
CODE OF CONDUCT 

 
Purpose 
This Code of Conduct outlines how Cordance and its subsidiaries conduct business and serves as a guiding 
document that outlines the ethical standards by which all in the Cordance workplace are expected to 
operate. It helps to define what it looks like to operate ethically, with fairness, with integrity, and in 
compliance with legal and regulatory requirements in the loca@ons where we operate. Referring to this 
Code, and adhering to company policies, applicable laws, rules, and regula@ons, will guide you in making 
the right decisions.  
 
Who Must Follow the Code 
All employees of Cordance and its subsidiaries are required to read, understand, and follow our Code. 
Consultants, contractors, suppliers, temporary employees (“business partners”) who serve as an extension 
of Cordance are also expected to follow the spirit of our Code, as well as any applicable contractual 
provisions. 
 
If you supervise our business partners, you are responsible for communica@ng with them about our 
standards and ensuring that they are understood. If a business partner fails to meet our ethics and 
compliance expecta@ons or their related contractual obliga@ons, it may result in the termina@on of their 
business rela@onship with Cordance. 
 
Raising Ques>ons & Repor>ng Concerns 
If you have any ques@ons or concerns regarding a sec@on of the Code, a company policy, law, rule, or 
regula@on, please contact the People Team at PeopleOps@cordance.co. 
 
Our Commitment to Equal Opportunity Employment 
Cordance is an equal opportunity employer. We are commiKed to cul@va@ng an inclusive environment 
for all employees and applicants for employment. Cordance prohibits discrimina@on and harassment of 
any kind without regard to race, color, religion, age, creed, sex, nationality, ancestry, national origin, 
disability status, genetics, protected veteran status, a7ectional or sexual orientation, gender 
identity or expression, marital status, or any other characteristic protected by federal, state, or local 
laws. 

 
ETHICAL BUSINESS CONDUCT  
Cordance will conduct business honestly and ethically wherever opera@ons are maintained. We strive to 
improve the quality of our services, products, and opera@ons and will maintain a reputa@on for honesty, 
fairness, respect, responsibility, integrity, trust, and sound business judgment. Our managers and 
employees are expected to adhere to high standards of business and personal integrity as a representa@on 
of our business prac@ces, at all @mes consistent with their duty of loyalty to the Company.   
 
We treat our customers and business partners fairly. We work to understand and meet their needs and 
seek compe@@ve advantages through superior performance, never through unethical or illegal prac@ces. 
We tell the truth about our services and capabili@es and never make claims that aren’t true. In short, we 
treat our customers and business partners as we would like to be treated. Our customers count on our 
promises. We must always be thoughNul, especially during sales ac@vi@es, not to overcommit and to strive 
to ensure that customers understand the scope of what they are purchasing. We should never make 
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promises of addi@onal services or capabili@es as a “side deal” or promise anything that is not reflected in 
the customer’s purchase agreement. In all of our dealings with customers, we should think in terms of the 
right ac@on for the long term to support our customer’s mission and sustain a trusted rela@onship. 
 
Cordance evaluates and engages with qualified business partners on an objec@ve basis grounded in 
fairness. When selec@ng partners, we assess their ability to sa@sfy our business and technical needs and 
requirements. All agreements are nego@ated in good faith and must be fair and reasonable for both 
par@es. Do your part to hold our business partners to our high standards and ensure they operate ethically, 
in compliance with the law and in a way that’s consistent with our Code, our policies, and our values. We 
are commiKed to mee@ng the many special legal, regulatory, and contractual requirements that apply to 
our government contracts in the applicable businesses. 
 
Compliance with Laws and Regula>ons 
Cordance is commiKed to compliance with all laws, rules, and regula@ons that apply to our business. It is 
impossible to an@cipate every ques@on you may have or situa@on you might face so, in addi@on to the 
Code, Cordance also has other resources that can be of help, including our legal team. Addi@onal resources 
are listed throughout the Code. As always, we rely on you to use good judgment and to seek help when 
you need it.  
 
Bribes and GiLs 
All forms of bribery and other corrupt prac@ces are strictly prohibited by Cordance, as detailed in the 
Company’s An@-Corrup@on Policy.  Simply put, we do not pay or accept bribes or kickbacks, at any @me 
for any reason. This applies equally to any business partner of Cordance. All Company employees are 
required to read and comply with the Company’s An@-Corrup@on Policy 
 
A modest giS may be a thoughNul “thank you,” or a meal may offer an opportunity to discuss business. If 
not handled carefully, however, the exchange of giSs and entertainment could be improper or create a 
conflict of interest. This is especially true if an offer is extended frequently, or if the value is large enough 
that someone may think it is being offered in an aKempt to influence a business decision. Only offer and 
accept giSs and entertainment that comply with our An@-Corrup@on Policy and make sure that anything 
given or received is accurately reported in our books and records. Be aware that the rules for what we may 
give to – or accept from – government officials are much stricter. Don’t offer anything of value to a 
government official without obtaining approval, in advance, from the General Counsel. And remember: 
We do not accept or provide giSs, favors, or entertainment to anyone – even if it complies with our policies 
– if the intent is to improperly influence a decision.  
 
In addi@on, our vendors must understand that they are required to operate in strict compliance with our 
standards and to maintain accurate records of all transac@ons. We never ask them to do something that 
we are prohibited from doing ourselves. 
 
Modern Slavery 
We conduct our business in a manner that respects the human rights and dignity of all, and we support 
interna@onal efforts to promote and protect human rights, including an absolute opposi@on to slavery 
and human trafficking. The Modern Slavery statement adopted by Cordance can be found here. Each of us 
can help support efforts to eliminate abuses such as child labor, slavery, human trafficking, and forced 
labor. 
 
 



PROMOTING A SAFE AND RESPECTFUL WORK ENVIRONMENT 
Cordance endeavors to create a work environment that promotes job sa@sfac@on, respect, responsibility, 
integrity, and value for all our employees, clients, customers, and other stakeholders. We all share in the 
responsibility of improving the quality of our work environment. We all have the right to work in an 
environment that is free from in@mida@on, harassment, bullying, and abusive conduct. Verbal or physical 
conduct by any employee that harasses another, disrupts another’s work performance, or creates an 
in@mida@ng, offensive, abusive, or hos@le work environment will not be tolerated. 
 
Workplace Bullying 
Cordance will not, in any instance, tolerate bullying or abusive behavior. All employees should be treated 
with dignity and respect. All complaints of nega@ve or inappropriate workplace behaviors will be taken 
seriously and followed through to resolu@on. Any individual who files a complaint in good faith will not 
suffer nega@ve consequences for repor@ng others for inappropriate behavior.  The Company defines 
bullying as repeated offensive, in@mida@ng, malicious or insul@ng behavior that makes a person feel 
vulnerable, upset, humiliated, undermined, or threatened.  
 
Workplace Violence 
Cordance is commiKed to our employees, vendors, contractors, and the general public to provide a work 
environment free from violence, in@mida@on, and other disrup@ve behavior. The Company has a zero-
tolerance policy regarding workplace violence and will not tolerate acts or threats of violence, harassment, 
in@mida@on, and other disrup@ve behavior, either physical or verbal, that occurs in the workplace or other 
areas where the Company’s work is conducted. This includes oral or wriKen statements, gestures, or 
expressions that communicate a direct or indirect threat of physical harm, damage to property, or any 
inten@onal behavior that may cause a person to feel threatened. 
 
Drug Free Workplace 
Cordance is commiKed to providing a safe, healthy, and produc@ve work environment. Consistent with 
this commitment, it is the intent of the Company to maintain a drug and alcohol-free workplace. Being 
under the influence of alcohol, illegal drugs (as classified under federal, state, or local laws), or other 
impairing substances while on the job may pose a serious health and safety risk to others, and will not be 
tolerated. 
 
Mutual Respect  
Our colleagues, job applicants, and business partners are entitled to respect. We are committed to 
ensuring that they feel welcomed and valued and that they are given opportunities to grow, 
contribute, and develop with us.  

• Treat others respectfully and professionally. When dealing with problems, focus the 
conversation on the actions and outcomes rather than the people. 

• If you become aware that you may have acted in a way that others found disrespectful, o7er 
an apology, and invite further conversation. 

• Speak up about comments, jokes, or materials which others might consider o7ensive. 
 
Open Door Repor>ng 
The Company believes that most work-related problems can be best addressed through open 
communica@on with management or the People Ops Team. If you have a work-related concern, you should 
feel free to raise your concern with your manager as soon as possible. If you believe that your manager is 
not the appropriate person to talk to or you do not feel comfortable talking to your manager, you may 
seek out the People Ops Team, or any member of our Execu@ve Leadership Team. 
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Addi@onally, if you believe that you or anyone else in the Company may have been subjected to unlawful 
harassment, discrimina@on, retalia@on, or some other form of illegal treatment, you must promptly report 
the conduct to your manager or, if the conduct involves your manager or you do not feel comfortable 
contac@ng your manager, report the conduct to the People Ops Team. If you have not received a 
sa@sfactory response aSer repor@ng such conduct to your manager or the People Ops Team or you do not 
feel comfortable contac@ng either, please immediately contact a member of Cordance Execu@ve 
Leadership Team.  
 
Any manager who observes or receives a report of harassment, discrimina@on, retalia@on, or other illegal 
conduct must report the conduct to the People Ops Team, or a member of the Execu@ve Leadership Team 
promptly so that an inves@ga@on can be conducted, and correc@ve ac@on taken, if appropriate. 
 
We will promptly and thoroughly inves@gate any claim and take appropriate ac@on where we find a claim 
has merit. To the extent possible, we will retain the confiden@ality of those who report suspected or 
alleged viola@ons of discrimina@on and/or harassment policies 
 
Non-Retalia>on 
The Company is commiKed to providing and maintaining a produc@ve work environment that is 
characterized by mutual respect and is free from any type of retalia@on. We believe every employee should 
be free to ask ques@ons, raise concerns and make complaints about conduct the employee believes is 
improper, illegal, unfair, unethical, retaliatory, harassing, or discriminatory. Consistent with this 
commitment, the Company will not tolerate retalia@on against individuals who engage in Protected 
Ac@vity. 
 
Protected Ac@vity includes, but is not limited to: 

• Good faith opposi@on to discrimina@on, harassment, retalia@on, or another prac@ce believed to 
be unlawful or in viola@on of Company policy by the employee; 

• Good faith filing of a complaint regarding discrimina@on, harassment, retalia@on, or any other 
prac@ce believed to be unlawful or in viola@on of Company policy by the employee, whether filed 
internally or with a government agency; 

• Good faith par@cipa@on in an employment discrimina@on, harassment, or retalia@on inves@ga@on 
or proceeding, even if the proceeding involved claims that were found to be invalid; 

• Reques@ng a reasonable accommoda@on based on religion or disability; and 
• The exercise of any legally protected right under any other applicable law. Individuals who have a 

close associa@on with someone who has engaged in such Protected Ac@vity may also be protected 
under this policy. 
 

PROTECTING INFORMATION AND ASSETS 
The confiden@ality of the trade secrets, proprietary informa@on, and similar confiden@al, commercially-
sensi@ve informa@on (i.e. financial or sales records/reports, marke@ng or business strategies/plans, 
product development, customer lists, patents, trademarks, etc.) about the Company or its opera@ons, or 
that of our customers or partners, is to be treated with discre@on and only disseminated on a need-to-
know basis (see policies rela@ng to confiden@ality).  
 
Intellectual Property 
 
Examples of intellectual property (IP) include: 



• Business and marke@ng plans 
• Company ini@a@ves (exis@ng, planned, proposed, or developing) 
• Customer lists 
• Trade secrets and discoveries 
• Methods, know-how, and techniques 
• Innova@ons and designs 
• Systems, soSware, and technology, including source code 
• Patents, trademarks, and copyrights 

 
Cordance commits substan@al resources to technology development and innova@on, and the crea@on and 
protec@on of our intellectual property rights are cri@cal to our business.  
 
If you have any ques@ons about IP, please reach out to legal@Cordance.co 
 
Informa@on about compe@tors is a valuable asset in today’s compe@@ve business environment, but in 
collec@ng business intelligence, you and others working on our behalf, must always live up to the highest 
ethical standards. Obtain compe@@ve informa@on only through legal and ethical means, never through 
fraud, misrepresenta@on, decep@on, or the use of technology to “spy” on others. Sharing compe@@vely 
sensi@ve informa@on with compe@tors (whether that informa@on belongs to us or our business partners) 
is always prohibited. 
 
Financial Integrity 
The accuracy and completeness of our disclosures and business records are essen@al to making informed 
decisions and suppor@ng investors, regulators, and others. Our books and records must accurately and 
fairly reflect our transac@ons in sufficient detail and in accordance with our accoun@ng prac@ces and 
policies. Some employees have special responsibili@es in this area, but all of us contribute to the process 
of recording business results or maintaining records. Ensure that the informa@on we record is accurate, 
@mely, complete, and maintained in a manner that is consistent with our internal controls, disclosure 
controls, and legal obliga@ons. 
 
Conflicts of Interest 
A conflict of interest can occur whenever you have a compe@ng interest or ac@vity that may interfere with 
your ability to make an objec@ve decision on behalf of Cordance. Each of us is expected to use good 
judgment and avoid situa@ons that can lead to even the appearance of a conflict, because the percep@on 
of a conflict can undermine the trust others place in us and damage our reputa@on. Conflicts of interest 
may be actual, poten@al, or even just a maKer of percep@on. Since these situa@ons are not always clear-
cut, you need to fully disclose them to your manager so that they can be properly evaluated, monitored, 
and managed. 
 
RESPONSIBLE COMMUNICATIONS  
Communica>ons About the Company 
At Cordance, we are commiKed to maintaining transparent and accurate internal and public 
communica@on about the organiza@on. Informa@on regarding the company will be shared through official 
channels to maintain consistency. Unauthorized employees should not speak on behalf of the company 
and should instead refer any communica@ons with media, investors, or other members of the public to 
the Execu@ve Leadership Team. 
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Employees of Cordance may be asked to give public speeches, write ar@cles for professional journals, or 
otherwise communicate about Cordance in a public forum. Please seek approval from management before 
engaging in these ac@vi@es while employed by Cordance. 
 
Employees who par@cipate in social media ac@vi@es such as LinkedIn, blog pos@ng, online discussion 
groups, or other electronic communica@ons may not, even under an alias, speak on behalf of Cordance, 
reveal confiden@al or proprietary informa@on, or post informa@on that may nega@vely impact the image 
or reputa@on of Cordance. 
 
Upholding the Code 
Viola@ng our Code of Conduct, our policies, or the law is unacceptable and will not be tolerated. Anyone 
who violates the Code will be subject to disciplinary ac@on, up to and including termina@on of their 
employment with Cordance.  
 
 


