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A Message from our President and CEO
We do the right thing the right way.
Throughout our history, Pitney Bowes has always remained true to its core values. Those values compel us to do
the right thing the right way: to treat our employees, customers, business partners and communities with respect, fairness,
honesty, trust, and integrity. It is a moral imperative and essential to our success as individuals and as a company that we
treat people the way each of us wants to be treated. We hold ourselves and our colleagues to this high ethical standard.
While much has changed at Pitney Bowes over the years and will continue to change, our pledge to provide an environment
that encourages and demands ethical behavior is unwavering.
I truly believe that each of us, as Pitney Bowes employees, strives to do the best we can in our jobs every day.
These Business Practices Guidelines help us do just that. They help us to live our shared values and put them into action
daily. They provide a common set of principles and standards to guide our actions as we conduct our business.
Please review and be sure you understand these Guidelines. Refer to them frequently and when you need help in
dealing with any ethics or compliance-related issue, do not be afraid to ask for help from any of the resources identified in the
following pages.
We all have a role to play in ensuring that this core value is reflected in how we conduct business and in how we
conduct ourselves. As CEO, I expect each of us to do the right thing the right way, no matter which business unit you work in
or where in the world you live.
Marc Lautenbach
President and CEO
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About These Guidelines
Why do we have the Business Practices Guidelines?
The Business Practices Guidelines (“Guidelines”) serve
as our ‘code of conduct’ and helps us do the right thing
for the right reasons and in the right way.

Which Laws Apply?
Which Policies Apply?
What other Documents Apply?
Who do these
Business Practices Guidelines Apply to?
What are our Individual Responsibilities?
What additional responsibilities do Managers and
Supervisors have?
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These Guidelines also identify important policies,
resources to find answers when you need them, and who
to contact to report your concerns or questions. The
Guidelines cannot describe every law and policy that
may apply to your expected conduct or business
dealings, but they help to ensure that together, we are all
going in the right direction. Our Company can only live up
to its ethical and legal commitments if each of us lives up
to those commitments every day. For that reason, each
of us is responsible for speaking up if we believe that
someone is doing something – or about to do something
– that violates these Guidelines, the Company’s policies
or the law. That’s the way we protect our most valuable
asset – our reputation – that assures many more years of
success.
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About the Guidelines
Every Pitney Bowes employee has an obligation to:
•
•
•
•

Read, understand and comply with these Guidelines and take all required compliance training
Know the laws that apply to our Company and our work
Report any suspected violation of these Guidelines, Company policies or the law as permitted by local law
Cooperate fully with any investigation the Company may undertake

Managers have special responsibility and accountability under these Guidelines. Managers must:
• Demonstrate, by their words and actions, the importance of compliance and ethical behavior and that
business performance is never more important than ethical conduct.
• Ensure the employees they supervise have adequate training, resources and support to follow the
Company’s ethical standards and legal compliance requirements.
• Avoid words and actions that pressure employees to engage in unethical or illegal behavior; create an
environment where employees feel safe to ask questions or report wrongdoing.
• Monitor compliance and report suspected or actual noncompliance – regardless of whether the manager
has a reporting relationship with the involved employees.
Q: What other Documents Apply?
A: The Guidelines act as a primary reference guide regarding business practices and
compliance requirements, but is not the only resource that provides guidance. Be familiar with
other guidance documents that apply to you, including employee handbooks, other standards of
professional conduct that may apply to your function or profession and employment contracts.
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About the Guidelines
Q: Who do these Business Practices Guidelines Apply to?
A: All of us, no matter what our position, we are required to follow all applicable laws and live up to the
high ethical standards outlined in the Guidelines. Also, we should engage or work with only those
suppliers, consultants or dealers whose actions are consistent with these Guidelines.
Q: Which Laws Apply?
A: Pitney Bowes does business in many different countries. This means that we are subject to laws of
different jurisdictions as we do our work for the Company. Although these Guidelines were written to
apply as broadly across the Company as possible, local laws and customs as well as local cultural
differences may apply to our operations, depending on your business location. If you have questions
about what laws apply to your business activities, be sure to obtain advice promptly from Legal.
Q: Which Policies Apply?
A: All corporate policies apply to all subsidiaries, country organizations and individual lines of business,
except as stated in those policies. Also, each subsidiary or line of business may have adopted
additional policies and procedures to further take into account local business practices and any more
stringent local laws that apply to them. In all cases, we should always follow the strictest rules that
apply whether they are set out in laws, regulations, these Guidelines or other Company policies and
procedures. The corporate policies can be found here.
Pitney Bowes | Business Practice Guidelines | 2018
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Enforcement of the Business Practices Guidelines
Non-Retaliation. Pitney Bowes will not tolerate any retaliation against an employee who, in good faith,
seeks advice, raises a concern, or reports known or suspected misconduct. The Company will investigate
and take claims of retaliation extremely seriously. Any individual (whether or not a manager) who engages in
retaliatory conduct will be subject to disciplinary action, which may include dismissal. If you believe you have
been subjected to retaliation for raising a legal or ethical issue in good faith, immediately contact Global
Ethics, Human Resources, Legal or the Ethics Help Line.
Disciplinary Procedures. Employees who fail to comply with these Guidelines, Company policy or the law
will face serious consequences including possible final warnings, demotion or dismissal and, if criminal
activity is found, the matter may be reported to law enforcement. Managers and any employee who observes
or knows about a violation of these Guidelines or the law, and who fail to report it to management, Human
Resources, Legal, Global Ethics or Audit, will also be subject to discipline.
Remember: These Guidelines help protect you, your co-workers and Pitney Bowes. Failure to read and
understand these Guidelines, and the Human Resource policies, or relevant policies is no excuse for a
violation. Compliance with these Guidelines is not optional – no violation of Company policy or the law is
worth damaging your reputation, Pitney Bowes’ reputation or losing your employment.
Pitney Bowes | Business Practice Guidelines | 2018
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What happens when you report a concern?
Your call will be answered
quickly.

Tell the phone agent all
you can about your
question or concern.
You will be asked
questions to make sure
we have accurate
information.
We don’t record your voice
or use devices to identify
your telephone number.
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Global Ethics
reviews your
concern/question
and creates a case.
If needed, an
investigation will be
conducted

Global Ethics may
consult with HR,
Legal,
Audit/Finance or
other subject
matter experts

Revisions are
made to processes,
policies or
procedures, if
necessary

Appropriate action
is taken if a
violation of law or
Company policy is
confirmed

Case resolved and
closed. To protect
confidentiality,
specific case
outcomes and
disciplinary actions
usually will not be
shared.
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The Global Ethics and Compliance Department
The Global Ethics and Compliance (Global Ethics) department oversees the Company’s efforts to conduct
business ethically and in compliance with the laws that govern us throughout the world. Global Ethics
provides ethics and compliance training and communications, maintains corporate policies, sponsors the
Ethics Help Line and other channels for employees to seek advice or report concerns about perceived or
actual wrongdoing, and investigates reports of policy or law violations. But remember: acting ethically and
in compliance with the law is every employees responsibility.

Employees may seek advice and report concerns through their local management, human resources, the
Ethics Help Line (by web reporting, email (ethicsoffice@pb.com), or regular mail), to Audit & Advisory
Services (Audit) or the Global Legal and Compliance Office (Legal). Click here for other telephone
numbers and email addresses to contact. Click here for some general guidance on how to make ethical
decisions.
What is the Ethics Help Line?
When should I contact the Ethics Help Line?

What types of issues can I report?
How do I contact the Ethics Help Line?

Do I have to give my name when I contact the Ethics Help Line?
Can I talk to someone else other than the Ethics Help Line?
Pitney Bowes | Business Practice Guidelines | 2018
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Where To Go For Legal And Compliance Help
Resource
Ethics Help Line
Global Ethics and Compliance
Audit & Advisory Services
Global Citizenship & Philanthropy
Environmental, Health and Safety
Legal Department
Medical Department
Global Government & Regulatory Affairs
Global Privacy & Information Security
Global Security
Human Resources
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Business Phone
1.888.407.3485
1.203.351.6072
1.203.351.6301
1.203.351.6074
1.203.922.4411
1.203.351.6480
1.203.351.7608
1.203.922.6937
1.203.351.6113
1.203.922.5004

Email

Australia

612.947.3585

Brazil

+55 11 2348 8901

Canada
France & Italy
Germany & Poland
India
Japan
Nordics

905.219.3010
+33 1 5593 6142
+49 6151 5202 113
+91 98101 46501

PB Resolve

1.888.768.2911

United Kingdom & ROI
United States

+44 7841 363582
1.800.932.3631

Cameron Russell
Cristiane Alencar De Moraes
Suringar
Marcela Otarola
Sonia Bruyere
Bernhard Kandziora
Ruchi Bhalla
Shion Makita
Bernhard Kandziora
Kenneth Peterson
Maria Venneri
Rachel Archontides
HRSupportline@pb.com

+49 6151 5202 113

Ethicsoffice@pb.com

EHS@pb.com

GovtAffairs@pb.com
GlobalSecurity@pb.com
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About the Ethics Help Line
Q: What is the Ethics Help Line?
A: The Ethics Help Line is staffed by an independent third party to take in Pitney Bowes’ employees’
phone calls, email or web reports of concerns or questions about whether some activity meets the
standards set by our policies and Business Practices Guidelines, the laws and regulations that apply to
us, or our contractual commitments. The Ethics Help Line is available 24 hours a day, 7 days a week in
multiple languages.
Q: When should I contact the Ethics Help Line?
A: If for any reason you are uncomfortable with talking to your manager, human resources
representative, your business unit lawyer or Global Ethics, or if you’ve tried to get answers but have not
been successful, you should contact the Ethics Help Line. When in doubt about whether an action
meets with Company standards or the law, do not be afraid to ask. If something concerns you enough to
ask a question about it, speak up! We’re always here to help you.
Q: How can I contact the Ethics Help Line?
A: You can call (toll free): 1.888.407.3485 (US); for all other countries, please click here.
You can submit concerns or questions at EthicsOffice@pb.com
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About the Ethics Help Line
Q: Do I have to give my name when I contact the Ethics Help Line?
A: You do not have to identify yourself, if permitted by law. Your report will be given a report number so
that you can follow up for an update or we can try to contact you for more information. We will make
every effort to protect your identity. If we have to disclose your identity in a legal action we pursue or
that is taken against Pitney Bowes, we’ll only disclose it to those who have a need to know and only to
the extent necessary. Of course, if you’ve told others about your concern the Company cannot be held
accountable for maintaining anonymity. By providing your contact information, we can follow up with
requests for critical information we may need to conduct an investigation.
Q: Can I talk to someone else other than the Ethics Help Line?
A: You can always approach your manager, human resources, your business unit lawyer, Global Ethics,
Audit or any manager you think might be able to help you
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About the Ethics Help Line
Q: What types of issues can I report?
A: All violations of the law, the Business Practices Guidelines, Pitney Bowes policy or any other
internal code of conduct or standard should be reported, including but not limited to:
• Ethics and compliance issues, fraud, misconduct, corruption, financial issues, conflicts of interest,
insider trading or antitrust regulations, colluding with competitors, bribery, theft, embezzlement.
• Employee relations issues, such as harassment, discrimination or improper workplace conduct.
• Loss or theft of data or assets belonging to the Company or clients (e.g., computers and cell
phones).
• Workplace violence and alcohol or drug abuse.
• Environmental, health and safety matters, such as occupational health and safety hazards.
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Ethical Decision Making Guidelines
Ask yourself:
Is it legal?

Is it ethical?
Is it consistent with Pitney Bowes’ values, our policies and these Guidelines?
Will it harm me or someone else?
Is it something I am willing to be held accountable for?
Would it embarrass my co-workers, my manager, the rest of the Company, our clients or my family?
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Doing the Right Thing in the Workplace
• Respect, Diversity and Inclusion (Harassment-free Environment)
• Human Rights

• Employee Health, Safety and Security
• Weapons and Workplace Violence
• Drugs and Alcohol

• Social Media
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Respect, Diversity and Inclusion
Respect, diversity and inclusion are critical Pitney Bowes values. The knowledge, dedication and diversity of
Pitney Bowes employees strengthens our competitive advantage. If you observe someone using words or
actions you believe to be inconsistent with these guidelines, report it to your manager, HR or the Ethics Help
Line.
Keep the workplace free from non-Company approved solicitations (including charitable fundraising activities), advertising or literature of any kind related to your personal, spiritual or political
activities.

Human Resource policies
Pitney Bowes | Business Practice Guidelines | 2018

Diversity & inclusion

Ethics Help Line

PB Resolve
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Respect, Diversity and Inclusion
Respect: We treat each other and all with whom we do business with courtesy, fairness, respect and dignity.
Any suspected violation of human rights policies or laws must be reported and will be investigated.
Whether you are in or outside the workplace:
• act responsibly, appropriately and respectfully when conducting business or participating in Companyrelated activities;
• abide by local laws and respect your fellow employees.
Q: What is a “Company-related activity”?
A: “Company-related activities” includes, for example:
• any activity on Company premises
• departmental celebrations or holiday parties
• dealings with clients or vendors
• travel on Company business, or
• attendance at any off-site work-related event including training sessions, seminars, sales
conferences or business meetings.
Remember, your personal conduct could affect your on-the-job performance.
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Respect, Diversity and Inclusion
Diversity: Diversity and inclusion support our business objectives and the success of our Company.
Applicants are hired, and employees are compensated, assigned, trained, promoted and disciplined based
on qualifications and performance. We never single someone out or treat someone differently based on their
race, ethnicity, country of origin, nationality, sex, sexual orientation, age or based on any factor not related to
someone’s ability to do their job.
Q: I believe I wasn’t considered for a promotion because I have a physical disability. I have no
restrictions on what I can do that would prevent me from carrying out the responsibilities of the
new position. What should I do?
A: Explain your concerns to your manager and/or your Human Resources representative. If
you prefer, you may contact your business unit leaders, or the Ethics Help Line for further
investigation into your claim.
Q: One of my co-workers has made repeated references to my ethnicity. This includes mocking
how I speak and calling me by derogatory nicknames. I confronted my co-worker who claimed
she was only joking. The behavior has not stopped. What else can I do?
A: Since you have already asked your co-worker to stop the behavior, your next step would
be to consult your manager, your Human Resources representative or the Ethics Help Line.
An investigation will be conducted and a resolution reached. “I was only joking” is not an
excuse for this type of behavior, which is in direct conflict with the Company values and a
violation of these Guidelines.

Respect, Diversity and Inclusion
Inclusion: (Harassment-free Environment) Harassment, intimidation and other unprofessional behavior that
disrespects the dignity of another employee is not acceptable. Forms of harassment include cyber bullying,
sexual harassment, humiliating jokes, slurs, insults or isolation related to a medical condition, to name a few.
Causing discomfort or intimidation toward others is not permitted under our policy, our laws and directly
conflicts with our values.

Q: When I’m traveling on business, does it really matter what I do in my free time?
A: If you engage in improper conduct while traveling on Company business, you could put the
Company’s reputation or business at risk. Keep in mind that when you are away from the
office, you are still representing Pitney Bowes and should govern your behavior accordingly.
Q: The project team I’m working on has had to work weekends lately. For religious reasons, I
can’t work on Saturday but can come in on Sunday. I can tell my manager is annoyed and she
has made a few comments to me in front of the rest of the team. I want to continue working with
the team but don’t want to compromise my religious beliefs. What should I do?
A: You should not feel that you have to compromise your religious beliefs in order to get
your work done. If you feel comfortable, speak with your manager about how you feel and
what your situation is. If you prefer, speak with Human Resources or the Ethics Help Line to
voice your concerns. Appropriate actions will be taken to resolve the issue. An inclusive
workplace is one in which everyone’s beliefs are respected.
Pitney Bowes | Business Practice Guidelines | 2018
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Respect, Diversity and Inclusion
What does harassment look like: Any behavior that disrespects the dignity of another employee can be
considered as harassment under applicable law. For example:
• bringing into the workplace materials which are likely to create hatred or fear;
• unwelcome sexual advances, requests for sexual favors, unsolicited physical contact, propositions,
unwelcome flirtations or offensive verbal or physical conduct of a sexual nature;
• intimidating or malicious abuse - physical, mental or emotional - or ridicule;
• employees can be harassed by peers or subordinates as well as by managers;
• harassment can also occur between people of the same sex, sexuality, race or ethnicity.
Q: My manager keeps asking me for a date. I don’t even like her. What should I do?
A: Since such activity by managers may be viewed as sexual harassment, at Pitney Bowes
managers are not permitted to date any employee who is in their line of supervision. Contact
Human Resources or the Ethics Help Line to voice your concerns.
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Human Rights
Human rights will be respected by Pitney Bowes’ employees, suppliers, representatives and business
partners. We will take all appropriate steps to avoid complicity in human rights violations that could arise
through our business actions.
Protecting Human Rights in our Supply Chain: We will take all reasonable steps to ensure our
suppliers, business partners and representatives do not use forced, prison or child labor or
physical abuse or punishment of their workforce in producing or delivering our products or
services.
Forced or Child Labor: Pitney Bowes opposes the use of forced labor or the unlawful
employment of children in any place where we do business. We will obey all laws relating to the
terms and conditions of employment, especially child labor.
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Human Rights
Wage and Working Hours: We will comply with all applicable wage and hour laws and regulations, including
those related to minimum wage, overtime hours, benefits mandated by law and other elements of
compensation. Employees are required to accurately and timely report their actual time worked.

Q: My manager wants me to not put in for all the overtime I’m working lately. He says it will
negatively impact his budget and our site won’t be eligible for a performance bonus.
Is that right?
A: No. The Company is obligated to pay you for the time you worked. Managers must not ask
employees to inaccurately record their time.
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Health, Safety and Security
Health, Safety and Security will always be given priority in how we get our work done. Every one of us is
responsible for creating a workplace that is respectful, safe, fair and honest. Pitney Bowes is committed to
promoting a safe and productive work environment and each employee’s decisions and actions must support
a safe and secure workplace.

EHS Site
Pitney Bowes | Business Practice Guidelines | 2018
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Health, Safety and Security
Health and Safety: We follow all safety rules and procedures while working. This includes when working at
customer locations or driving on Company business. We report all accidents, illnesses or violations of safety
or environmental policy occurring in the workplace or while conducting Company business without delay so
that they may be investigated.
As employees we must make safety a core principle in everything we do. It is everyone’s
responsibility to participate in safety training.
We immediately report any spill, hazardous condition or workplace accident to management, our
local Health and Safety Committee, building maintenance personnel, the Environmental Health &
Safety department or the Ethics Help Line.
All employees should understand what to do, who to call and where to go in the event of an
emergency in the workplace. Pitney Bowes’ emergency preparedness and business continuity
information can be found here.
Q: A safety device on my machine is broken. Should I say something?
A: Yes, all safety equipment has been installed to protect your safety. You should let you
supervisor, manager, technician or safety representative know that the safety equipment is
not working properly.
Pitney Bowes | Business Practice Guidelines | 2018
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Weapons and Workplace Violence
Weapons and Workplace Violence: Weapons and dangerous materials (such as firearms, explosives or
ammunition) are not permitted while conducting Company business or while on Company property, subject
to local law. All threats or acts of violence to employees or the workplace are taken seriously and will be
assessed and addressed without delay. To learn more about how the Prevention of Critical Incidents Team
responds to threats or acts of violence, click here.
Q: I usually carry a rifle in my truck because I like to go hunting after work and on the weekends.
Is it okay if I drive that truck with the gun in it while I make my sales calls?
A: No. You may not carry a weapon in any vehicle that you use while conducting Company
business, or that you park on Company provided premises.
Q: I have an abusive spouse and I don’t know what I should do?
A: Because domestic violence may lead to workplace violence, the reluctance of a victim to
come forward due to fear or shame may unintentionally expose the workplace to violence. If
you or someone you know at work may be a victim of violence, you are encouraged to tell
your manager, Human Resources, or the Ethics Help Line. Resources for guidance and
support are available. All matters will be handled with discretion.
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Drugs and Alcohol
Drugs: While on Company premises (including car parks / parking lots) or while conducting Company
business, employees must not use, sell, purchase, manufacture, have or distribute (i) controlled substances
when held or used in an abusive or illegal manner or (ii) illegal drugs.
Q: I sometimes see other employees using illegal drugs during their work breaks. Should I report
it?
A: You are strongly encouraged to report the matter to your manager or Human Resources
representative. The possession or use of illegal drugs on Company premises or Company
time is strictly forbidden.
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Drugs and Alcohol
Alcohol: Employees may not report to work, or engage in Company business, whether or not on Company
premises, if their performance is impaired by alcohol or drug use. Alcohol may be served or consumed in the
workplace only as allowed by local facility policy and law. Employees must drink responsibly, act
professionally (on or off Company premises) during any social or business event connected with Pitney
Bowes.
Q: My manager holds some staff meetings late in the afternoon at a local bar, and buys snacks
and alcohol for everyone. I don’t drink alcohol and feel pressured to at least order a drink. I’m
unsure about what to do.
A: It’s improper for anyone to pressure you into ordering alcohol when you don’t want it. You
should tell your Human Resources representative how this activity affects you. Further, each
business unit has guidelines about when alcohol can be served at work-related functions,
especially if the Company will be paying for it.
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Social Media
When using Social Media, it is legally required and policy driven that you do not represent that you speak
for, or that your opinions or views are those of, Pitney Bowes unless you are authorized to do so. In addition,
if you are commenting on Pitney Bowes products or services, you must identify yourself as a Pitney Bowes
employee. It is never permissible under any circumstances to share non-public information. Follow Pitney
Bowes’ Social Media Use Guidelines.
Q: Is it okay to praise Pitney Bowes’ new product offering without identifying myself as an
employee?
A: No! Always Identify yourself as an employee when discussing Pitney Bowes and be clear
that you are representing your views, not those of the Company.

Social Media Policy
Pitney Bowes | Business Practice Guidelines | 2018
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PB Social Media Page
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Social Media
Using social media safely and responsibly helps protect you from any potential disciplinary actions or legal
consequences. Keep these tips in mind when using social media.
Be
Transparent

If you are worried you might get in
trouble about what you post, it is
probably better that you not post it.

Be
Considerate

Respect yourself and your peers. No
slurs, personal attacks, obscenity, or
inflammatory topics.

Be
Judicious

Avoid posting any confidential
company information or sharing
information about your colleagues.

Be
Thoughtful

It is easy for posts to be taken out of
context. Anticipate reactions to your
post before sharing it.

Be
Professional

Keep the details of your personal life
out of any social media posts you
make for Pitney Bowes.

Be
Legal

Comply with all applicable laws (e.g.,
copyright, privacy, defamation, etc.)

Be
Safe

Cyber criminals are watching, so29be
careful what you share and who you
send it to.

Review your post for accuracy. If you
Be
borrow content from somewhere else,
Knowledgeable cite your sources

Write in your own voice; share your
Be
Conversational personality, in a respectful way.

Be
Responsible
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When using social media, you alone
are responsible for what you post.

Doing the Right Thing in the Marketplace
•
•
•
•
•
•

•
•
•
•
•

Anti-corruption / Anti-bribery (including Anti-Money Laundering)
Antitrust and Fair Competition / Competitors and Competition
Fraud / Dishonesty / Disparagement
Reciprocity
Trade Controls / Anti-boycott / Sanctions
Business Partners and Suppliers
Government Contracts
Product and Service Quality
Doing Business in New Markets
Acquisitions
Government Inquiries and Investigations
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Doing the Right Thing in the Marketplace
Pitney Bowes is committed to doing business fairly, honestly and legally with our customers, business
associates, suppliers and competitors. We compete vigorously, but always with integrity and in compliance
with applicable laws that promote competition in the marketplace. It is generally not acceptable to participate
in any activity that would support unfair competition.
Fraud/ Dishonesty/ Disparagement: We will be honest at all times. We never knowingly make
false statements, provide inaccurate documentation or report information in bad faith. Our
products and services will be marketed using fair and lawful business methods and will not make
misleading or disparaging statements about a competitor’s products or services.
Reciprocity: Our decisions to obtain products and services are based on price, quality and
suitability. In turn, we expect our current and prospective clients to purchase Pitney Bowes
products and services on the same basis, free from any promise of an exchange of business or
personal benefits.
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Anti-Corruption/ Anti-bribery
Anti-Corruption/ Anti-Bribery: We do not accept or give bribes or kickbacks in any business relationship for
any reason. All Company transactions must comply with reporting, recording and foreign exchange rules.
Proceeds of Crime: Pitney Bowes will not knowingly do business with clients who pay us with
money from criminal activities, or participate in schemes to conceal the criminal origin of a client’s
funds (“money laundering”). If you suspect that any client payment is connected with criminal
activity, or that clients are participating in a scheme to pay us with funds to ‘clean’ their money,
report it to Legal or Audit.
Q: What is the U.S. Foreign Corrupt Practices Act? Do I need to be concerned about it if I work
outside of the U.S.?
A: Yes. The Foreign Corrupt Practices Act is a U.S law that prohibits offering or giving either
directly or through a third party, anything of value to representatives of a foreign
government, political party, party official, or candidate for office, or their families, in order to
influence decisions or obtain favorable treatment. The Act also prohibits ignoring internal
accounting controls and falsifying books and records, including accounting records and
financial statements, to disguise payments to foreign officials. If your job involves trade or
travel overseas, you should be familiar with this law. Contact your business unit lawyer or
Audit for more information.
Pitney Bowes | Business Practice Guidelines | 2018
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Anti-Corruption/ Anti-bribery
Bribery: We must never try to improperly influence someone with bribes or kickbacks (money, gifts, meals,
gratuities or entertainment) or reward them for treating Pitney Bowes favorably in any government or
commercial business relationship.
What does bribery look like?
• A potential government client requires you to pay a certain company as a ‘sales agent’ to
close a deal with the client.
• For a “fee”, a business person offers to help reinstate client progress payments that were
stopped for no good reason.
• A customs agent demands a “special” fee to arrange clearance of a product shipment.
• A dealer offers expensive gifts to a contract manager to win a contract bid.
• A government client asks you to pay travel expenses for a visit to your product showroom in
another country and he wants to bring his family and visit attractions along the way as well.
Q: Can Pitney Bowes accept payment from an individual government employee?
A: Payments made in connection with Pitney Bowes’ business to or by a government entity
must be lawful, made directly to or by that entity, and paid by check, wire transfer or other
recordable means. Such payments must not be made by or to individual government
employees or their families, or to any other individual.
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Antitrust, Fair Competition and Competitors
We never have discussions or make arrangements with competitors regarding pricing, credit terms, bids or
offers or any similar matters. It is never acceptable to use deception, theft or unfair methods to obtain
competitive confidential information.
Vigorous and Fair Competition: Learn about, understand and obey the legal requirements for
fair competition in the country in which you work. Violations of competition laws, whether
deliberate or unintentional, can expose both Pitney Bowes and you and penalties.
Fixing Prices and Other Terms: You must never agree to set prices, divide territories or
customers with a competitor.
Q: A competitor has been making false and misleading statements about Pitney Bowes products and
services. Should I respond?
A: Don’t respond on your own initiative. Report the situation to your business unit management who will
then consult with Legal as appropriate.

Fair Competition
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Antitrust, Fair Competition and Competitors
Competitive Intelligence: We may gather competitive intelligence through legitimate means but we do not
ask for or use information that we should not have. In particular, employees cannot use in any way or disclose
confidential information obtained from their former employer. If you get, or someone gives you, information that
you know or suspect is confidential and belongs to a supplier or competitor, please tell your manager, Legal or
the Ethics Help Line.
Q: I met a competitor at a trade show who suggested that we could both sell more efficiently if we divide up
the sales territory. What should I do?
A: Say no! Tell the competitor that this agreement is against PB policy and may be a violation of the law.
Report the conversation to your business unit management who will report this situation to Legal.
Q: In my sales office, we are considering a “package deal” for our customers by combining two Pitney Bowes
products together. Is this okay?
A: Discuss all ideas with your business unit finance management and, through them, with the Corporate
Controller and Audit. The strategy you describe may have an impact on how the related revenue is
recorded for accounting purposes and may have legal implications. Sales or marketing strategies like
these require the guidance of Legal and the Corporate Controller.
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Antitrust, Fair Competition and Competitors
Industry Organizations and Competitors: We may participate in standards organizations with competitors,
provided there is no discussion of prices, sales terms, market divisions or the like. Consult with Legal for
guidance prior to attending any industry-wide meetings.
Q: We just received a request for a proposal for a large contract. I think we will improve our chances of
winning if we team with a company that has been a competitor in other situations. Can I do this?
A: It will depend on the particular circumstances. Legal can help you assess and minimize the risks and
design the most beneficial arrangement for Pitney Bowes. Before you approach the competitor, have the
Legal Department and business unit management evaluate the proposed relationship.
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Anti-Boycott / Sanctions
We must never agree to boycott potential or actual clients or suppliers, or otherwise engage in or support
restrictive international trade practices not allowed by the governments of the countries in which we do
business. Entering into, or being asked to enter into, agreements to restrict trade or otherwise assist a
boycott could be construed as participating in a boycott. The Company is required to report boycott requests
and employees must inform Legal, Global Ethics or the Ethics Help Line of any such request.
Q: I am processing an order for an international client. Is there anything I should be aware of?
A: You need to understand export and import control and trade laws that apply to the product
being shipped and the client’s location. You should be particularly concerned if the order
contains any technical data or information, or parts that could be used for purposes other
than its normal use. Contact Legal for more information.
Q: What is an export?
A: An export can be a shipment of a product, but it can also be a disclosure, transfer (oral,
written, electronic or visual) of information, data or software source code.

Pitney Bowes | Business Practice Guidelines | 2018

37

Trade Controls
We will comply with all applicable laws and treaties of the countries in which we import or export products,
technology or software. This includes all applicable customs requirements (e.g., duty and other tax
payments, standards control, and documentation requirements) of the importing country. We do not do
business with anyone identified by the government as a prohibited party.
Q: Are Trade Control / Anti Boycott / Sanctions laws the same in every country?
A: No. Contradictions exist between U.S. laws and the laws of other countries regarding
boycott and anti-boycott policies. Employees must have such potential conflicts reviewed on
a case-by-case basis by Legal. Don’t make assumptions based on appearances or things
that you have heard.

Import Control Policy
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Export Control Policy

Import/export topic on GLACO site
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Business Partners and Suppliers
Business partners and suppliers enable us to be successful. PB is committed to doing business fairly,
honestly and legally with our business partners, including our suppliers, dealers, consultants and others with
whom we do business. PB also expects its business partners to operate with comparable standards of
ethical behavior and legal compliance.
Retaining Ethical Business Partners: We follow all required Company procedures and policies
for engaging business partners and managing our relationships with them. We conduct
appropriate due diligence before doing business with any company to ensure that the prospective
business partner is competent, qualified, law abiding and agrees to comply with Pitney Bowes’
policies.
Dealing Fairly With Suppliers: Pitney Bowes is committed to fair dealing with its suppliers in
accordance with the contracts agreed upon with them and with all applicable laws. Pitney Bowes’
procurement decisions should be based on sound business reasons such as price, quality and
suitability.
Business Partner Conduct: We expect our business partners to conduct business in accordance
with all legal requirements and always with integrity. We cannot at any time engage in unethical or
illegal conduct to secure or maintain business relationships with our business partners, including
accepting bribes or kickbacks in exchange for doing business with them.
Pitney Bowes | Business Practice Guidelines | 2018

39

Product / Service Quality and New Markets
Conducting business in line with international, financial and governmental regulations can be challenging.
Failure to respond appropriately to competitive pressure or failure to understand acceptable practices may
result in civil or criminal trouble. To minimize risk, have a clear understanding of what is and is not acceptable
in practice wherever we do business, and consult your resources if next steps are unclear.
Product / Service Quality: We represent our products and services fairly and accurately to
current or prospective clients. We should always help our clients understand the terms of our
sales and services and deliver what we agreed to deliver. Never endorse, sign or alter documents
for a client.
Doing Business in New Markets: Consult with business unit management and Legal prior to
conducting business in a country where PB is not currently doing business, before changing the
current method or form of business, or before adding a new type of business.

Investments Policy

Product/Service Quality policy
Government and Regulatory Affairs
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Government Contracts
Government Contracts: All representations to governments (including any invoices) must be accurate and
complete. Whether written or oral, false statements and claims may subject you and the Company to
potential civil and or criminal penalties, as well as deny eligibility for future contracts. Always avoid any
activities that are, or may be viewed as improperly influencing the objective decision-making of a
government client.
Government contracts may be subject to special laws and rules that apply to them. Familiarize
yourself with policies and local laws to ensure that they are followed.
Q: Who is a “government employee”?
A: A “government employee” can include anyone employed by the government, candidates
for office, families of government employees, or employees (and their families) of international
organizations like the United Nations.
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Acquisitions, Government Inquiries and Investigations
Acquisitions: Acquiring or seeking to acquire stock or assets of another company requires that all applicable
laws are followed. The legal department must be consulted prior to any serious discussion or commitment.
Consult with Legal prior to any serious discussion or commitment to make any acquisition.
Information about possible or intended acquisitions is confidential.
Government Inquiries: Provide all responses to government requests and inquiries through Legal, so that
the Company’s response is complete and accurate. Cooperate fully and honestly with all investigations and
inquiries, and always preserve all relevant documents.
Immediately report to Legal any government requests for information or action.
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Doing the Right Thing with Our Finances
and Assets
•

Fair and Accurate Information

•

Records Management

•

Company Property and Resources

•

Privacy and Data Security

•

Conflicts of Interest

•

Personal Interests

•

Insider Trading

•

Gifts and Entertainment

43

Doing the Right Thing with Our Finances and Assets
Pitney Bowes will be honest and complete in measuring the Company’s financial performance, and will
maintain a system of financial controls. Always create, use, maintain or destroy Company records as directed
by our Company-wide Master Records Retention Policy and Schedules.
Fair and Accurate Records and Information: All business transactions should be properly
authorized and accurately recorded in the Company’s records, in compliance with Pitney Bowes’
financial policies and generally accepted accounting principles. No unrecorded funds or other
assets will be established or maintained for any purpose.
Accurate financial accounting looks like:
• All books of account, budget proposals, financial forecasts and plans, economic evaluation for
projects and the like must truly reflect the transactions they record, or assumptions made
based on the best information available. In every situation, accounting must conform to ethical
business practices.
• No false or deceptive entries shall be made and all entries must contain appropriate and
accurate descriptions of the underlying transactions.

Corporate Finance Policies
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Records Management
The Enterprise-wide Master Records Retention Schedule identifies record types and their established
retention periods. Records may be destroyed at the end of the applicable retention period. However, you
must keep all Company records relevant to any actual, pending, or threatened litigation or government
investigation, regardless of general document retention periods. You are responsible for knowing and
following the records retention policies of your business unit and department.
What is a “record”?
A record is any information that the Company must retain for specified periods to satisfy legal,
operational, fiscal or contractual requirements. A record can be information or communication in
any medium (whether it be paper or digitally produced), or other relevant material in any form
including email messages, time cards, computer data or electronic versions of documents.

Master Records Retention Schedule
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Records Management Video
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Company Property and Resources
We use Company funds, work time, equipment, supplies, documents, electronic networks, intellectual
property, mail, data and other tangible or intangible resources responsibly, appropriately and in the
service of Pitney Bowes’ business. We properly maintain Company assets and safeguard them from theft
and return all assets when employment ends.
We cooperate fully with the Company’s efforts to patent, register or otherwise protect its
intellectual property (copyrights, patents, trademarks and trade secrets) and don’t act in conflict
with the Company’s ownership interests. We ensure that the Company does not infringe the
intellectual property of other companies.
Q: Is it acceptable for me to use my office computer during lunch times for work-related outside
courses?
A: Since the courses are work related, it may be acceptable to use the Company computer
during your lunch period. However, you should still speak with your manager about it. Please
keep in mind that Pitney Bowes reserves the right to access, search, read, copy, or otherwise
use data and information stored on Company computers without the consent of the creator or
recipient.
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Company Property and Resources
Limited personal use of Company-provided technology (e.g., copiers, printers, telephones, computers) is
permitted as long as your use: is limited in duration, does not interfere with your job responsibilities, and
complies with Company policies and these Guidelines.
To the extent permitted by law, employees should have no expectation of privacy in their
personal use of Company-provided internet, email, voicemail or other Company resources.
We never use Company assets to harass others, access pornography, gamble, commit unlawful
acts, or for activity or behavior which is offensive, inappropriate or conflicts with the Company’s
interests.
Q: I operate a small home-based business that works with adults who have learning disabilities.
May I use the Company’s email system to notify PB employees in the building about my
services?
A: No, personal use of Company resources must be minimal and not for personal business
gain. In this case, emailing other employees to advertise your company serves only your
personal business interests and is against Company policy.
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Company Property and Resources
Q: When I ordered equipment recently, my supervisor told me to charge it against another expense
category. He explained that our equipment budget couldn’t handle the expense, and that it has no effect on
the total budget. What should I have done?
A: You should not knowingly make an incorrect entry in the books and records of the Company. Explain
this to your supervisor. If your supervisor persists, contact your Human Resources representative,
business unit Chief Financial Officer, the Corporate Controller, Legal or the Ethics Help Line for advice.
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Privacy and Data Security
Confidential information is all Pitney Bowes information which, if compromised, could result in some
financial loss, legal action or damage to Pitney Bowes. We are responsible for protecting confidential
information from anyone (even a Pitney Bowes employee) who does not have a need to know such
information to perform his or her job. Confidential information can relate to employment, finances, clients,
postal data and third parties. For example: sales and marketing plans, salary and wage data, client
information, data bases and lists, information about our dealers or suppliers, and new product plans or
development.
Q: I went into a conference room where a management meeting had just ended and found some
strategy documents labeled “Pitney Bowes Confidential.” What should I do?
A: Give the documents to your manager. If your manager is unavailable, call Legal; do not
leave the documents in the room or discard them.
Q: My co-worker travels frequently so she’s asked me to check her email with her password. I
have her permission so there’s nothing wrong with that, right?
A: No, there’s everything wrong with that. Your co-worker should not have shared her
password with you. She can give you “administrative” or “reader” rights to her email through
Outlook instead. Passwords should be closely guarded secrets!
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Privacy and Data Security
All employees must respect and protect the privacy of our Company, our clients, distributers, business
associates, suppliers and coworkers confidential information.
All employees who handle personal information or confidential information, including those
relating to the Company’s current, past and prospective employees, clients, business partners,
suppliers or agents must ensure the privacy of such information in accordance with applicable
contract terms, local policy and local laws. All employees must understand and follow Pitney
Bowes’ global privacy policies found here.
• We may be required by law or contract to protect our clients’ confidential information in the
same way we protect our confidential information. Check with Legal if you have questions.
• Many countries have strict data privacy and protection requirements restricting, among other
things, sending personal data from one country to another. To comply with these laws, you
should consult with Legal or the Global Privacy Office.
Q: I received confidential information in the mail about a competitor’s business plan. I didn’t ask
for it, but now that I have it, what should I do?
A: Put the information in a sealed envelope and contact Legal for instruction. Do not read or
make copies of the material.
Pitney Bowes | Business Practice Guidelines | 2018

50

Privacy and Data Security
Personally Identifiable Information sometimes referred to as “PII” (in the US) or “personal data” (in Europe
and Canada), is any information relating to a specific person and, in some places, a specific company or
organization.
Personal Information: This includes any information that:
• can be used to identify a person or entity, directly or indirectly, such as a name, address,
phone number, fax number, email address, financial profile, social security number (SSN),
Social Insurance Number (SIN), or credit card information;
• is associated with a person’s physical, mental, economic, financial, cultural or social identity
(e.g., age, gender, marital status, personal or family income).
Q: I often work with personally identifiable information and sometimes need to share it with
vendors or individuals who are not Pitney Bowes employees. How do I do that?
A: You can share some personally identifiable information under certain conditions. Click
here to read our data policies and find out which data protection officer is assigned to your
country.

Global Privacy and Data Policies
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Conflicts of Interest
We must always act in the best interests of Pitney Bowes and avoid conflicts of interest or even the
appearance of a conflict. A conflict of interest occurs when personal interests interfere or could interfere with
the ability to remain objective when conducting Company business. We never let our personal interests
influence our dealings with our clients, suppliers or business partners.
• Personal Interests
 Personal relationships
 Dealing with clients, suppliers and business partners

 Dealing with Pitney Bowes
 Outside employment
 Taking Pitney Bowes’ business opportunities

• Insider Trading
• Gifts, Meals and Entertainment
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Conflicts of Interest
Special Situations
Procurement Activity. We cannot accept gifts, gratuities, meals or entertainment of any kind from any
supplier or prospective supplier during a bidding process for goods or services.
Special Services and Discounts. We cannot accept special services or discounts of any kind from suppliers
or business associates unless these services and discounts are made available to all Pitney Bowes
employees in the applicable department or business unit.
Government Customers. We cannot give or accept entertainment, meals, or other items of value to or from
any government employee unless approved by Global Government and Regulatory Affairs in advance. This
is a matter that is strictly regulated by law and Pitney Bowes’ internal policies.
Honoraria. You may not accept financial compensation or gifts (other than within Pitney Bowes’ gift
guidelines) for a speech or service given by you in your capacity as a Pitney Bowes employee. In addition,
ensure you have the prior approval of corporate communications and your manager prior to accepting any
invitation to deliver a speech or service in order to prevent any conflict with these Guidelines or Company
policies.
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Conflicts of Interest: Personal Interests
Personal relationships: Pitney Bowes respects the right to privacy and choice in each employee’s
private life. However, personal interests must not conflict with business responsibilities. For that reason,
subject to local law, employees may not be managed, directly or indirectly, by anyone with whom they have a
personal relationship, and must promptly tell management and Human Resources about that relationship.
A personal relationship includes, for example, relationships between those who are closely
related by blood or marriage, domestic partners, very close friends and those who are
romantically involved.
If you are responsible for independently verifying or recording the actions of another employee,
you cannot have a personal relationship with that employee. For example, a family member
cannot hold a Pitney Bowes position that approves supplier payments, if another family member
is an employee who pays those suppliers or accounts for the payments made.
Q: My sister has a software programming firm. Can I refer Pitney Bowes’ clients to her if they
want software modifications but they don’t have a PB maintenance agreement?
A: Your sister’s firm may bid on contracts with Pitney Bowes in accordance with procurement
policies. As a relative, you must avoid the appearance of a conflict of interest by not being
involved in either the vendor choice or daily supervision of the vendor. In addition, you may
not be part owner in the Company, on the board, or in any position where you would directly
or indirectly benefit from the hiring of the firm.
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Conflicts of Interest: Personal Interests
Outside Employment / Activities: If you are looking for or have a second job outside of Pitney Bowes,
or are self-employed while you are a Pitney Bowes employee, you must tell your manager or Human
Resources. Serving on a board of directors or as a consultant to another company or organization also may
pose a conflict of interest.
Remember, if you have another job, you must continue to meet the performance standards
(including overtime requirements, if any) of your Pitney Bowes job, and may not perform any
functions of your other job when you’re supposed to be doing Pitney Bowes work or while on
Pitney Bowes property.
Q: I’m a sales rep and have an aunt who is the Commissioner of Education in my state. Is that
important? The Department of Education is not in my assigned sales territory.
A: You should disclose that relationship to your manager, Global Ethics and to Global
Government and Regulatory Affairs. Pitney Bowes may be required to disclose that
relationship.
Q: I want to invest in a private company that is developing a product for Pitney Bowes. Is this a
conflict of interest?
A: There may be a conflict, depending on your position at Pitney Bowes, your influence on
purchasing decisions, and the amount of your investment. Ask before you invest.
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Conflicts of Interest: Personal Interests
Corporate Opportunities: Employees of Pitney Bowes share a stake in the ongoing success of the
Company and are expected to protect and support the Company’s interests at all times. Pitney Bowes
employees may not take for themselves, or give to anyone else, any business opportunity that fits within
Pitney Bowes’ business profile, unless they have written permission from management or Global Ethics.
Q: I want to serve on a board of directors for a start-up company in the online retail space. Do I
have to clear that with anyone?
A: Because Pitney Bowes has certain operations actively involved with online retail, you should
discuss your idea with your manager and Global Ethics before accepting any offer to serve on
the board. In deciding whether you can pursue a board seat with this start-up, Global Ethics,
Legal and your manager will consider whether your board service could compromise your
responsibilities and duty of loyalty to Pitney Bowes.
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Conflicts of Interest: Personal Interests
Dealing with Pitney Bowes: Employees may not (i) enter into business relationships as business
associates or suppliers to Pitney Bowes, (ii) be employed by a dealer or competitor of Pitney Bowes, or (iii)
work for a client or supplier with whom the employee has a relationship as part of his or her job with Pitney
Bowes. You may own stock in any publicly traded company that does not directly compete with Pitney
Bowes.
Q: I got a call from one of our business partners’ client survey department asking me to participate
in a client relations survey. In return, the client will send me a check for $100. Is it okay to
participate in the survey?
A: No. Employees may not accept any cash, securities or anything convertible to cash. The
$100 check is considered cash so you could not accept it.
Q: A supplier I regularly deal with has offered me a substantial discount on supplies that my
daughter’s school uses and would like to purchase. Can I accept his offer?
A: You cannot accept this offer. Acceptance of an offer like this can appear to influence your
future decisions. Report it to Legal.
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Conflicts of Interest: Personal Interests
Dealing with clients, suppliers and business partners: Employees may not conduct business with
any client, business partner or supplier if the employee, or anyone with whom he or she has a personal
relationship, has a business interest in that client, business partner or supplier, without prior written approval
from Global Ethics.
A personal relationship does not necessarily disqualify a company from becoming a Pitney Bowes
supplier or business partner but no Pitney Bowes employee may financially benefit from that
relationship. In addition, the employee who has the personal relationship may not be involved in
the decision to do business with that company, and may not manage or influence the hired
company’s work or compensation.
Q: My team was involved in executing a special marketing program for a new client. As a small
token of appreciation, the client sent us coffee mugs and baseball caps that carry the client’s
company logo. Is it okay to keep the mugs and baseball caps?
A: Yes, with your manager’s approval. These types of gift are acceptable as long as they are
given infrequently and there is a valid business reason for the gift. Baseball caps and mugs
labeled with the client’s company logo usually would be considered of nominal value.
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Conflicts of Interest: Insider Trading
Insider Trading: We cannot buy or sell securities based on material non-public information, or give such
information to others. Buying or selling stocks, bonds or other securities based on material, inside information
or influencing others to do so is illegal and may result in significant civil and criminal penalties.
Q: What is “inside information”?
A: “Inside information” is information that is not known to the general public. Information is
considered “public” one full trading day after the Company has announced the information
through news wire services, an annual report or prospectus, public filings, radio or TV.
Q: What is “material information”?
A: “Material information” means information of important enough to influence a reasonable
investor’s decision whether to buy, sell or hold a security. Pitney Bowes’ policy and the law
forbid employees from using Pitney Bowes’ material inside information to trade in stocks,
bonds or other securities or to help others to do so.
Q: What about clients’, business partners’ or suppliers’ information?
A: Pitney Bowes employees may never use inside information we have about or from clients,
business associates or suppliers to trade in their securities or Pitney Bowes’ securities, or to
help others do so.
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Conflicts of Interest: Insider Trading
Q: As a Finance employee, I have access to quarterly earnings information before it is released.
A close friend who is an employee was curious about the numbers. She knows I can’t say
anything directly, but if she asks me for hints about profits, can I give her a rough idea?
A: No. It is wrong to ask for or divulge such information before it is publicly released, even to
other Pitney Bowes employees. This includes general statements, hints or confirmation of a
guess.
Q: I heard that Pitney Bowes is about to acquire another company. The acquisition will probably
increase stock value. Can I mention this information to my wife and my son?
A: No. Such disclosure is against Company policy on disclosing confidential information.
Additionally if you, your wife or son trade Pitney Bowes stock or the stock of the acquired
company based on that information, and that information is material you could be violating
insider trading laws
Q: I found out by accident that a client company is about to release a brilliant new product which
will most likely cause their stock price to soar. I’d love to get in on it! Since it is not Pitney Bowes
“inside information” is it okay for me to invest in some of their stock?
A: No. Buying or selling of stocks based on any non-public information is against policy and
the law. Doing so may result in significant civil or criminal penalties.
Pitney Bowes | Business Practice Guidelines | 2018

60

Conflicts of Interest: Gifts and Entertainment
Accepting or giving gifts or gratuities beyond common business courtesies of nominal value may cause
others to doubt our fairness, and is against the Company guidelines. It can also raise bribery concerns (see
“Doing the Right Thing in the Marketplace – Anti-Corruption and Anti-Bribery.”)
• Gift/gratuities must be reasonable, occasional and of modest (small) value.
• NO Cash (e.g., loans) or cash equivalents.
• Gifts and entertainment must be accurately recorded in our financial records and, if required,
the employee’s wage records.
• Get approval from Global Ethics before paying, directly or indirectly, for travel or
entertainment for government officials.
• Employees must not ask (directly or indirectly) for gifts, entertainment or any favor of any
value from anyone that we do business, or may do business, with.
• Any gifts or entertainment must have a business purpose and must honor the guidelines
used by the recipient’s company, if they are more restrictive than ours.
• Whether hosting others or as a guest, it is not acceptable to participate in “adult
entertainment” activities while conducting business or to further business goals.
• Consult with your manager, human resources, Legal or Global Ethics if asked by a client,
business partner or supplier for a gift, donation or entertainment.
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Conflicts of Interest: Gifts and Entertainment
Q: I want to provide a gift to my non-government clients during the holiday season. What is
allowed?
A: First check with your client to see what his or her company’s gift policy allows. Then
determine if Pitney Bowes’ Business Practices Guidelines allows you to give a modest gift
(valued at less than the amount set by your business unit) that meets your client’s
restrictions.
Q: Do all government agencies have the same regulations about accepting meals and
entertainment?
A: No, regulations differ among federal, state, local and foreign government agencies. Some
prohibit giving of any kind. Before offering any gifts, gratuities, meals or entertainment make
sure that you know the regulations and local customs. You must have prior approval from
Government Affairs and Legal.
Q: A client with whom I have been working closely recently presented me with $300 cash and a
plaque for outstanding service. Can I keep it?
A: Thank the client and keep the plaque, however, it is against Company policy to accept
cash, or cash equivalents, such as gift certificates from clients.
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Conflicts of Interest: Gifts and Entertainment
Q: I’ve become friends with a consultant to Pitney Bowes. Sometimes we go out for dinner and
she pays the bill. Is this okay?
A: As long as there is a business relationship between you and the consultant, you should
follow the policies set forth by the Company regarding gifts, gratuities, meals and
entertainment. While the dinner may not be intended to influence decisions or obtain
preferential treatment, there may be a perception that it is doing so. Keep in mind, some
meals, tickets to events, and other items may be worth more than “nominal value”, and as
such are in direct conflict with our guidelines.
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Doing the Right Thing in Our
Communities
• Charitable Giving and Community Involvement
• Political Contributions and Activities/Lobbying
• Corporate Social Responsibility
• Environmental Compliance and Sustainability
• External Communications and Disclosure
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Doing the Right Thing in Our Communities
Pitney Bowes strives to be a good corporate citizen. We operate from a framework where we consider the
good of the Company as well as the good of the communities where we live and work. This framework
guides decisions that impact the environment, our reputation for being socially responsible, our commitment
to volunteer and charitable programs and our freedom to participate as individual citizens in the political
process.
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Charitable Giving & Community Involvement
Pitney Bowes encourages employees to engage in community service and contribute to community
programs. Employees seeking Company contributions for any charitable purpose or community service
activity need prior approval from Global Corporate Citizenship & Philanthropy.
Charitable or community service activities must be approved in advance, by business unit
management and Global Corporate Citizenship & Philanthropy, in accordance with the corporate
policy on charitable giving.
Q: My co-worker’s wife was in an accident. She has a rare blood type and we want to solicit for
blood donors via company e-mail. Can we do this?
A: You may not solicit via email or posting of solicitations anywhere in the workplace,
including bulletin boards (physical or electronic). However, Human Resources may be able to
assist you in identifying other options available to you.

Charitable Contributions policy
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Political Contributions and Activities / Lobbying
Employee participation in the political process is a personal decision and voluntary. Any use of Company
funds or resources for political activities or contributions must be pre-approved by Global Government and
Regulatory Affairs. Employees may not engage in lobbying the government without prior approval from
Global Government Relations.

Business units seeking to engage in any lobbying for Pitney Bowes must obtain permission from
Global Government and Regulatory Affairs. Private political activity must not be conducted in the
name of, or be associated with, the Company.
Q: I’m attending a fundraiser for my state’s Congressional representative. I know she’s supported
issues important to Pitney Bowes in the past. Can I make a contribution to her campaign on Pitney
Bowes’ behalf?
A: No, you can make a decision to contribute personally but you cannot make political
contributions on behalf of the Company. The Pitney Bowes PAC chooses where to make
contributions on behalf of the Company. Note that certain senior leaders are subject to additional
limitations on personal contributions from pay to play laws. If you have any questions, please
contact Global Government and Regulatory Affairs at govtaffairs@pb.com.

Lobbying and Political Contributions Page
67

Political Contributions and Activities / Lobbying
Lobbying means communicating with government officials in order to:
1) influence policy, legislation, regulations, administrative decisions and/or guidelines, or
2) influence decision-making regarding contracts within government entities.
Q: When my business unit needed to hire a lobbyist last year, we got approval from Global
Government and Regulatory Affairs. A new issue has come up with the same government
agency. Can we hire that same lobbyist we used last time?
A: Lobbying activities are strictly regulated by law. The laws change over time, so getting
approval to engage in lobbying activities does not mean you have blanket approval to
engage in future lobbying activities. If you require lobbying support, contact the Global
Government and Regulatory Affairs department who retains and manages all lobbyists.

Q: My manager implied that if I make a contribution to support his political candidate, I’d be next in
line for a promotion. Is that appropriate?
A: No. Employees, including managers while at work may not demand or solicit any political
contributions or support. While a manager may invite you to a political function, you should be
able to decline without any fear of retaliation.
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Environmental Compliance & Sustainability
We follow all Company, business unit and facility procedures and comply with all applicable laws regarding
product manufacture, distribution and disposal. We must ensure that we have all required government
permits, approvals and controls before engaging in any activity that could harm the environment or people.
Learn and understand all job-related responsibilities for ensuring that our operations and our
products meet applicable government, client and Company environmental requirements impacting
air, water, land and waste.
Q: Our town is having a hazardous waste collection day. Can I bring waste chemicals from our
plant to this event?
A: No, these local events are for home owners to assist them in getting rid of these wastes.
Pitney Bowes has established contracts with hazardous waste management companies to
manage these wastes for us. If you have any questions please contact EHS or write to us at
EHS@PB.com.

Global Environmental Health & Safety Policy
Pitney Bowes | Business Practice Guidelines | 2018

69

External Communications and Disclosures
Pitney Bowes’ External Communications and Disclosures to the public -- including shareholders, suppliers,
clients and competitors -- will always be accurate, and in compliance with the law, while still protecting our
Company’s confidentiality and interests.
Pitney Bowes communicates with the public and the investment community in a manner
designed to provide broad access and circulation. No employee may disclose internal material
information concerning the Company to any person outside the Company (except to its advisors
who have agreed to keep the information confidential) unless such information has been
previously, or is being simultaneously, disclosed to the public. The Company will consider a
violation of this policy to be a serious matter and will take appropriate disciplinary action against
any person involved in such a violation.
Q: I have been asked to make a presentation at a trade association meeting. Is this okay?
A: Yes, but if the presentation involves your work at Pitney Bowes, it requires approval by
your department head, and Corporate Communications. You must be sensitive to issues
related to security and protection of advanced technologies.

Financial Communications & Disclosure Policy
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External Communications and Disclosures
If you are approached by a reporter about a Company matter, you must not respond to the inquiry yourself,
even by saying “no comment”. Refer all questions to the appropriate authorized spokesperson for a
response as follows:
• Investor Relations and senior management, who carry out regular communications with shareholders
and the financial community;
• Corporate External Communications for all media inquiries;
• Legal for contacts with all outside lawyers; and
• Human Resources, who handle all employment information about current and former employees.
Q: A reporter called to ask for a comment in connection with my work. I knew the answer to the
question, but I wasn’t sure if I should tell him what he wanted to know.
A: You must not answer any questions from reporters. Refer the reporter to Corporate
Communications. They will determine how the Company should respond.
Q: I want to run for town council in my hometown where Pitney Bowes has an office. Decisions
affecting Pitney Bowes might come before the council for a vote. Is it okay for me to run for office?
A: In most cases it would be fine for you to hold a public office, but you need to disclose it to
your supervisor first.
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Failure to follow these Guidelines may result in disciplinary action
up to and including dismissal as and where appropriate.
It’s important to note that these Guidelines are not a contract of employment, and do not create any contractual
rights of any kind between Pitney Bowes, its directors, officers, employees, or any third parties. In the US,
employment is ‘at will’, which basically means that an employee or the Company may terminate employment at any

time, for any reason or no reason at all. The exception is the presence of an applicable collective bargaining
agreement, specific employment contract, or as required by law.
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