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INTRODUCTION

Welcome to The Computer Outlet! A new job should be an exciting learning experience. This booklet is designed to help with the initial transition and to orient you with The Computer Outlet's policies and benefits. Your direct supervisor will provide you with additional information about your specific job. We encourage you to ask questions at any time.

This handbook contains important information about your employment with The Computer Outlet; however, its provisions do not form a contract and may be rescinded or changed by The Computer Outlet at any time. An updated master copy will always be available with Human Resources. There is nothing in this handbook that is intended to guarantee employment to any employee, guarantee the terms and conditions of employment to any employee or restrict the right of The Computer Outlet to terminate employment at any time.

Please read all of this information thoroughly. The last page of the handbook must be signed and submitted by you to Human Resources. This is your handbook - please retain it for future reference. If you have any questions about your job or company policies, talk to your supervisor or Human Resources.

OUR HISTORY AND FUTURE

The Computer Outlet was formed in April of 1993 in response to the unique challenges faced by computer manufacturers in a rapidly evolving industry. The Computer Outlet was able to develop relationships with top tier manufacturers to acquire new product, manufacturers' overstocks (both current and end of life technology), and factory reconditioned products at the best possible price. The Computer Outlet was able to establish such relationships by demonstrating the ability to channel the product effectively without disrupting the manufacturers' existing customer base and the ability to service the product after it was sold. Our customer base ranges from individual end-users buying from our mail-order division or our own retail outlets to major nationwide retailers and large wholesale brokers.

The business has evolved since 1993 to include remanufacturing and reconditioning of "as is" product, managing customer returns for manufacturers, and coordinating trade-in programs for manufacturers. The future of The Computer Outlet will focus on the expansion of these services and programs. Our goal is to be the premiere "Returns Management Specialist" for top tier computer manufacturers! In taking over their returns and reconditioning projects, we help manufacturers maintain a competitive advantage by allowing them to focus on their main business products and services.

At The Computer Outlet, we want to be the experts at "creating value the next time around", and we invite you to join us in this goal!

LOCATIONS AND HOURS

The Computer Outlet operates three primary facilities, as well as several outside sales offices. The main office and warehouse is located at 1515 Washington Street, Braintree, MA 02184, Phone (617) 691-1200, Fax (617) 691-1300. The main office hours are from 8:30 to 5:30, during which time a receptionist is available. All calls before or after the regular office hours will be handled and directed by The Computer Outlet's voice mail system.

A facility in Memphis, Tennessee is primarily dedicated to the reconditioning and distribution of product. A third facility in City of Industry, California is used for general warehousing, remarketing and distribution.
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BENEFITS

We are proud of the benefits that are offered by The Computer Outlet, and we will continue to examine and consider additional benefits as appropriate as we continue to grow.

Our benefits have been selected to: 

Protect your income from unforeseen events:
· Sick Pay

· Group Medical Insurance

· Emergency Leave for Medical or Other Family Emergencies

· Jury Duty

· Funeral Leave

· Leave of Absence

Provide the opportunity for rest and relaxation while away from work:
· Holiday Pay

· Vacation Pay

Assist you with the purchase of computer equipment:
· Employee Purchase Plan

DEFINITIONS

Please refer to the following definitions as you read the eligibility requirements for each benefit category.

FULL-TIME EMPLOYEE:
One who works an average of at least 38 hours per week. Quarterly updates will be made to determine eligibility.

PART-TIME EMPLOYEE:
One who works less than an average of 38 hours per week. 

EXEMPT EMPLOYEE:

One who IS NOT eligible for overtime pay. 

NON-EXEMPT EMPLOYEE:
One who IS eligible for overtime pay.

YEAR:
Unless otherwise indicated, "year" refers to the calendar year from January through December.

YEAR OF SERVICE:

The 12 month period beginning with an employee's date of hire, or anniversary date.

SICK PAY

Your health is important to us. If you are ill or injured, you will be paid for the time you are absent from work, after you have met the eligibility requirements and subject to the below clarifications.

ELIGIBILITY:        All full-time employees who have completed 90 days of service.

CLARIFICATIONS:
· Full-time employees earn one-half day per month, or no more than 6 days per year.  Unused sick days cannot be carried over from year to year.  For EXEMPT employees, sick time must be documented and approved on a "Time-Off Request" form on the day you return to work, or such time will not be paid. For NON-EXEMPT employees, sick time must be noted on your time card, or such time will be considered time-off without pay.

· When calling in sick, you must speak directly to your manager and to Human Resources. If you cannot reach that person, leave a voice-mail message for them. DO NOT simply leave a message with the receptionist or another employee. You must call in each day that you are out sick, unless your supervisor agrees to an alternate arrangement. If you are out of work more than one (1) day without notifying your supervisor, you will be considered to be voluntarily terminated.

· Sick time will continue to accumulate even when you are ill or injured and receiving earned sick time. However, sick time does not continue to accumulate if you are out of work on an approved leave of absence.

· Full-time, non-exempt employees who typically work less than 40 hours per week will receive sick pay based upon the average number of hours worked per day, assuming a 5-day workweek.

· Accumulated, but unused sick time will not be paid if you leave the company. This benefit is intended to protect, not supplement, your income.

· The Computer Outlet reserves the right to verify the illness or injury by requesting written verification of such illness or injury directly from the employee's physician.

MATERNITY LEAVE

To provide for the health and safety of both mother and child(ren), The Computer Outlet's policy provides paid maternity benefits for eligible employees. 

When an employee's doctor determines that it is no longer medically prudent for the employee to continue working, the employee may be eligible to take a medical leave of absence. Employees who have not met the below eligibility requirement for paid benefits may qualify for an unpaid maternity leave as dictated by applicable state law.

ELIGIBILITY:        All full-time employees who have completed one (1) year of service. 

CLARIFICATIONS:
· A doctor's written statement, including the date the employee must discontinue working, must be submitted to Human Resources prior to the beginning of the Maternity Leave, whenever possible.

· Once the employee's doctor has determined that it is no longer prudent for the employee to continue working, the employee may remain on Maternity Leave for no more than eight (8) weeks in order to allow for a convalescence and adjustment period.

· If, for medical reasons, it becomes necessary for the employee to extend the disability period beyond the eight weeks, another doctor's written statement must be submitted to Human Resources before the benefits can be extended.

· If, for non-medical reasons, the employee wishes to extend the Maternity Leave to 12 weeks, she may be eligible to do so under the Family and Medical Leave Act, which is discussed later in the Handbook.

For a single extended illness over a 12-month period, the following schedule is in effect:

Days Out


% of Salary Paid
1-5 days (Week 1)


Considered sick time; Paid at 100% if available

6-20 days (Week 2-4)

75% 

21-40 days (Week 5-8)
50% 

41-60 days (Week 9-12)

25%

Note: The above days refer to work days, not calendar days. 5 work days is equal to one week; 60 work days is the equivalent of 3 months.

GROUP MEDICAL INSURANCE

As part of our effort to insure your health and thereby protect your income, group medical insurance is available at a relatively low cost to our employees. The particular plan available to you will depend on the location and state in which you are employed. Specific information is included in your "New Hire Package".

ELIGIBILITY:        All full-time employees who have completed 90 days of service. 

CLARIFICATIONS:
The Computer Outlet pays for most of the insurance premium for “Full Time” employees who have completed 90 days of service.

If you are not interested in participating in the plan, you must complete a "Waiver of Insurance" form.

If you are terminated for any reason, your insurance coverage will cease at midnight on the day you were terminated, unless you elect to continue coverage under COBRA at your own expense.

If any policy of The Computer Outlet differs from applicable state law, the state law will dictate.

FAMILY AND MEDICAL LEAVE

Under the federal Family and Medical Leave Act of 1993, The Computer Outlet may be required to provide up to 12 weeks of unpaid leave for certain family and medical situations. There are several eligibility requirements and exclusions which may apply. Therefore, each request for a family or medical leave must be evaluated individually at the time of the request.

ELIGIBILITY:  Employees who have worked at least one year, and who have worked at least 1,250 hours in the previous 12 months, and who are employed at a location where The Computer Outlet employs 10 or more employees.

CLARIFICATIONS:
· Situations which qualify include the following:

· Birth of a son or daughter

· Placement of a son or daughter for adoption or foster care

· "Serious health condition" of a spouse, child or parent that renders the employee unable to perform the functions of his or her position

· "Serious health condition" of the employee that renders the employee unable to perform the functions of his or her position

· The employee must provide 30 days notice or as much notice as is "practicable".

· Employees requesting a medical leave require medical certification by a health care provider.

· The Computer Outlet may require that any earned, but unused vacation or sick time be taken as part of the FMLA leave.

· Medical and dental insurance coverage will be continued during the leave on the same basis as if the employee were actively working, as long as the employee continues to make his or her normal contribution toward the insurance costs.

· Other benefits, including vacation and sick time, will not continue to accrue during the leave, however, the employee will not forfeit any benefits earned up until the date of the leave.

FUNERAL LEAVE PAY

If a death in the family occurs, we want to help reduce the trauma surrounding the event by protecting your income. The Computer Outlet will grant up to 3 days of leave with pay. Additional time, without pay, is subject to approval by your supervisor.

ELIGIBILITY:        All full-time employees who have completed 90 days of service. 

CLARIFICATIONS:
· Family members included for this benefit are parents, spouse, children, grandchildren, grandparents, siblings, spouse's parents, spouse's children and spouse's siblings.

JURY DUTY

We encourage you to fulfill your community and civic responsibilities. The standard pay rate for the state of California is $15 per day beginning on the second day of service, plus 34 cents per mile for travel.  The court will require you to fill out documentation before you will get their payment, approximately two weeks after your jury duty service period has ended.

ELIGIBILITY:        All employees.

CLARIFICATIONS:
· Upon receipt of the jury duty request, the employee must complete a "Time-Off Request" form and attach a copy of the jury duty notice. 

· The approved form should be submitted to Human Resources. 

· Upon return to work, the employee must provide Human Resources with the jury service document before any Jury Duty Pay can be issued.

LEAVE OF ABSENCE

There may be other circumstances, not qualifying as a family or medical emergency, under which a personal leave of absence may be granted. All such leaves, with the exception of instances involving military service described below, are without pay and approval is subject to The Computer Outlet's discretion.

ELIGIBILITY:        All full-time employees who have completed 90 days of service.

CLARIFICATIONS:
· Requests for all leaves of absence must be submitted in writing at least 2 weeks prior to the beginning of the leave, and must be approved by the employee's supervisor and Human Resources. The appropriate form is available from Human Resources. If the leave is not approved and the employee fails to report to work, the employee will be considered voluntarily terminated.

· Employees who are part of the National Guard or other armed forces reserve units may be granted a leave for military service. If such service is mandatory, versus optional training, compensation will be provided by The Computer Outlet for the difference between the employee's military pay and their current base pay for up to 2 weeks of duty. The employee will receive such compensation upon receipt of proof of payment from their military branch.

· While on a leave of absence, the employee will not continue to accrue vacation or sick time, and other benefits will be forfeited, including holiday pay, and employee purchase privileges.

· Medical coverage will cease at midnight on the day before the leave begins, unless the employee elects to continue their coverage under COBRA at their own expense.

· The Computer Outlet will make every effort to keep a position available while the employee is on a personal leave of absence, however, it cannot make assurances that a position will be available. In the event that no position is available when the employee is scheduled to return, employment will be considered to have voluntarily terminated effective the last day worked prior to the leave.

· In the event that the employee does not return to work on the date approved at the time the leave was granted, employment will be considered to have voluntarily terminated effective the last day worked.

· Upon the employee's return to work from an authorized leave of absence, employment will be considered "continuous", with no break in service with respect to eligibility requirements for benefits.

HOLIDAY PAY

The Computer Outlet provides six (6) paid holidays per year. The exact holiday schedule will be announced each year in January and is available from Human Resources.  The typical holidays are:

· New Year’s Day

(January 1)

· Memorial Day

(Last Monday in May)

· 4th of July

(July 4)

· Labor Day

(1st Monday in September)

· Thanksgiving Day

(4th Thursday of November)

· Christmas Day

(December 25)

ELIGIBILITY:        All full-time employees who have completed 90 days of service. 

CLARIFICATIONS:
· Full-time, non-exempt employees who typically work less than 40 hours per week will receive Holiday pay based upon the average number of hours worked per day, assuming a 5-day workweek.

VACATION PAY

The Computer Outlet realizes that vacations are essential to the overall health and happiness of our employees. They allow time away from work and an opportunity to relax, rejuvenate and hopefully return to work with renewed energy and enthusiasm. Therefore, we require our employees to take earned vacations as time off, and we will not substitute additional pay in lieu of taking the earned time off.  In other words, if the employee chooses to work rather than taking their vacation, the time they put in will not be paid.

ELIGIBILITY:       All full-time employees who have completed six (12) months of service. 

CLARIFICATIONS:
· During the second year of service employees accrue 3.33 hours of vacation time per month (or 5 days at the end of the second year).  The same rule applies to the 3rd year of service.

·  During the 4th year of service employees accrue 6.66 hours of vacation time per month (or 10 days at the end of the 4th year).

· During the 5th year of service employees accrue 9.99 hours of vacation time per month (or 15 days at the end of the year). This same rule continues to apply to all following years.

· Vacation requests must be documented on a "Time-Off Request" form, approved by Human Resources, and then approved by the supervisor at least two weeks prior to the date requested.

· No more than two consecutive weeks may be taken off at any one time

· If you need a day off before the vacation time has been earned, your supervisor has the discretion to approve a day-off without pay.

EMPLOYEE PURCHASES

It is the policy of The Computer Outlet to encourage employee use of the products that we sell. To facilitate and encourage the purchase of such products by employees, the company offers discounted pricing.

ELIGIBILITY:        All full-time employees who have completed 90 days of service. 

CLARIFICATIONS:
· Most inventory items sold by The Computer Outlet are available for employee purchases at a cost to the employee of the best reseller pricing available. Sales tax will also be charged, if applicable. The employee is also responsible for any shipping required if the product is not being picked up at the The Computer Outlet location it is being sold from.

· The Computer Outlet reserves the right to limit the sale of certain product to employees and/or to increase the price charged to employees, if supply or market conditions warrant such action.

· The Sales Manager must approve all employee sales. The Sales Manager will make a determination as to factors affecting the product availability and will approve the pricing. The person in charge of Order Processing will also verify this information.

· The Employee Purchase benefit applies only to equipment purchased by the employee for the employee's use. Therefore it is limited to one purchase per year of any particular component, i.e. one system, one monitor, one notebook, etc. Employees may not accept reimbursement or payment from a third party. In other words, you cannot make such purchases for the purpose of reselling.

· Return and repair of employee purchases is subject to the same restrictions as other customer sales.

PERFORMANCE EVALUATIONS

The Computer Outlet encourages employees to work with their supervisors to establish goals and to obtain a clear understanding of what their job duties are and what is expected of them. All employees are to be reviewed annually as close as possible to the anniversary of their hire date. Each supervisor is expected to complete a Performance Evaluation form and review the results with each employee. Employees must have the opportunity to add comments to the review must sign the review form and should be given a copy for their records. Salary increases may or may not accompany such reviews, depending on the employee's performance and budgetary constraints.

PAYROLL INFORMATION

Work Hours - As a sales and service-oriented company, it is critical that we be available to our customers during normal business hours. As such, the normal schedule for full-time employees is 9:00 to 5:30. Specific schedules may vary depending on your specific job and workload. Your supervisor will establish your hours, and it is your responsibility to know and adhere to your schedule.

Breaks - Each department may designate specific times for lunch and other breaks. Following is the general policy with respect to breaks:

Employees working at least 4 hours, but less than 5 hours are entitled to one 10-minute paid break.

Employees working at least 5 hours, but less than 7 continuous hours are entitled to one 10-minute paid break and one 30-minute unpaid meal break.

Employees working 7 or more hours are entitled to two 10-minute paid breaks and one 30-minute unpaid meal break.

All 10-minute paid breaks are subject to the supervisor's approval. All 30-minute unpaid breaks MUST be taken when you work more than 5 hours, as required by law. For non-exempt employees, a 30-minute unpaid meal break will automatically be deducted from your hours by the Payroll Department unless specific approval is noted on your timecard for any exceptions.

Pay Period and Pay Dates - All employees are paid on the 1st and the 16th of each month. There is a two-day delay in the pay period and the checks issued cover the work done just two days prior to the issued check.

Personal Information and Status Changes - Please inform the Payroll Department immediately of any changes in your name, address, and marital status, dependents or tax status. You must complete appropriate forms in order to make the appropriate changes in the payroll records. Also, insurance beneficiary information may need to be changed as a result of changes in marital status or dependents.

Time and Attendance Reporting - All non-exempt employees are required to use time cards and time clocks located in each of the break rooms. All time-in, time-out and unpaid meal breaks must be punched on the time card. If you forget to punch, it is your responsibility to see that the appropriate time is filled in and initialed by your supervisor. If not, any missing punches will be disregarded in computing your hours for the week. Also, if you are not at work for any reason, you must note the reason on your timecard (i.e. sick, vacation, jury, etc.), otherwise the time will be considered to be unpaid time-off. Falsifying your own time card or recording hours on the time card of another employee is considered a serious rules violation and will result in disciplinary action.

All exempt employees receive a blank weekly timecard. Any days or partial days not worked must be noted with an indication of the nature of the day off and the hours, if only a partial day was taken. The calendars must be signed by the employee and submitted to the Payroll Department immediately following the end of the week. Completion of these timecards in a timely fashion insures that your vacation, holiday and sick time records will be accurate and up-to-date. The Payroll Department reserves the right to disapprove a time-off request if such timecards are not current.

Overtime - Periodically, it may be necessary for your supervisor to schedule overtime work in order to adjust to changing conditions or meet changing deadlines. Except for emergencies, overtime will be scheduled with as much advance notice as possible. Your supervisor must approve all overtime hours in advance. Non-exempt employees are eligible for overtime pay at a rate of time and one-half (1 1/2 times your normal hourly rate) for all hours you are required to work in excess of 40 hours during a calendar week. Except for vacation hours, hours paid for time off are not considered "time worked" for the overtime calculation. Exempt employees are not eligible for overtime pay.

Commissions - Specific sales commission and incentive programs may vary from time to time and are subject to the approval of the Sales Manager and the President. Commissions are paid once per month on the pay date closest to the 15th of the month. Commissions are eligible to be included in the monthly payroll processing as long as payment for the sale has been received from the customer.

Closed Office - On rare occasions, local weather conditions may prohibit the opening of the local office. Only the President and/or the Operations Manager are authorized to close a company facility. You should call the office prior to 9:00 to find out if such a decision has been made. In the event that the office is closed, non-exempt employees will be paid the greater of 4 hours or the actual time worked. Even if the facility is open for business, we realize that our employees may encounter various situations resulting from the weather, which may cause them to come in late, leave early or be absent entirely. In such situations, verbal notice must be given to your supervisor, and you will incur a reduction in your available sick, vacation or floating holiday time as selected by your supervisor and documented on a "Time-Off Request" form. If insufficient time is available, your absence will be considered time-off without pay.

EMPLOYEE CONDUCT

The Computer Outlet's policy is to treat employees, as well as everyone with whom we come into contact, in a courteous and businesslike manner. Negative attitude or offensive personal conduct resulting in an adverse effect on The Computer Outlet's reputation, workflow or employee morale is unacceptable. We expect all The Computer Outlet employees to conduct themselves in a professional manner that reflects favorably on the company and its employees.

Absenteeism and Tardiness - When an employee is absent or late, he/she may very likely create a hardship for the supervisor or fellow employees, who become responsible for any work in process or deadlines, in addition to costing the company additional wages or other expenses. If you are going to be late for work or absent for the day, you are required to notify your supervisor no later than one hour after your normally scheduled start time. If you are unable to speak directly to your supervisor, you must leave a message on their voice mail. Leaving a message with someone else, in and of itself is unacceptable. If you are absent without any notice to your supervisor for more than one day, you will be deemed to be automatically terminated.

Absenteeism and tardiness also includes the following:

· Failure to be ready to work or in your work area on time following your start time or after breaks.

· Unnecessary and frequent absences from your work area or other abuses of working time.

· Temporarily leaving the company premises during working time without the permission of your supervisor.

Repeated incidences of unexcused absences or tardiness will result in disciplinary action up to and including termination.

Work Area - Clean and orderly surroundings create a pleasant and efficient working environment for all employees and present a favorable impression to visitors. Work areas are expected to be neat and organized on a routine basis.

Personal Phone Calls - Although we realize that certain calls can only be made during business hours, it is important to understand that office telephones are primarily for business use. Personal calls should be brief and infrequent. It is also your responsibility to discourage friends or relatives from making excessive calls to you at work.

Disciplinary Action - Occasionally, job-related performance or behavior falls short of that required and expected in the employee's position. If this occurs, management reserves the right to discipline employees in a manner that it deems to be appropriate in the circumstances. Such management actions are based on the seriousness of the situation, the circumstances surrounding the incident, and the employee's previous history and length of service with the company. Disciplinary actions may include, but are not limited to, informal verbal warnings, formal written warnings or immediate discharge. Warning Forms are available from Human Resources.

Please note that this disciplinary policy is not intended to form a contract and is meant only to provide guidance to our supervisors. All employees are employed by The Computer Outlet "at-will", which means either the employee or The Computer Outlet may terminate the employment of the employee at any time with or without cause.

DRESS POLICY

The nature of our business at The Computer Outlet sometimes means that we are very visible to our customers, vendors and prospective employees. As such, it is important that our employees project a professional image that reflects positively on the Company. We ask that all employees use good judgment in dress and appearance when reporting to work each day.

For office employees, the general description of the dress policy from Monday through Thursday is "business casual".

For those office employees who routinely work in the warehouse for extended periods, there will be more flexibility with these standards. We simply ask that you use your discretion and if in doubt, please ask your supervisor.

On Fridays, it is acceptable for office employees to dress more casually, including jeans or sneakers. Once again, good judgment should prevail if a meeting is scheduled with outside visitors on a Friday.

For warehouse employees, jeans and sneakers are allowed at all times. Whether casual or business casual, clothing must be neat and clean - no holes, stains, etc.

SMOKING POLICY

The Computer Outlet maintains a "no smoking" policy in all facilities. Those desiring to smoke may do so outside the facilities during designated break times. Smoking should be done only in the parking lot by the warehouse doors, and is banned from the entire area in front of the visitor parking and near the front doors. Cigarette butts, like other forms of litter, should be disposed of properly and not thrown on the ground. Smoking breaks should be limited to coincide with the two regular morning and afternoon breaks and with lunchtime.

EQUAL OPPORTUNITY AND DIVERSITY

The Computer Outlet is committed to efforts to gain and retain diversity and promote equal opportunities by 1) attracting and retaining the best persons of all racial, ethnic, religious and other diverse backgrounds; and 2) employing persons of diverse backgrounds at all levels. We believe that we can create advantage from our differences by building on our common values and goals. Our individual differences are a unique asset not to be wasted or stymied by individual prejudices.

The Computer Outlet will not tolerate, ignore or allow to fester, any form of discriminatory practices or treatment, harassment, or other offensive conduct by any of its officers, directors, managers, supervisors or employees based on race, gender, age, religion, national origin, disability, marital status, sexual orientation or any other legally protected status. Any individual who believes that discriminatory, harassing or other offensive conduct in violation of this policy either is occurring or has occurred is strongly encouraged to avail him or she of the procedures defined in this section.

Preventing harassment and other offensive conduct requires increased awareness by everyone at The Computer Outlet of the impact that one's actions may have on others. In determining whether such conduct has occurred, it is no excuse that the alleged offender "meant no harm" or was "just kidding". Instead, the standard to be applied is the perspective of the recipient of the alleged conduct, as long as that perspective is reasonable.

Following are examples of conduct that would violate this policy:

· Requests for sexual favors implicitly or explicitly linked to terms of employment, promotion, compensation, assignments, etc.

· Unwelcome sexual advances, including continuing to express personal interest after such interest has not been reciprocated.

· Jokes, remarks or questions that are derogatory or demeaning to an individual's or group's characteristics or promote stereotypes.

· Visual displays of suggestive or degrading images or stereotypes.

· Personal relationships forced upon one party, particularly where the person forcing the relationship is in a supervisory position.

· Inappropriate touching, kissing or other physical contact.

· Confining communication with an individual to matters involving his or her race, gender, religion, sexual orientation, etc., or imposing on that individual a "responsibility" to explain or justify controversies, interests or perceived general characteristics of that individual's group.

The Computer Outlet encourages those who believe they have encountered conduct that violates this policy to take responsive action. We understand that, depending on the nature of the conduct involved and the personal preference of the recipient of that conduct, different responses may be appropriate. The following remedial actions are available: 1) self-help; 2) mediation; and 3) formal action. In determining which alternative to pursue, individuals should feel free to consult Human Resources. Please note that selecting one alternative initially does not prohibit you from choosing another alternative later.

Self-Help
A person may feel that the appropriate response to certain offensive behavior is to either confront the individual while it is happening or to speak to the offending person later and explain that the conduct was offensive. Examples of possible responses are as follows:

· "I have to say, whatever your intent, I found that comment to be offensive."

· "I don't think jokes like that are funny, Please don't tell them when I am in the room."

· "I'd like it a lot better if you'd comment on the quality of my work rather that on the way I look."

· "I don't feel comfortable with this conversation and I think it better end right now."

As an alternative, you may choose to send something in writing to the offending person.

Mediation
Those seeking to use the self-help approach may choose to have someone assist them in doing so, either by advising them on how to proceed or by serving as an intermediary in dealing with the offending person.  Human Resources is available to provide this assistance.

Formal Action
Anyone who decides that he or she wants The Computer Outlet to take formal action should notify Human Resources either directly or through their supervisor. Notice may be given either orally or in writing. Following such notice, the following steps will be taken:

A) If Human Resources believe that the allegations, if true, would violate this policy, they will notify the President. This group will then determine who shall proceed with the investigation of the allegations. Both parties will be notified that a formal investigation is in process. Unless the person making the complaint specifically requests confidentiality, his or her name will be disclosed to the person who is the object of the complaint.

B) The investigator will interview both parties and any witnesses deemed appropriate. All interviews will be conducted privately. The alleged offender shall have the right to make a written submission to the investigator and to suggest witnesses to be interviewed.

C) Upon completion, the investigator will present an oral and written report to the President, including any written statements provided by the two parties involved. The President will make a determination if a violation of this policy has occurred, and if so, appropriate remedial action will be taken.

D) The Computer Outlet reserves the right to impose remedial action for any violation of this policy on the basis of all the facts and circumstances, including the offender's intent and recommendations by the investigator. Possible actions include one or more of the following:

1. Formal warning to be included in employee's personnel file

2. Attendance at counseling sessions

3. Temporary suspension

4. Termination

All actions taken in response to complaints will be undertaken with the maximum possible confidentiality subject to the requirements inherent in conducting a fair investigation. The person making the complaint may request that his or her name be kept confidential, however, please be aware that this may make it impossible for The Computer Outlet to conduct a formal investigation.

Retaliation against any individual for reporting violations of this policy, whether by the object of the complaint or by someone else, will not be tolerated and will subject to strict discipline. Individuals who participate in the investigation as witnesses are also protected against retaliation.

The Computer Outlet recognizes that false accusations have serious effects on innocent persons. If, after investigation, it is clear that the accusing person has maliciously or recklessly made a false accusation, the accuser will be subject to the same remedial actions discussed above. It is important to note, however, that the fact that a complaint is not substantiated or is determined not to constitute a violation of the policy does not mean that the complaint was maliciously or recklessly made.

AMERICANS WITH DISABILITIES ACT COMPLIANCE

The Americans With Disabilities Act (ADA) of 1990 is a federal statute that extends to persons with disabilities, the same civil rights that have been afforded to persons on the basis of color, race and gender. This law guarantees equal opportunity and prohibits discrimination against persons with disabilities with respect to employment and access to public places. Because many of these individuals have been unable to share in the same opportunities for jobs, entertainment or goods and services as non-disabled individuals enjoy, the ADA was enacted to try to bring equality to this group of citizens. At The Computer Outlet, we fully support and follow the guidelines specified under the ADA.

Title I of the ADA prohibits businesses from discriminating against employees or job applicants with disabilities. There are specific regulations regarding the employment of individuals with disabilities as long as the applicants meet the required qualification criteria and can perform the essential functions of the job, with reasonable accommodation where necessary.

The ADA also applies to our customers at the office or any outlet locations. Title III of the ADA prohibits businesses from discriminating against customers with disabilities. This means that our locations and our merchandise must be accessible to all customers, either through physical placement or by means of personal assistance.

Most of the requirements under the ADA involve what we at The Computer Outlet already consider courtesy and common sense. However, if you ever have a question or need advice regarding a job applicant or a customer's special needs, do not hesitate to contact your supervisor, Human Resources for guidance.

DRUG-FREE WORKPLACE POLICY

Any location at which company business is conducted is declared to be a drug-free workplace. This means that all employees are prohibited from manufacturing, distributing, selling, dispensing, possessing, purchasing or using alcohol, illegal drugs or any other controlled substances while on company premises or while conducting company business. Employees found to be under the influence of any of the above substances while on company premises or conducting company business will be in violation of this policy. Any employee violating this policy is subject to disciplinary action, up to and including termination.

Please note that the group medical benefits offered by The Computer Outlet may provide limited coverage for substance abuse treatment. Please contact Human Resources for further information.

TERMINATION PROCEDURES

Because the circumstances of every resignation or termination may be different, it is difficult to define a policy to address every situation, however, following are some general guidelines that should be adhered to whenever possible:

1. At the time of termination, a final payroll check will be provided to the employee, which pays them through their date of termination, plus any earned but unused vacation, commissions or bonuses to which they may be entitled. If such additional pay cannot be determined as of the date of the termination, such amounts will be paid as soon as possible, but no later than the next scheduled payroll pay date. The only exception is commissions, which will be paid upon receipt of payment from the applicable customers.

2. Also during the exit interview, any benefits to which the employee is entitled, or which the company has decided at its discretion to provide, will be reviewed with the employee. The employee's medical and dental insurance coverage will lapse at midnight on the date of termination, unless the employee elects COBRA continuation. Under COBRA, the employee may continue coverage under The Computer Outlet's group plans, but the employee must now pay the entire premium plus a 2% administrative fee. The Computer Outlet does not routinely award severance pay or outplacement services; however, it reserves the right to do so under certain circumstances at its sole discretion.

Please realize that no resignation or termination is easy or comfortable, however, we expect that communication during such confrontations be handled in a professional and business-like manner.

RECOMMENDATIONS AND REFERENCE LETTERS

As The Computer Outlet continues to grow, our supervisors are often asked by current and former employees to provide recommendations or reference letters regarding their work performance and habits. While it is acceptable for a supervisor to provide a personal written reference, it is against company policy to provide a reference on company letterhead or present such reference as being represented by The Computer Outlet.

Any company requesting employment information by phone on a current employee or former employee should be directed to Human Resources, who will provide verification of dates of employment and job title only. Requests for salary information must be in writing and approved by the employee.

COMMUNICATION / OPEN DOOR POLICY

At The Computer Outlet, we feel that the communication resulting from an "open door" policy is an effective means of maintaining a quality work environment where your ideas and concerns can be acknowledged, evaluated and implemented. Communication is an everyday necessity for both you and your supervisor. He or she should always be available to discuss any work-related topics that are important to you. Every employee is encouraged to share their ideas or concerns with their immediate supervisor or other levels of management, up to and including the President. As we have grown, many of the changes and improvements we have made have come from the great ideas we received from our employees. If you have an idea or suggestion that will make The Computer Outlet a better place to work and/or a more successful company, please don't keep it to yourself!

Open communication also applies to problems concerning an employee's job, supervisor or co-workers. If, for any reason, you feel uncomfortable approaching management, we encourage you to bring your ideas or concerns to Human Resources, who will then bring any issues to the appropriate manager.

CONFLICT OF INTEREST AND SPIFF POLICY

The Computer Outlet requires capable, results-oriented employees who will exhibit the highest standards of personal integrity, honesty and professionalism in all relationships with vendors, customers, subordinates and each other. We expect our employees to carry out business practices that in actuality and in appearance avoid any conflict of interest. The Computer Outlet expects each employee at all times to act in the best interest of the Company and refrain from placing her/himself in a position that would produce a possible conflict of interest. Each employee is expected to devote his/her full business time and attention to the affairs of the Company and not to exercise his/her position for private or personal advantage or gain.

As The Computer Outlet continues to grow, each of you may have more frequent contact with vendors and customers. As a result, situations where employees are offered gifts by vendors, suppliers or customers will likely be more frequent. It is important that we conduct such relationships with the utmost integrity and in the best interest of The Computer Outlet, the vendor and the customer. In order to preclude the appearance of a conflict of interest, the acceptance of any payment or gifts, such as tickets to events, meals (outside of normal business lunches), entertainment, products or spiffs or awards must be reported to and approved by the President or Operations Manager. The only exception would be gifts of nominal value.

In appreciation for the efforts made by our employees, vendors may occasionally offer incentive programs (spiffs). If an employee is offered a spiff by a vendor, the employee must immediately report the offer to their manager. All such vendor spiff programs require written approval by The Computer Outlet's President or Operations Manager.

Under no circumstances should an employee of The Computer Outlet work for or in any way participate in an outside business activity with any vendor, supplier, customer or direct or indirect competitor. In addition, an employee should never conduct any private business activity on company time or use The Computer Outlet equipment or supplies for private purposes without the specific approval of their manager.

Certain key employees may be asked to review and sign an annual conflict of interest statement.

CONFIDENTIALITY & SECURITY GUIDELINES

At The Computer Outlet, you may be exposed to sensitive and confidential information that is vital to the continued growth and success of the Company. It is a major responsibility, both ethically and legally, for all employees to safeguard and properly use this information. Each employee is expected to keep The Computer Outlet's proprietary information confidential and not to disclose it to any unauthorized person. Proprietary information is information about The Computer Outlet's business affairs, financial condition, prospects, plans, products, customers, pricing or any other information that is treated by The Computer Outlet on a confidential basis and might be of value if known by others. All employees are asked to sign a Confidentiality Agreement to further protect such information. Violation of this policy will result in disciplinary action, up to and including termination.

If you are ever unsure as to the confidential nature of specific information or how to respond to an inquiry, please ask an appropriate level of management for guidance before proceeding.

The following types of information are considered to be confidential by The Computer Outlet, Inc:

1. All information pertaining to the identity, location, and contact information of its customers and suppliers.

2. All pricing information for both customers (except when closing a sale) and suppliers.

3. All information regarding the identity and contact information for its employees.

4. All official documentation for The Computer Outlet, Inc.

5. All software developed for The Computer Outlet, Inc.

6. All communication, both verbal and written, regarding pricing, business strategies, and long range planning that have been communicated by The Computer Outlet, Inc. or by any of its principals.

7. All information associated in any way with the financial condition of The Computer Outlet, Inc.

SECURITY POLICIES

Due to the nature of The Computer Outlet's business, security procedures and policies are very important. The following policies must never be violated:

1. Keys and/or an alarm code may be issued to an employee upon hiring. Under no circumstances may a key or a code be given to or shared with another employee.

2. Employees are not permitted to be on the premises of The Computer Outlet during off-hours without prior approval by their manager and proper supervision by a designated key/code holder.

3. Company property must never be removed from the Company premises unless accompanied by appropriate paperwork authorizing such removal.

4. Employees will be issued a security/identification badge upon date of hire, which must be worn at all times in the office and warehouse. Employees will be charged for any lost badges.

5. Employees working in the warehouse will be subject to a search of their belongings upon entering and exiting the warehouse.

6. No employees are allowed in the warehouse outside of normal posted hours.

7. All visitors to the office or warehouse must be issued a visitor badge and must be accompanied by a The Computer Outlet employee at all times.

As we continue to grow, additional security procedures are likely to be added and will be communicated to you at that time.

TECHNOLOGY POLICY

This policy has been adopted in order to avoid both technical and legal complications resulting from the unrestricted loading, copying and utilization of software and hardware. Employees making arbitrary and unauthorized decisions to utilize unapproved software and to change hardware configurations are exposing The Computer Outlet to the risk of lost documents, data, time and financial liabilities. Authorized employees include the Network Administrator and those employees specifically authorized by the President to perform the duties indicated in this policy.

Following are the guidelines that must be adhered to with respect to software and hardware:

· Company computer equipment, networks and software should be set up for efficient and secure use. Only authorized employees are to make changes to equipment or software setups. Suggestions for changing or improving computer setups should be submitted to the Network Administrator.

· Software installed on computers should be legal copy used per the licensing restrictions included with the software. Software shall be loaded by authorized personnel only and shall not be copied by employees for personal use. The Network Administrator shall maintain original disks and hard copies of all software.

· Employees using The Computer Outlet equipment and software should have no expectation of privacy, including E-mail, voice mail, files, etc. The Computer Outlet reserves the right, for specifically authorized personnel only, to review all files, software, etc. on The Computer Outlet equipment. Unauthorized employees shall not review other employee's files without that employee's permission.

· Employees shall not use The Computer Outlet equipment or software for personal use or for work done as an independent contractor unless the employee’s manager has specifically approved such work. Such approved use should be done at lunch or on the employee's own time.

· Computer hardware shall not be password protected, except as authorized by The Computer Outlet and with a copy of the password provided to the Network Administrator. The Computer Outlet computers should be accessible for use by any employee. Network access shall be password protected.

· Equipment and software is provided by The Computer Outlet to increase efficiency, productivity and service to our customers. Any software installed that The Computer Outlet determines is not advancing these goals will be removed.

· Employees may be restricted from access to certain portions of The Computer Outlet equipment, software and networks. Employees shall restrict their activities to areas designated and are not to roam around on the network, equipment or in other employee files with the intention of obtaining, disseminating altering or destroying information. Passwords and access codes are to be kept confidential.

· Any employee wishing to install his or her own personal software on The Computer Outlet equipment must obtain approval from the Network Administrator. The software must be owned by and registered to the employee, a copy of the license must kept by the Network Administrator and it is the employee's responsibility insure that all licensing restrictions are followed. Any personal software approved for installation must be checked for viruses and installed by the Network Administrator. The Computer Outlet reserves the right to delete any personal software from any The Computer Outlet equipment without prior notice, so employees should keep regular back-ups.

· Any game software should be played during lunch or on the employee's own personal time. Abuse will result in all game software being deleted from all The Computer Outlet equipment.

SAFETY AND ON-THE-JOB INJURIES

Your safety and that of other The Computer Outlet employees and customers depends on your cooperation in observing basic safety rules. If you notice any conditions that could present a danger to others or any defects in equipment that might cause injury, report them at once to your supervisor or to other management. We expect all employees to take reasonable safety precautions, including the following:

· Keep floors clean and clear of boxes, trash, etc.

· Keep drawers closed when not in use.

· Use back support devices available in the warehouse when performing any lifting tasks.

· Never overload yourself when carrying inventory or supplies. It's better to make two trips.

· Never climb on warehouse racking or other supports to reach something. Use proper equipment available.

· Never stand or play on the forklift or other motorized equipment when in use by another.

· Keep aisles and exits clear of trash or other obstacles.

· Make sure spills or wet areas are wiped up immediately.

· Be aware of other people when using warehouse equipment or moving heavy objects.

· Notify the receptionist or management if sidewalks are icy or snowy.

In a situation where an emergency may arise due to an accident or illness, it is vital that you respond as follows:

1. Do not move the injured person.

2. Notify or have someone else notify management or Human Resources for assistance.

3. If necessary, call 911 for outside emergency assistance.

4. Remain at the scene of the accident.

5. Under no circumstances should you discuss the accident, its possible causes or the diagnosis of the illness with anyone at the scene. Wait for direction from management.

6. Obtain an Accident Report from Human Resources and complete.

If you are injured while you are working, notify your supervisor immediately. An Accident Report should be obtained from Human Resources and completed by you, your supervisor and any witnesses. The Computer Outlet maintains Workers' Compensation insurance to protect all employees in the event of illness or injury arising out of or occurring in the course of employment. However, it is important that such situations be reported as soon as possible, in no case later than 24 hours following the incident. If the incident is approved as a workers comp claim, coverage will include medical expenses (to be submitted separate from your regular medical expenses) and salary continuation benefits if you are out of work for any period of time. Upon your return to work, you must provide acceptable physician documentation supporting your absence and authorizing your return to work and any applicable restrictions. Approval to return to work must be coordinated through Human Resources.

EXPENSE REIMBURSEMENT AND TRAVEL POLICY

It is The Computer Outlet's policy to reimburse employees for reasonable and customary expenses incurred while conducting company business. This reimbursement is in the form of an Accounts Payable check paid from an approved Expense Report form. Accounts Payable will issue checks within 15 days of receipt.

Expense Reports must be submitted within 30 days of occurrence, must be accompanied by original receipts for any expense other than mileage, and must be approved by the appropriate department manager. The Expense Report must clearly indicate the nature of the expense, date, exact mileage, person or customer visited and the nature of the visit, i.e. sales call, service call, training, installation, etc. Reimbursement will be made only from original Expense Reports with the original receipts attached.

As a general rule, The Computer Outlet does not issue corporate credit cards to employees. Employees who travel are expected to obtain a personal credit card. Airline reservations can be charged to the company credit card. Expense Reports that are submitted completely and timely will be reimbursed well before any credit card bills for other expenses would become due.

The following expenses require PRE-APPROVAL:
TRAVEL - Any overnight travel expenses including airfare, the department manager must approve hotel and car rental in advance. The accountant must then make travel reservations.

Employees traveling overnight will receive a $50 per day for personal meal expenses.

For airline travel, the original ticket stub should be attached to the Expense Report, even if the ticket itself was charged to the company credit card. Note on the Expense Report that The Computer Outlet paid the ticket.

MEALS - Meals which are directly associated with a legitimate customer or other business-related meeting are reimbursable if prior department manager approval is obtained.

The following expenses do not require prior approval:
MILEAGE - The Computer Outlet reimburses employees $0.485 per mile for the use of a personal vehicle on company business. Eligible mileage includes only the mileage from the office to the destination and return. If an employee conducts business on the way to or from the office, eligible mileage will include only the mileage that exceeds the normal commuting distance from the employee's home.

PHONE CALLS - The Computer Outlet will reimburse all business-related calls made from home or from mobile phones. Attach a copy of the telephone bill to the Expense Report along with an explanation of the business nature of the call.

PARKING - Parking will be reimbursed while on company business. An explanation of the business nature of the expense must be noted on the Expense Report. Parking tickets received while on company business are NOT reimbursable - payment of the ticket is the employee's responsibility.

AIRPORT PARKING/TAXI - The Computer Outlet will reimburse employees the lesser of taxi OR mileage and parking at the home airport. Park and Ride facilities are encouraged whenever possible. Attach parking or taxi receipts to the Expense Report.

TOLLS - Any tolls incurred while on company business will be reimbursed. Attached receipts to the Expense Report and include the business nature of the expense.

The Computer Outlet will also reimburse employees for other types of expenditures or purchases made by the employee on behalf of the company, i.e. purchase of supplies, postage, etc. Such expenditures must also be documented on an Expense Report with original receipts attached. The department manager must approve expenditures exceeding $25 in advance on a Supply Request Form

The following expenses are not reimbursable:

· Expenses while traveling in excess of the daily limit,

· Entertainment while traveling, such as in-room movies.

· Gifts.

· Alcoholic beverages.

· Expenses not submitted within 30 days of occurrence or lacking receipts.

The above policies with respect to reimbursement of employee expenses have been instituted to insure that company expenses are properly authorized and controlled, and also to insure that the documentation of reimbursed expenses is in accordance with IRS guidelines. Your cooperation is appreciated.

GENERAL RULES OF CONDUCT

All employees are expected to conduct the business of The Computer Outlet with honesty and integrity in accordance with high moral and ethical standards. Since conduct violations could result in loss or harm to other employees and to the company, The Computer Outlet reserves the right to discipline employees for any violations, up to and including termination. The following list of rules is not intended to be inclusive or to cover all situations or eventualities. This policy should not be interpreted as creating a promise of continued employment or an obligation of The Computer Outlet to terminate only for cause, as it is subject to The Computer Outlet's policy on Employment At-Will.

In addition to policies stated elsewhere in this Handbook, employees shall refrain from:

· Damaging or removing The Computer Outlet property or property entrusted to The Computer Outlet by others.

· Improper or unlawful use of The Computer Outlet funds, assets or credit cards.

· Theft or dishonesty, including falsification of expense reports or time records, or furnishing false or incomplete information to Human Resources, Security, Management or for The Computer Outlet records.

· Bringing or allowing others to bring onto The Computer Outlet property, any firearm, weapon, explosive or combustible substance, or similar dangerous material without prior approval of Human Resources or Senior Management.

· Creating fire, safety or health hazards, including failure to use safety devices provided and failure to observe posted safety regulations or procedures.

· Gambling, fighting, disorderly conduct or using abusive language or physically abusive actions toward another person.

· Insubordination or failure to carry out any reasonable directive by a management representative, including refusal or failure to perform a task assigned by the supervisor.

· Tardiness or absence from work without proper notification and approval.

· Solicitation in work areas during work time, distribution of literature or other material in work areas at any time, or posting of literature or other materials on The Computer Outlet premises at any time, without the specific approval of Human Resources or Senior Management.

· Intimidating another employee or interfering with his/her work activities.

· Removing, altering or destroying any type of The Computer Outlet record.

· Taking or giving to a customer unauthorized or unusual price discounts on inventory purchases.

· Misuse of Employee Purchase privileges, The Computer Outlet telephone or 800 services, or other The Computer Outlet equipment or inventory.

AT-WILL EMPLOYMENT

The policies and procedures contained in The Computer Outlet Employee Handbook are intended to provide information and guidance to all employees. These policies and procedures do not, however, constitute contractual terms and conditions of employment and should not be construed as expressed or implied contractual commitments. The standards, policies, terms and conditions outlined in the Handbook may be altered, amended or modified at any time by The Computer Outlet, with or without notice. However, The Computer Outlet will attempt to inform you whenever possible if it becomes necessary to change or delete any of the policies or procedures in the Handbook. In addition, no representations by employees or management can modify the policies or procedures contained in this handbook.

No individual contract of employment can be created at any time by either written or verbal statements of management or by written statements of Company policy or practice. All employees are employed by The Computer Outlet at-will. Therefore, The Computer Outlet may discontinue by either the employee or the employment of an employee at any time, with or without cause.

The Computer Outlet's management retains the right at all times to set standards for performance of individual employees. The Computer Outlet also retains the right to determine an employee's compliance with those standards and an employee's eligibility for promotion or continued employment. These rights are not subject to any limitations.

IN CONCLUSION

The information and specifics subjects discussed in this Handbook are matters of Company policy. As an employee of The Computer Outlet, you are responsible for being familiar and keeping current with all such information, and for complying with policies and changes, contact your supervisor, Human Resources or any member of management if you have questions about the interpretation of any policy, procedure or standard.

We are glad you decided to join The Computer Outlet. We wish you much success, both now and in the future. We invite you to take pride in our combined efforts to make working at The Computer Outlet a satisfying and rewarding experience. Let us know your suggestions and ideas that will contribute to our success. YOU CAN MAKE A DIFFERENCE!

Please read and sign the following final page in the Handbook.

EMPLOYEE HANDBOOK VERIFICATION STATEMENT

Please read the statement below, and sign and return this page with your New Hire forms to Human Resources:
"I have read and understand the information contained in The Computer Outlet Employee Handbook. I realize that is my responsibility to ask my supervisor or Human Resources to clarify any information that I do not understand. I also understand that violating any policies of The Computer Outlet will result in disciplinary action, up to and including termination."

Employee Signature:_______________________________________ Date:_________________
We would appreciate your feedback on the following questions:

Did you find the handbook helpful? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Why or why not? 

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What questions did you still have after reading the Handbook?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
What could we add to the Handbook to make it more useful to a new employee?

__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Thank you for your feedback.
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