
 

 
Code of Business Conduct  

 
 
 

March 2007 
 
 
 
 
 

 

 



   

 19 of 2Page  

Code of Business Conduct  
(Paradigm Ltd., Paradigm B.V. and their respective subsidiaries and affiliates) 

Contents 

Contents ............................................................................................................................................. 2 

Message from John Gibson, CEO....................................................................................................... 4 

About the Code ................................................................................................................................... 5 

Introduction ..................................................................................................................................... 5 

Notice to Employees ....................................................................................................................... 5 

What is the Code?........................................................................................................................... 5 

To Whom Does the Code Apply?.................................................................................................... 5 

Responsibility .................................................................................................................................. 6 

CEO and Senior Financial Management ............................................................................................. 6 

How to Report a Concern or Seek Assistance..................................................................................... 7 

Communication Channels ............................................................................................................... 7 

Compliance Helpline ....................................................................................................................... 7 

Report to the Committee on Business Conduct .............................................................................. 7 

Enforcement .................................................................................................................................... 8 

Protection for Persons Who Raise Concerns.................................................................................. 8 

Compliance with Local Laws, Rules and Regulations ......................................................................... 9 

Global Citizenship ........................................................................................................................... 9 

Compliance with Law ...................................................................................................................... 9 

Anti-Corruption Laws....................................................................................................................... 9 

Import and Export Compliance, Anti-Boycott, and Trade Embargoes .......................................... 10 

Buying and Selling Stock .............................................................................................................. 11 

Fraud ............................................................................................................................................. 11 

Competition and Fair Dealing ............................................................................................................ 12 

Dealing with the Competition ........................................................................................................ 12 

Gifts and Other Inducements ........................................................................................................ 12 

Political Contributions ................................................................................................................... 12 

Workplace Conduct ........................................................................................................................... 13 

Discrimination and Harassment .................................................................................................... 13 

Health and Safety .......................................................................................................................... 13 

Conflicts of Interest ....................................................................................................................... 13 



   

 19 of 3Page  

Protection and Proper Use of Company Assets............................................................................ 14 

Charitable Contributions................................................................................................................ 15 

Personal Privacy Protection .......................................................................................................... 15 

Business Records ............................................................................................................................. 16 

Side Agreements........................................................................................................................... 16 

Accuracy and Retention ................................................................................................................ 16 

Disclosure of Financial Information ............................................................................................... 16 

Handling Confidential and Sensitive Information .......................................................................... 17 

Attachment A: Contacting the Compliance Helpline – Additional Information ..................................... 18 

Instructions for Contacting the Compliance Helpline from Outside United States and for 

Requesting an Interpreter ............................................................................................................. 18 

Instructions for Determining Your Country Access Code.............................................................. 18 

Instructions for Requesting an Interpreter Once You Reach the Compliance Helpline ................ 19 
 

 

 

 

 



    
 

Message from John Gibson, CEO  
 

To all Employees, Officers, and Directors of Paradigm Ltd., Paradigm B.V. and their respective U.S. and 

non-U.S. affiliates and subsidiaries (collectively, “Paradigm”),  

 

The Boards of Paradigm Ltd. and Paradigm B.V. have approved a Code of Business Conduct, which is 

applicable to all Paradigm employees, officers, and directors.  Our Code of Business Conduct outlines the 

values, business principles, and behavior expected from each of us worldwide.  By adhering to our Code of 

Business Conduct, each of us will uphold Paradigm’s commitment to conducting business in an ethical and 

law abiding manner.  

 

As a business, we must remain profitable to remain viable, but profitable operations are not our only 

concern. At Paradigm, we seek uncompromising integrity through adherence to our Code of Business 

Conduct in our relationships with our co-workers, customers, suppliers, and communities.  Our business 

success is dependent on trustworthy relationships.  Our reputation is founded on the personal integrity of 

our personnel and our dedication to our Code of Business Conduct. 

 

Each of us is expected to read and comply with our Code of Business Conduct and refer to it in our daily 

actions.  We will review the Code on an annual basis, and personally acknowledge our understanding of its 

requirements.   If you have any questions, please speak with your supervisor, our General Counsel, or any 

of the other resources identified in the Code.   

 

I thank you for your continued commitment and dedication to Paradigm while upholding our high standard of 

business conduct.  

 

 
John Gibson 
CEO  
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About the Code 
 

Introduction 

 

The purpose of this Code of Business Conduct (Code) is to provide guidance to our employees, officers, 

and directors and help them handle business situations in an ethical and lawful manner.  Its standards apply 

globally to all members of Paradigm Ltd., Paradigm B.V. and their respective subsidiaries and affiliates 

(collectively referred to in the Code as Paradigm).  

 

Notice to Employees 

 

The Code is a statement of policies for individual and business conduct and does not, in any way, constitute 

an employment contract or an assurance of continued employment.  Your rights as an employee and 

Paradigm’s rights as an employer are governed by the laws of the country of employment, the work rules of 

your employing unit, and your individual written employment contract, if any.  In the United States and 

certain other countries, employment by Paradigm is employment at will, except when covered by an 

express, written employment agreement.  Employment at will means that the employee has the right to 

terminate his or her employment at any time for any reason or for no reason at all, and Paradigm may 

terminate employment at any time, for any legal reason or for no reason at all, but not for an unlawful 

reason.  Where a local country’s employment laws contain mandatory requirements that differ from the 

provisions of the Code, that country’s laws prevail for employees working in that country.   

What is the Code? 

The Code consists of guidelines that help define our acceptable business principles and practices.  Its 

purpose is to provide guidance to help each of us consistently conduct ourselves in an ethical and lawful 

manner.  The Code, while covering a wide range of practices, is not – and is not intended to be – a complete 

rule book.  It is a guide to our corporate standards and behavioral expectations.   

 

Each of us must make a personal commitment to comply with the policies and procedures reflected in the 

Code and its underlying principles of behavior.  Only through our actions can we maintain a work 

environment where ethical behavior is not only expected, but encouraged. 

To Whom Does the Code Apply? 

The Code applies to all Paradigm employees, officers, and directors.  We are all expected to conduct 

ourselves according to these guidelines and avoid any inappropriate decisions or behavior that might be 

harmful to ourselves, our co-workers, or Paradigm.  We are each expected to observe the highest standards 
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of professionalism at all times and comply with the principles and practices described within the Code.    

Responsibility 

Each of us is responsible for: 

• Reviewing the Code regularly and remaining familiar with its requirements. 

• Consulting our Business Leader, Human Resources (HR) Business Partner, General Counsel, the 

Compliance Hotline, or Committee on Business Conduct when in doubt as to the proper course of 

action to take in any situation. 

• Being aware of local laws and regulations within the communities in which Paradigm conducts 

business.  

• Reporting potential violations of the Code through the communication channels outlined in it.  

CEO and Senior Financial Management 
Although the Code applies to all employees, the Chief Executive Officer (CEO) and all senior financial 

management who have direct responsibility over financial disclosures are expected to comply with 

additional ethical standards.  The CEO and all senior financial management are expected to: 

• Disclose the financial statements of Paradigm timely and accurately under the rules and regulations 

set forth by the U.S. Securities and Exchange Commission (SEC).  It is their responsibility to ensure 

any material information that may affect Paradigm’s filings with the SEC is fully disclosed. 

• Present to the Audit Committee any significant deficiency or material weakness in the design or 

effectiveness of Paradigm’s internal controls over financial reporting. 

• Notify the Audit Committee of any fraud, whether or not material, that involves management or other 

employees who have a significant role in internal control over financial reporting. 

• Discuss with our General Counsel and the Audit Committee any known or potential violations of the 

applicable laws and regulations in the jurisdictions in which Paradigm conducts business.  
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How to Report a Concern or Seek Assistance 
If you are unsure about what to do in any situation, seek guidance before you act. 

Communication Channels 

If you have a question about the Code, are in doubt about the proper course of action in any situation 

involving you or those associated with Paradigm, or suspect a violation of the Code, there are multiple 

resources available to assist you.  We encourage you to discuss questions and concerns about our policies 

and business practices with your manager, supervisor or higher levels of management (Business Leader), 

your HR Business Partner, or our General Counsel.  Your questions and concerns will be acted upon swiftly 

and receive the proper attention and due diligence they deserve. 

Compliance Helpline 

If for any reason you are not comfortable bringing an ethical or legal question or concern to the attention of 

your Business Leader, your HR Business Partner, or our General Counsel, you are encouraged to contact 

our toll-free Compliance Helpline.  The telephone number for the Compliance Helpline is 888-475-9970.  If 

you are calling from the United States, you may call the Compliance Helpline using this number. If you are 

calling from outside the United States, before dialing the above number, you will first need to dial a 

designated country access code.  You can find instructions for determining the country access code in 

Attachment A to the Code.  Attachment A also contains instructions for requesting an interpreter once you 

are connected to the Compliance Helpline. 

The Compliance Helpline is operated by a third-party contractor and is staffed 24 hours a day.  We 

encourage you to leave your name and contact information when using the Compliance Helpline, however 

this is not required.  You may file a report anonymously.   

Report to the Committee on Business Conduct 

All reports filed through the Compliance Helpline will be reviewed by our Committee on Business Conduct.  

The committee will investigate the report and recommend an appropriate course of action, if any, to 

management (including the Chief Executive Officer).  You can also send reports directly to the Committee 

on Business Conduct by mail, fax, or e-mail to: 

Paradigm 

Attn:  Committee on Business Conduct 

820 Gessner, Suite 400 

Houston, TX  77024 

Fax:  713 393-4803 

COBC@paradigmgeo.com  

The Committee on Business Conduct includes representatives from our Internal Audit, Internal Controls, 

Human Resources, and Legal Departments.   
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Enforcement 

Persons violating the Code will be subject to disciplinary action, up to and including termination.  Anyone 

charged with a violation of the Code will be given an opportunity to explain his or her conduct before 

disciplinary action is imposed. 

Protection for Persons Who Raise Concerns 

You may report suspected violations of the Code without fear of retaliation. To the fullest extent possible, 

the identity of anyone reporting a suspected Code violation will be kept confidential. We do not permit 

retaliation for good faith reports of suspected Code violations. 
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Compliance with Local Laws, Rules and Regulations  

We have a responsibility to operate as a good corporate citizen and to obey the laws everywhere we 

operate worldwide.   

Global Citizenship 

Paradigm is committed to being a good citizen globally.  We strive to do business in a manner that upholds 

local and international standards and values wherever we work and invest.  We respect the local 

environment, laws, and labor practices. 

Compliance with Law 

Obeying the law, both in letter and in spirit, is the foundation on which our ethical standards are built.  Each 

of us shall respect and obey the laws, rules, and regulations of the countries, states, or other jurisdictions in 

which we operate. Although we are not all expected to know the details of these laws, we each should know 

when to seek advice regarding them.   

When engaged in multinational business activities, Paradigm is committed to be aware of, and abide by, all 

the laws that apply.  If you should encounter a conflict between the applicable laws of two or more countries, 

you should consult with our General Counsel to determine the appropriate course of action before 

proceeding.  

Anti-Corruption Laws  

Many countries’ laws and international treaties impose criminal penalties, including extradition and 

imprisonment, and/or civil penalties for improper attempts to influence foreign government officials. The U.S. 

Foreign Corrupt Practices Act (FCPA) has set a standard that has been or is being adopted by more and 

more countries and in a number of treaties.  The FCPA consists of two main principles: 

• The FCPA prohibits the offer, payment, or gift of money or anything of value to a foreign government 

official or foreign political party (collectively referred to as a “government official”) for the purpose of 

obtaining or retaining business or securing any improper advantage.  The FCPA prohibits both direct 

and indirect payments to government officials.  Thus, companies and individuals can face FCPA 

liability if they know that their agent, consultants, or representatives or other business partners will 

make improper payments.  Under the FCPA, “knowledge” means being “aware” or having a “firm 

belief” that prohibited conduct is “substantially certain to occur” or acting in “conscious disregard” of 

suspicious circumstances.    

• The FCPA’s accounting provisions require companies to keep books, records and accounts in 

reasonable detail, so that they accurately and fairly reflect all transactions.  The FCPA prohibits the 

mischaracterization or omission of any transactions on a company’s books, as well as any failure to 

maintain proper accounting controls that results in a mischaracterization or omission.  
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It is Paradigm’s policy to abide by the FCPA and the anti-corruption laws in every jurisdiction in which we do 

business.  Therefore, you may not provide improper payments (including gifts or benefits of any kind) to any 

government official or family members of such government officials.    Such payments also may not be 

made indirectly through an agent or other intermediary.  We will not accept, endorse, or ratify any such 

action.  

While some laws, including the FCPA, contain limited exemptions, determining their scope and applicability 

to any given situation can be complicated.  Therefore, any proposed payment, gift, benefit, or other 

advantage thought to be exempt from the FCPA or any similar local law, must be approved in writing in 

advance by the General Counsel.  

Violations of the FCPA may result in severe penalties for Paradigm, which may include monetary fines, loss 

of exporting privileges, and debarment from government contracting.  Therefore, any personnel violating the 

FCPA may be subject to disciplinary action up to and including termination of employment.  In addition, any 

personnel violating the FCPA may be subject to civil and/or criminal penalties imposed by the U.S. 

Government. 

Import and Export Compliance, Anti-Boycott, and Trade Embargoes 

It is Paradigm’s policy to fully comply with (i) U.S. laws and regulations prohibiting or restricting exports, 

imports, and/or other transactions with certain designated foreign governments, entities, persons, or end-

uses (collectively, “U.S. export controls”) and (ii) U.S. antiboycott laws. 

U.S. export controls generally apply to:  (i) “U.S. persons” wherever located; (ii) U.S.-origin goods; or (iii) 

transactions involving any activities which take place in U.S. territory.  In addition, depending on the country, 

entity or individual involved, even if none of these nexuses for U.S. jurisdiction are present, facilitation of the 

transaction by a U.S. person may be prohibited.  The term “U.S. persons” is broadly defined to include 

citizens, permanent resident aliens, entities organized under U.S. law (including foreign branches), and any 

person in the United States.   

U.S. export controls generally:  (i) prohibit export/reexport/import of certain controlled goods, technologies 

(including technical information), and services to certain designated countries, entities, and individuals; (ii) 

require U.S. persons to receive prior U.S. Government approval for export or reexport of certain controlled 

goods, technologies, and services to foreign persons; and (iii) prohibit certain commercial and financial 

transactions.  A release of goods or technology to a foreign person, even if that release occurs within the 

United States, may be “deemed” to be an export.     

The U.S. antiboycott laws prohibit U.S. persons and its foreign affiliates from participating in or assisting 

boycotts against countries with respect to which the United States does not have sanctions in place.  In 

addition, all requests to participate in boycotts that violate U.S. anti-boycott laws must be promptly reported 

to the U.S. Government. 
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It is each employee’s responsibility to ensure we are in compliance with these laws and regulations.  

Employees should consult the General Counsel for specific guidance regarding any transactions that may 

implicate U.S. export controls or U.S. antiboycott laws. 

Violations of U.S. export controls may result in severe penalties for Paradigm, which may include monetary 

fines, loss of exporting privileges, and debarment from government contracting.  Therefore, any personnel 

violating this policy may be subject to disciplinary action up to and including termination of employment.  In 

addition, any personnel violating U.S. export controls may be subject to civil and/or criminal penalties 

imposed by the U.S. Government. 

 

Buying and Selling Stock 

We are each required to comply with United States, federal and state securities laws, as well as the 

securities laws of other countries related to insider trading.  In general, under these laws if you are in 

possession of any material non-public information (also known as inside information) regarding Paradigm or 

any other company whose securities are publicly traded, you are prohibited from buying or selling that 

company’s securities.  If you pass inside information to another person who might buy or sell stock, it also is 

illegal and prohibited even if you do not gain from the transaction personally.  Information is material if there 

is a substantial likelihood that a reasonable investor would consider the information important in determining 

whether to trade in the securities, or the information, if public, would likely affect the market price of the 

securities.   Inside information that might be material to a shareholder or a potential investor includes 

financial information, new product information, marketing plans or other significant business developments.   

All officers, directors, and employees must comply with Paradigm’s Policy on Insider Trading.  

Fraud  

.Fraud involves deliberate, intentional deception, or misrepresentation of information   Pressure to deliver 

on the expectations of shareholders or management may cause even honest people to believe that making 

Paradigm look better is more important than performing accurate tests and recording accurate facts.  Any 

lapse in procedures for proper approvals or in diligent maintenance of accurate records is all the opportunity 

a dishonest person requires to commit fraud .

To avoid fraud, we must make and retain books, records, and accounts that accurately and fairly reflect 

company transactions.  In addition, financial reports submitted for consolidation purposes must conform to 

U.S. Generally Accepted Accounting Principles (GAAP).  No entry may be made on Paradigm books or 

records that misrepresents, hides, or disguises the true nature of any transaction .

Most fraud can be avoided if all of us carefully follow Paradigm’s processes and controls.  Report any 

suspected fraudulent activity to your Business Leader, our General Counsel, the Compliance Helpline, or 

the Committee on Business Conduct.  You should also report any procedure that appears to open the way 

for fraudulent activities. 
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Competition and Fair Dealing  

Paradigm seeks to achieve competitive advantages through superior performance, fair dealings, and ethical 

business practices. 

Dealing with the Competition 

We seek to outperform our competition fairly and honestly.  You should endeavor to respect the rights of 

and deal fairly with each other, our customers, suppliers, and competitors.  You should not take unfair 

advantage of anyone through manipulation, concealment, abuse of privileged information, 

misrepresentation of material facts, or any other intentional unfair-dealing or practice.  

Since collaborating with competitors to influence markets and market prices is strictly illegal, special care 

should be taken when dealing with competitors to avoid any actions which might be construed as 

coordination activities.   This includes participation in activities sponsored by trade or other business 

organizations. You may not come to any agreement or understanding with a competitor that would restrict 

competition, including controlling or fixing prices; allocating products, markets, or territories; or limiting 

production or sale of any product or service.  You should consult with our General Counsel at the beginning 

of any activity that involves working with our competitors. 

Gifts and Other Inducements 

The purpose of business entertainment and gifts in a commercial setting is to create goodwill and sound 

working relationships, not for one of the parties to gain an unfair advantage by improperly influencing the 

other’s purchasing or selling decisions.  You may never give or receive cash gifts.  You should never offer, 

give, provide, or accept any gift or entertainment, unless it is consistent with customary business practices, 

of sufficiently limited value so as it cannot be construed as a bribe or improper inducement, and consistent 

with all applicable laws and regulations.  

See also “Anti-Corruption Laws” above, which prohibits improper payments and gifts to government officials.  

You should discuss with your Business Leader any gifts, entertainment, or other plans that you are not 

certain are appropriate. 

Political Contributions 

In the United States, foreign nationals are prohibited from making political contributions to U.S. political 

parties and candidates.  In limited circumstances in some other countries, it may be permissible for U.S.-

based companies or other foreign nationals to make political contributions, but only in strict compliance with 

local law.  A “political contribution” includes payments for fundraising dinners and similar events as well as 

actual contributions to political parties or candidates.  No Paradigm funds, assets, services, or facilities shall 

be contributed to any candidate for political office, political party, or political action committee, without the 

prior written approval of the Paradigm Ltd. or Paradigm B.V. Board, as applicable.   
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Workplace Conduct 

At Paradigm each individual employee is considered a valuable asset to be respected, nurtured, and 

empowered as an individual and as a team member.  We are committed to providing a safe workplace free 

from harassment and discrimination, where each employee is encouraged to set high goals and accept 

personal responsibility and accountability for effective results. 

Discrimination and Harassment  

The diversity of our employees is one of our greatest assets.  We are firmly committed to providing equal 

opportunity in all aspects of employment and will not tolerate discrimination or harassment of any kind.   It is 

our policy that all eligible persons shall have equal opportunity for employment and advancement within the 

company on the basis of their ability, qualifications, and aptitude for work.  There shall be no discrimination 

on the grounds of an individual’s nationality, sex, race, color, ethnic or national origin, religion, sexual 

orientation, marital status, age, disability, or other protected category.  In order that we may maintain a 

positive work environment, you are required not to engage in any sexual, racial, or other harassment of or 

unlawful discrimination against any person in the course of your employment or services. 

Health and Safety  

We strive to provide a safe and healthy work environment. Our facilities are to be operated in compliance 

with all applicable safety, health, and environmental requirements.   Each of us should follow his or her 

safety and health rules and our travel safety and security practices.  You should immediately report 

accidents, injuries, unsafe equipment, and unsafe practices or conditions.  

You can find additional information concerning our policies with respect to discrimination, harassment, and 

safety in the workplace on our Intranet or by contacting your HR Business Partner.   

Conflicts of Interest  

Each of us has a duty of loyalty to Paradigm and is expected to dedicate his or her efforts to advancing its 

legitimate interests, independent of improper outside influences.  We must all avoid any investment, 

business interest, or business association that involves, could involve, or could appear to involve, a conflict 

between our personal interests and the best interests of Paradigm.   

A conflict can arise if you take actions or have interests that may make it difficult to perform your work 

objectively and effectively.    While it is not possible to list all of the circumstances that might give rise to a 

conflict of interest, examples include:   

• You, a family member, or an organization in which you are involved has a significant financial interest 

in a competitor, supplier, or customer of Paradigm; 
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• You conduct business for Paradigm with a customer or supplier of which one of your relatives is an 

owner, officer, employee, or representative; 

• You take a gift of more than nominal value from an actual or potential customer or supplier; or 

• You misuse information received in the course of your employment. 

The best policy to avoid conflicts of interest is to avoid any direct or indirect business connections with our 

customers, suppliers, or competitors, other than performing business on behalf of Paradigm.  

You may not compete with Paradigm, directly or indirectly, or work for a customer, supplier, or competitor.   

Additionally, you may not use corporate property, information, or position for personal gain or take for 

yourself opportunities that are presented or discovered through the use of Paradigm’s property, information, 

or position.    

Paradigm permits the employment of qualified relatives of employees as long as such employment does 

not, in the opinion of Paradigm, create actual or perceived conflicts of interest. 

You must disclose promptly in writing to Paradigm, using a Conflict of Interest Form, any circumstance that 

creates or might create a conflict of interest or the appearance of a conflict of interest.  Employees should 

submit Conflict of Interest Forms to their Business Leader and the Committee on Business Conduct.  

Executive officers and directors should submit Conflict of Interest Forms to our General Counsel and the 

Audit Committee.  Conflicts, or potential conflicts, often can be avoided if disclosed early and completely.  A 

copy of the Conflict of Interest Form is included at the end of the Code and may also be found on our 

Intranet.       

Protection and Proper Use of Company Assets 

Each of us is responsible for the proper protection, use, and conservation of Paradigm’s assets.  Theft, 

carelessness, and waste have a direct impact on our profitability.  Any suspected incident of fraud or theft 

should be immediately reported for investigation.  Company assets should not be used for non-company 

business unless expressly authorized by the appropriate Business Leaders or under specific guidelines 

issued by Paradigm.  

Preservation of company assets, which include physical assets and proprietary information, is essential. 

Proprietary information includes intellectual property such as trade secrets, patents, trademarks, and 

copyrights, as well as business and marketing plans, engineering and manufacturing ideas, designs, 

databases, records, salary information, and any unpublished financial data and reports.  Any unauthorized 

use or distribution of company assets is in violation of the Code and could also result in civil or criminal 

penalties.   

You should promptly disclose to an officer of Paradigm any inventions and other intellectual property 

developed or conceived by you, whether alone or jointly with others, within the scope of your employment or 

any other agreement with Paradigm, including Paradigm’s Confidentiality and Inventions Agreement with 
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employees.  You should properly use our trademarks and report any unauthorized use to your Business 

Leader or our General Counsel.   

We should all do our best to ensure that Paradigm’s property under our control is properly used and 

protected by adequate controls and safeguards.  

Charitable Contributions 

Contributions to charities by Paradigm may only be made to non-profit organizations and must be pre-

approved by our Chief Financial Officer. 

Personal Privacy Protection 

We respect the privacy and dignity of all individuals and comply with applicable privacy and data protection 

laws.  We take the responsibility associated with data protection very seriously. 

Personal items, messages, and information you consider private should not be kept in company telephone 

systems, computer and/or e-mail systems, or your office or workspace.  Paradigm reserves all rights, to the 

extent permitted by law, to inspect our facilities, property, records, and systems, including electronic 

systems, and the information contained in them, with or without advance notice to our employees.           
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Business Records 

In order to conduct our business honestly, transparently, and make responsible business decisions, we 

require complete and accurate recording and reporting of information. 

Side Agreements 

Our policy is to document all contracts and business agreements with customers, agents, and all other third 

parties through formal, written agreements. Side agreements with third parties are strictly prohibited.   

A side agreement is defined as a commitment made to customers whether written, verbal, or electronically 

transmitted that is not part of the master agreement or contract with the customer in order to facilitate or 

complete a sale of any kind. Side agreements often result in modifications to the terms of the original 

arrangement and can significantly impact the accounting treatment. Modifications to an original master 

agreement or contract must be reflected either in a new written contract, as a formally documented 

amendment to the master contract, or in another form of written documentation that is customarily used to 

evidence our arrangements. Any type of modification to the master agreement or contract must be reviewed 

and approved by the Chief Executive Officer, Chief Financial Officer, Chief Operating Officer, or General 

Counsel and forwarded to the Chief Accounting Officer within one business day. 

Our goal is complete transparency and disclosure of all terms and conditions that pertain to an agreement or 

contract with customers, agents, and all other third parties.  Any employee who enters into a side agreement 

with a third party whether written, verbal, or electronically transmitted, which contradicts, supplements, or is 

in lieu of, a written contract signed by authorized representatives of each party, is subject to immediate 

disciplinary action, including termination. 

Accuracy and Retention 

Paradigm’s books, records, accounts, and financial statements should be maintained in reasonable detail, 

and appropriately reflect Paradigm’s transactions.  They should also conform to all applicable legal and 

accounting requirements and to our system of internal controls.  No false or artificial entries shall be made in 

any books or records of Paradigm for any reason and you may not engage in any arrangement that would 

result in such entries.  No payment may be approved or made with the intention or understanding that it is to 

be used for a purpose other than that disclosed by the supporting documentation. 

You should be familiar with and comply with our record retention policies.  In the event of litigation or 

governmental investigation, please consult our General Counsel. 

Disclosure of Financial Information 

Disclosure of financial information, whether internal or to the public, should be full, accurate, fair, properly 
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timed, clear, and approved by our Chief Financial Officer.   Any report or information disclosure should 

conform to laws, regulations, and financial standards of Paradigm, as well as guidelines issued by the 

company to ensure compliance with Regulation FD (Fair Disclosure) of the SEC. 

Handling Confidential and Sensitive Information 

If you have access to information classified as sensitive or confidential, it is your responsibility to ensure this 

information does not fall into the wrong hands or reach people who might inadvertently disclose it .  

Confidential or sensitive information can be in many forms including physical, electronic, or intellectual.  

Sensitive or confidential information includes, but is not limited to, current or former employee data; 

Paradigm proprietary information including information systems, policies and procedures, and ownership 

structure; non-public company information; and customer and supplier information.  The obligation to 

preserve restricted information continues even after employment ends.   

Since unintentional disclosure of restricted information is just as harmful as intentional disclosure, you 

should be very careful in your dealings with customers, suppliers, business relations, and social contacts.  

Care should also be taken when dealing with computers, software, e-mails, data, and the like to ensure no 

inadvertent disclosure of information. 

In addition to your confidentiality obligations under the Code, you also are required to comply with any 

additional requirements concerning the treatment of confidential and sensitive information contained in any 

employment agreement or other agreement between you and Paradigm. 
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Attachment A: Contacting the Compliance Helpline – 
Additional Information 

Instructions for Contacting the Compliance Helpline from Outside United States and for 

Requesting an Interpreter 

If you are located outside the United States, the following sets forth instructions for determining the country 

access code that you will need in order to contact Paradigm’s Compliance Helpline.  If you do not speak 

English or would nevertheless prefer to have an interpreter when you call the Compliance Helpline, the 

following contains instructions for requesting an interpreter once you are connected to the Compliance 

Helpline. 

Instructions for Determining Your Country Access Code 

To determine your country access code, begin by visiting the following link on the Internet: 

http://www.usa.att.com/traveler/index.jsp

When you visit this site, you will see a yellow box in the center of the page.  Simply select the country that 

you are calling from and click the red “GO” button.  The new page that loads will show you a numeric code 

to use when calling the United States from that country.  You will be required to dial this country access 

code before dialing the telephone number for the Compliance Helpline. 

When calling the Compliance Helpline from outside the United States, please be aware of the following:  

1. Make sure that the phone that you are calling from has international dialing capability.  Some 

phones may be restricted from making international calls or may require a specific access code to 

reach an internationally capable line. 

2. Dial the country access code only.  Do not dial any other numbers. 

3. Once you reach an international operator, it will be either a live person or a recording.  In either 
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instance, you are not required to speak.  At this point, you may dial the telephone number for the 

Compliance Helpline (888-475-9970).  Do not dial “1” before dialing this number.     

Instructions for Requesting an Interpreter Once You Reach the Compliance Helpline 

If you do not speak English, or prefer to have an interpreter assist you in speaking with the Compliance 

Helpline, immediately upon reaching a Compliance Helpline specialist, inform that person which language 

you speak.  The specialist will then begin conferencing in an interpreter.  As this happens, you will hear 

music; please remain on the line.  You will then hear a recorded message in the language you requested 

confirming that the interpreter will come on line shortly.  An interpreter will then join your conversation to 

assist you and the Compliance Helpline specialist in completing the call. 
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