MEMORANDUM

TO: 

Dr. Artman

FROM: 
Emily Lloyd-Jones and Kristen McNannay

DATE:

November 8, 2007

SUBJECT: 
Communication strategy concerning email policy

Our plan is to implement a policy concerning email with the Yokohama Group.  

To accomplish this, we are taking the following steps:

1. Make contact with Jake Larson

a. Set up an in person meeting

i. Person to person communication is faster, less chance of misunderstandings and shows more commitment 

b. Discuss the possibility of an email policy

c. Show evidence of wrongful use of email and the results

2. Contact Employees

a. Send out mass email 

i. Most employees use email on a regular basis 

b. Inform them that we are changing the policy and they might soon see the results

c. Put up a few fliers in break room with the same message

i. In case employees do not use email

3. Set up Committee

a. Call employees and ask for volunteers 

i. Instant response and personalizes the experience 

b. Also send out email with same message

i. Confirm that everyone received message 

c. First five volunteers will be appointed to the committee 

Thank you!

MEMORANDUM
DATE: 
November 8, 2007

TO: 

Jake Larson 

FROM: 
Emily Lloyd-Jones and Kristen McNannay

SUBJECT: 
Email Policy

We think a policy regarding email would benefit the company.  We have conducted research and several surveys as to why an email policy would help Yokohama Group.  Below are the reasons why we are recommending a policy be implemented:

· To reduce the chances of sexual or racial harassment by email

· To increase employee morale 

· To keep unauthorized emails from leaking out of the company 

· Setting up specific boundaries would ensure that there are no misunderstandings

Without a policy, there are certain risks:
· Increased chance of lawsuit regarding sexual or racial harassment

· Employees spending time browsing inappropriate websites, playing online games or shopping, rather than working

· Bart Borden will require more time to patrol email accounts

As you can see, an email policy would extremely benefit both the employees and management parts of Yokohama Group.  If you have any questions or concerns, we would be happy to meet with you in person.  

MEMORANDUM

DATE: 
November 8, 2007

TO: 

Jake Larson, manager of Yokohama Group
FROM: 
Emily Lloyd-Jones and Kristen McNannay

SUBJECT: 
Communication strategy concerning email policy
Concerning the email issue within Yokohama’s Group, we have come up with two possible solutions to the problem.  First, a company policy regarding email must be set up.  

Possible Policy #1

Company computers are used for company business only.  All social emails are completely prohibited.  

	Pros
	Cons

	No chance of sexual or racial harassment by email
	Decrease employee morale

	More time would be dedicated to work rather than social events 
	Less sense of community in the office

	Company would not be held responsible for emails that it did not authorize to send
	Extremely hard to enforce; constant email patrol would be needed


Possible Policy #2
Personal use on company computers will be allowed with the following exceptions:

· Pornography

· Sexually or racially offensive material

· Online gaming/shopping
	Pros
	Cons

	Employee morale would increase
	Employees can abuse policy

	Strong sense of community within the office
	Harder to patrol email—would take more time 

	Less work for management; no constant patrolling of email accounts 
	


Recommendation
We recommend implementing policy #1.  It provides the most pros and to prevent the cons, we can implement the following steps.

1. Put together a committee that would be in charge of training employees on acceptable use of electronic communication.

2. Develop a manual stating rules and regulations of both employees and management.  

3. Pick a date for policy to go into effect.  

MEMORANDUM
DATE: 
November 8, 2007

TO: 

Lyle Tagget, Director of Operations

FROM: 
Emily Lloyd-Jones and Kristen McNannay

SUBJECT: 
Acceptable Use Policy

Email communication is vital to the workplace.  We believe that an email policy would greatly benefit the organization.  As part of the email policy task force drafting this policy, we have identified several issues that will need to be defined and addressed within it.  
The policy we are recommending is that personal communications be done after business hours or during breaks.    
The key issues our policy needs to address are the following:

· What constitutes as business-related communication
· Employee-to-employee emails (regarding the business)

· Memos 

· Employee to related businesses

· Employee to customers

· What constitutes as personal communication

· Employee to family/friends/non-employees

· Employee-to-employee (not regarding the business)

· Chain mail 
· What disciplinary actions will be taken if policy is violated

· Email a warning for the first violation

· Note in personnel file

· Meeting with administration for second violation

· Bring legal action against third time offenders

· Uses that are completely prohibited under any circumstance

· Illegal use

· Pornography

· Online gaming

· Shopping/auctions
If anyone has feasible reason to suspect that another employee is violating the policy, they should report it to the administration, who in turn can investigate the situation.  The employer reserves the right to search employee email, but only if they are suspected to be in violation of the policy.  

