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Letter from the President

We are very excited that you have chosen to join our dynamic team at Channel Marketing, Inc.   We strive to deliver the most creative solutions to our clients that will bring the most impact for their dollar.  We believe in a fun work environment that is driven by hard work, creative ideas and team collaboration.  

Please review all employee details in the manual and do not hesitate to ask questions from your manager.  We want you to have a clear understanding of our company culture and procedure to better help you acclimate to your new environment.  

We look forward to your future successes and achievements.



Sincerely,

Diane Scully
President
Channel Marketing, Inc.






















Office Procedures
Dress
Employees adhere to the following business attire requirements: For men – ties, dress shirts, slacks and leather shoes or boots appropriate for business environments, for women – comparable attire.  No tennis shoes, shorts or jeans.  Fridays are business casual days – no ties required.  

Timeliness
The regular work day runs from 8AM – 5PM.   Employees showing up after 8AM are considered tardy for work whether they are reporting to the office or customer site.  

Communication
The quantity and quality of communication is essential to the success of the organization.  You should expect the following frequency with regards to email and phone communication as well as meetings: Check email ongoing daily when in office.  Check a minimum of once in morning and again in evening if on the road. 
· Email – sent to the field on a daily basis as needed to cover any issues and/or updates
· Daily meetings or calls with Manager to discuss status of objectives
· Monthly staff meetings with team including goal setting training 
· Weekly Account Team meetings/calls to discuss overall program directives

Vacation & Personal time
Anyone requesting vacation time needs to submit to their manager a Vacation Request Form at least 30 days prior to their request.  It is at the Manager’s discretion to approve or deny these requests from their employees.  Requests for vacation will be granted on a first come first serve basis.  

If sick, employees are required to make every effort possible to notify their manager immediately once the determination has been made that they will not be able to perform their duties. Notice should be given as soon as possible via an email or phone call, followed-up with a completed sick form.

Company holidays
Channel Marketing, Inc. recognizes 8 holidays a year during which the office is closed and employees receive the days as paid time off: Memorial Day, July 4th, Labor Day, Thanksgiving (Thur & Fri), Christmas (3 days), and New Year's Day.  If a holiday falls on a weekend day, an alternate day will be given.  Each year, employees will receive a holiday calendar with all holidays and pay days identified. 

Parking
All employees are provided free parking in the company garage.  Please see the Office Manager to obtain the parking card which will allow access into and out of the garage.

Employee Café
There is an employee café that is located on the 11th floor of the building.  Operating hours are from 7AM to 3:30PM every weekday, excluding company holidays.

[bookmark: _Toc148249650]Health Benefits 
Employees are eligible for the company’s health benefits on the 1st day of the month following their first 60 days after date of hire.  Therefore if an employee starts on 4/15, they would be eligible for benefits starting on 7/1.  To enroll in the company health benefits you will need to fill out paperwork at least 1 month prior to your desired start of benefits.  Check with Human Resources for further details and forms.  

[bookmark: _Toc148249651]Retirement Benefits
Channel Marketing, Inc. offers a 401K plan to help you plan for retirement.  Employees are eligible to enroll on the 1st day of the month following their 1 year anniversary of date of hire. This plan allows you to contribute money to your plan before taxes are taken out. The company matches employee contributions up to 3% of employee salary. These contributions are 100% vested after 3 years. Check with Human Resources for further details and forms.  

[bookmark: _Toc148249662]Performance Review Process 
All employees will have an initial review 60 days after their hire date to review job expectations and goals.  After that, they will receive quarterly performance planning reviews with their managers.   Each review will include an employee and manager contribution which will be reviewed during a live conversation between the manager and employee.  The final review will be kept in the employee’s HR folder which is only viewable by their management and is not public company viewable.  


Expense Policies
All expenses need to be submitted to your manager by Friday of the first week of the month following the expenses.  Expenses need to be handed in via hardcopy with receipts for each expense attached.  Receipts should be taped to a separate piece of paper (put as many as possible on one 8x11 page) and staple to the itemized expense cover page.  Make a copy for your records.  Put all details on the expense cover form (see attached Expense Form). 

Mileage
Any travel that exceeds a 35 mile radius from the office will be reimbursed at .34 cents per mile which is calculated after leaving the radius as well as returning to the radius.  For example, if an employee traveled 10 miles outside of the radius for work, they would be able to expense 20 miles for the visit (10 miles to reach the site from the radius and then from the site back to the radius).

Travel Booking
Channel Marketing, Inc. employees are responsible for researching their travel needs and then submitting them to their Manager for final booking and approval.  All items must be accompanied by a receipt to be reimbursed. Expense guidelines are as follows:

Travel budget 
All travel must follow the company budget perdiems:
Airfare - $350 per location/trip
Auto rental - $75 per day including taxes and fees
Meals - $35 per day
Hotel - $150 per day
Ancillary charges (tips, ground transportation, internet fees, etc. . .) are at the discretion of the department manager. 

· Airfare - All travel should be booked as far in advance as is reasonably possible to take advantage of reduced fares.  The maximum allowable expense for airfare (without prior approval) is $350/roundtrip ticket.
	
· Meals - The daily per diem for meals ($35 per day) applies for any travel that requires an overnight stay.  To receive reimbursement, itemized receipts for each transaction must accompany an expense report.  If meals exceed $35 per day, any amount over and above the $35 is the responsibility of the employee’s own personal spending, and is not reimbursable. This is on a per day basis and cannot be amortized over the total number of days traveling.  In other words, if only $30 is spent on one day, the remaining $5 cannot be utilized for any other days of that trip.  For travel to the following cities: Los Angeles, San Francisco/San Jose, and NY/NJ, the daily per diem is $50 per day.

· Transportation - The company will reimburse employees for all company related travel.  This includes taxis, rental cars, tolls, tips and parking.  

· Taxi - Utilize taxis with discretion.  Rental cars should be used as the primary means of transportation unless limited travel makes it more cost efficient to do otherwise.  Airport bus or shuttle service is usually more cost effective than taxi’s for airport/hotel transfer and should be used whenever possible.  Taxi sharing may be utilized when cost effective.  Taxi fares will not be reimbursed for evening entertainment unrelated to business.  

· Rental Cars - Rental cars should be reserved prior to traveling.  Decline the refueling options.   Employees are to refill the car prior to returning the vehicle.  The maximum allowable limit for rental cars is $75/day, including tax and LDW insurance. 

· Airport Parking - Employees are encouraged to use the lowest prevailing rate for airport parking.  Choose a “discount” lot rather than “short-term” or “long-term” lots.  Utilize shuttles/taxis to the airport, on business trips over several days, if costs are lower. 

· Hotel - Reservations must be made prior to departure.  The maximum allowable limit for hotels is $150/night. 

· Telephone - Cell phones should be the preferred method of making calls when on the road.  Under no circumstances should long distance phone calls be billed to a hotel room.  High-speed internet access from the hotel room is expensible.  

· Tips and Tolls - Tips should be kept within reason.  General tipping standards should not exceed 15%.  Tips, tolls, parking, and other small cash expenditures will be reimbursable provided employees submit an itemized list of each expense on their expense reports.

Auto
Any auto travel that you incur for overnight trips, in your own vehicle will be reimbursed at the prevailing corporate mileage rate of .34 per mile. For mileage reimbursement, employees must submit a mileage log with the destination and business purpose along with odometer readings of their vehicle prior to departure, and upon return.

Expenses resulting from traffic fines and parking violations are not reimbursable.  Employees are responsible for any damage to their personal automobile while on company business.

Any other expenses outside of these items are not to be incurred unless otherwise approved by management.



Miscellaneous Unallowable Expenses

1. Personal expenses (i.e. toiletries)
2. In-room movies
3. Laundry/dry cleaning.  Except when on business travel for more than five continuous days.
4. Newspapers, books and magazines.
5. Alcohol
6. Expenses incurred by spouses and personal guests.


Approval process
All travel must be approved by the department manager if it will be above any budget perdiems.  After travel is completed, employees must submit a completed expense form (see Appendix A) to their manager within 1 week of returning from the trip.

Deadlines
Every effort should be made to book travel as far in advance as possible to obtain the lowest possible fares and fees.








Safety and Security

Building hours
The Channel Marketing, Inc. building is open from 6:30AM – 6:30PM.  During these hours, employees can use their building cards to gain entry.  After these hours, employees will need to ring the night buzzer to alert the security guard to let them in.

Company Network Files and Documents
All Channel Marketing, Inc. information is categorized into three main classifications: Public, Company Only and Eyes Only. Public information is information that has been declared public knowledge by someone with the authority to do so, and can freely be given to anyone without any possible damage to the company.  Company only contains information that may be disclosed to employees of the company with no potential for internal damage to Channel Marketing, Inc. Included is information that should be protected very closely, such as trade secrets, development programs, and other information integral to the success of our company. Also included in Company Only is information that is less critical, such as telephone directories, general corporate information, personnel information, etc., which does not require as stringent a degree of protection. “Eyes only” refers to information that should only be disclosed to selected members of the organization. Examples include salary information or other sensitive personnel information. Channel Marketing, Inc. personnel are encouraged to use common sense judgment in securing Channel Marketing, Inc. Confidential information to the proper extent. If an employee is uncertain of the sensitivity of a particular piece of information, he/she should contact their manager.













Appendix A – Expense Form



	Expense Report

	Name
	 
	 
	 
	Date
	
	 
	 
	 

	Department
	 
	 
	 
	Reason for Travel
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday
	

	Date
	 
	 
	 
	 
	 
	 
	 
	

	Meals
	 
	 
	 
	 
	 
	 
	 
	

	Flight
	 
	 
	 
	 
	 
	 
	 
	

	Hotel
	 
	 
	 
	 
	 
	 
	 
	

	Auto rental
	 
	 
	 
	 
	 
	 
	 
	

	Tips
	 
	 
	 
	 
	 
	 
	 
	

	Ground travel
	 
	 
	 
	 
	 
	 
	 
	

	Mileage
	 
	 
	 
	 
	 
	 
	 
	

	Other
	 
	 
	 
	 
	 
	 
	 
	

	 
	 
	 
	 
	 
	 
	 
	 
	

	Total
	0
	0
	0
	0
	0
	0
	0
	







