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A Message from President & CEO Jason Metrokin
Bristol Bay Native Corporation (BBNC) has been in
business since 1972. Sited in Anchorage, Alaska, BBNC
was created pursuant to an Act of Congress to settle the
land claims of the Native people of Southwest Alaska.
BBNC’s mission is to benefit its shareholders through
economic development, cultural enhancement and
preservation, prudent land stewardship and educational
scholarships. Today, we represent approximately 10,000
shareholders and nearly 4,000 employees. Although
Alaska will always be our home, we are a global
company, with business operations around the world. No
matter where we work or how large our corporation grows,
we carry our values with us.
BBNC‘s success depends not only on high-quality
products and services, but on you, our employees. As a
corporation, we are committed to integrity in everything
we do — and we believe that is a shared responsibility. Each BBNC employee is an
ambassador for our corporation and our values.
I ask that you take the time to closely review the BBNC Code of Ethics and Business Conduct.
This important document sets out BBNC’s ground rules for conducting business and our
expectations for all employees, from summer interns, right up to the CEO.
This Code provides specific guidance applicable to all BBNC subsidiaries, entities and
business units worldwide and to all business activities conducted by the corporation. While it is
as comprehensive as possible, it is not possible to include specific answers to every question
that may arise. If you are faced with a situation that is not clearly addressed by this Document,
or if you have questions of any kind, please seek guidance from the other resources available
to you, including your supervisor, human resources manager, the BBNC compliance officer, or
BBNC legal department. And please don’t hesitate to make use of the BBNC Ethics Hotline
when appropriate.
I am proud to work for Bristol Bay Native Corporation and proud to represent you. Thank you
for the thoughtful, professional manner in which you represent our corporation every day.
Best Regards,

Jason Metrokin
President & CEO
Bristol Bay Native Corporation
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BBNC CORPORATE CONTACTS
President & CEO: ......................................................................... Jason Metrokin
Senior Vice President & Chief Operating Officer: ........................... Scott Torrison
Senior Vice President & Chief Financial Officer: ............................ Jeffrey Sinz
Senior Vice President & General Counsel: .................................... April Ferguson
Vice President & Chief Compliance Officer:................................... Sara Peterson
Vice President of Human Resources............................................. Rick Baird
Vice President of Risk Management ............................................. William Gornto
BBNC Facility Security Officer:...................................................... Inez Bielefeld

BBNC Main Number: 907-278-3602
BBNC ETHICS Hotline: 1-866-513-7078
BBNC Reporting Website: BBNC also has a Corporate-wide reporting website. You can
access the website through a link from your company website or at
http://bbnc.ethicaladvocate.com
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1.0 APPLICATION
This document is the Code of Ethics and Business Conduct for Bristol Bay Native
Corporation. We call it the Code and it applies to all directors, officers, employees, and
consultants of Bristol Bay Native Corporation (BBNC or Company), and to all officers and
employees of our subsidiaries and business units worldwide. When the Code talks about
“BBNC”, the “Company” or the “Corporation” it is intended to include BBNC and its employees,
as well as BBNC’s subsidiaries and their employees.

2.0 RESPONSIBILITY / ACCOUNTABILITY
2.1

Purpose and Policy

Bristol Bay Native Corporation is proud of our family of subsidiaries and our employees. We
take pride in the work that we perform. We expect ethical and honorable behavior of ourselves,
those who work for us, and those we work with – our business partners, vendors, and clients.
We set our performance standards high and we expect to be judged by the quality of our
work. We want to work with companies and individuals that share our values.
Bristol Bay Native Corporation is committed to ethical behavior, integrity, honesty, and
compliance with the law. This document is called the Code of Ethics and Business Conduct –
the Code. The Code is designed to set out the ground rules that we expect all of our employees
to follow.
Please take time to read and understand this document. If there is a something in the Code that
you do not understand or you would like further guidance – ask questions! We expect all
employees of BBNC and of our subsidiaries to read, understand, and to follow this Code of
Ethics.
After reading the Code you will be required to sign your name, certifying that you understand it.
If you have any questions about the Code ask your supervisor.
If you have any questions about the laws discussed in the Code or about specific policies,
discuss them promptly with your supervisor or Human Resources Manager. If you feel you need
more information, additional clarification, or if for some reason you do not feel comfortable
speaking with a supervisor, you may contact BBNC’s Compliance Officer or Legal Department.
A Reminder: If you are involved in anything illegal and BBNC becomes aware of it, any records
that BBNC may have of any involvement or disciplinary actions may be taken to law
enforcement officials.
Updates and Revisions to the Code of Ethics and Business Conduct: This document may
occasionally be updated or amended to reflect changes in laws and Bristol Bay Native
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Corporation policies and procedures. The most current and authoritative version of the Code is
available at: www.bbnc.net

2.2
Report Violations of the Code - Speak Up,
Speak Out
Take the time to either report to your supervisor, the
Human Resources or Legal departments, the BBNC
Compliance Officer or use the BBNC hotline if you
suspect that the Code is not being followed.
The Code is designed to protect you the employee,
the Company, and our clients. Reports will be
investigated promptly, with due respect for the rights
and privacy of all who may be involved in such an
investigation.
Persons reporting potential violations should be aware
that the need to investigate and correct any
impropriety may require disclosure of the matter
reported to a restricted group.
You will not get into trouble for asking questions or for reporting suspected problems. There will
be no retaliation against any person who reports what they believe in good faith to be a violation
of this Code of Ethics or of any law, rule, or regulation applicable to BBNC’s business. Use your
own good judgment and common sense. However, employees who make frivolous or bad faith
allegations of improper conduct may be subject to discipline up to and including termination of
employment.
BBNC also maintains an Ethics Hotline and Website to which employees can report any
suspected violations of the laws, regulations, and compliance requirements of the Code of
Ethics. A third-party provider runs the Reporting Hotline and Website. Employees may make
reports anonymously.
Consultants, Partners, Sub-Contractors, and others associated with BBNC and its subsidiaries
may also report suspected violations via the Ethics Hotline and Website.

BBNC Ethics Hotline: 1-866-513-7078
BBNC Ethics Reporting Website: http://bbnc.ethicaladvocate.com
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3.0 PERSONAL CONDUCT

3.1

Fair Employment Practices

Bristol Bay Native Corporation is committed to the fair
and equitable treatment of its employees. An
employee's qualifications, skills, and achievements are
the only factors upon which decisions concerning hiring
and promotions should be based, subject to the BBNC
Shareholder Preference Hire Policy.
Hiring and
promotion decisions must be arrived at without regard
to race, color, gender, sexual orientation, national
origin, religion, disability, marital or family status, or any other category protected by law. BBNC
does not tolerate discrimination.
YOUR RESPONSIBILITIES
•
•

3.2

Treat your fellow employees with respect and as you would like to be treated. Do not treat
your fellow employees differently because of the factors listed above.
Do no harm. The work environment at BBNC should be safe and welcoming. Do NOT
make or tolerate jokes, comments, or remarks based on a person's race, color, gender,
sexual orientation, national origin, age, religion, disability, marital or family status, or other
illegal consideration.
Sexual Harassment

Bristol Bay Native Corporation will not tolerate any form of sexual harassment. It is our policy to
provide all employees with a work environment free from unsolicited and unwelcome sexual
overtones. Conduct with sexual overtones that interferes with work performance or creates an
intimidating, hostile, or offensive work environment is forbidden. Decisions of employment shall
not be based on submission to or rejection of unwelcome sexual advances, requests for sexual
favors, or verbal or physical conduct of a sexual nature.
Watch out for each other. Do not tolerate bad behavior. Create an environment where men and
women feel safe and are respectful of each other.
YOUR RESPONSIBILITIES
•
•

•
•

Never make an unwelcome sexual advance toward a co-worker.
Do NOT make or tolerate sexual jokes, comments about persons' bodies, graphic
statements about sexual matters, or engage in offensive behavior of a sexual nature.
Remember that people react differently and someone may not feel comfortable telling you
that they are offended. It is better not to put them in such a position to begin with.
Do NOT display sexually suggestive objects or pictures at work.
Never suggest or imply that an employee's job, benefits, pay, advancement, or work
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•

3.3

environment will be affected by his or her response to a sexual advance.
Do not stay silent. Speak up, speak out, and report any inappropriate behavior of a sexual
nature.
Discrimination, Harassment or Bullying

Discrimination, harassment or bullying is strictly forbidden and will not be tolerated in the BBNC
workplace. Unwelcome conduct that impairs an employee’s ability to perform his or her job or
creates an intimidating, hostile, or offensive environment is strictly prohibited. Employees
should immediately report any conduct that they believe to be discrimination, against
themselves or another employee to their supervisor. If an employee believes his or her
supervisor has committed the offense, employees should contact BBNC’s Vice President of
Human Resources or BBNC Legal. All complaints will be treated in confidence to the extent
possible, and will be promptly investigated.
YOUR RESPONSIBILITIES
•

•
•
3.4

Do NOT use the basis of a person’s race, color, national origin, age, religion, disability
status, gender, sexual orientation, gender identity, genetic information or marital status to
evaluate an employee’s employment opportunities, work conditions, or performance.
Do NOT make comments that are unwelcome or offensive.
Do NOT coerce or intimidate an employee to do something inappropriate.
Conflicts Of Interest

Conflicts of interest arise when the personal interests of an employee influence, or appear to
influence, that employee's judgment or ability to act in BBNC's best interest.
It is always best to avoid even the appearance of a conflict of interest. If you have questions
whether an action would create a conflict of interest between you and the Company ask your
supervisor, your Human Resource Manager, or BBNC’s VP of Human Resources for guidance.
Be careful of outside business interests that may present a personal conflict of interest or the
appearance of shared loyalties. These situations may directly involve the employee or the
employee’s family members. Generally, any arrangement of this nature should be avoided. In all
circumstances, the employee must disclose the actual or potential conflict to his or her
supervisor. Supervisors are advised to escalate conflict disclosures to the BBNC Legal
Department, which may require the employee to complete and submit a personal conflict of
interest disclosure statement.
Avoid compromising situations. Don’t accept payment or gifts of any amount, nor entertainment
or any type of favor that might be regarded as placing yourself under some obligation to a
supplier or customer dealing with or desiring to deal with BBNC.
While you are at work, your time and loyalty should be dedicated to the Corporation. Any
outside activities, such as a second job or self-employment, must be kept entirely separate from
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your employment with BBNC or its subsidiaries. Any activities or personal financial interest that
could adversely affect the independence or objectivity of your judgment should be disclosed and
avoided. No outside activity, including volunteer work, should involve Bristol Bay Native
Corporation's name or its employees, or be performed during working hours, without the
approval of your supervisor.
YOUR RESPONSIBILITIES
•
•
•

•

•

•

3.5

If you work for BBNC or for one of its subsidiaries, your behavior reflects on the
Corporation. Refrain from personal conduct that might reflect adversely on BBNC's image.
Do not solicit or coerce anything of value in exchange for business.
Do not conduct corporate business with a spouse or relative unless it is disclosed and
approved in writing by the Legal Department in advance. All employees must maintain
impartiality and high standards of conduct for honesty and fairness.
While working for BBNC or its
subsidiaries you may not work for any
other business that interferes with the
duties or responsibilities that you have
to your employer.
Speak to your supervisor or Human
Resources Manager of any outside
business positions that you have (other
than
charitable,
educational,
or
religious) or substantial financial
interests that might be viewed as
conflicting with your BBNC or BBNC
subsidiary duties or responsibilities.
Directors, Officers, and Senior Managers of BBNC or its subsidiaries may have additional
disclosure responsibilities. If you believe these responsibilities may apply to you, seek
additional clarification from the BBNC Legal Department.
Drug & Alcohol Free Workplace

Bristol Bay Native Corporation culture highly values safe and socially responsible conduct
toward others. We are deeply committed to maintaining a drug and alcohol free workplace for
everyone's safety and protection. In honor of this commitment, we have adopted and follow strict
drug and alcohol policies, as defined in our employee handbook, which include testing for drug
and alcohol impairment under appropriate circumstances.
Use of Unauthorized, Illegal Drugs, or Controlled Substances, Including Marijuana: The use,
sale, possession, manufacture, dispensing, or distribution of unauthorized or illegal drugs or
controlled substances, when connected to the conduct of business and the work environment,
threatens the safety of BBNC and its employees. As a result, BBNC prohibits the use or
possession of these substances by employees during regular business working hours (or a
particular employee’s regular business working hours as the case may be), including breaks
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and meal periods. In no event should any employee be under the influence of these substances
during regular business working hours at the workplace. For purposes of this Policy, “workplace”
is defined as any BBNC or subsidiary office worksite, client site or office or any other office or
site where BBNC personnel engage in work-related activities.
Working under the influence of unauthorized, illegal drugs, or controlled substances (including
marijuana) is strictly prohibited, as is working under the influence of legally prescribed drugs
when the effect of the drug is incompatible with the safe and efficient conduct of business.
BBNC retains the right to search any and all Company property at any time and use drug and
alcohol testing to monitor compliance with these rules.
Use of Alcohol: BBNC prohibits the use or possession of alcohol by employees during regular
business working hours (or a particular employee’s regular business working hours as the
case may be); provided, that BBNC managers may consume alcohol or purchase alcohol with
corporate funds (or be reimbursed for such purchases) where such activity is reasonable and
related to marketing, client-related activities, or formal activities intended to benefit the
Corporation, subject to appropriate monitoring and regulation by the Company. In no event
should any employee be under the influence of alcohol during regular business working hours
while on duty at the workplace. For purposes of this Code, “workplace” is defined as any BBNC
or subsidiary office worksite, client site or office or any other office or site where BBNC
personnel engage in work-related activities.
YOUR RESPONSIBILITIES
•
•

3.6

Do not bring unauthorized, illegal drugs, or controlled substances (including marijuana)
onto BBNC or BBNC subsidiary property.
Do not perform your duties under the influence of unauthorized, illegal drugs, controlled
substances, marijuana, or alcohol. Drugs and alcohol can affect your performance and
endanger you and others.
Property of the Company

BBNC and BBNC subsidiary employees have the responsibility of protecting corporate property
and equipment, as well as leased equipment. Property includes tangible assets, such as money,
physical materials, and real property, and also intangible property, such as technology,
computer programs, business plans, trade secrets, and other confidential or proprietary
information. Protect your customers - keep their secrets and their equipment safe. Safeguard
your customer and supplier’s confidential and proprietary information and any Government or
customer’s furnished equipment in our possession.
Generally, BBNC property must not be used for any business other than corporate purposes.
Employees must not borrow, give away, loan, sell, or otherwise dispose of corporate property,
regardless of the condition, without specific authorization. If you have questions, ask your
supervisor. BBNC takes serious any unauthorized use of BBNC funds or property and such use
can be considered embezzlement. Be careful to protect corporate property from theft, damage,
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or misuse. For example, lock the door to your car and keep it out of sight if you have a corporate
computer inside.
YOUR RESPONSIBILITIES
•

•

•
•
•
3.7

Take care of your tools and equipment and any equipment that belongs to BBNC. Take
equal care of the equipment that belongs to our customers and suppliers. Keep any
property that has been entrusted to you safe and keep track of it. This includes supplies,
equipment, facilities, files, documents, films, and electronically recorded data or images.
Do not use BBNC equipment, property, or assets for personal use. Personal use includes
use for the benefit of family members or other organizations or businesses in which you
may be active.
Do not duplicate BBNC software for personal use.
Keep confidential information stored in its proper secured environment when not being
used.
Suggest improvements for the maintenance or security of BBNC property.
Confidentiality

Safeguard the privacy of your fellow employees. Exercise good judgment when using social
media (such as Facebook, Twitter or other services on the internet) for personal or professional
activities.
Keep BBNC's business affairs private. All information that is created or used in support of
corporate business activities is the property of BBNC. You should never release non-public
financial or operational information or discuss or disclose processes or procedures of BBNC
with people outside of BBNC or with persons within BBNC who are not required to have this
information to facilitate their work. This obligation continues even after the termination of your
employment or appointment within BBNC.
You should observe BBNC's rules in relation to the treatment of confidential information. If there
is any doubt about whether information is confidential, contact your supervisor for clarification. If
you do not know whether material is confidential or private, assume it is.
You also have a responsibility to guard the confidential information and the privacy of our
partners, business teammates, subcontractors, and others with whom we do business. Treat
others as you would like to be treated.
YOUR RESPONSIBILITIES
•

•

Don’t gossip about business. Many business deals
or procedures are private and can be subject to
confidentiality or non-disclosure agreements that
prohibit you from discussing. Therefore, do not
share any confidential information with others.
Employees should not accept confidential or
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•

•
•

proprietary information from other companies except pursuant to a written confidentiality or
non-disclosure agreement.
If you are approached with any offer of confidential information, which you have reason to
believe may have been obtained improperly, you must immediately discuss the matter with
your supervisor or the BBNC Legal Department.
Divisions and departments are responsible for identifying and implementing appropriate
security measures to protect confidential and proprietary information within their areas.
Employees exposed to confidential material may be required to sign a separate employee
confidentiality agreement.

4.0 GENERAL PRINCIPLES
4.1

Antitrust

Federal antitrust laws protect consumers from illegal competitive actions such as price fixing
and division of markets. Bristol Bay Native Corporation's policy is clear: We comply with all
applicable state and federal antitrust laws.
Antitrust laws prohibit employees from entering into any kind of agreement or understanding
(even oral or informal) with a competitor on
•
•
•
•
•

prices;
territories;
limitations on products or services;
market share; or
any action, which affects, limits, or restricts competition.

Unlawful agreements do not require a written document signed by the parties involved. If
competitors make a conscious commitment to a common course of anticompetitive action, they
could be in violation of antitrust laws.
We are free, acting independently, to price our products and services as we choose, but in
doing so, we may not maintain or expand our market share through illegal or restrictive
practices.
YOUR RESPONSIBILITIES
•
•

•
•

NEVER agree with competitors to fix prices or divide markets.
NEVER attend meetings or social gatherings with competitors where prices, costs,
sales, profits, market shares, or other competitive subjects are discussed. If you are
present at a trade association meeting and competitive matters enter into the discussion,
stop the discussion or leave the meeting.
Be careful when speaking with competitors. Avoid the appearance of wrongdoing.
DO NOT enter into any understanding with a customer that might restrict the customer's
discretion to use or resell one of our products and/or condition the sale of a product or
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•

•

4.2

service on the customer's purchase of another product or service from the Company.
DO NOT enter into any understanding with a competitor that restricts either parties'
discretion to manufacture any products or provide any service, or which limits selling to,
or buying from, a third party.
Contact your supervisor or the BBNC Compliance Officer before taking any actions that
could cast doubt upon BBNC's compliance with antitrust laws.
Environment

The cultures of the Bristol Bay Region strongly identify with and are tied to the land. Our
corporate culture is also focused on preserving and protecting the environment, the land, and its
resources.
BBNC and its family of subsidiaries and employees
are expected to conduct all business operations in
a way that avoids or minimizes any possible
adverse impact on the environment. We will
comply with all environmental laws and
regulations, including providing truthful and
accurate information to government permitting
authorities.
4.3

Financial Records

A variety of laws and policies require BBNC to record, preserve, and report financial information
to our auditors, financial institutions, and Government customers and agencies. Employees
must record financial information accurately, completely, and timely in accordance with
Generally Accepted Accounting Principles and Company procedures. The laws prohibit entries
that intentionally conceal or disguise the true nature of any transaction. Financial information
must be kept confidential and only released with proper authorization.
YOUR RESPONSIBILITIES
•
•
•

4.4

Make only accurate and true entries in Company books and records.
Only make or approve payments with adequate supporting information or for the
purpose described in the supporting documentation.
If you participate in the preparation of financial reports, know and follow Company
accounting policies and internal control procedures.
Expense Reports

BBNC employees submitting purchase card (P-Card) business-related expenses or seeking
repayment for business-related expenses must fill out an expense report. Expenses must be
reported accurately and completely. Reports should only include expenditures that are proper
and incurred in performing corporate business. In most cases, time charges for the time covered
by the report must be the same as the charges written on the expense report.
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YOUR RESPONSIBILITIES
•
•
•
4.5

Prepare your expense report accurately and completely, and submit it by the deadline
specified.
Only include expenditures incurred while performing corporate business.
Separate and identify costs that are specifically unallowable for government contracts.
Time Charging and Recording Costs

Charge costs appropriately. If you have questions ask. BBNC expects that all charges will be
fairly assigned to the benefiting contract or job order. Costs, which are not directly associated
with a contract or job order, such as general administrative expense, shall be charged to
appropriate overhead accounts.
Intentionally mischarging time and other costs can be a criminal offense. Examples of
mischarging include:
•
•
•
•
•

charging labor, materials or equipment costs to a contract where the labor, materials
or equipment were not performed or used;
not properly recording "unallowable" costs;
charging overhead expenses to a direct charge account;
charging costs to a government contract when the contract provisions do not permit
them; and
inaccurately recording time "on the clock" when you are not actually working.

We charge our customers for work based on the information supplied by the time-charging and
cost-recording systems. Our customers scrutinize this information because if it is wrong they are
charged incorrectly. The improper charging of labor or equipment costs to a government or
commercial contract may result in serious criminal and civil penalties to both BBNC and the
employees involved.
YOUR RESPONSIBILITIES
•
•
•

•

Always charge time and materials to the proper job cost codes. Time that is not identified
with a specific contract should be charged to department overhead.
Be accurate. Do NOT make charge decisions based on the status of the budget.
Submit, in a timely manner, the actual number of hours you have worked in accordance
with BBNC procedure and/or the number of hours you were absent from your job,
including leave or other authorized activities.
Do it right the first time. Do not charge time or material to an improper cost code with
intentions of correcting it later. Check with your supervisor if in doubt about a charge.
Management is responsible for ensuring that labor and material charges used by
employees under their supervision represent the appropriate charge.
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4.6

Upholding Our Integrity Worldwide

As we have grown and extended our business operations not
only throughout the nation, but also throughout the world, we are
continually challenged to hold true to Bristol Bay Native
Corporation cultural values while respecting the different
practices of other cultures or geographic locations. Our sense of
honesty, integrity, and leadership does not allow us to participate
in dishonest business practices even when they may be
commonplace or accepted customs in certain industries or
cultures elsewhere.
We will never offer or accept any bribe, kickback, or dishonest
gift, of any kind or nature, to or from any local or foreign civil,
religious, government, or military official. In locations where
standards of business differ from those in the United States, we
will maintain compliance with the provisions of the federal
Foreign Corrupt Practices Act.
The Foreign Corrupt Practices Act prohibits payments, or offers of payments, of anything of
value to foreign officials, political parties, or candidates for foreign political office in order to
obtain, keep, or direct business. Indirect payments of this nature made through an intermediary
are also illegal. BBNC employees and representatives must comply with this Act.
This Act also requires BBNC to maintain a system of internal accounting controls and keep
accurate records of the Corporation’s transactions and assets. The following activities are
prohibited:
•
•
•

maintaining secret or unrecorded funds or assets;
falsifying records; and
providing misleading or incomplete financial information to an auditor.

YOUR RESPONSIBILITIES
•
•
•
•
•

Comply with BBNC procedures and the highest ethical standards of the United States
and the foreign country in which BBNC is doing business.
Do not make any payment, regardless of amount, to foreign government officials or
personnel.
Do not use Company assets for any unlawful or improper use.
Do not create or maintain a secret or unrecorded fund or asset for any purpose.
Do not make any false or misleading entries in Company records, or make any payment
on behalf of the Company without adequate supporting documentation.

BBNC Code of Ethics | Ethics Hotline: 1-866-513-7078 | Effective February 20, 2015 |
www.bbnc.net | Page 13

4.7

Government Investigations

Bristol Bay Native Corporation is committed to full cooperation with any Government agencies
responsible for either investigation or corrective actions and expects its employees to share this
commitment to cooperation. It is extremely important that, in all instances, employees be truthful
and accurate in all statements made and information given to regulatory and law enforcement
officials.
From time to time, BBNC may be asked for information from government agencies or may be
the subject of governmental audits, inspections, or investigations. All such inquiries should be
referred to the BBNC Legal Department promptly and will be handled courteously, cooperatively
and professionally. BBNC will never lie or make misleading statements, attempt to cause
another employee to fail to provide accurate information and/or obstruct, mislead, or
unnecessarily delay the communication of information or records related to a possible violation
of the law. During such investigation, the Legal Department will work to assure our responses
are timely, complete, and factual.
4.8

Interference with an Audit

Officers and employees of BBNC and its subsidiaries, and persons acting under their
supervision, must refrain from taking any action that misleads, impedes, or otherwise disrupts
the work of either the internal auditors or independent outside auditors, including any action to
fraudulently induce, coerce, manipulate, hinder, or mislead any auditor in any respect.
4.9

Health and Safety

Providing and maintaining a safe and healthy work environment is a primary concern of
everyone at BBNC. Each of us is responsible for knowing and complying with all safety policies,
regulations, and rules that apply to our job. Following these requirements, helps ensure not only
your safety, but also the safety of your colleagues and other persons.
All supervisory personnel must know, understand,
and demand compliance with the safety laws and
regulations that apply to their areas of
responsibility, and comply with all applicable state
health and safety laws and regulations including
the Occupational Safety and Health Act. In
addition, each must respond immediately to a
report or notification of work hazards and/or any
perceived deficiency in employee training,
experience, or knowledge in the safe operation of
equipment or in the safe performance of assigned
work activities.
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YOUR RESPONSIBILITIES
•
•
•
•
•
•
•
4.10

Safety first. Always follow BBNC health and safety procedures.
Take care of yourself. Wear and use safety equipment. Wear your seatbelt.
Safety is more important than speed. Don’t take shortcuts. Take the time to do the job
safely and right.
Never tell another employee that safety does not matter or to disregard safety
procedures.
Suggest ways to improve BBNC health and safety procedures.
Notify your supervisor of any hazardous conditions or another employee’s failure to use
safety equipment or follow safety procedures.
Cooperate in the event of a workplace inspection.
Records Management

Records Management is utilized by BBNC to systematically direct and control the classification,
maintenance, retention, retrieval, protection, and preservation of the company's records from
creation to final disposition. BBNC defines a record as any information, regardless of format,
that has legal or business retention requirements. In many cases, records will be documents.
This includes, but is not limited to, hand written or printed documents, recorded spoken words,
videos, email, electronic data or information. The management of records starts when the
record is created and continues until it is no longer legally required at which time it can be
destroyed.
If records in your possession have been placed on "litigation hold" due to outstanding legal or
financial issues, you have a duty not to destroy, remove, or alter those records.
Records are maintained only for the recommended retention period. Records no longer required
for business or legal purposes are discarded or destroyed in accordance with the BBNC
established record retention policy.
Once records have been cleared for storage, group them according to retention periods so that
they are easier to administer when destruction dates become due. Boxes will be assigned an
identifying number, which can be crosschecked against a list of contents for ease of retrieval.
Record destruction is carried out in accordance with approved record retention schedules.
YOUR RESPONSIBILITIES
•
•
•
•

•

Do not remove records from the operational facility.
Understand how to manage all records in your control.
Only authorized individuals may destroy records.
Do NOT destroy any records prior to their destruction date. Always consult with BBNC
RIM Department for the records retention policies and retention periods before
designating destruction dates.
Retain any records related to litigation or an investigation. All pertinent records must be
retained and not altered, deleted, concealed or destroyed.
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•
•
4.11

Keep accurate documentation of all records destroyed along with dates of destruction.
Do NOT disclose any information obtained during the destruction process.
Political Contributions and Activities

Personal Political Contributions and Activities: BBNC employees are strongly encouraged, as
individuals, to engage in political activities, such as voting or making personal contributions in
support of candidates or parties of your choice. You are also encouraged to express your views
on government, legislation, or other matters of local and national interest. These activities,
however, must be undertaken on your own time and at your own expense. No employee may
use any BBNC time, property, or facilities for any personal political contributions and activities.
BBNC will not attempt to dictate to any employee which political party or view to support. Under
no circumstances will any employee be compensated, reimbursed, given, or denied
employment or promotion as a result of making, or failing to make, a political contribution.
Corporate Political Activity: Various federal, state and local laws govern the conduct of persons
who communicate with legislative or regulatory officials on behalf of BBNC with the intent to
persuade such officials to support BBNC’s interests. Although such communications (often
referred to as "lobbying") are permitted, lobbyists may be subject to registration, reporting, and
financial
disclosure
requirements.
Employees must consult with the Legal
Department prior to engaging in any
lobbying activity.
Federal and state laws strictly regulate
corporate political activity. BBNC's growth
and business interests make it necessary
to closely scrutinize our corporate political
activity, ensuring it is consistent with our
culture, values, business objectives, and
the law. Only the BBNC Board of Directors
and President/CEO will determine the Corporation’s position on political issues, including
endorsement of political candidates and making any political contributions.
Regarding contracts, BBNC is prohibited from using federal funds to pay persons such as
lobbyists or consultants to influence or attempt to influence executive or legislative decisionmaking in connection with the award of any contract. We are also required to furnish a
certification that no federal funds have been paid or will be paid in violation of this prohibition. In
addition, BBNC is required to report to the government any payments to any lobbyist or
consultant paid with non-federal funds for such purposes.
Personal Relationships with Legislative and Executive Branch Officers, Employees, and Elected
Officials:
BBNC recognizes that our employees may have long established personal
relationships with legislative and executive branch officers, employees, elected officials or their
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immediate family members. If you have an established personal friendship you may want to
consider vetting your situation by the Legal Department. It is important to note that it is not
enough that you merely document reciprocity in your personal relationship to deter any potential
questions of inappropriate behavior by you, your friend, or BBNC. In addition, the totality of the
circumstances (length and nature of friendship, "but for" test, personal payment of gift, etc.)
must be considered. Furthermore, certain gifts between personal friends may require approval.
YOUR RESPONSIBILITIES
•
•
•
•

•
4.12

Obey restrictions imposed by law upon corporate participation in politics.
Make clear that the political views you express are your own, and not those of Bristol
Bay Native Corporation.
Do not utilize corporate resources for political purposes.
Do not provide "a gift" or travel to any legislative or executive branch officer, employee,
or elected official except as expressly allowed by applicable rules concerning the gifts
and privately funded travel.
When in doubt, seek appropriate guidance before action.
Combating Trafficking in Persons

The U.S. Government has established a "Zero-Tolerance" Policy on human ‘trafficking in
persons’ (TIP) which addresses all forms of compelled services as described in the Trafficking
Victims Protection Act (TVPA) including but not limited to:
•
•
•
•
•
•
•
•

Forced Labor
Sex Trafficking
Bonded Labor
Debt Bondage Among Migrant Laborers
Involuntary Domestic Servitude
Forced Child Labor
Child Soldiers
Child Sex Trafficking

BBNC will take all necessary steps to remain in compliance with this policy. TIP will not be
facilitated in any way by or through BBNC’s activities, personnel, or subcontractors. Employees
are required to report violations of this policy, including violations by subcontractors. In
compliance with FAR (Federal Acquisition Regulation) 52.222-50; BBNC will cooperate with all
Federal agencies in the event of a TIP investigation pertaining to BBNC subsidiary corporations,
employees, or subcontractors.
BBNC employees and subsidiary employees shall immediately report trafficking crimes and
contact the Department of Justice Trafficking in Persons and Worker Exploitation Task Force
Complaint Line at 1-888-428-7581 (voice and TTY). New laws provide options for trafficking
victims regardless of immigration status. Operators have access to interpreters and can speak
with callers in their own language. The service is offered on weekdays from 9 a.m. to 5 p.m.
EST.
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References for Further Information:
•
•
•
•

4.13

The Trafficking In Persons Report from the United States Department of State
http://www.state.gov/j/tip/rls/tiprpt/
The United States Department of State Website for Human Trafficking
www.state.gov/g/tip
Prof. Martin Patt, Professor Emeritus, University of Massachusetts
http://www.gvnet.com/humantrafficking/
United States Department of Defense – Office of Inspector General
http://www.dodig.mil/programs/CTIP/index.html

Export Control Restrictions

BBNC and its employees must comply with export control restrictions established by the U.S.
State Department and U.S. Commerce Department's Bureau of Export Affairs, established to
prevent sensitive goods, information, technology, and software from being used contrary to the
foreign policy and national security goals of the United States.
"Export" is broadly defined as any method of conveying data to foreign individuals or
companies, including sales, training and consulting, product promotion and casual conversation,
even if these activities occur in the United States.
Examples of "exports" that might arise in BBNC operations include:
•
•
•

Conversations with a foreign owned company regarding entering into a subcontract
with them to perform work on military installations
Presenting a paper containing technical data at an industry-wide conference where
foreign nationals are present
Sending defense parts to United States military installations abroad as part of a task
order to complete work on the installations

YOUR RESPONSIBILITY
Although only a small percentage of "exports" require a license or must be exempted, it is
important to contact the BBNC Legal Department prior to the possible "export" of information,
goods, products or services to foreign countries or foreign individuals to determine if a license or
exemption for license must be obtained. The license process can take a
significant amount of time so it is prudent to contact the BBNC Legal
Department as soon as possible.
4.14

Foreign Corrupt Practices Act

The Foreign Corrupt Practices Act prohibits directly, or through an agent
or intermediary, giving, offering, or promising anything of value to foreign
government officials to influence them to misuse their authority or exert
an unfair business advantage. The Act also imposes civil liability on a
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company which does not keep accurate accounting records or knowingly fails to implement
adequate controls.
4.15

Anti-Boycott Act

The Anti-Boycott Act prohibits companies from participating in non-U.S. boycotts of countries
friendly to the U.S. The Act has particular application to dealing with Arab countries who may
participate in a boycott of Israel.
4.16

Investigation of Misconduct

BBNC reserves the right to use any lawful method of investigation, which it deems necessary to
determine whether any person has engaged in conduct, which in its view interferes with or
adversely affects its business. Every employee and consultant is expected to cooperate fully
with any investigation of any violation of law, BBNC's policies, or this Code of Ethics and
Business Conduct.
By way of example, BBNC or any investigator retained by BBNC may investigate all information
contained in an employee's resume to ensure that it is complete and accurate by contacting
sources such as educational institutions, professional organizations, and former employers.

5.0 U.S. GOVERNMENT CONTRACTING
When BBNC or its subsidiary does business with the U.S. Government, special laws and rules
apply that are considerably stricter than those applicable to commercial clients. Any BBNC
employee or officer working on government contracts must know and abide by applicable
federal laws and rules. BBNC should only select subcontractors, temporary workers,
consultants, agents, suppliers, and other third-party providers who agree to follow the guidelines
outlined in this ethics policy.
The topics discussed in this document do not cover everything and may not provide sufficient
information and guidance to ensure consistent compliance. Therefore, all BBNC employees or
consultants working on federal contracts or subcontracts should familiarize themselves with
those aspects of federal procurement laws and regulations that pertain to the projects on which
they are working. Specific questions regarding compliance with applicable laws should be
directed to the BBNC Compliance Officer or BBNC Legal Department. Federal and state laws
and regulations regarding government contracting and procurement change frequently. The
most current and authoritative version of this Code is available on the BBNC website at
www.bbnc.net.
5.1

Contract Compliance

Once BBNC or a subsidiary is awarded a contract, we have a responsibility to comply with its
requirements. Deviations from the requirements may be prohibited unless they are approved in
accordance with government procedures. It is possible that unauthorized deviations can be
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considered a criminal act. Examples of deviations
include failing to deliver materials paid for under
contract and providing goods that:
•
•
•

are made from lower quality materials
than required;
have not been tested and approved as
required; or
contain foreign-made materials when the
contract requires domestic materials.

Some contracts are awarded through participation in the Small Business Administration's 8(a)
program for small and disadvantaged businesses. 8(a) contracts limit subcontracting through
specific regulations that require the Company to perform a certain percentage of work under the
contract. BBNC's contract compliance efforts explicitly include compliance with these work
performance requirements.
YOUR RESPONSIBILITIES
•
•
•
•
•
5.2

Read the contracts. Familiarize yourself with contract terms and requirements.
Adhere to all terms and conditions of the contract.
Never substitute material or change testing and quality control requirements unless you
follow authorized government procedures.
Never certify that a test has been performed if it has not been, or certify test results that
are inaccurate.
Actively monitor and comply with the contract performance of work requirements.
Gratuities, Gifts and Tips

Our Corporate philosophy is committed to fostering quality relationships with suppliers,
customers, our community, and each other. To ensure that our relationships are honorable and
reputable, the following guidelines should be used in giving and accepting gifts, tips and
gratuities.
Business Courtesies to Non-Government Personnel: BBNC employees may provide or
accept meals, refreshments, entertainment, and other business courtesies of reasonable
value to or from non-government persons in support of business activities, provided:
•

•

the practice does not violate any law, regulation, or standard of conduct of the
recipient's organization. It is your responsibility to inquire about prohibitions or
limitations of the recipient's organization before offering any business courtesy; and
the business courtesy must be consistent with marketplace practices, infrequent in
nature, and not lavish or extravagant. Use common sense and good judgment in this
area.

Business Courtesies to Government Personnel: Government personnel are subject to a
different standard. Under both federal and state law, government personnel are generally
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prohibited from accepting entertainment, meals, gifts, gratuities, and other things of value
from businesses and persons with whom they do business or over whom they have
regulatory authority. Employees of the executive branch are permitted to accept unsolicited
business gifts (except cash or investment interests) of up to $20 in market value per occasion
(the entire visit). The sum of these gifts cannot exceed $50 from one company per calendar
year. Offering or giving gifts in excess of these amounts may be a criminal offense,
regardless of intent and regardless of whether paid with BBNC or personal funds.
5.3

Anti-Kickback Act

The Anti-Kickback Act prohibits subcontractors and potential subcontractors under government
contracts from giving kickbacks to prime contractors or their employees OR to higher-tiered
subcontractors or their employees. The Act also prohibits the acceptance of such kickbacks.
"Kickbacks" can be in the form of money, fees, commissions, credits, gifts, gratuities, or
anything of value, which is either directly or indirectly provided in return for obtaining favorable
treatment. Favorable treatment does NOT have to be something that you would think of as
dishonest, but under different circumstances, might be considered an innocent act. It could
include such activities as:
•
•
•
•

awarding a subcontract or purchase order,
reducing contract requirements,
putting a supplier on the bidder's list, and
paying an invoice earlier than the Company would normally pay it.

When the favorable treatment is "bought," then it becomes unlawful. The Act prohibits any
employee from:
•
•
•

providing, attempting to provide, or offering to provide any kickback; and
soliciting, accepting, or attempting to accept a kickback; and
including, either directly or indirectly, the amount of any kickback in the contract price
charged to our customers.

YOUR RESPONSIBILITIES – Speak Up
You must promptly report:
•

•

any requests to make, authorize, or agree
to any offer or payment which is contrary
to this policy; or
information that makes you suspect that
an employee or vendor is engaging in, or
has engaged in, conduct prohibited by this
policy.
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5.4

Procurement Integrity

Procurement integrity regulations encourage contractors to compete fairly for government
contracts and prohibits unethical conduct on the part of both contractors and government
procurement officials. The laws prohibit government contractors from:
•
•
•
•

offering or discussing employment or business opportunities with government
procurement officials;
offering, giving, or promising to give money, gratuities, or anything of value to such
officials;
asking or obtaining from a government employee any proprietary information or
source selection information related to an ongoing government procurement; or
disclosing proprietary or source selection information to anyone who is not on the
government's list of approved persons.

In general, proprietary information is information that is owned by a company and that the
company tries to protect from disclosure, marks as proprietary, and believes would cause
business injury if it became known to its competitors.
Source selection information is information which the government has developed to use in
conducting a particular procurement and the release of which could jeopardize the competitive
integrity of the procurement. Examples include bid prices submitted in proposals, source
selection plans, technical evaluations, and competitive range determinations.
YOUR RESPONSIBILITIES
•
•
•
•

5.5

Do not give gifts or money to procurement officials.
Prior to award, do not ask for a competing contractor's proprietary information or source
selection information.
If you realize that you have source selection or proprietary information related to an
ongoing procurement, DO NOT look at it or allow unauthorized access to the information.
If you have inadvertently received or seen source selection or proprietary information
related to an ongoing procurement, contact the BBNC Compliance Officer or Legal
Department immediately.
Hiring of Government and Former Government Employees

Special restrictions apply to hiring or retaining a government or former government employee as
an employee or consultant of BBNC. In addition, there are special constraints regarding any
communication concerning possible employment of government employees designated as
"procurement officials" during the conduct of any procurement action with which the government
employee may have a connection. BBNC employees shall not conduct any discussions
regarding potential employment or business opportunities to any procurement official connected
to a contract for which BBNC has submitted a bid or has been awarded. In order to be sure that
you do not run afoul of restrictions in this area, before discussing potential BBNC employment
with any government employee, contact the Legal Department for advice.
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There are no exceptions to this policy
Authorization from the BBNC Compliance Officer or BBNC Legal Department must be obtained
before even mentioning proposed employment to current or recently separated government
employees, and then only after they have publicly announced that they are leaving government
service. In addition, any plans to employ retired military officers of general or flag rank, or
civilian officials having the rank of Deputy Assistant Secretary or above, must be approved by
the President/CEO of BBNC or the respective subsidiary President & CEO or Manager prior to
an offer of employment.
5.6

Prohibited Contractual Relationships

BBNC shall not knowingly employ an individual, nor contract with a company, if the individual or
company is listed on the General Services Administration's (GSA) Consolidated List of
Debarred, Suspended, and Ineligible Contractors available at this website https://www.epls.gov/.
BBNC and its family of companies may not knowingly employ an individual who has been
convicted of an offense related to government contracting.
BBNC shall not knowingly contract with an individual or entity identified on the Office of Foreign
Asset Control's (OFAC) "Specifically Designated" list of nationals or persons who are subject to
trade restrictions, which is available at: http://www.treasury.gov/resource-centers/sanctions/SDNList/Pages/default.aspx
BBNC employees will immediately sever all business connection with any former employee
and/or consultant of BBNC whose conduct violates applicable laws, regulations, or basic tenets
of business integrity and honesty, and such other individuals specifically identified by BBNC.
Appropriate notices specifically identifying such individuals will be provided to employees or
posted on BBNC bulletin boards.
5.7

Avoidance of Restrictions on Trade

BBNC will not enter into a subcontract or teaming agreement that unreasonably restricts
sales by the other company directly to the U.S. Government of items made or supplied by the
other company and will not otherwise act to restrict unreasonably the ability of any other
company to sell directly to the U.S. Government. Conversely, BBNC will not enter into
agreements where, as a subcontractor or teaming partner, we are subject to any unreasonable
restriction to sell our products or services directly to the U.S. Government.
Other wrongful business practices, such as bid rigging, are equally unacceptable and prohibited
under various federal statutes, including the Federal Procurement Policy Act, 41 U.S.C.A. §
401 et seq.; the Procurement Integrity Act, 41 U.S.C.A. § 423, and various federal procurement
regulations, including FAR 52.215.
Under this Code of Ethics and Business Conduct, BBNC affirms its commitment to fair
dealing with its competition and to its clients, including governmental clients. BBNC, its family of
subsidiaries and its employees believe in fair business practices.
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•
•
•
•
•

5.8

We do not talk to competitors about fixing or controlling prices or terms of sale,
allocating/apportioning products, markets, territory or customers, or boycotting certain
customers or suppliers;
BBNC does not require our customers, subcontractors, or suppliers, as a condition of
doing business, to buy from BBNC before BBNC agrees to buy from them;
We won’t agree to establish or fix prices or other terms or conditions of sale;
We play fair. Our employees are expected to refrain from knowingly obtaining
“contractor bid or proposal information” and “source selection information” before
the award of a federal contract to which the information relates; and
Refrain from bid-rigging or any similar wrongful conduct designed to undermine the
competitive nature and integrity of the government’s procurement process.

Consultant Compliance with Code of Ethics and Business Conduct

Consultants shall be required by contract to comply with all laws and regulations relating to U.S.
government contracting. This Code of Ethics and Business Conduct shall be incorporated in all
consultant contracts, and each such contract shall expressly provide for termination in the event
the consultant violates the laws or regulations relating to government contracting, BBNC
Policies, or this Code.
5.9

Proposal Preparation

The Truth in Negotiations Act (TINA) generally requires that company personnel who prepare
contract proposals, negotiate contracts with the U.S. government, or provide information for
those who do must make sure all statements and communications are truthful, clear, complete,
and presented in an easy-to-understand manner.
Cost and pricing data includes all facts that prudent buyers and sellers would reasonably expect
to affect price negotiations. It includes factual information or data such as:
•
•
•
•
•
•

subcontracted items
direct labor hours and dollars
indirect expenses
information on management decisions that could have significant bearing on costs
vendor quotations
historical data upon which estimates are based

YOUR RESPONSIBILITIES
•
•
•

Ensure cost and pricing data are current, accurate, and complete.
Correct any information provided to the government that is NOT current, accurate, and
complete.
Immediately submit updated information if it is received before the parties reach price
agreement.
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5.10

Industrial Security & Classified Information

Some BBNC employees work on a day-to-day basis with information that has a government
security classification. Access to this information is restricted to those employees who have the
appropriate security clearance and a "need to know."
Allowing improper access to, or unauthorized disclosure of, classified information, whether
intentional or through carelessness, is punishable under federal criminal laws. This can be
damaging to the individual, to BBNC, and to our nation's security.
Classified information should not be reported via the Ethics Reporting Hotline and Website. If
you need to report a concern about a violation of law or of this Code and you feel that reporting
such a concern may require disclosure of classified or otherwise regulated information, first
report your concern via your established chain of command. If you are uncomfortable doing so,
or if after doing so, you still feel that further action is necessary, then you should report to the
Reporting Hotline or Website that you have a concern involving classified information. Do not
disclose the classified information until a proper investigation is conducted, and then only to
those with a “need to know.”
YOUR RESPONSIBILITIES
•

•

•
•
•

•

5.11

Never share classified information
with anyone (including a co-worker)
who does not have both the
required security clearance and a
"need to know."
After
accessing
classified
information, ensure that such
material is locked in an approved
storage place. Do NOT take
classified documents home.
Report unauthorized release, loss, or destruction of classified material to your supervisor,
the BBNC Facility Security Officer, or the BBNC Compliance Officer.
Heed all security markings and distribution limitations.
Be alert for suspicious activity that might suggest a breach of security. Examples are an
unauthorized individual inquiring about controlled information. Obtain as much
information as possible about the individual (name, phone number, physical description,
etc.) and forward the details to the BBNC Compliance Officer.
Do not advertise, nor disclose to anyone without a "need-to-know" you or BBNC is in
possession of a facility clearance.
Byrd Amendment

Bristol Bay Native Corporation may engage in proper activities that influence, or are intended to
influence, the award of a government contract. The Byrd Amendment prohibits BBNC from
charging costs associated with such activities to a government contract. Activities which
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"influence the award" of a government contract cover a broad range, including most discussions
with government personnel about procurement.
However, there are some exceptions to this prohibition. These "permitted" activities (which
include most routine marketing and contract administration functions) are allowable under
government contracts.
This law is complex and it is important for employees who deal with government officials
concerning solicitations or other marketing or lobbying activities to be familiar with, and to
comply with, the regulations. If this applies to you, you are expected to work with the BBNC
Legal Department to ensure full compliance.
5.12

Government Furnished Property

Employees and consultants are responsible for appropriate use, maintenance, accounting for,
and, when necessary, disposal of government property in compliance with government
mandated policies and procedures. Failure to properly handle government property may result
in disciplinary action, including termination, and may expose a wrongdoer to criminal penalties.
5.13

False Claims / False Statements

Don’t lie. Don’t lie to yourself, your fellow employees, your supervisor, or the customers or
suppliers. It’s wrong; it’s dangerous and it can be against the law. It is a felony to knowingly
make a false claim or false statement to the federal government. Similar state criminal and civil
laws also apply. BBNC will not tolerate conduct such as charging labor or material costs
improperly or to the wrong account or charging direct contract effort to an overhead or indirect
account. Bad conduct, false time cards, and improper charges may subject both BBNC and
individual employees to civil and criminal sanctions including fines, debarment or suspension,
and prison sentences. Such violations also can expose an employee to discipline up to and
including termination of employment.
YOUR RESPONSIBILITIES
Be fair and honest with your customers. Treat the Government as a valued client. Take the time
to be accurate and provide good information. It is not possible to list all contract-related dealings
with the Government that present the risk of false statements, false claims, or other violations
particular attention is called to the following:
•

•

•

Submit only accurate data and estimates made in good faith. Charge all labor,
equipment and material costs accurately, to the appropriate account, regardless of the
status of the budget for that account.
Fully disclose complete and accurate cost and pricing data that is current, up to the date
of agreement on price. Remember that the definition of data that must be disclosed is
very broad and includes facts as well as management decisions, estimates (based on
verifiable data), and other information that a reasonable person would expect to affect the
negotiations.
Do not submit proposals for reimbursement of indirect costs to the Government that
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contain expressly unallowable costs such as for advertising, donations, lobbying,
entertainment, fines and penalties, defense of fraud proceedings, and goodwill. Only
request reimbursement for those indirect costs that are reasonable in amount and for
those costs that you believe in good faith are allowable.
Deliver goods and services that meet all contract requirements and give the customer the
highest degree of confidence in our work. Improprieties, such as failure to conduct required
testing, or manipulation or falsification of test procedures or data, will not be tolerated.
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6.0 STATEMENT OF UNDERSTANDING
I certify that I have received, read, and understand the Bristol Bay Native Corporation Code of
Ethics and Business Conduct revised February 20, 2015. To the best of my knowledge I am in
compliance with the Code of Ethics and Business Conduct. I also understand that the
statements contained in this Code are not a contract and that my employment or association
with BBNC is at-will. I understand that the Code and policies, practices, and procedures may be
changed by BBNC at any time.

Signature

Date

Printed Name
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