site workshops. 

 
A3 Harassment Free and Productive Workplace 

Sonata endeavors to provide a harassment free and productive workplace for every employee and 
individual associated with us including customers / vendors / partners, etc. 

A Care for My Colleagues 
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Harassment is when an employee exhibits unacceptable / disorderly / toxic behavior which includes, 
but is not limited to, any kind of harassment such as bullying, use of power position, discrimination, 
use of un parliamentary and abusive language, physical harassment, and harassment using technology 
/ Online tools and retaliation. This may be exhibited directly or indirectly causing harassment to another 
individual at workplace or outside of work. 

 
Do’s – I shall: 

• Always respect every individual working in Sonata, irrespective of my position and power. 

• Report to HR in case ‘I am subjected to harassment’ or if ‘I become aware’ of anyone indulging or 
being a victim of any acts of harassment in Sonata. 

 
Don’ts – I shall: 

• Not make verbal or physical threats or commit acts of violence that impact the work environment, 
whether in the workplace or outside of work. 

• Neither make discriminatory remarks nor show biasness/favoritism towards anyone regarding 
his/her race, gender, religion, disability, sexual orientation, etc. that may affect him/her 
emotionally and psychologically. 

• Not subject anyone to bullying, including by way of offensive jokes, comments, humiliation, 
criticism, ostracism and intimidation. 

• Not spread rumors or speak ill about my colleague or about Sonata directly or indirectly, within or 
outside the organization. 

• Not demonstrate any behavior which shall affect any individual as mentioned above. 

 
Sonata shall deal strictly with any kind of behavior leading to harassment and necessary disciplinary 
action will be taken accordingly. 

 
Sexual Harassment: 
POSH - Sonata has in place a Policy against Sexual Harassment of Women at Workplace. This policy 
aims at Prevention, Prohibition and Redressal of acts like unwelcome advances, requests for sexual 
favours, or other verbal or physical conduct. Such conduct may have the purpose or effect of 
unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or 
offensive working environment etc. 

 
I am aware that committing / indulging in act(s) of sexual harassment on any woman employee at the 
work place is prohibited and will be dealt as per the provisions of POSH policy of the company. 

 
Do’s – I shall: 

• Write to Internal Committee (IC) if I am being victimized or subjected to sexual harassment.  

• Report only to IC and not to anyone else in the organization, in case I become aware of any 
incident of sexual harassment being subjected to any colleague. IC is the competent authority to 
deal with such cases. 

Dont’s – I shall: 
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• Refrain from committing or indulging in any act(s) of sexual harassment on any employee. 
 

Other incidences - HR may refer to IC to investigate cases and take necessary disciplinary action in case 
of any incidence of sexual harassment in scenarios mentioned below, which are not covered under 
POSH. 

• Harassment of a male employee by another male or a female colleague. 

• Harassment of a female employee by another female colleague. 

 

A4        Financial Dealings/Transactions between Colleagues / Relatives / Others 
Financial dealings are monetary transactions that occur between two or more individuals 
directly/indirectly either by way of money lending / borrowing, engaging in any business / vocation, 
soliciting donations or contribution towards an event or any other monetary transactions. 

 
I am aware that engaging in and/or facilitating any financial dealing/s including money lending, 
whatsoever, with colleagues is not encouraged. Financial dealings, directly or indirectly with 
Customers, is strictly prohibited. 

 
Do’s – I shall: 

• Immediately inform my HR on becoming aware of any such transaction. 

• Be sensitive while soliciting or expecting financial contribution from any colleague towards any 
formal/informal events such as office/team celebrations, picnics, donations, gifts, etc. 

 

Don’ts – I shall: 
• Not engage directly or indirectly in any trade, business, vocation, occupation, in advisory or any 

other capacity or accept compensation in any form from any colleague, whether full time, part 
time, employed by vendors / partners or contractual. 

• In my capacity as a Vertical Head / Manager, not solicit / compel team members / colleagues in any 
self- contributory engagements, during or after work hours. 

• Not deposit money on behalf of any colleagues/relatives or others into my account and vice-versa. 

 

A5 Disclosure about Relatives and Personal Relationships 
For definitions of ‘Relative’ and ‘Personal Relationship’ refer Annexure A, point 1 and 2 respectively. If 
I develop any personal, intimate, romantic or physical relationship at the workplace, or have or 
develop a family relationship with a colleague, I shall immediately declare such relationships to HR. 
It is the responsibility of both parties in the relationship to declare. It is the responsibility of every 
employee to formally make aware to HR any activity that might result in a conflict of interest or 
conflict of commitment. HR along with Business Head, may find resolution which may include separating 
the parties at work or any other action as deemed fit in the interest of company. All disclosures and 
their resolutions will be documented and copies of the documentation will remain confidential in HR 
records. 
Failure to disclose possible conflict of interest or commitment, or refusal to cease activities that are 
determined to be in conflict with the organization's best interests, may be grounds for disciplinary 
action and may lead to termination. 
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It is not permissible for employees who are ‘relatives’ or are in a ‘personal relationship’ to have any 
work dependency directly or indirectly that interfere with work performance. This is applicable even in 

case of work dependency through customers / vendors / employees of vendors / partners or any other 
stakeholders. 

 

Do’s: 
• At the time of joining and during the course of my employment, I must declare to HR, about: 

o A relative of mine, either working with Sonata or associated with Sonata as a 
Vendor/ employee of a vendor / Director / Customer or any other stakeholder; 

o A relative of mine employed or associated with another competing organization, in a 
conflicting position; 

o My personal relationship, which I may already have or have developed with a colleague/ 
vendor / employee of a vendor / partner/ customer or any other stakeholder. 

• I should report to HR and declare, immediately on becoming aware whenever Sonata is 
considering; 

o Hiring or internally transferring my relative or a person with whom I have a personal 
relationship; 

o Associating with a Vendor/ Partner or accepting deputation of a resource through a vendor 
or soliciting business with a person who is my relative or with whom I have a personal 
relationship. 

 

Don’ts – I shall not be: 

• Involved in any employment-related decisions such as hiring, compensation, evaluation or 
promotion, regarding a dependent/ relative or with whom I have a personal relationship. 

• Involved in any decisions on empanelment (including renewals/termination of agreements) of 
vendors/partners and/or decisions regarding soliciting business, with who is a relative or with 
whom I have a personal relationship. 

• In direct or indirect contact for work related dependency with my relative or with whom I have a 
personal relationship. 

 
 
 

Avoiding Conflict of Interest - A “conflict of interest” exists whenever my personal activities, interests, 
relationships, or investments interfere with, or even appear to interfere with my ability to act in the best 
interest of Sonata and its customers. I am expected to be sensitive and always act in the interest of Sonata 
and ensure that any business or personal association including close personal relationships which I may have, 
does not create a conflict of interest with my role and duties in Sonata or its operations. I owe a sense of 
loyalty to Sonata by the fact that I have voluntarily accepted employment with Sonata. This duty carries 
obligation that refrains me from placing myself in a position that could produce a conflict between my self-
interest and interest of company. 

 

Do’s: 

To prevent actual or perceived conflict of interests, I must be alert to situations in which my personal 
activities, interests, or relationships could interfere with, or be perceived to interfere with my objectivity: 

B Care for My Customers, Partners, Investors and Public 
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• Recognize situations where actual or potential business conflicts may arise between Sonata or 
its employees and customers; 

• Contact my HR for guidance when I am unsure whether a conflict of interest exists or how to 
proceed if it does. 

 
B1         Dealing with Gifts & Favours 

Gift / favour is any benefit (financial or not) presented directly / indirectly to me or to my relatives by a 
customer, vendor or colleague, or presented by me to an external person or his/her relatives. Gifts shall 
also include all kinds of services and the procurement of goods and products at a price below fair 
market value. 

 

Do’s: 
• Token gifts generally given in connection with training, conferences/seminars or other events, of 

nominal value, not exceeding a limit of Rs 2000/-, are generally not considered significant and can 
be accepted. 

 
Dont’s: 

• I may not solicit or accept, directly or indirectly, for my benefit or for the benefit of my relative or 
friend, any gift or favour exceeding Rs.2000/- from any person / entity with which Sonata does 
business (including business done in the past 2 years) or that seeks to do business with such person 

/ entity. The cumulative value of such gifts received by me shall not exceed Rs. 5,000/- in a financial 
year. If received, I shall politely return such gifts in case they exceed the above value limits. 

• I may not accept, directly or indirectly, from an organization with which Sonata does / seeks to do 
business, for my benefit or for the benefit of my relative or friend, any gift or favour, other than: 

o One of nominal value and involving normal sales promotion, advertising or publicity, or 
o One involving an appropriate social amenity provided there is not even the appearance of a 

compromise of sound business principles in the relationship. 

o I may not make or grant, directly or indirectly to an owner, employee or other representative 
(including any relative or friend on such person’s behalf) of an organization with which Sonata 
does / seeks to do business, any gift or favour, other than one involving Company-approved 
sales promotion, advertising or publicity and (a) directly related to the sale or service of 
product sold by the Company, or (b) of nominal value. 

• I shall not accept invitations to events, meals and entertainment hosted by a customer / vendor /  
partner, other than one of a reasonable amount, which is not a favour and where there is no scope 
of conflict of interest. If the perceived value of expense is high and if the invite includes travel and 
accommodation expense, I shall take written approval from my HR. 

• If I solicit donations on behalf of a charitable or other outside organization, I should avoid creating 
directly or indirectly any implication of influence or pressure using my position in Sonata. 

• I shall not solicit directly or indirectly, financial contribution from any colleague / customers / 
partners / vendors / investors, etc. by any implication of influence or pressure using my position in 
Sonata, towards any formal/informal events such as office/team celebrations, picnics, donations, 
etc. 
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B2         Encouraging Anti-bribery & Corruption free business 

Bribery and corruption can be in the form of (including but not limited to) cash or gifts to an individual 
or relatives or associates, inflated commissions, fake consultancy agreements, unauthorized rebates, 
non-monetary favours and false political or charitable donations. These actions may be undertaken 
directly or through a third party. It is illegal and immoral, directly or indirectly, to offer or receive a 
bribe. 

 
Do’s: 

• If I am accepting / becoming aware of bribery / kick-back received by other employees or involved 

/ becoming aware of any transactions resulting in bribery & corruption I am required to inform / 
disclose the details on Whistleblower on Employee Portal. 

 
Dont’s: 

• I shall not, directly or indirectly, offer or receive any illegal or improper payments or comparable 
benefits to / from any official of government / non-government organization/ individuals that are 
intended or perceived to obtain undue favours for the conduct of our business, which would result 
in bribery or corruption. 

• I shall refrain from promising, offering, giving, soliciting or receiving anything of value, directly or 
indirectly, if improperly intended to influence action or obtain an advantage. 

 
B3 Anti-Money Laundering 

The objective of Anti Money Laundering Policy is to prevent Sonata from being used intentionally or 
unintentionally, by criminal elements for money laundering or terrorist financing activities. 

 
Do’s – I shall: 

• Strictly follow RBI Guidelines and Sonata’s KYC Policy keeping in mind company’s Customer 
Identification Procedures; Monitoring of Transactions; and Risk Management. 

• Follow appropriate level of due diligence when entering into customer relationships without 
compromising our commitment to combating money laundering, terrorist financing, and other 
crimes. 

 

Don’ts – I shall: 

• Not deal directly or indirectly, in cash with vendors / suppliers / partners / customers of Sonata. 

• Not conduct foreign exchange operations with unauthorized institutions. 

• Refrain from making or receiving a payment to an entity that is not a party to the transaction (e.g. 
third party) or that isn’t legally entitled to make or receive payment. 

 
B4  Disclosure and Reporting of my financial and other Interests in any organization and any other 

Business Relationships 
Any other Business Relationship means rendering my services as a Director or Consultant or in any 
other capacity to any business in an organization whether or not such organization does or seeks to 
do business with Sonata. 

 
Do’s: 

• I shall take prior approval from HR, provide details of my association with any outside enterprise/ 
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organization by way of: 

o A proprietor / Consultant / Partner; or 
o The ownership of or right to acquire stock or bonds greater than 1% in any organization which 

is not publicly owned; or 
o A loan, advance or other financial arrangement in an amount greater than 1% of the combined 

capital and debt of such an organization which is not publicly owned; or 

o Any type of interest (Financial or otherwise) or position of responsibility (as an employee, 
officer, director, partner, consultant, representative, agent, advisor etc.) or providing 
freelance service in any organization (whether or not publicly owned) 

o Any passive investment/ interest in an organization that is not a corporation. 
o Holding outside directorship with any organizations. 

• In case, my duties result in direct or indirect relationship with an organization in which I or my 
relative have any financial interest, or which employs my relative: 

o I should take appropriate precautions in such relationships and, 
o If a business transaction is involved, I should not act on behalf of Sonata. 

• In general, business opportunities which might reasonably be expected to be of interest to Sonata, 
such leads should be channelized to the appropriate Business Representatives for a determination 
as to whether Sonata wishes to pursue them or not. 

• I shall disclose income from any other source apart from rental, investment and agriculture 
(ancestral). 
 

Don’ts: 

• I shall not engage directly or indirectly in any trade, business, vocation or occupation or in advisory 
capacity or accept compensation in any form from any third parties. In rare, exceptional 
circumstances, a written approval must be sought. 

• I may not perform work or render services for an organization with which Sonata does/seeks to do 
business outside the normal course of the employment with company. 

• I may not be a director, or the office holder of, or consultant to any business in any organization, 
whether or not such organization conducts business or seeks to do business with Sonata. I shall not 
permit my name to be used in any fashion that would tend to indicate a business connection with 
such organization, outside the normal course of employment with Sonata. In exceptional 
circumstances, a written approval must be sought. 

• I should not use my position to derive a benefit, personally or for relatives or for any one in a close 
personal relationship, by making or influencing decisions relating to any transaction. 

• I shall not use my position or relationship within Sonata to promote own interests or those of 
relatives, including use of confidential or privileged information acquired in the course of 
employment for benefit or gain. 

• I shall not conduct business on behalf of Sonata or use my position to influence a decision with 
regard to Sonata’s business with a supplier / vendor / partner / customer where a relative, or a person 
in close personal relationship with me are a principal officer or representative; resulting in a 
personal benefit or a benefit to the relative. 

• I must not take employment or even engage part time, in any capacity, for a competitor, customer, 
supplier, partner or any other third party while employed by Sonata, even if I am working from a 
remote location.
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B5 Personal Lending 
Personal Lending would mean personally lending money directly or indirectly to customers/ partners/ 
suppliers of Sonata. 

 
Do’s: 
• The occasional loan of nominal value (such as for lunch, dinner or a social event that is promptly 

reimbursed) is acceptable, as long as no interest is charged. 

 
Dont’s: 
• To avoid potential conflicts of interest, I may not personally lend money to customers/partners or 

suppliers of Sonata. 
• In addition, lending money to other employees is not permitted. 

 

 
B6 Control on Borrowing 

This would mean any financial borrowing which is habitual or disproportionate to my income. 
 

Do’s – I shall: 

• Plan and manage my financials well. 

 
Dont’s – I shall: 

• Not be a habitual borrower. 

• Not be over-leveraged with my borrowings. 

• Not borrow disproportionate to my known sources of income; neither shall such borrowing be at 
terms other than what may be reasonably considered normal, nor will such borrowing be resorted 
to from such sources as a pawn broker, money lenders or employees etc. 

• Not borrow money from customers / partners / colleagues / relatives other than what may be 
reasonably considered normal, other than from legitimate financial institutions. 

 
 

 

C1       Protecting Personal, Confidential and Proprietary Information, safeguarding Material Information and 
Non-Public data and Information 
We value our confidential business information, our intellectual property, and the personal financial 
information about our individual customers and protect them from unauthorized disclosure or misuse.  

Examples of confidential information and Non-Public Information include, but are not limited to: 
i. Personal information, including PII, relating to individuals, including customers, suppliers, 

vendors, partners and distributors. 
ii. Customer Data (e.g., information about customers or owned or created by customers). 
iii. Any information, data, intellectual property, analysis, report, system, or process that gives 

Sonata an opportunity to obtain an advantage over its competitors. 
iv. Non-public information about Sonata’s operations, results, strategies and projections, business 

plans and processes. 
v. Non-public information acquired in the course of employment about Sonata’s workforce, as well 

as information regarding customer, supplier, vendor, partner and distributor relationships. 
vi. Non-public information about Sonata’s technology, systems, and proprietary products. 

C Care for My Company Assets 
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vii. Sonata specific information subject to regulatory or contractual restrictions. 

viii. Non-public information, changes in previously released figures of earnings or earnings 
estimates, changes in dividend policy, changes in accounting procedures, write down of assets, 
additions to reserves for bad debts, expansion or curtailment of operations, increase or declines 
in orders, significant product developments, major litigation, liquidity problems, changes in 
management, bids for corporate control. 

 
Do’s - I shall: 

• Take steps to ensure that business-related documents are produced, copied, faxed, transmitted, 
transported, filed, stored, and disposed off by means designed to prevent unauthorized access to 
such information. 

• Secure access to work areas and computers in accordance with company’s Security Standards. 

• Exercise caution when using mobile phones or other communication devices or messaging 
services, and take care when discussing confidential or proprietary information in open workplace 
areas, such as cubicles or on speakerphones. 

• Inform my HR immediately, if I believe I have received confidential information inappropriately. 

• Return all means of access to information and all copies of such information when my 
employment or association with Sonata ends, including but not limited to all laptops, data cards, 
internet dongles and any other means of accessing proprietary or confidential information. 

• While working for Sonata and after ceasing my employment or association with Sonata, have an 
obligation to safeguard personal, proprietary, and confidential information that I obtain or create 
in connection with my activities for Sonata, regardless of its form, and to use it only in the 
performance of my employment responsibilities. I should assume that any information I receive 
about Sonata, its workforce, or its customers is confidential information and should be protected 
from disclosure. 

• Safeguard the confidentiality of non-public information and ensure that I abide by the applicable 
Information Security Policies. 

• Ensure I safeguard Confidential Information of third parties that we must have received under 
non-disclosure agreements. 

 
Don’ts – I shall: 
• Not disclose personal, proprietary, or confidential information about any customer, supplier, 

vendor, distributor, shareholder, business partner, former colleague, Sonata’s workforce to any 
unauthorized person, including to another Sonata employee. My obligation to safeguard such 
information includes, but is not limited to, protecting it from misuse, using information only to the 
extent necessary to perform my assigned job duties, and not using such information or permitting 
such information to be used for unauthorized purposes. I must not share or discuss such 
information outside Sonata, except where permitted or required by applicable law or regulation, 
or order issued by a court of competent jurisdiction or requested by a judicial, administrative, 
regulatory or legislative body. 

• Not bring proprietary or confidential information of any former employer or use such information 
to aid the business of Sonata without the prior consent of my former employer and unless 
permitted by applicable law or regulation. 

• Refrain from discussing sensitive matters or proprietary or confidential information in social 
gatherings or public or common places in office such as elevators, hallways, restaurants, cafeteria, 
break out areas, gyms, restrooms, and public/office transportation, or on the Internet or any other 
electronic media (including blogs and social networking sites). 
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• Avoid receiving ‘tips’ directly or indirectly from corporate insiders whether or not in the context 
of a customer relationship. 

• Not print, download, or forward personal, proprietary, or confidential information to my home 
computer, mobiles phones, my personal e-mail address, or to any third-party service provider or 
server or other non-Sonata website. I shall not engage in any other unauthorized use, 
misappropriation, or disclosure of such information, including in anticipation of my resignation or 
termination of employment. 

• I shall not disclose confidential information obtained directly or indirectly from a customer or 
proprietary information prepared on the basis of such confidential to any person who does not 
have a “need to know” without the consent of the customer from whom the information was 
obtained or for whom it was prepared. I am aware that this Code does not prohibit disclosure of 
confidential information regarding a customer to a lender, participant, transferee, assignee, 
purchaser or other person for the purpose of advancing the customer’s interest and with the  
customer’s explicit or implicit permission. 

• Except as permitted by, and subject to the policies and procedures set forth in this Code and in 
applicable polices, rules or guidelines in force from time to time, confidential or proprietary 
information should not be disclosed to another employee or any other person, even if there is 
reason to believe that the other person will keep the information in confidence. This means that: 
o If I am working on a confidential matter I should, in general, avoid discussing the matter with 

employees not assigned to the matter, except for supervisory personnel within the individual 
Division or Business Unit, internal or outside legal counsel, or others having a need to know, 
unless such discussion is conducted in accordance with any applicable policies, rules or 
guidelines in force from time to time. 

o I should not seek to obtain confidential or proprietary information from any person unless I 
have the need to know the information in order to perform assigned tasks and unless I 
observe procedures for obtaining such information described in this Code and in any 
applicable policies, rules or guidelines in force from time to time. 

 
C2         Maintaining Confidentiality under other Important Scenarios 

i. Access to office/work areas 

• I am aware of that work on confidential projects should take place in the area that is 
physically secure wherever I am operating or working from. 

• I will ensure that visitors/non-company personnel will always be escorted to conference 
rooms/cabins. Meetings with non-company personnel will be conducted in conference 
rooms/cabins rather than at work stations, or in case of online medium I shall ensure use 
of only IT approved secured and encrypted platforms. 

ii. Remote Working 

• I recognize that my obligation to safeguard personal, proprietary, and confidential 
information extends to all situations in which I may use such information, including when 
I am away from work or working remotely. 

• I shall ensure confidentiality when working from my own devices/equipment including 
computers, printers, scanners, recorders, mobiles, etc. 

• I will not take pictures/ screen shots of data, or use any other means to circulate 
confidential data on personal email ids for personal records. 

iii. Code Names 
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• I am conversant that Code names should be used for sensitive projects and solicitations. 
Where code names have been assigned to a project, all documents and information 
generated internally by Sonata with respect to that project should be referred only by their 
code names. 

 
C3         Keeping Accurate Records and Contracts 

I am aware: 

• That all Books, files, vouchers and other documents etc. forming part of Sonata’s records, must be 
methodically and tidily kept in such a manner, that these do not deteriorate and are easily 
traceable for reference, when required. 

• Books and files must be handled carefully, in order that these remain intact and loose pages must 
immediately be replaced firmly in the proper order. 

• All records should be maintained as per Sonata’s laid down process. 

• That I must maintain proper accounting entries as per accounting standards and Sonata 
procedures. 

 
C4        Operating within the delegation of authority 

I am aware that I should: 

• Operate within the delegation of authority as assigned to me from time to time. 

• Sign off or agree on contracts/letters/agreements with Vendors/Partners/Customers within my 
authority and only if I am authorized to sign on such contracts/agreements/letters, including 
internal documents/letters. 

 
 

 

D1         Engaging with Press, Digital, Social Media Relations and other engagements 
The term Social Media in the context of this policy refers to platforms like Facebook, Twitter, 
LinkedIn, Glass door, WhatsApp, Instagram or any such similar platforms, applications or websites 
available currently, or that may come up in the future. 

 
Do’s: 

• It is my sole responsibility to operate rationally and reasonably when I choose to participate in 
any social media platform (Internal or external). If I may participate in any social or political 
process or activities, that I do so as private citizen, I must at all times make clear that my views 
and actions are my own, and not those of Sonata. 

• I shall report to HR if there are any negative post, feedback, backlash on my social media or on 
any of my colleagues’ social media which are directed towards any employee or dampening 
Sonata’s brand image. 

• If I am approached by anyone from media, I should direct them to Corporate Office. 

D Care for My Company Reputation and Community 
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• While sharing pictures, videos and comments on social media, related to any event where my 
colleagues are part of, I will be sensitive of what I shall be portraying their image and whether the 
post will attract any negative comments. 

 

Don’ts – I shall: 
• Not write/express/post/disclose anything on any social media platform that damages the 

reputation of Sonata and puts Sonata in an unfavorable light. 

• Not share any personal/professional details of customers including confidential client 
Information. 

• Not criticize the management, policies or any business process. 

• Not share any personal information pertaining to any colleague. 

• Avoid publishing any official information, circular, memorandum, documents, policies or any other 
records of Sonata. 

• Not share any price sensitive insider trading information, business information directly or 
indirectly. 

• Not post/share any organizational news, views, and insights in personal capacity. 

• Avoid sharing posts that include discriminatory remarks, harassment, insults, religious comments, 
obscenity, breach of privacy and threat of violence. 

 
D2        Licenses and Copyright 

I am aware that it is our responsibility to ensure procuring proper licenses and permission to use any 
content which has a copyright. Every piece of audio-visual, pictures and print material is protected by 
theft or misuse by copyright. Playing any audio-visuals or sound clips at office events, offsites, or 
gathering without license is therefore illegal. The same restriction applies for use of any material such 
as AV clips, photos, prints, etc. which are published by a third party. Non-adherence to these guidelines 
will be considered as Violation of the Code and strict action will be taken. 

Do’s: 

• I shall play any media at any official event from my personal or non-personal device, only after 
obtaining a license from the music owner or agent. 

• Organizing team will ensure license and permission is obtained to play music or videos at any 
event held within or outside the office premises. 

 

Don’ts: 

• Even if I have a valid subscription of music or video app, I can access it only for personal use and 
not at official events which are public in nature. 

• I shall not record or upload videos of office parties or events (in-person or online gathering) on 
social media. 

 

D3        Engagement with Government and Political Involvement / lobbying 
As an individual citizen, I may wish to participate in a personal capacity in governmental processes. 
However, while in employment with Sonata or otherwise representing Sonata by any other means of 
engagement, I am expected to be prudent and responsible before engaging in these activities. 
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Do’s: 

• If my work includes meetings with government, elected officials, all of which might be construed 
as ‘lobbying’, I must be aware that such activities are regulated. 

• I must be specifically designated and authorized to represent Sonata at such meetings. 

 

 
Don’ts: 

• I should not devote my work time to any campaign for a candidate or political party, nor may I 
permit any campaign or candidate to use any facility or property of Sonata, including Sonata’s 
trademark.  

• From time to time, Sonata identifies legislative issues that affect Sonata’s business. In certain 
instances, I may be encouraged to support or oppose such legislation. In no instance, however, 
should I use my position of authority to make another employee feel compelled or pressured to 
work for or on behalf of any legislation, candidate, political party or committee, to make 
contributions for any political purpose or to cast his or her vote one way or the other. 

• I shall not contact a government official in an attempt to influence legislation or government policy 
on behalf of Sonata. 

 
D4        My Community and Environment: 

Sonata is aware of its responsibility as a responsible corporate and it undertakes sincere efforts to 
mitigate the impacts of its operations on the environment and community at large. Sonata believes in 
positively contributing to the economic, environmental and social well-being of communities through 
Corporate Social Responsibility (CSR) Agenda. Some of the projects are Education and Healthcare. 

 
Do’s: 

• I shall volunteer in CSR initiatives as and when announced. 
 

Don’ts: 

• I shall not volunteer in any initiatives during official hours unless permitted by my manager or as 
per Company Volunteering program. 

 
D5        Respecting Human Rights 

Sonata safeguards all its employees, customers, business partners, etc. upholding the dignity of every 
individual and ensures that all its products and services offerings are made available to their customers 
without discrimination through its Fair Practice Code. Sonata ensures that there is no child labor 
employed. Adherence of the terms and conditions outlined in the supplier contract related to Human 
Rights are monitored periodically. 

 
Do’s – I shall: 

• Seek to do business only with customers/vendors/partners who share our values with respect to 
human rights.
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Don’ts – I shall: 

• Avoid transactions that may impact Indigenous persons and areas of conflict that prohibits 
financing any activity involving forced labor or harmful child labor. 

 
 

 

4.0 Declaring, Reporting and Raising Concerns  

4.1 Disclosing, Declaring and Reporting 
The Code requires me to make disclosures at various intervals, annual or as and when required by 
Sonata. I must update disclosures proactively every time there is a change during my employment with 
Sonata. All disclosures and their resolutions will be documented and copies of the documentation will 
remain confidential in HR records. I must follow these steps as mentioned below; 

 

Step 1 
I am required to ‘Read’ the Code and all other related documents and policies in reference to various 
clauses, including: 
1. Whistle Blower Policy 
2. Prevention of Sexual Harassment policy (POSH) 
3. Policy on ‘Know Your Customer’ standards and ‘Anti-money laundering’ standards 
4. Information Security and Cyber Security Policy 
5. Equal Opportunity policy 

 
Step 2 
I must ‘Accept and Agree’ to comply with the Code, including its modifications and updates, available 
on HRMS Portal within one month of my joining and every year in the month of April thereafter. 

 
Step 3 
I must declare my ‘Relatives and Personal Relationships’, including all other declarations and related 
information. 

 

 
4.2 Raising Concerns 

Raising a concern is my duty. Following matrix should be followed while raising a concern; 
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Platform When can I use this platform 
How to raise a concern 

Whistle blower* To report against any; 
• Bribery or Corruption 

• Discrimination, harassment, 
threat or violence 

• Violation of policy or law 

• Conflict of interest 

• Theft, fraud, fund 
misappropriation 

• Safety or environmental hazard 

Email on  
tarun.shrivastava@sonataindia.com 

 

POSH To report any incidence of
 sexual harassment. 

Write to internal committee on 
following email ids; 
 
neha.singh@sonataindia.com 
 
richa.sharma@sonataindia.com 
 
anjali.manwani@sonataindia.com 
 
ankur.agarwal@sonataindia.com 

Managers To report any work related issues or 
guidance on any work matters. 

Write or speak with immediate 
managers 
hr@sonataindia.com 

HR RM / 

HRMS portal  

For addressing any grievance of any 
nature related to Workplace not 
addressed above, including issues with 
immediate manager or feeling of 
dissatisfaction. 

Report on HR  

or write to HR on  

hr@sonataindia.com 

 
4.2.1 Whistle Blower* - It shall be my duty to blow the whistle and report as mentioned in the matrix 

above, in accordance to the Whistle Blower Policy, upon coming to know or having knowledge 
of the happening or occurrence of any unethical or fraudulent incident. 

 
Anonymity and Confidentiality: I am aware that all concerns and related investigations are treated 
with confidentiality and are subject to applicable laws and regulations. Reports may be made 
available to the Business Head/Human Resources and other control functions for relevant 
purposes, anonymously to the extent permitted by applicable laws and regulations. Only final 
action decided can be referred to for any reference check if necessary. 
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5.0 Consequences in case of Misconduct or Violation of the Code  

5.1 Zero Tolerance 
Sonata expects high degree of ethics, compliance, honesty, integrity and diligence from everyone in 
the organization. I should therefore adhere to the code, and all other policies, guidelines, integrity 
capsules, etc. issued from time to time. Sonata has zero tolerance to any violation of the above and I 
am aware that any such violation and failure to disclose possible conflict of interest or refusal to cease 
activities that are determined to be in conflict with the organization's best interests, will attract stern 
action including dismissal/termination from the services of company. 

 

5.2 Internal investigations 
When concerns are raised with respect to possible misconduct/unethical behavior or violation of the 
Code, Sonata may conduct investigations through external or internal personnel. I am required to 
cooperate fully with authorized internal and external investigations, and should not make false or 
misleading statements, produce forged/ fabricated / tampered documents or conceal material facts 
etc. during investigations. Non-cooperation & misleading will be dealt with stern action. 

 
5.3 Penalty 

The following penalty can be imposed by the competent authority for the proven acts of misconduct 
committed and violation of the Code of Conduct; 

 

5.3.1 Minor Penalty 
i. Warning or disciplinary notices 
ii. Fines according to the provisions of the payment of wages act. 
iii. Withholding of increment for any specific period. 
iv. Suspension without pay for a period not exceeding 4 days. 
v. Demotion to a next junior post, lower place in the scale of pay 

 
5.3.2 Major Penalties 

i. Termination of service 
ii. Discharge from services 

iii. Dismissal from services 
iv. Withholding promotions 

v. Termination from the services. 
vi. Recovery of Financial Loss - Apart from the above, the competent authority can order for 

recovery of financial loss caused to the company due to proven acts of misconduct 
committed by any employee. The financial loss caused to the company can also be 
recovered from my terminal  benefits and/or from any other relationship maintained by me 
with company. 
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6.0 My Sonata – My Conduct  

I take a pledge; 

6.1 To create and uphold the foundation of TRUST and ensure that my decisions and actions are in the best 
interest of Sonata, my Colleagues, Customers, Partners, Vendors, Suppliers, Investors and the Public at 
large; 

6.2 To comply with all applicable laws, rules, regulations and guidelines prescribed by any statutory and 
regulatory authorities as well as the internal policies and directives of Sonata; 

6.3 To conduct myself professionally and continue to learn and seek new knowledge to enhance my skills 
and ability to perform better; 

6.4 To have a sense of ownership towards my goals and ethics and remain conscious of my conduct while 
delivering exemplary service; 

6.5 To honour all the ‘Values’ of Sonata (As defined in Annexure B) 
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  Annexure A  

 

Definitions 
 

1. Relative - “Relative” refers to any person who is related to me, if they are: 
i. Member of a Hindu Undivided Family 

ii. Spouse (including live-in partners) 
iii. Parents, children and their spouses, siblings (including ‘step relatives’) 
iv. Other immediate family members such as In-laws (including parents, siblings) 

 
2. Personal Relationship – Personal Relationship is defined as intimate, romantic or physical relationship 

with a colleague/vendor/partner/ customer of Sonata. 

 
3. Approving Authority – Approving Authority will be the one approving any exceptions to the code. 

Exceptions (in case of rare circumstances) may be granted with written approval as below: 
 

In case of ; Approving Authority 

Employee Appropriate Sonata authority as per 
delegation 

Whole Time Director Board of Directors 

 
4. Workplace – Workplace includes all Sonata offices and branches in India. It also includes any place visited 

or arising out of or during the course of employment/work including office parties, off-sites, conferences, 
transportation provided by Sonata for undertaking the journey and hotel stay for official travel. The 
workplace is extended to and includes anywhere an employee goes or establishes contact as a 
consequence of employment, both virtual and physical including over video calls, messages, in person, 
etc. 

 
5. Personal Information - “Personal information” or “Personally Identifiable Information” (PII), is information 

that relates to and identifies or can be used to directly or indirectly identify an individual, including past 
and present Sonata customers, individuals associated with institutional and business customers, 
applicants for Sonata products or services, Sonata workforce, their dependents, applicants for Sonata 
jobs, or any other individual, no matter how the information is collected or from where it is collected. 

 

6. Proprietary Information - “Proprietary information” is information owned by or created by the company 
or employees within the scope of employment (also known as “proprietary data”). 

 

7. Confidential information - “Confidential information” includes Customer Data, which is information about 
customers, including individual, institutional, and business customers, that the company is required to 
keep confidential under applicable laws (this includes application, transaction, and similar information 
about customers). Confidential information may be physical or in electronic form (e.g., on paper, in an e-
mail, or on a disk or videotape, screen shots and pictures, data on cloud or in any IT systems or may be 
acquired when spoken by others through conversations to which I am a party or that I overhear. 
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8. Material Information - “Material Information” means information likely to be viewed by a reasonable 
investor as important in deciding whether to purchase, sell or hold a security including trading, or other 
information likely to have an effect on the value of security. 

9. Non-public - “Non-public” is data/information which is not effectively disseminated to the general public 
by way of a press release, an article in a news publication, a public filing made with a regulatory agency, a 
mailing such as a prospectus sent to shareholders or potential through public disclosure services. In this 
context, it is important to note that even following a public announcement of a major corporate 
transaction, many aspects of the matter may remain non-public. 
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  Annexure B  

Our Values 
 

• Commitment to Business & social ethics - We are committed to conduct business in accordance with the 
applicable laws, rules and regulations, with highest standards of business practices and ethics. 

 

• Responsibility & duties - We practice high standards of honesty, integrity and ethics, with imbibed 
responsibility & duties towards protecting interest of Clients & employees. 

 

• Transparent practice & open policies – We are open & clear towards our clients with our operational 
policies & non prejudiced social parameters. I.e.: -Employee will not discriminate based upon caste, creed, 
religion or gender. 

 

• Coordinal Relations & Ethical collection practices -We foresee client as our partners aimed at Social up 
liftmen & management. Further during collection, we stick to our social obligation & adhere to RBI & Indian 
Banking Association guidelines. I.e.: - employee is not allowed to use muscle power or coercive/ unethical 
means towards collection. Neither Employee is permitted to Visit clients’ residence at odd 
hours/time/occasions. 

 

• Confidentiality & Punctuality – We ensure safe upkeep of client data & Timely reporting by 
staffs/employees. 

 

• Impartial relations - Staffs are not permitted to enter into any personal, social or business relations with 
clients or potential clients. 

 

• Constructive Competition- we believe in Transparency, sharing information, towards better inter 
organizational competition in the business. 

 

• Feedback & Grievance Handling – We listen, guide, and cooperate our clients & Employees towards a 
pragmatic solution. 

 

• Environment Policy – We believe in lending to environment friendly business & Keeping organizational 
environment Clean, Pollution free, nonhazardous & nature friendly. 

 

•  Governance & Decentralization – We foresee future & practice decentralized mechanism. 
 

 


