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Code of Ethical Business Conduct – BK Translation 

Creating Added Value for Clients 

I understand that my clients are engaging me to help them create added value by delivering translation services on 

time, on budget, and with impeccable quality. With this in mind, I am committed to creating added value for all clients 

who hire my services. 

Communications 

I commit to acting responsibly, professionally, and lawfully at all times in all communications I have with my clients. 

Confidentiality 

The nature of my business dictates that I will take any and all necessary measures to protect the confidential 

information of my clients. I commit to upholding a policy of non-disclosure concerning all client information and 

undertake to only use any copyrighted, licensed, or confidential material for the sole purpose of furthering my clients’ 

interests. 

Conflicts of Interest 

I understand that there are many activities, both professional and personal in nature, which could lead to a conflict of 

interest. I am committed to avoiding such situations and, in the event that a conflict of interest or a situation in which 

an appearance of impropriety does develop, to disclosing the conflict or situation to all concerned parties. 

Fair Treatment 

Every person has the right to be treated fairly and the obligation to treat others fairly.  

Ethical Professional Conduct 

I am committed to maintaining the highest level of ethical standards in all of my professional activities. 

Harassment 

Any verbal or physical harassment based on sex, gender identity, race, national origin, religion, age, sexual 

orientation, or disability will not be engaged in by me or tolerated from others. 

Professional Reputation 

I understand that my professional reputation is only as good as the quality of the last project I completed and the last 

translation I delivered. I am committed to building and maintaining my professional reputation in everything that I do, 

from my interaction with clients to the quality I deliver for every project. 

Open Communication 

Open communication of any issue is the fastest way to resolve it. I am committed to maintaining a relationship of 

open communication with everyone I interact with.  

Sense of Urgency 

I understand the time-sensitive nature of all of the services that I provide. It is my ethical obligation to work as quickly 

and efficiently as possible for all clients, particularly when billing for any services by the hour, without sacrificing 

quality. 


