ELECTRONIC COMMUNICATIONS POLICY

The Company’s voice mail, e-mail and telephone communication systems are for business use only. Communications transmitted through these systems must have a business purpose. By using these systems, you consent to have any communications made through them monitored, recorded, and otherwise accessed.

The Company may access its e-mail and voice mail communications systems and obtain the communications within the systems, without notice to users of the system, in the ordinary course of business when the Company deems it appropriate to do so. The reasons for which the Company may obtain such access include, but are not limited to: 

· Maintaining the system;

· Preventing or investigating allegations of system abuse or misuse;

· Assuring compliance with software copyright laws;

· Complying with legal and regulatory requests for information;

· Insuring that the Company’s operations continue appropriately during an employee’s absence. 

To ensure that proper service is being provided to our customers and for related quality control reasons, the Company may monitor and record all conversations on its business telephones. Therefore, these electronic communications systems should not be used for anything but business purposes. Using our telephone or other electronic communications systems constitutes consent for monitoring, interception, recording, or other review of such use.

The Company provides employees with access to its computer, voice mail, fax, and e-mail systems for use in conducting the Company’s business.

Use of the Internet
Depending on your job responsibilities, you may have access to the Internet. Every Internet site you visit is capable of determining your identity, and the Company’s identity. You must exercise sound judgment and much discretion when accessing the Internet. Here are some guidelines:

· Business Purposes Only: Your use of the Internet should be limited to Company business only. Visiting game, entertainment, or adult sites is prohibited.

· Downloading: Computer viruses reside on the Internet. Do not download program or executable (“.exe”) files without the prior approval of your supervisor.

· Confidentiality: We have an ethical obligation to preserve and protect our clients’ confidences. The confidentiality of data (including e‑mail messages) sent via the Internet cannot be assured. The transmission of client‑sensitive material or any other proprietary information without the permission of the client is prohibited. If a client or anyone else has any questions or concerns about confidentiality, your supervisor is available to answer any questions.

Storage Media
The Company may store electronic communications for a period of time after the communication is created. From time to time, communications stored in the system may be deleted, printed, or otherwise used for any purpose.
Company Access to Electronic Communications
The Company may access electronic communications systems and review communications within the systems, without notice to users of the system. The reasons for which the Company may obtain such access include, but are not limited to: 

· Maintaining the system

· Preventing or investigating allegations of system abuse or misuse;

· Assuring compliance with software copyright laws;

· Complying with legal and regulatory requests for information;

· Ensuring that the Company’s operations continue appropriately during an employee’s absence;

· Any other purpose deemed appropriate by the Company.

You should not expect the use of the Company’s electronic communications to be private.

Prohibited Use
The Company’s policy prohibiting all forms of harassment applies fully to the use of the Company’s electronic communications systems. No one may use electronic communications for inappropriate uses, including harassment, or in a manner that may be construed by others as harassment or discrimination based on race, national origin, sex, sexual preference, age, disability, religious beliefs, or any other characteristic protected by federal, state, or local law.

