



Use and Return of Company Equipment

Employees are trusted to behave responsibly and use good judgment to conserve company resources. Company resources, including time, material, equipment, and information should be utilized for company use only.  Occasional personal use is permissible as long as it does not affect job performance, cause a disruption to the workplace, or result in an expense to the company.
In order to protect the interests of the company and its employees, [Company Name] reserves the right to monitor or review all data and information contained on an employee’s company-issued computer, contained on an electronic device, the use of the Internet, the use of the company’s intranet; with or without employee notice.  The use of company resources to create, access, store, print, solicit, or send any materials that are harassing, threatening, abusive, sexually explicit or otherwise offensive or inappropriate will be grounds for discipline up to and including termination.

During employment, employees may be issued company property including a computer, laptop, cell phone, printer, pager, or hand held mobile device.  Employees are expected to take proper precautions to care for company equipment.  Upon termination, employees are expected to return all company equipment in proper working order. Failure to return equipment may be considered to be theft and may lead to criminal prosecution.

Questions about the proper use of company resources should be directed to your manager.
This form is provided as an example and is for informational purposes only.  If utilized, the form should be adapted to reflect the company's own policies and procedures.  Please consult with a legal or tax professional as appropriate.

