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Welcome new employee!
On behalf of your colleagues, I welcome you to CSI and wish you every success here.
We believe that each employee contributes directly to CSI's growth and success, and we hope you will
take pride in being a member of our team.
This handbook was developed to describe some of the expectations of our employees and to outline the
policies, programs, and benefits available to eligible employees. Employees should familiarize themselves
with the contents of the employee handbook as soon as possible, for it will answer many questions about
employment with CSI.
We hope that your experience here will be challenging, enjoyable, and rewarding. Again, welcome!
Sincerely,
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101 Nature of Employment
Effective Date: 4/19/1999

Employment with CSI is voluntarily entered into, and the employee is free to resign at will at any time,
with or without cause. Similarly, CSI may terminate the employment relationship at will at any time, with
or without notice or cause, so long as there is no violation of applicable federal or state law.
Policies set forth in this handbook are not intended to create a contract, nor are they to be construed to
constitute contractual obligations of any kind or a contract of employment between CSI and any of its
employees. The provisions of the handbook have been developed at the discretion of management and,
except for its policy of employment-at-will, may be amended or cancelled at any time, at CSI's sole
discretion.
These provisions supersede all existing policies and practices and may not be amended or added to
without the express written approval of the chief executive officer of CSI.

103 Equal Employment Opportunity
Effective Date: 6/8/1999

In order to provide equal employment and advancement opportunities to all individuals, employment
decisions at CSI will be based on merit, qualifications, and abilities. CSI does not discriminate in
employment opportunities or practices on the basis of race, color, religion, sex, national origin, age,
disability, or any other characteristic protected by law.
CSI will make reasonable accommodations for qualified individuals with known disabilities unless doing
so would result in an undue hardship. This policy governs all aspects of employment, including selection,
job assignment, compensation, discipline, termination, and access to benefits and training.
In addition to a commitment to provide equal employment opportunities to all qualified individuals, CSI
has established an affirmative action program to promote opportunities for individuals in certain protected
classes throughout the organization.
Any employees with questions or concerns about any type of discrimination in the workplace are
encouraged to bring these issues to the attention of their immediate supervisor or the President.
Employees can raise concerns and make reports without fear of reprisal. Anyone found to be engaging in
any type of unlawful discrimination will be subject to disciplinary action, up to and including termination
of employment.
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104 Business Ethics and Conduct
Effective Date: 6/8/1999

The successful business operation and reputation of CSI is built upon the principles of fair dealing and
ethical conduct of our employees. Our reputation for integrity and excellence requires careful observance
of the spirit and letter of all applicable laws and regulations, as well as a scrupulous regard for the highest
standards of conduct and personal integrity.
The continued success of CSI is dependent upon our customers' trust and we are dedicated to preserving
that trust. Employees owe a duty to CSI, its customers, and shareholders to act in a way that will merit the
continued trust and confidence of the public.
CSI will comply with all applicable laws and regulations and expects its directors, officers, and
employees to conduct business in accordance with the letter, spirit, and intent of all relevant laws and to
refrain from any illegal, dishonest, or unethical conduct.
In general, the use of good judgment, based on high ethical principles, will guide you with respect to lines
of acceptable conduct. If a situation arises where it is difficult to determine the proper course of action,
the matter should be discussed openly with your immediate supervisor and, if necessary, with the
President for advice and consultation.
Compliance with this policy of business ethics and conduct is the responsibility of every CSI employee.
Disregarding or failing to comply with this standard of business ethics and conduct could lead to
disciplinary action, up to and including possible termination of employment.
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208 Employment Applications
Effective Date: 6/8/1999

CSI relies upon the accuracy of information contained in the employment application, as well as the
accuracy of other data presented throughout the hiring process and employment. Any misrepresentations,
falsifications, or material omissions in any of this information or data may result in the exclusion of the
individual from further consideration for employment or, if the person has been hired, termination of
employment.
In processing employment applications, CSI may obtain a consumer credit report for employment
purposes only concerning credit worthiness, credit standing, and credit capacity. If CSI takes an adverse
employment action based in whole or in part on the consumer credit report, a copy of the report and a
summary of your rights under the Fair Credit Reporting Act will be provided as well as any other
documents required by law.
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301 Employee Benefits
Effective Date: 8/6/1999
Revision Date: 1/1/2015

Eligible employees at CSI are provided a wide range of benefits. A number of the programs (such as
Social Security, workers' compensation, state disability, and unemployment insurance) cover all
employees in the manner prescribed by law.
Benefits eligibility is dependent upon a variety of factors, including employee classification. Your
supervisor can identify the programs for which you are eligible. Details of many of these programs can be
found elsewhere in the employee handbook.
The following benefit programs are available to eligible employees:
* Holidays
* Leave Benefits

.

305 Holidays
Effective Date: 9/14/2004
Revision Date: 11/2/2015

CSI will grant holiday time off to all Commercial Contractor Staff employees on the holidays listed
below:
* New Year's Day (January 1)
* Memorial Day (last Monday in May)
* Independence Day (July 4)
* Labor Day (first Monday in September)
* Thanksgiving (fourth Thursday in November)
* Christmas (December 25)

CSI will grant paid holiday time off to all eligible Commercial Contractor Staff employees who have
completed 90 calendar days of service in an eligible employment classification. Holiday pay will be
calculated based on the employee's straight-time pay rate (as of the date of the holiday) times the number
of hours the employee would otherwise have worked on that day. Eligible employee classification(s): (
See calculations below )
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* CSI-Commercial Contractor staff / Full Time Employees
To be eligible for holiday pay, employees must work the last scheduled day immediately preceding and
the first scheduled day immediately following the holiday.
If a recognized holiday falls during an eligible employee's paid absence (such as vacation or sick leave),
holiday pay will be provided instead of the paid time off benefit that would otherwise have applied.
If eligible nonexempt employees work on a recognized holiday, they will receive holiday pay wages at
their straight-time rate for the hours worked on the holiday.
Paid time off for holidays will not be counted as hours worked for the purposes of determining overtime.
If you do not work 40 hours the week before a holiday you do not get full payment for the holiday unless
you are on paid leave.
Example 1 "An employee works 30 hours during the week preceding July 4th, a designated
holiday. The employee is entitled to 30/40 of the holiday pay (i.e., 30/40= .75 x 8 = 30 hours holiday
pay",
Example 2, an employee works 37 hours the preceding week, 37/40 x 8 = 7.4 hour holiday pay.

306 Workers' Compensation Insurance
Effective Date: 8/6/2004

CSI provides a comprehensive workers' compensation insurance program at no cost to employees. This
program covers any injury or illness sustained in the course of employment that requires medical,
surgical, or hospital treatment. Subject to applicable legal requirements, workers' compensation insurance
provides benefits after a short waiting period or, if the employee is hospitalized, immediately.
Employees who sustain work-related injuries or illnesses should inform their supervisor immediately. No
matter how minor an on-the-job injury may appear, it is important that it be reported immediately. This
will enable an eligible employee to qualify for coverage as quickly as possible.
Neither CSI nor the insurance carrier will be liable for the payment of workers' compensation benefits for
injuries that occur during an employee's voluntary participation in any off-duty recreational, social, or
athletic activity sponsored by CSI.
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315 Paid Time Off (PTO)
Effective Date: 6/7/1999
Revision Date: 10/7/2015

Paid Time Off (PTO) is an all purpose time-off policy for eligible employees to use for vacation, illness
or injury, and personal business. It combines traditional vacation and sick leave plans into one flexible,
paid time-off policy. Employees in the following employment classification(s) are eligible to earn and use
PTO as described in this policy:
* Regular full-time employees
* Temporary employees
Once employees enter an eligible employment classification. Employees who have worked one year
continuous and contiguous service. Earned PTO is available for use in the year following its accrual.
* Upon initial eligibility the employee is entitled to 5 PTO days each year.
The length of eligible service is calculated on the basis of a "benefit year." This is the 12-month period
that begins when the employee starts to earn PTO. An employee's benefit year may be extended for any
significant leave of absence except military leave of absence. Military leave has no effect on this
calculation. (See individual leave of absence policies for more information.)
PTO can be used in minimum increments of one day. Employees who have an unexpected need to be
absent from work should notify their direct supervisor before the scheduled start of their workday, if
possible. The direct supervisor must also be contacted on each additional day of unexpected absence.
To schedule planned PTO, employees should request advance approval from their supervisors. Requests
will be reviewed based on a number of factors, including business needs and staffing requirements.
PTO is paid at the employee's base pay rate at the time of absence. It does not include overtime or any
special forms of compensation such as incentives, commissions, bonuses, or shift differentials.
In the event that available PTO is not used by the end of the benefit year, employees may carry unused
time forward to the next benefit year.
Upon termination of employment, employees will be paid for unused PTO that has been earned through
the last day of work. However, if CSI, in its sole discretion, terminates employment for cause, forfeiture
of unused PTO may result.Vacation time off with pay is available to eligible employees to provide
opportunities for rest, relaxation, and personal pursuits. Employees in the following employment
classification(s) are eligible to earn and use vacation time as described in this policy:
* Commericial Staff

6

Contemporary Staffing, inc.
Commercial Staff Handbook

Once eligibility has been met the formula to figure vacation benefits is as follows:

Formula: X/2080 x (y) = PTO
Where X is hours worked
Where y is maximum available work hours
Formula: X/2080 x (y) = PTO benefit
Example, 40 hour work week:
Benefit level is 40
Hours worked in the year was 1800, then x is = 1800
2080 is the maxium available work hours
Formula :1800 /2080 = .865
.865 X 40= 34.61 PTO benefit for a 40 hour work week

If you would like for someone to go over the formula with you, please call the our office we
would be most willing to assist you and answer any questions.
* Note: If Staff is assigned to a client who's normal work week is 35 hours per week then the benchmark
becomes 1820 hours per year and the PTO is equal to 35 hours rather than 40 hours
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403 Paydays
Effective Date: 9/14/2004

All employees are paid weekly, every Friday. Each paycheck will include earnings for all work performed
through the end of the previous payroll period.
In the event that a regularly scheduled payday falls on a day off such as a weekend or holiday, employees
will be paid on the first day of work following the regularly scheduled payday.
If a regular payday falls during an employee's vacation, the employee's paycheck will be available upon
his or her return from vacation.
Employees may have pay directly deposited into their bank accounts if they provide advance written
authorization to CSI. Employees will receive an itemized statement of wages when CSI makes direct
deposits.

405 Employment Termination
Effective Date: 6/8/1999

Termination of employment is an inevitable part of personnel activity within any organization, and many
of the reasons for termination are routine. Below are examples of some of the most common
circumstances under which employment is terminated:
* Resignation - voluntary employment termination initiated by an employee.
* Discharge - involuntary employment termination initiated by the organization.
* Layoff - involuntary employment termination initiated by the organization for nondisciplinary
reasons.
* Retirement - voluntary employment termination initiated by the employee meeting age, length of
service, and any other criteria for retirement from the organization.
Since employment with CSI is based on mutual consent, both the employee and CSI have the right to
terminate employment at will, with or without cause, at any time.
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505 Smoking
Effective Date: 6/8/1999

In keeping with CSI's intent to provide a safe and healthful work environment, smoking is prohibited
throughout the workplace.
This policy applies equally to all employees, customers, and visitors.

507 Overtime
Effective Date: 6/7/1999

When operating requirements or other needs cannot be met during regular working hours, employees may
be scheduled to work overtime hours. When possible, advance notification of these mandatory
assignments will be provided. All overtime work must receive the supervisor's prior
authorization.
Overtime compensation is paid to all nonexempt employees in accordance with federal and state wage
and hour restrictions. Overtime pay is based on actual hours worked. Time off on sick leave, vacation
leave, or any leave of absence will not be considered hours worked for purposes of performing overtime
calculations.
Failure to work scheduled overtime or overtime worked without prior authorization from the supervisor
may result in disciplinary action, up to and including possible termination of employment.

508 Use of Equipment
Effective Date: 6/7/1999

Equipment essential in accomplishing job duties is often 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, or tools 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 used on the job.
The improper, careless, negligent, destructive, or unsafe use or operation of equipment can result in
disciplinary action, up to and including termination of employment.
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516 Computer and E-mail Usage
Effective Date: 6/7/1999
Revision Date: 9/14/2004

Computers, computer files, the e-mail system, and software furnished to employees are CSI 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.
CSI strives to maintain a workplace free of harassment and sensitive to the diversity of its employees.
Therefore, CSI 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.
CSI 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,
CSI 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. CSI prohibits the illegal duplication of software and its related
documentation.
Employees should notify their immediate supervisor, the President 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.

517 Internet Usage
Effective Date: 6/7/1999

Internet access to global electronic information resources on the World Wide Web is provided by CSI 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
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considered to be part of the official records of CSI 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 CSI. As such, CSI 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 CSI in violation of law or CSI 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
* Sending or posting messages or material that could damage the organization's image or reputation
* Participating in the viewing or exchange of pornography or obscene materials
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* Sending or posting messages that defame or slander other individuals
* Attempting to break into the computer system of another organization or person
* Refusing to cooperate with a security investigation
* Sending or posting chain letters, solicitations, or advertisements not related to business purposes or
activities
* Using the Internet for political causes or activities, religious activities, or any sort of gambling
* Jeopardizing the security of the organization's electronic communications systems
* Sending or posting messages that disparage another organization's products or services
* Passing off personal views as representing those of the organization
* Sending anonymous e-mail messages
* Engaging in any other illegal activities
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702 Drug and Alcohol Use
Effective Date: 6/7/1999

It is CSI's desire to provide a drug-free, healthful, and safe workplace. To promote this goal, employees
are required to report to work in appropriate mental and physical condition to perform their jobs in a
satisfactory manner.
While on CSI or customer premises and while conducting business-related activities off CSI premises, no
employee may use, possess, distribute, sell, or be under the influence of alcohol or illegal drugs. The legal
use of prescribed drugs is permitted on the job only if it does not impair an employee's ability to perform
the essential functions of the job effectively and in a safe manner that does not endanger other individuals
in the workplace.
Violations of this policy may lead to disciplinary action, up to and including immediate termination of
employment, and/or required participation in a substance abuse rehabilitation or treatment program. Such
violations may also have legal consequences.
To inform employees about important provisions of this policy, CSI has established a drug-free awareness
program. The program provides information on the dangers and effects of substance abuse in the
workplace, resources available to employees, and consequences for violations of this policy.
Under the Drug-Free Workplace Act, an employee who performs work for a government contract or grant
must notify CSI of a criminal conviction for drug-related activity occurring in the workplace. The report
must be made within five days of the conviction.

703 Sexual and Other Unlawful Harassment
Effective Date: 6/8/1999

CSI is committed to providing a work environment that is free from all forms of discrimination and
conduct that can be considered harassing, coercive, or disruptive, including sexual harassment. Actions,
words, jokes, or comments based on an individual's sex, race, color, national origin, age, religion,
disability, sexual orientation, or any other legally protected characteristic will not be tolerated. CSI
provides ongoing sexual harassment training to ensure you the opportunity to work in an environment
free of sexual and other unlawful harassment.
Sexual harassment is defined as unwanted sexual advances, or visual, verbal, or physical conduct of a
sexual nature. This definition includes many forms of offensive behavior and includes gender-based
harassment of a person of the same sex as the harasser. The following is a partial list of sexual harassment
examples:
* Unwanted sexual advances.
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* Offering employment benefits in exchange for sexual favors.
* Making or threatening reprisals after a negative response to sexual advances.
* Visual conduct that includes leering, making sexual gestures, or displaying of sexually suggestive
objects or pictures, cartoons or posters.
* Verbal conduct that includes making or using derogatory comments, epithets, slurs, or jokes.
* Verbal sexual advances or propositions.
* Verbal abuse of a sexual nature, graphic verbal commentaries about an individual's body, sexually
degrading words used to describe an individual, or suggestive or obscene letters, notes, or invitations.
* Physical conduct that includes touching, assaulting, or impeding or blocking movements.
Unwelcome sexual advances (either verbal or physical), requests for sexual favors, and other verbal or
physical conduct of a sexual nature constitute sexual harassment when: (1) submission to such conduct is
made either explicitly or implicitly a term or condition of employment; (2) submission or rejection of the
conduct is used as a basis for making employment decisions; or, (3) the conduct has the purpose or effect
of interfering with work performance or creating an intimidating, hostile, or offensive work environment.
If you experience or witness sexual or other unlawful harassment in the workplace, report it immediately
to your supervisor. If the supervisor is unavailable or you believe it would be inappropriate to contact that
person, you should immediately contact the President or any other member of management. You can raise
concerns and make reports without fear of reprisal or retaliation.
All allegations of sexual harassment will be quickly and discreetly investigated. To the extent possible,
your confidentiality and that of any witnesses and the alleged harasser will be protected against
unnecessary disclosure. When the investigation is completed, you will be informed of the outcome of the
investigation.
Any supervisor or manager who becomes aware of possible sexual or other unlawful harassment must
immediately advise the President or any member of management so it can be investigated in a timely and
confidential manner. Anyone engaging in sexual or other unlawful harassment will be subject to
disciplinary action, up to and including termination of employment.

704 Attendance and Punctuality
Effective Date: 6/8/1999

To maintain a safe and productive work environment, CSI expects employees to be reliable and to be
punctual in reporting for scheduled work. Absenteeism and tardiness place a burden on other employees
and on CSI. In the rare instances when employees cannot avoid being late to work or are unable to work
as scheduled, they should notify their supervisor as soon as possible in advance of the anticipated
tardiness or absence.
Poor attendance and excessive tardiness are disruptive. Either may lead to disciplinary action, up to and
including termination of employment.
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706 Return of Property
Effective Date: 6/8/1999

Employees are responsible for all CSI property, materials, or written information issued to them or in
their possession or control. Employees must return all CSI property immediately upon request or upon
termination of employment. Where permitted by applicable laws, CSI may withhold from the employee's
check or final paycheck the cost of any items that are not returned when required. CSI may also take all
action deemed appropriate to recover or protect its property.

708 Resignation
Effective Date: 6/8/1999
Revision Date: 9/14/2004

Resignation is a voluntary act initiated by the employee to terminate employment with CSI. Although
advance notice is not required, CSI requests at least 2 weeks' written resignation notice from all
employees.
Prior to an employee's departure, an exit interview will be scheduled to discuss the reasons for resignation
and the effect of the resignation on benefits.
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800 Life threatening & Infectuous Illnesses
Effective Date: 10/5/2009

Employees with life-threatening illnesses, such as cancer, heart disease, and AIDS, often wish to continue
their normal pursuits, including work, to the extent allowed by their condition. CSI supports these
endeavors as long as employees are able to meet acceptable performance standards. As in the case of
other disabilities, CSI will make reasonable accommodations in accordance with all legal requirements, to
allow qualified employees with life-threatening illnesses to perform the essential functions of their jobs.
Medical information on individual employees is treated confidentially. CSI will take reasonable
precautions to protect such information from inappropriate disclosure. Managers and other employees
have a responsibility to respect and maintain the confidentiality of employee medical information.
Anyone inappropriately disclosing such information is subject to disciplinary action, up to and including
termination of employment.
Employees with questions or concerns about life-threatening illnesses are encouraged to contact Reginald
Stokes, Vice President for information and referral to appropriate services and resources.
EMPLOYER POLICY WITH RESPECT TO INFECTIOUS DISEASES;
Please note that we are concerned about the health, safety and welfare of our employees and customers.
We are therefore, implementing the following policy which should be strictly adhered to by all
employees.
1. abide by and implement all instuctions of Contemporary Staffing, Inc.
a. Maintain good hygiene:
b.Wash your hands frequently with soap and water and before eating, before handling food or food
utensils, before leaving the washroom, after coming in contact with sputum or nasal discharges or after
coughing or sneezing or after touching an object such as a tissue which already was exposed to any nasal
or oral discharge;
c. Do not touch other's nose, mouth or eyes if you are not feeling well or if the other person does not
feel well - wash your hands well before you touch others if you are not feeling well and after you touch
others if they are not feeling well;
d.Cover your mouth and nose when sneezing or coughing with a clean tissue and not with your hand if
possible. The tissue should be safely disposed of after use and you should wash your hands well
afterwards.
2.If you have a fever or otherwise suspect that you have an infectious disease, do not come to the
workplace but rather see a physician as soon as possible. If you have accumulated leave it may be used.(
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if you are already at work and develop a fever or other wise suspect that you have an infectious disease,
you should advise your supervisor, leave the workplace and seek medical care). Do not return to the
workplace unless you can present to us a written confirmation from a licensed medical doctor that you are
fit to return to work and are not contagious of any infectious disease.
3. If you have a chronic infectious disease, you should follow your doctor's instructions with respect to
your own health and the prevention of infecting others.
4. Seek to avoid transmitting infectious diseases to other. You should be aware that with respect to
dangerous , infectious diseases, without derogating from the above, you should use common sense.
With best wishes for your continued good health !!!!

806 Suggestion Program
Effective Date: 6/8/1999

As employees of CSI, you have the opportunity to contribute to our future success and growth by
submitting suggestions for practical work-improvement or cost-savings ideas.
All regular employees are eligible to participate in the suggestion program.
A suggestion is an idea that will benefit CSI by solving a problem, reducing costs, improving operations
or procedures, enhancing customer service, eliminating waste or spoilage, or making CSI a better or safer
place to work. Statements of problems without accompanying solutions, or recommendations concerning
co-workers and management are not appropriate suggestions.
All suggestions should contain a description of the problem or condition to be improved, a detailed
explanation of the solution or improvement, and the reasons why it should be implemented. If you have
questions or need advice about your idea, contact your supervisor for help.
Submit suggestions to the President and, after review, they will be forwarded to the Suggestion
Committee. As soon as possible, you will be notified of the adoption or rejection of your suggestion.
Special recognition will be given to employees who submit a suggestion that is implemented.
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