Multifeeder Technology’s personal use of the Internet at work policy

“Internet usage” and “use of the Internet” include email (MS Outlook), the World Wide Web and all other Internet usage including, but not limited to, ftp, nntp, newsgroups, telnet and rlogin.

“At work” means on the company’s property, while representing the company or while using company resources such as a mobile computer.

This policy supplements and does not replace the company employee manual.

The purpose of the policy is to prevent the misuse of company resources such as its expensive Internet bandwidth, computer systems and employee time.

· Acceptable personal use of the Internet is limited similarly to how personal use of the company’s phone system is limited.

· Short, infrequent and necessary emails, web accesses and other Internet accesses are acceptable.

· A short email is less than one screen long and a short web access is less than a few minutes in duration.

· 5 or less personal emails per week is considered infrequent.  It may be possible to have up to 20 short personal emails in one week without misusing company resources depending on other factors such as the length of the emails.  However, a consistent rate of 20 short personal emails per week is considered much too frequent.

· Personal emails consisting of “jokes” and/or cute stories are never considered necessary.

· Personal emails with attachments such as pictures, movies, files, programs, etc… are never acceptable.

· Internet traffic containing pornographic material (words or pictures) is never acceptable.

Traffic through the company’s computer network is logged and archived and the company reserves the right to examine any data on the company’s computer network at any time for any reason.  For example, every email sent and received is archived separately from the copy you receive/send through Outlook.  Deleting an email from your “Inbox” and “Deleted Items” folder does not destroy all copies of the email.

Note that whether the emails go through an @multifeeder.com email address or through a web based email address such as user@yahoo.com or user@hotmail.com makes no difference whatsoever – it is all just data to the computer systems and everything in this policy applies to both uniformly.

Every suspected violation of this policy will be presented to the employees’ supervisor without exception.

Questions regarding this policy should be directed to your supervisor.

