Use of Phone and Mail Systems
Effective Date: 1/1/2007

Personal use of telephones for outgoing calls, including local calls, is not permitted.
Employees may be required to reimburse (COMPANY) for any charges resulting from
their personal use of the telephone. The mail system is reserved for business purposes
only. Employees should refrain from sending or receiving personal mail at the
workplace.

To ensure effective telephone communications, employees should always use the
approved greeting and speak in a courteous and professional manner. Please confirm
information received from the caller, and hang up only after the caller has done so.



Use of Equipment and Vehicles
Effective Date: 1/1/2007

Equipment and vehicles essential in accomplishing job duties are expensive and may be
difficult to replace. When using property, employees are expected to exercise care,
perform required maintenance, and follow all operating instructions, safety standards, and
guidelines.

Please notify the supervisor if any equipment, machines, tools, or vehicles appear to be
damaged, defective, or in need of repair. Prompt reporting of damages, defects, and the
need for repairs could prevent deterioration of equipment and possible injury to
employees or others. The supervisor can answer any questions about an employee's
responsibility for maintenance and care of equipment or vehicles used on the job.

The improper, careless, negligent, destructive, or unsafe use or operation of equipment or
vehicles, as well as excessive or avoidable traffic and parking violations, can result in
disciplinary action, up to and including termination of employment.



Computer and E-mail Usage
Effective Date: 1/1/2007

Computers, computer files, the e-mail system, and software furnished to employees are
(COMPANY) property intended for business use. Employees should not use a password,
access a file, or retrieve any stored communication without authorization. To ensure
compliance with this policy, computer and e-mail usage may be monitored.

(COMPANY) strives to maintain a workplace free of harassment and sensitive to the
diversity of its employees. Therefore, (COMPANY) prohibits the use of computers and
the e-mail system in ways that are disruptive, offensive to others, or harmful to morale.

For example, the display or transmission of sexually explicit images, messages, and
cartoons is not allowed. Other such misuse includes, but is not limited to, ethnic slurs,
racial comments, off-color jokes, or anything that may be construed as harassment or
showing disrespect for others. E-mail may not be used to solicit others for commercial
ventures, religious or political causes, outside organizations, or other non-business
matters. (COMPANY) purchases and licenses the use of various computer software for
business purposes and does not own the copyright to this software or its related
documentation. Unless authorized by the software developer, (COMPANY) does not
have the right to reproduce such software for use on more than one computer. Employees
may only use software on local area networks or on multiple machines according to the
software license agreement. (COMPANY) prohibits the illegal duplication of software
and its related documentation.

Employees should notify their immediate supervisor, the owner or any member of
management upon learning of violations of this policy. Employees who violate this
policy will be subject to disciplinary action, up to and including termination of
employment.



Internet Usage
Effective Date: 1/1/2007

Internet access to global electronic information resources on the World Wide Web is
provided by (COMPANY) to assist employees in obtaining work-related data and
technology. The following guidelines have been established to help ensure responsible
and productive Internet usage. All Internet usage is limited to job-related activities.
Personal use of the Internet is not permitted.

All Internet data that is composed, transmitted, or received via our computer
communications systems is considered to be part of the official records of (COMPANY)
and, as such, is subject to disclosure to law enforcement or other third parties.
Consequently, employees should always ensure that the business information contained
in Internet e-mail messages and other transmissions is accurate, appropriate, ethical, and
lawful. The equipment, services, and technology provided to access the Internet remain at
all times the property of (COMPANY). As such, (COMPANY) reserves the right to
monitor Internet traffic, and retrieve and read any data composed, sent, or received
through our online connections and stored in our computer systems.

Data that is composed, transmitted, accessed, or received via the Internet must not
contain content that could be considered discriminatory, offensive, obscene, threatening,
harassing, intimidating, or disruptive to any employee or other person. Examples of
unacceptable content may include, but are not limited to, sexual comments or images,
racial slurs, gender-specific comments, or any other comments or images that could
reasonably offend someone on the basis of race, age, sex, religious or political beliefs,
national origin, disability, sexual orientation, or any other characteristic protected by law.
The unauthorized use, installation, copying, or distribution of copyrighted, trademarked,
or patented material on the Internet is expressly prohibited. As a general rule, if an
employee did not create material, does not own the rights to it, or has not gotten
authorization for its use, it should not be put on the Internet. Employees are also
responsible for ensuring that the person sending any material over the Internet has the
appropriate distribution rights. Internet users should take the necessary anti-virus
precautions before downloading or copying any file from the Internet. All downloaded
files are to be checked for viruses; all compressed files are to be checked before and after
decompression.

Abuse of the Internet access provided by (COMPANY) in violation of law or
(COMPANY) policies will result in disciplinary action, up to and including termination
of employment. Employees may also be held personally liable for any violations of this
policy. The following behaviors are examples of previously stated or additional actions
and activities that are prohibited and can result in disciplinary action:

*Sending or posting discriminatory, harassing, or threatening messages or images
*Using the organization's time and resources for personal gain
*Stealing, using, or disclosing someone else's code or password without authorization



*Copying, pirating, or downloading software and electronic files without permission
*Sending or posting confidential material, trade secrets, or proprietary information
outside of the organization

*Violating copyright law

*Failing to observe licensing agreements

*Engaging in unauthorized transactions that may incur a cost to the organization or
initiate unwanted Internet services and transmissions

*Jeopardizing the security of the organization's electronic communications systems



Cell Phone Usage
Effective Date: 1/1/2007

(COMPANY) provides cellular telephones to some employees as a business tool. They
are provided to assist employees in communicating with management and other
employees, their clients, associates, and others with whom they may conduct business.
Cell phone use is intended for business-related calls only and personal calls are not
permitted. Cell phone invoices may be regularly monitored. Employees may have access
to a cell phone while in their cars and should remember that their primary responsibility
is driving safely and obeying the rules of the road. Employees are prohibited from using
cell phones to conduct business while driving and should safely pull off the road and
come to a complete stop before dialing or talking on the phone.

As an (COMPANY) representative, cell phone users are reminded that the regular
business etiquette employed when speaking from office phones or in meetings applies to
conversations conducted over a cell phone.

The use of a personal cell phone while at work may present a hazard or distraction to the
user and/or co-employees. This policy is meant to ensure that cell phone use while at
work is both safe and does not disrupt business operations. Unless otherwise authorized,
employees may only use personal cell phones for an emergency. To the extent
authorized or as the circumstances may warrant, cell phone use should be limited to
making telephone calls.

Additional Cell Phone Functions and Services

In addition to telephone service, many cell phones or cellular providers offer a host of
additional functions and/or services, including text messaging and digital photography. It
is not possible to list all of the services that are now -- or may become -- available.
Whether enumerated or not, employees are strictly prohibited from using any of these
services while at work. Violation of this policy will subject an employee to disciplinary
action up to and including immediate termination.



