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INTRODUCTION 

PBP Management Group, Inc. (“PBP” or the “Company”) has adopted this Employee Code 
of Business Ethics and Conduct to summarize and provide guidance with respect to our legal and 
ethical obligations in the conduct of our business.  The ethics principles and conduct guidelines 
discussed in this Code apply to all PBP employees, members of its Board of Directors, and its 
agents and representatives when acting on the Company’s behalf.  In addition to being required 
to read this Code upon its receipt, all employees will receive initial and refresher training with 
respect to the items that appear in this Code on no less than an annual basis and are required to 
review this Code each year in conjunction with such training.  To the extent any terms of the 
Code conflict with provisions in a Collective Bargaining Agreement (“CBA”), employees covered 
by the CBA are advised that the CBA governs.  If the CBA does not address a matter that is 
covered by the Code, please refer to the Code for guidance. 

PBP subcontractors providing personnel to perform at government facilities under PBP 
prime contracts shall also be provided a copy of this Code to ensure compliance with applicable 
laws, rules, and contract terms and conditions.  

GENERAL ETHICS & COMPLIANCE STANDARDS  

PBP’s compliance standards encompass many areas including the workplace, 
relationships with competitors and customers, and federal contracts.  Although it is not possible 
to address every issue that might arise in a single Code like this, all employees are expected to 
comply with all ethics and compliance standards affecting their jobs. 

To help you make the right decision when faced with a difficult situation, some questions 
you should ask yourself include: 

CHECKLIST 
To help you make the right decision when faced with a difficult situation, 
some questions you should ask yourself include: 

 IS MY INTENDED ACTION IMPROPER OR DOES IT HAVE THE APPEARANCE 
OF AN INAPPROPRIATE ACT? 

 AM I BEING FAIR AND HONEST? 

 ARE MY ACTIONS ILLEGAL OR UNETHICAL? 

 DO I FEEL UNEASY WITH MY INTENDED COURSE OF ACTION? 

 WILL MY ACTIONS STAND THE TEST OF TIME? 

 HOW WOULD I FEEL IF MY FAMILY, FRIENDS, AND NEIGHBORS KNEW 
WHAT I WAS DOING? 
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Make your guiding principle: if in doubt, don’t do it.  The goal at PBP is to be certain you are 
doing the right thing. 

The guidelines discussed in this Code are intended to be just that – general principles and 
guidelines.  Depending on the nature of your work, there may be any number of rules, regulations 
and Company policies with which you must also comply.  Again, all employees are expected to 
comply with all standards affecting their jobs.  Overriding principles that should govern each 
employee that are discussed more fully in later sections of this Code can be summarized as 
follows: 

OVERRIDING ETHICS PRINCIPLES 

 KNOW AND FOLLOW THE LAW. 

 STRICTLY ADHERE TO ALL 
COMPANY POLICIES. 

 USE CUSTOMER AND COMPANY 
ASSETS WISELY AND FOR 
LAWFUL PURPOSES. 

 STEER CLEAR OF CONFLICTS OF 
INTEREST. 

 KNOW THE RULES ABOUT 
EMPLOYING FORMER 
GOVERNMENT OFFICIALS. 

 KEEP ACCURATE AND COMPLETE 
RECORDS. 

 MAKE ACCURATE PUBLIC 
DISCLOSURES. 

 CAREFULLY BID, NEGOTIATE, AND 
PERFORM GOVERNMENT CONTRACTS. 

 PROTECT PROPRIETARY 
INFORMATION. 

 REPORT QUESTIONABLE CONDUCT.  

 AVOID ILLEGAL AND QUESTIONABLE 
GIFTS AND BUSINESS COURTESIES. 

 USE COMMON SENSE. 

COMPANY POLICY, BACKGROUND, AND OVERSIGHT 

I. COMMITMENT TO ETHICS AND COMPLIANCE 

PBP’s seeks to ensure that its officers, directors, employees, agents and representatives 
follow the highest standards of business integrity. 

PBP is committed to ensuring that those who conduct Company business or otherwise 
represent the Company meet the legal and ethical obligations discussed in this Code.  Indeed, 
the Company’s reputation as a respected and successful employer depends on our mutual 
respect for the law and principles of ethical conduct. 
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As explained in this Code, all employees of PBP are obligated to conduct the Company’s 
business in an ethical and legally-compliant manner at all times.  Employees are responsible not 
only for their own behavior but also for identifying and reporting issues of ethical concern that 
involve other employees.  PBP will enforce the policies and guidelines discussed in this Code and 
other Company ethics materials that may be issued and appropriately discipline those who 
deviate from these policies.  

Management is committed to ensuring that the Company and its officers, directors, 
employees, agents and representatives do not engage in any unethical or illegal conduct.  Others 
outside the Company are likewise committed to making certain proper practices are followed 
and, to this end, have mechanisms in place to monitor the Company’s compliance.   

If ethics or procurement integrity questions arise, recognize that PBP has put systems in 
place to respond to those questions.  Seek answers before you proceed. 

EMPLOYEE COMMITMENTS COMPANY COMMITMENTS 

→ ACT IN A RESPONSIBLE & ETHICAL 
MANNER AT ALL TIMES 

→ IDENTIFY AND QUICKLY REPORT ALL 
ISSUES OF ETHICAL CONCERN 

→ FOLLOW GUIDELINES LAID OUT WITHIN 
THIS CODE  

→ ENSURE THAT EMPLOYEES ARE ACTING 
RESPONSIBLY & ETHICALLY  

→ DEVELOP SYSTEMS FOR THE PROMPT 
RESOLUTION OF COMPLIANCE ISSUES 

→ RESPOND TO ALL ETHICAL CONCERNS IN 
AN APPROPRIATE MANNER 

II. REPORTING IMPROPER CONDUCT 

PBP employees have an overriding obligation to the Company to make sure that improper 
conduct, at any level, is identified so that the Company can take proper action.  Standing by and 
not reporting improper conduct by a fellow employee or supervisor is unacceptable.  All 
government contractors must have in place systems to prevent and report on fraud, waste, and 
abuse in the performance of government contracts.  

As a government contractor, PBP is required to make a disclosure to the Government 
whenever it has credible evidence to believe an employee, agent, or subcontractor has 
committed a violation of criminal law involving fraud, conflict of interest, bribery, or gratuity 
violations found in Title 18 of the US Code, or a violation of the civil False Claims Act, or a contract 
financing or invoice overpayment, in connection with the award or performance of the contract.  
It is important that PBP employees assist the Company in fulfilling this obligation.   
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*     *     *     ALERT     *     *     * 
 
Under federal rules, all government contractors are required to self-disclose any 
perceived criminal conduct by the corporation.  In furtherance of this goal, the company 
here reemphasizes the following policies:    

 EMPLOYEES MUST REPORT ANY INSTANCE OF IMPROPER CONDUCT OR 

SUSPECTED IMPROPER CONDUCT BY A FELLOW EMPLOYEE. 

 REPORTS OF IMPROPER CONDUCT SHOULD BE SUBMITTED TO YOUR 

SUPERVISOR, TO THE COMPLIANCE OFFICER, OR USING THE HOTLINE. 

 ALL REPORTS OF IMPROPER CONDUCT ARE CONSIDERED TO BE CONFIDENTIAL 

AND CAN BE MADE ANONYMOUSLY. 

 ANY EMPLOYEE MAKING A GOOD FAITH REPORT OF AN ACT OF IMPROPER 

CONDUCT OR SUSPECTED IMPROPER CONDUCT WILL BE PROTECTED FROM 

RETRIBUTION OR REPRISAL. 

 

III. COMPLIANCE OFFICER 

Consistent with its objectives, PBP has appointed a Compliance Officer who is responsible 
for ensuring compliance with and investigating any reports of violations of the Company’s 
business ethics principles.  The Compliance Officer, who is appointed by and reports directly to 
PBP’s President, is responsible for overseeing company-wide efforts to promote a positive, 
ethical work environment for all employees and to support business practices that engender 
confidence among those with whom we do business.  Paris Lipsey-Coley currently serves as the 
Company’s Compliance Officer. 

As a general rule, questions or concerns of an ethical nature or that involve issues of 
statutory or regulatory compliance should be brought to the attention of the Compliance Officer. 

There are several ways to contact the Compliance Officer: 

E-MAIL PLIPSEYCOOLEY@PBPMGMTGROUP.COM 

TELEPHONE 316-214-2614 

CALL FOR:  

 TELEPHONE CONSULTATIONS 

 SCHEDULING A PERSONAL   

APPOINTMENT 
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MAIL 2102 E. 21ST ST. N. 
WICHITA, KS 67214 

EMPLOYEE’S CONFIDENTIAL REPORT OF 

CONCERN - FORMS FOR ANONYMOUSLY 

REPORTING LEGAL OR ETHICAL ISSUES OF 

CONCERN ARE PROVIDED TO EACH EMPLOYEE 

AND ARE AVAILABLE IN THE MAIN LOBBY OF 

PBP’S OFFICES.  COMPLETED FORMS 

SHOULD BE MAILED TO THE COMPLIANCE 

OFFICER. 
 

PBP’s third-party compliance hotline, can be accessed via the following: 

INTERNET pbpmgmtgroup.ethicspoint.com  

TELEPHONE 1-844-905-2954 

 

Promptly reporting ethics and business conduct issues and concerns is essential.  The 
Compliance Officer must be made aware of matters of concern in order to address them. 

When you contact the Compliance Officer, your communication will be protected to the 
maximum extent practicable and your concern will be thoroughly addressed.  You need not 
identify yourself – all reports, whether anonymous or not, will receive the same diligent 
attention. 

 

In addition to reporting to the designated company official or hotline, this policy does not prevent 
an employee, with a reasonable belief that wrongdoing has occurred (a violation of law, rule or 
regulation; gross mismanagement; gross waste of funds; abuse of authority; substantial and 
specific danger to public health or safety) from making a protected disclosure by reporting to the 
appropriate (1) member of Congress or a representative of a committee of Congress; (2) 
Inspector General; (3) U.S. Government Accountability Office; (4) Federal employee responsible 
for contract or grant oversight or management at the relevant agency; (5) authorized official of 
the Department of Justice or other law enforcement agency; (6) court or grand jury. 

BUSINESS ETHICS AND CONDUCT – THE WORKPLACE 

I. QUALITY IN OUR WORK 

PBP is committed to ensuring the highest degree of quality work on all of our contracts 
for all of our customers. 
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It is the responsibility of each employee to provide quality service to our customers.  It is 
also the responsibility of each employee to advise his or her supervisor or the Compliance Officer 
if any other employee deviates from the Company’s commitment to provide quality service. 

II. TREATMENT OF FELLOW EMPLOYEES 

PBP employees are expected to treat their fellow employees in a professional, courteous, 
and respectful manner.  Discrimination on the basis of race, sex, national origin, sexual 
preference, age, disability or other feature protected by state or federal statute is strictly 
forbidden.  Harassment of any form is unacceptable.  Employees who engage in such conduct will 
be subject to immediate disciplinary action, up to and including termination. 

PBP also strictly forbids substance abuse in the workplace.  Substance abuse not only 
affects relationships between employees but can also have a negative effect on the quality of our 
work. If you believe that you or one of your colleagues is struggling with substance abuse, let 
your supervisor or the Compliance Officer know so that they can take appropriate action to assist 
the affected employee and protect the Company. 

III. PRESERVING COMPANY ASSETS 

The proper use of Company assets is every employee’s responsibility.  All Company assets 
should be used with the utmost care and respect guarding against improper use, waste, abuse, 
loss, and theft.  Company assets must be used for the benefit of the Company.  The use of PBP 
assets for individual profit or any unlawful, unauthorized, personal or unethical purpose is strictly 
prohibited. 

IV. CONFLICTS OF INTEREST 

All full-time employees of PBP are expected to devote their full and complete efforts to 
their duties at PBP.  Employees are expected to conduct their business, financial and personal 
affairs in a manner that does not create conflicts with the faithful performance of their 
responsibilities. 

It is impossible to list every situation where a conflict could occur.  Some areas, however, 
are more obvious than others – to avoid potential conflicts of interest, employees are prohibited 
from engaging in the following activities: 
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CONFLICTS OF INTEREST - EXAMPLES 

 OBTAINING OUTSIDE 

EMPLOYMENT WITH ONE OF 

OUR COMPETITORS OR WITH 

A COMPANY WITH WHICH WE 

DO BUSINESS. 

 OWNING OR HAVING AN 

INTEREST IN A BUSINESS THAT 

IS A COMPANY COMPETITOR 

OR SUPPLIER. 

 PROVIDING BUSINESS TO AN 

INDIVIDUAL OR ENTITY 

OWNED OR CONTROLLED BY 

AN EMPLOYEE OR HIS OR HER 

FAMILY.  

 PROVIDING CONSULTING 

SERVICES TO A COMPANY 

CUSTOMER OR SUPPLIER. 

 
Concerns about conflicts of interest are not unusual and it is often difficult to determine 

whether a particular situation is, in fact, a conflict of interest.  Conflicts can arise innocently, but 
need to be investigated to the extent necessary to determine that PBP’s interests are best served. 

Employees who have questions about whether aspects of their business, financial or 
personal relationships may be considered or potentially create conflicts of interest should 
contact the Compliance Officer for further guidance. 

V. EMPLOYING PRESENT AND FORMER GOVERNMENT EMPLOYEES 

Applicants for employment at PBP may from time to time include present and former 
government employees.  There are strict limits under federal conflicts of interest statutes relating 
to the hiring of such individuals, particularly Department of Defense personnel, uniformed 
members of the armed services, and retired military personnel.  Applicable rules extend to 
contracts with current government employees to discuss their potential employment by the 
Company or their use as consultants or subcontractors.  Before a present or former government 
employee may be employed at PBP, or contacted regarding possible employment opportunities, 
the Compliance Officer must be consulted to ensure that no violations of law occur. 

VI. IMMIGRATION COMPLIANCE 

Federal prime contractors and subcontractors are required to use the U.S. Citizenship and 
Immigration Service’s E-Verify system to electronically verify employees’ employment eligibility.  
Employers must enter the information contained on an employee’s Form (I-9) into E-Verify’s web 
interface.  The program then runs the information through federal databases to confirm the 
employee’s name, social security number, date of birth, and citizenship status.  E-Verify also has 
a photo screening tool that matches a picture contained on some permanent resident cards and 
employment authorization cards with official USCIS records. 



PBP Management Group, Inc. Confidential Proprietary Information – Protect from 
unauthorized use, release or disclosure pursuant to FOIA, 5 USC 552 Exemption 

 

Code of Business Ethics & Conduct 
8 

All new hires and all existing employees that work directly on government contracts 
valued at $100,000 or more must be processed through E-Verify.  To enroll in E-Verify, 
contractors must agree to abide by current legal hiring procedures and to ensure that no 
employee will be unfairly discriminated against in the use of E-Verify. 

VII. PROTECTING AND MAINTAINING GOVERNMENT PROPERTY 

Some contracts may require PBP to use equipment or property that belongs to the 
government.  Government-furnished equipment or property must be used only in the manner 
specifically provided for by the contract. When working at a government worksite, PBP 
employees must follow all applicable rules and only use government-furnished equipment and 
property in accordance with the contract terms. Unauthorized use of such equipment or 
property may result in discipline up to and including immediate termination. Such equipment 
and property must also be cared for as required by the contract or, in the absence of any specific 
instructions, as though it were property of PBP.  Destruction or theft of government property is 
punishable under federal law by imprisonment and large fines. 

VIII. FINANCIAL REPORTING AND RECORDS 

PBP employees must strictly comply with the many laws, rules, and regulations that 
govern the business operations of a corporation operating in the states and countries in which 
PBP does business.  Additionally, PBP employees must comply with the laws, rules and 
regulations that apply specifically to government contractors doing business with the federal 
government, both here and abroad. 

It is the duty of each employee to maintain the accuracy and reliability of the Company’s 
business records.  These records are crucial for compliance with regulatory, tax, and financial 
reporting requirements.   

All PBP employees who enter information into business records, or regulatory or 
financial reports are responsible for doing so in a truthful, accurate, legible and timely manner.  
There are no exceptions to this rule. 

If an employee believes his or her statements have been misunderstood, the employee is 
responsible for clarifying his or her representations.  If information required to be provided by 
PBP was inadvertently omitted, the information must be supplied promptly.  If an employee is 
asked to enter information into business records that he or she does not believe is accurate or 
reliable, such employee should refuse to make the entry and should contact the Compliance 
Officer. 

The need to be truthful and accurate in our business relationships arises in many of the 
everyday activities of our employees.  Several of these activities and the Company’s expectations 
are described below. 
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A. Bidding for and Negotiating Contracts 

Employees who prepare bids to a government agency or other customer must be 
absolutely certain that there are no misrepresentations or intentional omissions in any of the 
information provided. 

If you are involved in proposals, bid preparations, or contract negotiations, you must be 
certain that all statements, communications, and representations to prospective customers are 
accurate and truthful.  Once awarded, all contracts must be performed in strict compliance with 
the agreement terms, specifications, and requirements. 

B. Labor and Materials Charging 

Employees who complete time cards must report all hours correctly.  While the details of 
record keeping may be complex, the principles to be followed are quite simple.  Honesty and 
integrity should govern your actions. 

 All labor and material costs must be charged accurately. 

 Any employee found to have intentionally falsified time reports or other records 
will be subject to immediate dismissal. 

Occasionally mistakes will occur when labor or materials are charged.  Mistakes must be 
corrected, but changes to Company documents can only be made using proper methods and with 
a supervisor’s approval.  Supervisors are responsible for assuring that the employees on their 
projects properly charge their time and materials. 

C. Certifications 

Contracts may require PBP to provide certifications or other representations that specific 
procedures have been performed, particular materials have been used, or required tests or 
inspections have been performed.  Employees who prepare certifications in connection with a 
customer’s requirements or governmental regulations must ensure that all representations are 
truthful. 

D. Invoices, Claims and Other Requests for Payment 

Employees who submit invoices, claims and other requests for payment to government 
agencies and commercial customers must make certain that the invoices and claims and their 
supporting documentation reflect accurate and truthful information. 

As with other areas of your employment, your actions should be governed by principles 
of honesty and integrity. 

 You may not charge the government, or any other customer, for work not 
performed or a service not provided. 



PBP Management Group, Inc. Confidential Proprietary Information – Protect from 
unauthorized use, release or disclosure pursuant to FOIA, 5 USC 552 Exemption 

 

Code of Business Ethics & Conduct 
10 

 You may not knowingly or in deliberate ignorance of the facts provide a false 
statement or false certification, written or oral, to the government or any other 
customer. 

 Reasonable steps should be taken to confirm the accuracy of information before 
any invoice or claim is submitted. 

Failure to comply with this most fundamental obligation may result in criminal and civil 
liability for both PBP and the employee(s) involved.  It may also result in a breach of contract 
action against the Company.  Certainly, PBP’s reputation will be damaged and our ability to win 
new contracts and stay financially healthy will be adversely affected. 

Because of the potentially severe consequences of making untruthful or inaccurate 
statements to our customers, PBP will take certain, swift, and harsh disciplinary action against 
any employee who violates this rule. 

IX. PROPRIETARY, CONFIDENTIAL AND CLASSIFIED INFORMATION 

Employees must be careful not to disclose proprietary or confidential business and 
technical information of PBP to anyone outside of the Company unless they have received proper 
authorization from the Company.  Proprietary and confidential information includes, for 
example, all financial data, trade secrets, patents, copyrights, market surveys, business and 
marketing plans, engineering designs, construction plans, and certain software and test results.  
In some instances, the information will have been developed by PBP and, on other occasions, the 
information will have been provided to the Company from a customer in connection with 
contract performance. 

To avoid making an inadvertent disclosure of confidential information, employees should 
not discuss Company business in the presence of third parties or in public locations, such as 
restaurants, stores, or elevators.  Additionally, employees should not take Company materials 
with them to their homes, restaurants, or other locations.  Care must also be taken when 
speaking about business with family members or friends because even innocent conversations 
may lead to the public disclosure of proprietary or confidential information. 

In the course of normal business activities, it is also possible that suppliers, customers, 
competitors and others may divulge to PBP employees information that is proprietary to their 
business.  Those confidences must be respected. 

BUSINESS ETHICS AND CONDUCT – DEALING WITH OTHERS 

PBP employees must follow exemplary standards of conduct when dealing with the 
government and private entities.  There are numerous statutory and regulatory provisions 
regarding the standards that are expected to be followed.  And there are stringent penalties for 
noncompliance. 

To ensure that there is no attempt to improperly influence the contractual decisions of 
others and to require honesty when dealing with others, the following standards of conduct must 
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be followed at all times.  In addition, any PBP employee who becomes aware of a breach of these 
guidelines by other PBP employee(s) must promptly report such breach to his or her supervisor 
or to the Company’s Compliance Officer. 

I. BUSINESS CONTACTS WITH COMPETITORS 

PBP competes for most of its business by submitting bids or proposals to government 
agencies or other customers.  We must be certain that in competitive business circumstances we 
do not violate any of the antitrust laws of the United States or those of other countries where we 
do business.  The antitrust laws prohibit any arrangement among competitors to restrict 
competition without providing any benefits to the public.  Such arrangements include bid rigging, 
price-fixing and collusion in connection with the award of bids or proposals. 

Employees of PBP must not under any circumstances enter into discussions with 
employees of any competitors for the purpose of participating in the following restrictive 
practices: 

 

RESTRICTIVE TRADE PRACTICES 

 FIXING OR CONTROLLING 

PRICES 

 MISREPRESENTING OR 

HARASSING 

COMPETITORS 

 LIMITING OR 

RESTRICTING SERVICES 

OFFERED FOR ANTI-
COMPETITIVE PURPOSES 

 IMPLEMENTING 

DISCRIMINATORY PRICING 

 BOYCOTTING SPECIFIC 

SUPPLIERS, VENDORS, OR 

SUBCONTRACTORS 

 CONTROLLING PARTICULAR 

GEOGRAPHIC AREAS OR 

MARKETS 

 
Any employee who is approached to engage in such a prohibited conversation or who 

participates in a meeting where such conversations take place should advise the individuals 
involved that he or she will not engage in such conversations and, if  necessary, the employee 
should end the conversation or leave the meeting.  Employees who experience such incidents or 
who learn of any such activities should advise the Compliance Officer. 

II. OBTAINING ACCESS TO CONFIDENTIAL OR SENSITIVE INFORMATION 

Employees of PBP may not solicit or receive sensitive information about its competitors 
from sources that are not legitimate.  Employees may not engage in industrial espionage, such 
as stealing information or wiretapping a competitor’s telephones.  Additionally, PBP cannot 
retain consultants to obtain information using improper means. 
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Employees must be cautious about the methods they use to obtain information from 
government agencies.  Federal law strictly regulates access by bidders or offerors, such as PBP, 
to proprietary, confidential, and classified information.  Employees must make certain that such 
information is obtained only from authorized sources.  If any employee is unsure of the source 
of certain information or whether a source is authorized, the employee should contact the 
Compliance Officer for guidance. 

III. GIFTS, GRATUITIES, AND BUSINESS COURTESIES 

All employees must ensure that any payments made by or on behalf of PBP are made only 
for legitimate purposes.  You should not give or offer anything of value, either directly or 
indirectly, that would be beyond usual or customary practices or would violate the laws on giving 
gifts to United States or foreign government officials. In particular, there are express prohibitions 
on the giving or receipt of gifts from the company or its personnel to procurement officials.     

There are numerous statutes, rules and regulations that govern the giving and receiving 
of gifts, meals and entertainment.  To avoid confusion and mistakes, PBP has implemented the 
following general guidelines.  However, because there are very complex rules and regulations in 
this area, you should contact the Compliance Officer if you have questions.  If there is any doubt, 
don’t do it. 

A. Business Courtesies to Foreign Government Personnel and Officials 

Because PBP serves customers outside of the United States, it is extremely important that 
all Company employees and representatives in any way involved with PBP’s foreign operations 
be familiar with the Foreign Corrupt Practices Act (“FCPA”).  The FCPA is a United States law that 
prohibits corruptly giving, offering, or promising anything of value to foreign officials or foreign 
political parties, officials or candidates, for the purpose of influencing them to misuse their 
official capacity to obtain, keep, or direct business or to gain any improper advantage.  Further, 
the FCPA prohibits knowingly falsifying a company’s books and records or knowingly 
circumventing or failing to implement accounting controls.  Similar laws are in effect in Canada.  
Nothing less than strict compliance will suffice.  

Employees must be familiar with the FCPA and with similar laws that govern our 
operations in Canada.  Further, all transactions involving foreign officials must be approved by 
and coordinated with the Compliance Officer. 

B. Business Courtesies to Federal Government Employees 

Employees are strictly forbidden from offering or providing anything of value, tangible or 
intangible, to government employees or members of their family.  Items of value may include, 
but are not limited to, personal loans, holiday gifts, transportation, entertainment, meals, event 
tickets, etc.  Any exception to this policy must be approved in advance by the Compliance Officer 
in writing. You must not offer something of value to a government employee or their family 
members unless you’ve checked with the Compliance Officer and received prior approval. 
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Any PBP employee who becomes aware of any officer or employee of the government or 
a private commercial customer soliciting any payment, gratuity, or favorable conduct, must 
immediately report the incident to their supervisor or the Compliance Officer. 

Violation of the policy restricting gifts to government employees may result in serious 
charges for bribery or illegal gratuities against PBP and the employee(s) involved.  Severe 
disciplinary action will be taken. 

This policy does not prohibit employees from socially entertaining any friends or family 
members who may be employees of a government agency.  The entertainment may not, 
however, be connected in any way with the business of PBP. 

IV. RECEIPT OF KICKBACKS AND GRATUITIES 

PBP employees may not solicit or accept, or attempt to solicit or accept, anything of value, 
including money, fees, commissions, credit, gifts, or other compensation of any kind, from a 
supplier, vendor, or subcontractor to the Company.  This policy is necessary to ensure that we 
are not influenced in an unethical or illegal manner in our business relationships with others and 
in the award of contracts or subcontracts.  This policy also applies to the family members of our 
employees. 

Gifts include discounts and personal services, as well as material items.  Employees may 
accept discounts or promotional items from companies with which PBP conducts business only 
to the extent that such benefits are offered to the general public. 

If a supplier, vendor, or subcontractor sends you a gift or if a gift is delivered to your home, 
you should inform your supervisor.  Your supervisor will make arrangements for the gift to be 
returned and make certain that the sender is reminded of the Company’s policy.  If an employee 
believes that a supplier, vendor or subcontractor seeks to provide a gift to obtain favorable 
treatment from PBP, the employee should immediately report this conduct to the Compliance 
Officer. 

This policy does not apply to gifts of a token or nominal value (less than $10).  Employees 
may receive from suppliers inexpensive items, such as pens and pencils, calendars, or memento 
paperweights. 

OTHER ETHICAL AND LEGAL ISSUES 

It is not possible for this Code to address every law, rule, regulation, or Company policy 
that may affect our activities in the workplace.  Nor is it possible for the Code to provide guidance 
on every potential concern an employee may have.  Employees should bring new or unusual 
issues of concern to the attention of their supervisors or the Compliance Officer. 

The legal and ethical obligations addressed in this Code provide clear direction to each 
employee for many of the common situations that occur in the business environment.  PBP is 
confident that with this Code as a foundation and regular education and discussion about the 
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ethical concerns that may arise in the workplace, we will conduct ourselves with the highest 
degree of integrity in all our business relationships.   

BUSINESS ETHICS & CONDUCT CHECKLIST 

ALL EMPLOYEES MUST: 

 ATTEND ANNUAL TRAINING 

 READ AND ANNUALLY REVIEW THIS CODE 

 STRICTLY ADHERE TO ALL COMPANY POLICIES  

 REPORT ALL IMPROPER ACTIVITY 

 AVOID CONFLICTS OF INTEREST 

 KEEP ACCURATE AND COMPLETE RECORDS 

 CAREFULLY PERFORM GOVERNMENT CONTRACTS 

 TREAT FELLOW EMPLOYEES IN A PROFESSIONAL 
MANNER 

 

Violations of many ethical standards involve criminal statutes.  Protect yourself by learning what 
you need to know and contacting your compliance counselor if you are unsure of the proper course of 
conduct, before you take action.   
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RECEIPT AND ACKNOWLEDGEMENT 

I have received a copy of PBP’s Code of Employee Business Ethics and Conduct.  I 
understand that I am responsible for knowing and adhering to the principles and standards 
outlined in the Code. 

 
 
EMPLOYEE 
 
 
NAME (print or type) ____________________________________ 

 
 

SIGNATURE  ____________________________________ 
 

 
DATE   ____________________________________ 


