THE PORT AUTHORITY OF NY & NJ

Office of the Executive Director Al 20-1.06

Revised: March 11, 2014

GIFTS, GRATUITIES, BUSINESS EXPENSES,
AND OFFERS OF EMPLOYMENT

Introduction

The Port Authority has established a reputation as a public service agency with the
highest standards of integrity. In order to maintain this reputation, it discourages any
practice which might reflect unfavorably upon either itself or its staff.

Instruction

Port Authority employees are prohibited from:

A.

Offering gifts or gratuities of any kind to any individual or organization with whom
we do business or are likely to do business.

Accepting gifts of any kind from any patron, tenant, concessionaire, vendor, or
from anyone else with whom we do business or are likely to do business; or
accepting payment in any form for any services rendered to anyone with whom
we do business or are likely to do business.

Accepting cash discounts on merchandise or services obtained in any way
connected with his/her, or a colleague's, employment at the Port Authority
(except for discounts granted to employee organizations, other formal groups or
to “Port Authority employees” as a generic classification).

Accepting any favors of any kind, including entertainment, meals, transportation,
etc., either free or at reduced rates from any patron, tenant, concessionaire,
vendor or anyone else with whom we do business or are likely to do business.

Accepting payment or reimbursement for, or permitting payment to be made on
their behalf of, any expenses that would constitute business expenses, whether
or not reimbursable by the Port Authority, that are incurred by such employee,
including entertainment, meals, transportation, etc., from any patron, tenant,
concessionaire, vendor or anyone else with whom we do business or are likely to
do business.
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Soliciting, demanding, accepting, or agreeing to accept from any patron, tenant,
concessionaire, vendor or anyone else with whom we do business or are likely to
do business, an offer of employment, for himself or herself or for a member of the
Port Authority employee's immediate family, which offer of employment is related
in any way to the performance of the public duties and responsibilities of the Port
Authority employee. This prohibition does not preclude consideration of the
experience and expertise of a Port Authority employee by a prospective
employer.

Patrons, tenants, concessionaires, vendors or anyone else with whom the Port
Authority does business or is likely to do business, are prohibited from:

A.

Offering gifts of any kind or payment in any form to a Port Authority employee for
any services rendered by the Port Authority employee.

Offering cash discounts on merchandise or services connected in any way with a
Port Authority employee’s employment at the Port Authority (except for discounts
granted to employee organizations, other formal groups or to “Port Authority
employees” as a generic classification).

Offering any favors of any kind, including entertainment, meals, transportation,
etc., either free or at reduced rates, to a Port Authority employee.

Offering payment or reimbursement for, or making payment on behalf of a Port
Authority employee of, any expenses that would constitute a Port Authority
employee’s business expenses, whether or not reimbursable by the Port
Authority, including entertainment, meals, transportation, etc.

Extending an offer of employment, to a Port Authority employee or to a member
of the Port Authority employee's immediate family, which offer of employment is
related in any way to the performance of the public duties and responsibilities of
the Port Authority employee. This prohibition does not preclude consideration of
the experience and expertise of a Port Authority employee by a prospective
employer.

Interpretation

It is recognized that there may be rare occasions when the best interests of the Port
Authority require that this Port Authority Instruction be varied. Questions pertaining to
the application of this Administrative Instruction should be directed to an attorney
designated by General Counsel (“Designated Attorney”) under Al 20-1.15, “Code of
Ethics and Financial Disclosure” (the “Code”).
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This Administrative Instruction is not intended to preclude:
» the offer or acceptance of items made available to the general public;

» reimbursement directly to the Port Authority for an employee’s
business expenses by another governmental entity or a non-profit
organization; provided, that, if direct reimbursement to the Port
Authority would not be permitted under the rules or regulations
applicable to any of such entities, then payment or reimbursement of
such business expenses may be made directly to, or on behalf of, the
employee upon review and approval of a Designated Attorney in the
context of this Administrative Instruction and the Code;

> the offer or acceptance of unsolicited gifts or benefits of trivial or
nominal value, provided such acceptance does not create a breach of
ethical standards under the Code;

> the offer or acceptance of awards, plaques, and other ceremonial
items, provided such items are publicly presented, or intended to be
publicly presented, and in recognition of service related to a Port
Authority employee’s official duties and responsibilities, and provided
further that such awards, plaques, and other ceremonial items are of
the type customarily bestowed at similar ceremonies and are
otherwise reasonable under the circumstances;

> the offer or acceptance of nominal refreshments, such as nonalcoholic
beverages and snacks, at a business meeting away from the
employee’s work location that is sponsored or co-sponsored by an
actual or potential Port Authority business partner;

» qifts given to or received from a co-worker, a supervisor or a
subordinate, provided that the gift is not excessive or inappropriate for
a business environment, and provided, further, that supervisors are not
to solicit gifts from their subordinates;

» distribution of Port Authority advertising material;

> the offer to or acceptance by Redcaps of tips;

> tipping by Port Authority employees for specific services when
rendered;
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» the entertainment by Port Authority employees of business guests,
where this is the normal business practice and it does not conflict with
the business practices of the employer of the outside person involved;
or

» modest and appropriate retirement gifts received by an employee from
outside entities.

DISCLAIMER

Although issued in revised format, the information contained in these Administrative Instructions (Als) reflects the content of
previously issued Administrative Policy Statements (APs) and, in certain limited instances, Port Authority Instructions (PAIs). The
rules set forth in these Als will remain in effect until changing conditions require their revision. This body of instructions is not
intended to be exhaustive with respect to all the responsibilities of employees and it does not constitute a contract. These Als will
be updated from time to time to reflect changes or additions as appropriate, at the direction of the Executive Director.
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