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INTRODUCTION

A basic component of Aztec’s policy on business conduct is compliance with law. Aztec and its employees are
subject to and must comply with all applicable laws of the United States.

This booklet summarizes the Company's Business Ethics Policies. It deals with various laws and ethical
standards to which the Company conforms. However, this booklet does not describe all of the laws to which we
are subject; nor does it cover every ethical issue that may arise. Furthermore, this booklet does not replace the
Company's Employee Handbook that sets forth other requirements regarding individual employee and

Company conduct.

The purpose of this booklet is to give you a clear sense of direction in your daily work activity and to
communicate the Company's attitude regarding compliance with laws, Company policies and ethical business

standards.

Sherra Aguirre

CEO & President
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CobE OoF CONDUCT

It is the mission of Aztec Facility Services to provide leadership in America’s building services industry by

following the principles of continuous quality improvement, developing our culturally diverse workforce, and

maintaining a quality work environment for every customer.

Aztec exists to provide a quality work environment for our customers, and just as importantly, for our

employees. We are committed to leadership in our industry in the following areas:

Honesty and integrity; doing the right thing every time, in all situation

Partnership with customers, employees and suppliers; making decisions and operating in a
manner to support the success of all parties

Employee respect and empowerment

Investment in training, technology and resources for excellence
Sharing information critical to good decision making

Allowing the opportunity for mistakes and learning from them

o x Ox Ox

Fostering a learning environment
Safety; all accidents are preventable; we work, play and live safely

Continuous improvement; we uphold a standard of excellence in everything we do; we find ways
to improve on everything we do

Workplace and supplier diversity;, we value all team members, celebrate and learn from our
differences

Community involvement; we support the communities in which we work

Commitment to the environment; we do our part to protect the earth and its resources
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HONESTY IN DEALINGS WITH THE COMPANY & ITS CUSTOMERS

As employees of Aztec, each of us owes a special duty to the Company and its customers to
use their assets and facilities for their intfended purposes. Use of Company or customer
facilities, property, or funds for other than Company business is strictly forbidden unless
permitted in published Company policies and procedures or cleared in advance by written
authorization of an officer.

The ordering or purchasing of equipment or materials through the Company or Company
vendors for personal or other non-Company requirements is also prohibited unless the
Company has made specific arrangements in advance for the benefit of employees in
making personal purchases.

Customer credit cards (where issued) may only be used for approved business purchases.
Likewise, customer telephones, fax machines, computers, and Internet connections may only
be used for business purposes.

Company credit cards (where issued) may only be used for business purchases unless
otherwise authorized in writing.

Company telephones, computers, fax machine, and Internet connections are intended
primarily for business use. The Companyds policy sta
Company6s policy on Internet and email use.

Theft of Company or customer property, the commission of other crimes against the
Company, a customer or its employees, falsification of records and documents, or making
false statements to the Company or its customers will be grounds for immediate termination
of employment and may result in the filing of a criminal complaint.

Employees also are expected to act professionally and responsibly and to tell the truth both
infernally when dealing with the Company and other employees and externally when
dealing with customers and other third parties. In particular, all employment-related
information, including employment applications and employee resumes, must be accurate
and not contain false or misleading information.
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BIDDING, NEGOTIATION & PERFORMANCE OF CONTRACTS

Employees must strictly observe all Company policies and applicable laws, rules and
regulations that govern the acquisition of goods and services provided by the Company.
With respect to both government and commercial procurements, the Company will
compete fairly and ethically for such business opportunities.

No employee shall attempt to obtain or use non-public information that is procurement-

sensitive or security-classified. The possession or use of competitor proposals or proprietary
informationisalsostr i ct 'y prohi bited. We should never have cor
selection documents in our possession. Competitor or source selection information that is

received anonymously or on an unsolicited basis should be immediately delivered to

Company counsel unopened and unread.

Questionsd concerning what constitutes the ill egal
should be referred to the Human Resources Department. (Also see discussions in this booklet
concerning anfitrust laws.)

Personnel involved in the negotiation, administration, and/or performance of contracts shall
ensure that all statements, communications, and representations to customer
representatives are accurate and fruthful.

Sufficient care must be taken to ensure proper recording and charging of all costs to the
appropriate account, regardless of the status of the budget for that account. The
falsification or improper alteration of time cards or other cost records is illegal and will not be
tolerated. Every supervisor is personally responsible for assuring that the work time of
employees is recorded properly, promptly, and allocated accurately.

The creation of claims, bids, proposals, records, reports, or any other documents of any kind
(including personnel résumés and maintenance/inspection reports) by Company employees
or consultants that contain inaccurate, false, fictitious or fraudulent information is strictly
prohibited. Such acts may be criminal violations that could result in criminal prosecution of
the employee or consultant and the Company.
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ANTITRUST

The purpose of the antitrust laws is fo preserve a competitive economy in which free
enterprise can flourish. The Company's insistence upon full compliance with all antitrust laws
is based not only on its desire to operate within the bounds of the law, but also on its inferest
in preserving a free competitive economy.

In dealing with actual or potential competitors, employees must be careful not to take any
action or enter info any discussion that could be construed as an effort to fix prices or terms
and conditions, arrange market shares or otherwise limit competition in violation of the
antitrust laws. Because of the wide scope of activities of the Company, employees must be
fully alert to the fact that a customer or supplier in one area of activity might be a
competitor in another.

Teaming and joint venturing should only occur where neither party individually has all the
skills, background, requirements, or financial capacity necessary to effectively compete, but
together they do.

Violation of the antitrust laws is a crime for both the employee and the Company punishable
by fines of up to $1 million (or more in certain cases) and/or imprisonment.

All employees should be aware of this policy, should adhere to the guidelines set forth
therein, and should report any violations or suspected violations to the Vice President of
Administration.
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GIFTS, GRATUITIES & ENTERTAINMENT

1. CUSTOMER ANBUPPLIEFPERSONNEL

The purchase of supplies, materials, and services from vendors, suppliers and subcontractors
must be accomplished following a fair and nondiscriminatory process based solely on
quality, performance, price, and customer criteria (in cases where purchases are made for
customers).

The Company specifically prohibits offering, attempting to give, soliciting or receiving any
form of bribe or kickback. These are criminal acts. Since the mere receipt of a request to
engage in such activity may be a reportable event by law, all employees should
immediately seek advice from the Chief Financial Officer if any such request is received

2. RELATIONS WITBOVERNMENTERSONNEL

No employee may give federal, state, or local government employees any meal, beverage,
gift, or form of entertainment regardless of value with the following exceptions:

1. Promotional items that have a retail value of less than $10.00 and that contain the
Company's name or logo may be offered without violating these Standards of Conduct.

2. Employees may also provide the following to employees of federal executive agencies
other than uniformed services:

Modest items of food and refreshments, such as soft drinks, coffee, and
doughnuts offered other than as part of a meal.

Greeting cards and items with little intrinsic value such as plaques, certificates,
and frophies that are intended solely for presentation.

3. Employees may socially entertain relatives or personal friends employed by government
agencies. However, It should be clear that such entertainment is not related to the
Company's business. Expenditures for such non-business entertainment are not
reimbursable by the Company to the employee.

Employees may not make loans, guarantee loans or make payments to or on behalf of

federal, state or local government employees, except to close relatives, in which case
disclosure of the loan shall be made to the Company.

The making of gifts that exceed these limits is a violation of the Company's Standards of
Conduct. Anyone with questions regarding this section, or seeking an excepftion to these
rules, should contact the Administration Department.

3. RELATIONS WITHONGOVERNMENIERSONNEL

Furnishing meals, refreshments, modest gifts/honorariums (see below), and entertainment in
conjunction with business discussions with non-government personnel is a commonly
accepted business practice. Aztec permits its employees, within reason, to engage in such
practices. The furnishing of meals, refreshments, or entertainment and the making of modest
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gifts/honorariums, however, should not violate good common sense and the standards of
conduct of the recipient's organization, and must be consistent with past practices and
guidelines established by the appropriate business sector executive.

Employees who make and supervisors who approve, expenditures for meals, refreshments, or
entertainment must use discretion and care to ensure that such expenditures are in the
proper course of business and could not reasonably be construed as bribes or improper
inducements.

4. RECEIPT OHEMS BEMPLOYEES

Employees may accept meals, refreshments or entertainment in connection with business
discussions, provided they are not excessive as fo cost or frequency. It is the personal
responsibility of every employee to ensure that his or her acceptance of such meals,
refreshments, or entertainment is within prevaiing Company guidelines and could not
reasonably be construed as an attempt by the offering party to secure favorable treatment
or create an appearance of impropriety.

Employees may not accept gifts, including travel and accommodations, which has a retail
or exchange value of more than $100 from an individual or firm doing or seeking to do
business with the Company. Exceptions may be granted on an individual basis; however,
employees must immediately report the gift to their supervisor and the Chief Financial Officer
and request a waiver of this rule.

In any circumstance where an employee is offered meals, refreshments, entertainment or
gifts and the offering may create an appearance of impropriety regardless of value, the
employee should disclose the offering to his supervisor and the Chief Financial Officer

Except for loans by recognized banks and financial institutions that are available generally at
market rates and terms, no employee or member of his or her family may accept any loan,
guarantee of loan, or payment from an individual or firm doing or seeking to do business with
the Company.

5. GENERAL

Laws and regulations pertaining to entertainment, gifts, and payments may be somewhat
complicated. Questions regarding interpretations of specific policies should be submitted to
the Chief Financial Officer.

All approved expenditures for meals, refreshments and entertainment must be fully
documented and recorded on the books of the Company in strict compliance with
established policies and procedures.
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CONFLICTS OF INTEREST

1. CONFLICTBETWEERERSONAL ANDFFICIAIRESPONSIBILITIES

Every employee has a duty to avoid financial, business, or ofher relationships that might be
opposed to the interests of Aztec, or might cause a conflict with the performance of his or
her duties. Employees should conduct themselves in a manner that avoids even the
appearance of conflict between their personal interests and those of the Company.

Apparent conflicts of interest can easily arise. They include circumstances in which close
relatives of employees are employed by customers or competitors or where employees hold
other employment with or investment in an entity that may be in competition with the
Company. Any employee who believes that he or she may have a conflict, actual or
potential, should report all pertinent details in a memorandum to his supervisor with a copy
to the Chief Financial Officer. Remember, disclosure of a potential conflict of interest is a
protection for both employees and the Company.
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COMPLETE & ACCURATE BOOKS, RECORDS & COMMUNICATIONS

Applicable laws and regulations establish the following requirements with regard to record
keeping and communications:

The Aztec financial statements, and all books and records on which they are based
must accurately reflect all transactions of the Company.

All disbursements of funds and all receipts must be properly and promptly recorded.
No undisclosed or unrecorded fund may be established for any purpose.

No false or artificial statements or entries may be made for any purpose in the
books and records of the Company or in any infernal or external
correspondence, memoranda, or communication of any type, including
telephone, facsimile, or email communications.
Financial professionals are required to report to the President any circumstances in
which they believe the Comparnnoécrafei nanci al state

Penalties for violations in this area could be severe for both the employee involved and the
Company.
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PRESERVATION OF ASSETS & COST CONSCIOUSNESS

Every employee is charged with the duty to preserve the Company's assets, property, plant
and equipment, as well as those furnished by its customers and suppliers. Because Aztec is a
government and commercial contfractor, every employee must always be sensitive to the
control of costs while continuing to deliver quality services. Materials and services for the
conduct of the Company's business must be acquired in accordance with the most rigorous
procurement standards, obtaining items of appropriate quality on a timely basis at the best
possible price.

The Company's written travel policies provide for reimbursement of reasonable expenses
incurred by employees who travel on Company business. Economical travel should be
practiced at all times in the selection of air carriers, vehicle rentals, lodging and expenditures
for meals. Only those travel costs that are deemed allowable under the law and regulations
may be charged to a customer contract or Aztec overhead account.
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COMPLIANCE WITH ENVIRONMENTAL & SAFETY LAWS

The nature of the Company's work may require the handling and disposal of potential
pollutants and hazardous materials, including handling materials or operation of facilities
belonging to customers that may generate environmentally undesirable materials. The
Company's operations throughout the United States are also subject to federal and state
occupational health and safety (OSHA) laws.

Itis the Company's policy to adhere strictly to all environmental and safety laws that apply to
its operations. If is the duty of every manager and supervisor to inquire as to the potential
environmental impact of his or her operations, and to plan for safe operations within the
parameters established by OSHA, the Resource Conservation and Recovery Act, the Clean
Air Act, the Clean Water Act, the Toxic Substance Confrol Act, and similar laws. Where
written reports are required to be filed with governmental agencies within specified time
periods upon the occurrence of certain events, it is the Company's policy to file in a timely
fashion with guidance from the Safety Department, as appropriate.

Unsafe or potentially noncompliant environmental conditions that are inherited from an
incumbent contractor at the time business is first secured, or at the commencement of a
lease, should be reported to management and the Administration Department immediately.

Remember: Violation of environmental and safety laws can subject the Company to
significant fines, and can subject individual employees to fines and imprisonment.
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POLITICAL CONTRIBUTIONS

The Company will not make contributions, directly or indirectly, to any candidate or party or
to any organization that might use the conftributions for a political candidate or party.
Exceptions may be made to this prohibition only if permitted by law and approved by the
President of Aztec.
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EMPLOYMENT RELATIONS

Aztec is an Equal Opportunity Employer as a matter of law, ethics, and good business

practices. No employee is to discriminate against another employee or prospective

employee or make disparaging comments or criticisms on the basis of race, color, creed,

sex, nhational origin, age, handicap, or veteran06s st z:
tolerated. Such practices must be avoided in daily work as well as in personnel actions --

hiring, fransfer, promoftion, pay action, and terminations.

All employees are enfitled to a safe and secure working environment free from any conduct
that interferes with work related responsibility and legal requirements for the protection of all
employees. Harassment of any nature is strictly forbidden and can be a basis for immediate
tfermination.

It is also Company policy that all employees conduct themselves in a fair and respectful
manner in all dealings with fellow employees. All employees have the right to expect that
they will be treated with civility and dignity in their day-to-day activities for the Company.

Disrespectful, insulting, or intimidating conduct has no place in Aztec.
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PROPRIETARY & CONFIDENTIAL INFORMATION

As an employee you may have access to various types of proprietary, confidential, or pri-
vate information of Aztec and its customer s (0confidential i nf
information includes the business, financial, marketing, and operating plans associated with
Aztec, its customers, and suppliers, including information such as supplier commercial bids. It
includes proposals, cost estimates, designs, engineering and construction know-how, Aztec
business and project plans with outside suppliers and confractors, and a variety of infernal
information. It also includes personnel data, medical records, and salary information. You
must not use or disclose confidential information unless such use and disclosure is part of your
duties at Aztec or you obtain specific written authorization to use or disclose it. Use confi-
denfial information only for its infended purpose and share it with other employees on a
need-to-know basis only.

Do not mi sappropriate or mi suse someone el sebds <conf
information that is not marked confidential, but you believe it may be confidential, ask the

person who gave it to you. Aztec operates in a highly competitive business world that

demands an understanding ofitscomp et i t or s busi ness areattingtatat egi es.
regarding competitors, employees should use legitimate resources only and avoid actions

that are illegal or unethical, or which could cause embarrassment for Aztec.

Do not accept confidential information unrelated to your job. If someone tries to give you
confidential information you are not authorized to receive, do not accept it and notify your
supervisor or manager.

If you retire or terminate your employment for any reason, including working for one of
Aztecsd c pgtitors, you are prohibited from divulging confidential or proprietary
information about Aztec. Aztec owns the proprietary information you developed or were
exposed to as an employee, even after your departure. Conversely, if you previously worked
for an Aztec competitor, you are expected to maintain the confidentiality of proprietary or
confidential information that you received while employed by that company. It is never
acceptable to coerce or encourage employees to divulge confidential information about
their previous employers.
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GOVERNMENT INVESTIGATIONS

The United States system of laws gives wide discretion to governmental investigators to

search out wrongdoing. Many governmental agencies employ their own investigators (e.g.,

i nspectorf6s general, speci al agent s) bylocslpplipd, e ment w
Justice Department, or state district attorney offices.

The Companyds policy is to cooperate fully with all/l
rules governing the conduct of investigations are complex and therefore require the
involvement of the Chief Financial Officer. Any employee who becomes aware of an
investigation relating to the Company, its employees, contracts or subcontracts should
immediately contact the Chief Financial Officer with this information.
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REQUESTS FOR INFORMATION

Frequently, requests are received for information relating to the Company, its employees,
suppliers, and customers. It is important that the privacy and property rights of those parties
be protected.

Inquiries from the public relating to the Company (except the normal material given fo
suppliers or customers) should only be released through the Marketing Department.

Information relating to employees, suppliers or customers should only be released in
accordance with law -- such as in response to court orders or subpoenas -- and must be
coordinated with the Marketing Department.
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COMPLIANCE & DISCIPLINE

All employees of Aztec are required to fully comply with these Business Ethics Policies.
Employees are required to report suspected violations of the Standards and to assist the
Company, when necessary, in investigating violations. All managers and supervisors are
charged with the responsibility of supervising their employees in accordance with these
Standards of Conduct.

Failure fo comply with these Standards of Conduct will result in disciplinary actions that may
include suspension, termination, and referral for criminal prosecution and/or reimbursement
to the Company for any losses or damages resulting from the violation. As with all matters
involving disciplinary action, principles of fairness will apply. Any employee charged with a
violation of these Standards will be afforded an opportunity to explain his or her actions
before disciplinary action is taken.

Disciplinary action will be taken when:
employees authorize or participate in actions that violate these Standards;

an employee deliberately fails fo report a violation or deliberately withholds
relevant or material information concerning a violation of these Standards;

a manager's or supervisor's actions reflect inadequate supervision or a lack of
diligence in connection with a violation of these Standards; and/or

any supervisor retaliates, directly or indirectly, or encourages others to retaliate
against an employee who reports a suspected violation of these Standards.

These Standards will be enforced at all levels, fairly and without prejudice. To the extent
possible, consistent with its obligations under the law, and within the enforcement processes
established herein, the Company will keep confidential the identity of employees about or
against whom allegations of violations are brought, unless or unfil it has been determined
that a violation has occurred. Similarly, to the extent possible and permitted by law, the
Company will keep confidential the identity of anyone reporting a possible violation, upon
request.
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QUESTIONS / CONCERNS

Any employee with a need for help regarding the Company's Business Ethics Policy should
first take up the issue with his/her manager/supervisor. If for some reason this is not
appropriate, the employee should take the matter up the Director of Human Resources. And
remember:

I f you know itdéds wrong, dondt do it

If in doubt, ask & keep asking until you get an answer
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AZTEC HOTLINE

Dondt ignor e wh atbe jlemal orhuedthicaelwenducod report it. When you call the
Hot Line your communication will be kept confidential to greatest extent possible. Your
concerns will be addressed and you will be informed of the outcome.

1-866-567-2185
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ACKNOWLEDGEMENT

To: Human Resources

| have read Aztec’s Business Ethics Policy. | understand my responsibility to comply with the

Company'’s Standards of Conduct and the penalties for violations.

If I have any questions or concerns regarding the Business Ethics Policy, | will immediately follow one

of the procedures suggested in this document.

Signature Date

Print Name

Job Title

Location
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