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A Message to All Employees

Dear Team Members:

Since inception, Ritter Insurance Marketing LLC (“Ritter”) has committed to the business 
model of excellence and integrity.  As we strive to grow our business, we have not 
forgotten what sets us apart from our competitors – that is our unwavering commitment 
to integrity and compliance.  As a member of the Ritter team, you have helped us earned 
the trust and confidence of our clients, agents, and business partners.  Our reputation 
rides on each business transaction we conduct.

No code of business conduct can describe every law or address every situation we might 
encounter; however, Ritter’s Code of Business Conduct (“Code”), which embraces the 
guiding principles of excellence, ethics, and compliance, will assist you in making 
decisions that ensure the business of Ritter is conducted with integrity and honesty, and 
in accordance with the applicable laws and regulations. 

We urge you to read and understand the Ritter Code and refer to it as a guide in your 
daily business activities.  You have many resources, including your business leaders, 
Human Resources, and the Compliance Officer to help you deal with situations where 
you are unsure of the appropriate course of action.  Reports of violations will be treated 
confidentially to the extent possible, and no person who reports a suspected violation, in 
good faith, will be subject to retaliation or intimidation.

Each of us is responsible for building and maintaining the Ritter reputation.  With your 
help, we are confident that we will continue to earn the trust and confidence of our 
clients and agents.  We thank you for the work and contribution you make on a daily 
basis.  We hope that the Code contributes to our ongoing pursuit of excellence that 
makes Ritter unique.

Craig J. Ritter                                                                                                 Van H. Hang
President                                                                                                Compliance Officer
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About the Code

The Ritter Code translates our Core Values into practical terms that provide the ethical 
and compliance guidelines and expectations that help guide our day to day business 
activities.  In the highly regulated business environment in which Ritter operates, it is 
imperative that we work within the limits of the relevant laws and regulations.  However, 
our goal has never been solely to comply with the laws but also to follow the highest 
principles of integrity and honesty.  The Code is a resource for all employees and is 
applicable to all employees without regard to one’s position within the company.

Contracted agents are an integral part of Ritter’s operations.  While contracted agents 
are independent entities whose cultural environments may be different from Ritter’s, 
contracted agents have a critical role in Ritter’s success.  Ritter strives to conduct 
business with individuals or entities that share Ritter’s view toward compliance and 
ethics.  Therefore, Ritter expects its agents to respect and subscribe to Ritter’s Code 
when conducting business with or on behalf of Ritter.
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Ritter’s Core Values 
Ritter’s success is built on the foundation of our Core Values, which reflect Ritter’s culture 
and help guide each employee’s activities with our clients and with each other.  The 
following list of Core Values reflects what is truly important to us as an organization.  These 
are not values that change from time to time, apply from situation to situation or from 
person to person, but rather they are the common beliefs that we share and the identity by 
which we want to be known.

 •         Treat each other and all people we encounter with respect and dignity where  
  individual differences are valued

 •         Pursue highest standards of excellence

 •         Take accountability in our work

 •         Build client relationships through high performance

 •         Conduct ourselves with the highest level of ethics at all times

 •         Emphasize teamwork and act in the best interests of the company as a whole

 •         Foster an open culture where questions and concerns are freely discussed

 •         Seek and provide constructive feedback to support each other
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Our Responsibilities
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e As a Ritter employee, we are responsible for understanding and following the 
guidelines defined in 
the Code.

 •         Be honest and forthright in all Ritter activities and relationships.

 •         Always represent Ritter professionally with integrity.

 •         Follow the laws and regulations applicable to our business.

 •         Promptly report any suspected violations of laws, regulations, or  
  the guidelines established in the Code.

 •         Do not place another employee or those who conduct business  
  with Ritter in a compromised position by asking them to do   
  something that is illegal or unethical.

 •        Foster a safe and diverse atmosphere in which individual
           differences are valued and respected.

 •         Complete required compliance related training in a timely   
  manner.
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 • Create and sustain a culture where legal and ethical behaviors  
  are encouraged and recognized.

 • Do not encourage or permit others to achieve business goals  
  that would violate the Code or the law.

 • Promote a culture of ethics and compliance where employees
  feel comfortable raising questions without fear of retaliation.

 • Lead and serve as role models.

To whom the Code applies?

The Code applies to all employees of Ritter.  The term “employee” used throughout this document 
refers to employees of all levels. 6



Compliance Principles
The Ritter Code is organized into five sections. Each section represents one of Ritter’s 
Compliance Principles.
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1Use the Code as Your Guide
Our Code is not intended to provide all the answers to potential legal or ethical 
situations.  As such, Ritter maintains company policies that are specifically 
established to address certain areas (e.g., Human Resources, Privacy and Security, 
and Information Technology) to supplement the Code.  It is your responsibility to 
be knowledgeable and follow those policies in carrying out your activities at Ritter. 
Any employee who violates the Code or company policies will be subject to 
disciplinary action up to and including termination of employment. 

In addition, if you become aware of a potential or actual violation of the Code or 
a legal requirement, you must report it to your management or the Compliance 
Officer as soon as possible.  If the potential or actual violation of the Code involves 
your immediate supervisor, you must report it to the next highest level of 
management or the Compliance Officer.  A failure to report a violation of the Code 
will also subject you to disciplinary action.
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e If you find yourself in a situation where you are unsure the proper course of 
action, ask yourself:

 • Is it legal?

 • Is it ethical?

 • Does it comply with Ritter’s Code and policy?

 • Does it reflect the Ritter Core Values? 

 • Would I feel comfortable if I read about it in the newspaper?

If the answer is “No” to any of these questions, don’t do it.

If you are uncertain, ask for guidance.  You can seek help from any of the 
following:

 • Your management

 • The Human Resource Manager

 • The Compliance Officer

 • The President 8



Compliance Decision Tree
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Zero Tolerance for Retaliation

Ritter’s policy is to provide a reprisal-free environment that encourages employees to 
raise ethical, legal, or compliance concerns without fear of retaliation.  Retaliation is 
prohibited against those who, in good faith, report concern to management.  Knowl-
edge of a possible violation of a law or regulation that is not reported may result in 
disciplinary action.

Ritter employees may report compliance or ethical concerns to his/her immediate 
supervisor.  Alternatively, employees may discuss any compliance concerns with the 
Compliance Officer.  Employees may contact the Compliance Officer at 717-903-3981 
for anonymous reporting. Ritter takes compliance matters seriously, and as such, all 
reported concerns will be investigated by the Compliance Officer or other appropriate 
areas.

Making False Accusations

The Company will protect any employee who raises a concern honestly, but it is a violation of the Code to knowingly 
make a false accusation, lie to management, or interfere or refuse to cooperate with a Code investigation.  Honest 
reporting means you have a reason to believe that the information you are providing is accurate but it does not mean 
you can use it as a tool to defame or make false acusations against another person.
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2Comply with Applicable Laws and 
Regulations

Given the highly regulated environment in which Ritter operates, the activities of 
Ritter employees must be carried out in accordance with applicable laws, rules, 
regulations, and contractual obligations.  Violations of laws or regulations may 
expose Ritter to legal or reputational risks and may also result in legal 
proceeding, loss of license, and potential civil and criminal penalties that could 
affect you and Ritter.

In addition, as a First Tier, Downstream, and Related Entity (“FDR”), Ritter has 
contracts with insurance carriers that offer Medicare Advantage (“MA”) and 
Prescrip-tion Drug plans (“PDP”).  As such, Ritter is cognizant of the importance 
of complying with the applicable laws, regulations, and Center for Medicare & 
Medicaid Services (“CMS”) guidelines pertinent to these products in carrying out 
its activities as a FDR.

As such, we are each expected to:

 •        Understand and comply with relevant laws, regulations, and 
           compliance processes that apply to our position; and

 •        Ensure controls and processes are effectively implemented and 
           compliant with all requirements.

If at any time you are unsure whether a course of action is lawful or ethical, seek
advice from your immediate supervisor or from the Compliance Officer.

Question
I overheard a co-worker telling an agent that it is fine to back date a Scope of Appointment to meet the 
required time frame.  I don’t work with this individual so it does not affect my work.  Do I just pretend that I 
didn’t hear anything?

Answer
It’s important to speak up anytime you see something that you believe might be against the law, 
regulation or is otherwise unethical, even if the questionable conduct does not affect you.
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Ritter and its employees will cooperate with investigations by government 
agencies and are prohibited from knowingly making false or misleading 
statements to a government official.

If you received an inquiry from a government agency concerning a Ritter matter, 
you must refer the inquiry to your immediate supervisor.  Alternatively, you may 
refer the inquiry to the Compliance Officer.

Adhering to CMS Fraud, Waste, and Abuse Guidelines

Generally, health care fraud is a misstatement of fact knowingly made for the 
purpose of obtaining health care benefits, services or other things of value.  Ritter 
is committed to support our insurance carrier partners in the effort of preventing, 
detecting and correcting incidents that could lead to health care Fraud, Waste, 
and Abuse (“FWA”). 

If you are aware, or become aware of any suspected fraud, waste or abuse 
incidents involving a Ritter employee or its agent, you must report it to your 
immediate supervisor or the Compliance Officer.

Complying with False Claims Act

The Federal False Claims Act (“Act”) is a federal law that prohibits knowingly 
submitting to the federal government a false or fraudulent claim for payment.  
The Act is designed to combat fraud, waste, and abuse against federal funds.  
Many states have enacted similar laws.  As a FDR to our insurance carrier partners, 
we must all comply with the Federal False Claims Act and any applicable state 
false claims acts. 

We must never make false claims statements or provide false records that are 
material to such claims of any kind to the federal government, any state 
government, or our insurance carrier partners.

Cooperating with Government Officials and Investigations
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Act in the Best Interest of the  
Company

Protecting Company Assets

Company assets include such things as facilities, equipment, technology,  
information, inventory, corporate funds, and office supplies as well as other  
intangible items such as Company name, financial data, intellectual property rights, 
and other business information.  These are assets acquired through company funds 
or through the collective work of Ritter employees and therefore must be used for 
legitimate and authorized business purposes.

Interacting with the Public Media

When communicating publicly, you must be cognizant of separating your 
personal views from the Company.  All news media requests must be forwarded to 
the Compliance officer.  

Conflict of Interest

Act in the best interest of Ritter while performing your job for the Company.  A 
conflict of interest arises when your personal activities and relationships adversely 
interfere, or appear to interfere, with your ability to act in the best interest of the 
Company.  Take particular care if you are responsible for selecting or dealing with a 
supplier on behalf of the Company.  Your personal interests and relationships must 
not interfere, or appear to interfere, with your ability to make objective 
decisions in the best interest of the Company. 

Ritter permits employees to engage in outside employment, including  
self-employment or other affiliations providing such outside employment does not 
compete with or otherwise interfere with the employee’s ability to fulfill his/her job 
responsibilities or adversely affect Ritter’s competitive position.  Any employee who 
wishes to engage in any outside employment must submit a written request to
Human Resources for approval.

Question
I am very frustrated with the demanding and sometime rude behaviors of an agent so I posted a comment on an 
insurance forum regarding mine and my co-workers’ experience with this agent.  Is this ok?

Answer
Unfortunately you are representing Ritter publicly and your comment could negatively affect Ritter’s 
reputation.  You should not make a comment such as this regarding a client or agent.  You should resolve 
issue with the agent through the proper business channel.

3
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insurance carriers with contracts that offer MA and PDP Programs.  You must  
disclose any potential conflict of interest situations that could affect Ritter’s  
contractual relationship with the insurance carriers to the Compliance Officer.  
Additionally, the annual Conflict of Interest Disclosure Statement must be  
completed by all employees of Ritter.  If an actual or potential conflict arises, or 
changes occur to the previously disclosed information after the completion of the 
annual Conflict of Interest Disclosure, you must report the additional information 
or changes to the Compliance Officer immediately.  If a real or potential conflict  
exists, attempts will be made to manage, minimize, reduce, or eliminate the  
conflicts through instituting internal controls or other appropriate safeguards  
subject to agreement by the insurance carriers if the conflict affects the MA/PDP 
Programs.

Protecting Confidential and Protected Health Information

Information is vital to the success of any company and much of the information in 
Ritter’s possession is personal and private data, or information that is proprietary 
and confidential to our company.  Company owned proprietary information 
includes information regarding the company or in which the company has an 
ownership interest.  Examples of proprietary information include business 
strategies, financial data, trade secrets, and other confidential information.  
Confidential information includes information about our employees.  In addition, 
certain information in Ritter’s possession is entrusted to us by clients and 
business partners that may contain personal identifiable information.

Ritter respects the privacy of all its employees, business partners, and clients.  We 
must handle personal data responsibly and in compliance with all applicable 
privacy laws. 

Those of us who handle the personal data of others must:

 • Act in accordance with applicable law;

 • Act in accordance with any relevant contractual obligations;

 • Collect, use and process such information only for legitimate
  business purposes;

 • Restrict access to the information to only those who have a
  legitimate business purpose for seeing the information; and

 • Take great care to prevent unauthorized disclosure.  Refer to the 
  Ritter Privacy and Security Policy for additional guidance. 14



Conduct Business in a Fair and Honest 
Manner

Dealing with Clients and Business Partners

Ritter values its partnerships with clients and business partners.  We strive to deal 
fairly with our clients and treat them honestly and with respect.  At Ritter, each of 
us is expected to:

 • Not engage in unfair, deceptive or misleading practices.

 • Present Company products in an honest and forthright manner.

 • Do not offer, promise or provide anything to a client in exchange for  
  an inappropriate advantage for the Company.

 • Misrepresent our products or services in a manner to gain  
  competitive advantage.

Dealing with Competitors

Ritter is committed to competing fairly and honestly.  We are not permitted to use 
illegal means, such as misrepresentation, theft, bribery, or other improper means 
to gather competitive data.  However, employees are encouraged to obtain  
competitive information in a legal and ethical manner such as information 
available in the public domain, filings with government agencies that are available 
to the public, public presentations, journals, magazine articles, annual reports, or 
other published information. 

You also may not accept or use competitive information made available to you 
that you believe to be obtained through illegal or unethical means or is 
otherwise disclosed to you by mistake.

Question
I received an email from a client with an attached document that contains personal identifiable information.  
The document appears to be inadvertently attached.  What should I do with it?  Should I forward the document 
to my supervisor to handle?

Answer
You should immediately notify the Compliance Officer to determine the proper course of action.  You 
should avoid forwarding the document to anyone internal or external until further review is 
completed.  Distributing any protected health or personal identifiable information, even if the data is 
received in error, will consider a breach. 

4

15



Co
nd

uc
t 

Bu
si

ne
ss

 in
 a

 F
ai

r 
an

d 
H

on
es

t 
M

an
ne

r Accepting or Offering Kickbacks and Gifts

The giving and receiving of gifts and entertainment is a common business 
practice.  Appropriate business gifts and entertainment are welcome 
courtesies designed to build goodwill and strengthen the relationships among 
business partners.  However, you must avoid gifts, favors, or improper 
incentives of any kind that may compromise a business decision.

Therefore, our business deaings with vendors, contractors, government 
entities, or clients must be based only on sound business decisions and fair 
dealings. 

You must not offer or accept any kickbacks, gifts, entertainment, gratuities, or 
anything of value from vendors, company representatives, or to government 
officials in exchange for an unfair competitive advantage in connection with 
any government funded program.
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Provide a Safe and Healthy Working 
Environment

One of the Ritter Core Values is people – we treat all people and each other with respect 
and dignity, and we value individual differences.  Ritter makes all employment decisions 
based on the individual’s qualification without respect for race, age, sex, religion, national 
origin, ancestry, creed, sexual orientation, mental or physical disability, veteran status, or 
any other status or characteristic protected by law.  

Value Workforce Diversity

We believe the the diverse ideas and backgrounds of our employees bring strength to 
Ritter.  Ritter is committed to promoting and maintaining a culture of inclusion where 
each of us can utilize our background and experience to bring innovative ideas.  We are 
expected to treat all people, clients and each other with professional respect and courtesy, 
regardless of their position, age, race, sex, disability, or other differences.   

Foster a Safe and Harassment-Free Environment

Ritter has a zero tolerance policy for any workplace harassment whether it involves an  
employee, visitor, or anyone conducting business with Ritter.  Harassment takes many 
forms which may be of a physical, sexual, written, or verbal manner.  Ritter will not tolerate 
any unwelcome behaviors about a person’s race, color, sex, gender identity, age, religion, 
national origin, ancestry, veteran status, sexual orientation, physical or mental disability, or 
genetic information.

Question
A co-worker tells jokes about a certain ethnicity and I just don’t feel comfortable when these jokes are being told.  I don’t 
want to offend him, but what should I do?
 
Answer
Chances are others may feel the same way.  You should raise the issue with the HR Manager.

5
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Provide a Safe and Healthy Working Environment

Provide a Safe and Healthy Work Environment

Workplace safety also extends to our physical work environment.  While Ritter has the 
responsibility to protect the health and safety of employees and those who visit our 
facilities, we, as employees, play a role in ensuring workplace safety.  Each Ritter employee 
is committed to achieving this goal and is required to:

 • Serve as a good role model to coworkers for safe work practices and 
  behavior.

 • Maintain his/her personal work area and common areas in a clean and
  orderly manner; good housekeeping means a safer workplace.

 • Notify the Human Resources Manager or your immediate supervisor of 
  any unsafe or hazardous conditions and unsafe behavior in the workplace   
  everyone’s safety may depend on your action.

18
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themselves within the Company and to ensure consistent handling of potential 
violations of the Code.  
 

Responsibility 

The responsibility for administering the Code rests with the Ritter Compliance 
Committee.  The Compliance Committee is comprised of senior leaders of  
Ritter.  The Committee will provide oversight and necessary resources to  
support the Compliance Program.  The Code is reviewed and approved at-
least annually by the Committee. 
  

Investigation of Potential Code Violations

Ritter will promptly and fairly investigate any reported concerns, and will 
institute corrective actions when appropriate.  You may report any actual or 
suspected violation of the law or our Code following the guidelines outlined 
in the “Using the Code as Your Guide” section.  In appropriate instances, Ritter 
may report the matter to governmental agencies for further investigation.

Disciplinary Actions

Failure to comply with the Code and/or Company policies could result in  
disciplinary action.  Ritter strives to impose discipline that fits the nature and 
circumstances of each Code violation.  Violations of a serious nature may 
result in suspension without pay; loss or reduction of merit increase, or 
termination of employment.  

When an employee is found to have violated the Code, notation of the final 
decision, and a copy of any letter of reprimand, will be placed in the 
employee’s personnel file as part of the employee’s permanent record. 

Signature and Acknowledgement

All new employees must sign an acknowledgement form confirming that they 
have read the Code and agree to abide by its provisions.  All employees will 
be required to make similar acknowledgements on an annual basis.  Failure to 
read the Code or sign the acknowledgement form does not excuse an 
employee from compliance with the Code.
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the Code, Human Resources, training, and other company guidelines.  If you 
are not sure where to locate these policies, ask your manager, Human 
Resources Manager, or the Compliance Officer.

Policies and Guidelines
 
It is not possible for the Code to address all workplace conducts and situa-
tions.  Ritter maintains additional policies and guidelines that may provide 
further guidance on matters in the Code or address conduct not covered by 
the Code.  Below is a list of these policies.

 • Ritter Employee Handbook

 • Federal Health Care Program Exclusion Screening

 • Record Retention for Ritter Employees

 • Record Retention for Materials Related to Sale of Medicare
  Products

 • Employee Training for Employees working on behalf of 
  insurance carriers who are contracted with CMS with Medicare  
  Advantage and/or Medicare Prescription Drug Plans

 • Disclosure of Conflict of Interest

 • Insurance Agent Oversight

 • Agent Compensation

 • Handling of Protected Health Information/HIPPA

 • IT Security Policy
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