Computer Use Policy

1.

Introduction

This Computer Use Policy outlines the guidelines and expectations for all
employees, contractors, and authorized users (hereinafter referred to as "users")
regarding the use of company-provided computer systems, networks, and related
technologies. This policy is designed to protect the company's assets, ensure
compliance with applicable laws and regulations, and promote a productive and
secure work environment.

11 Purpose

The purpose of this policy is to:

Establish clear guidelines for acceptable use of company computer resources

Protect the company's technological assets from unauthorized access,
misuse, and cybersecurity threats

Ensure compliance with legal and regulatory requirements
Promote efficient and effective use of computer resources

Maintain the integrity and confidentiality of company data

1.2 Scope

This policy applies to:

All company-owned computer systems, including desktops, laptops, tablets,
and mobile devices

All company networks, including wired and wireless networks
All software and applications provided by the company

Any personal devices used to access company resources or conduct
company business

All users, regardless of their position, employment status, or location
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2. Acceptable Use

2.1 General Guidelines

Users must adhere to the following general guidelines:

Use company computer resources primarily for business-related purposes
Comply with all applicable laws, regulations, and company policies
Respect intellectual property rights and copyright laws

Maintain the confidentiality of company information and trade secrets

Report any suspected security breaches or policy violations immediately

2.2 Email and Communication

When using company email and communication systems, users must:

Use professional language and maintain a courteous tone in all
communications

Avoid sending or forwarding chain letters, spam, or unsolicited advertisements

Exercise caution when opening email attachments or clicking on links from
unknown sources

Include appropriate disclaimers in external communications as required by
company policy

Refrain from using company email for personal business or non-work-related
activities

2.3 Internet Usage

When accessing the internet using company resources, users must:

Avoid accessing, downloading, or distributing inappropriate, offensive, or
illegal content

Refrain from using streaming services or downloading large files that may
impact network performance
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» Avoid participating in online gambling, gaming, or other activities that may
compromise productivity

o Use caution when accessing public Wi-Fi networks and utilize a VPN when
working remotely

o Comply with all website terms of service and licensing agreements

2.4 Software and Applications
Regarding software and applications, users must:
e Only install software approved and licensed by the company

« Refrain from modifying, reverse engineering, or circumventing any security
features of company software

o Keep all software up to date with the latest security patches and updates
» Avoid using peer-to-peer file-sharing applications or torrent clients

o Obtain proper authorization before purchasing or downloading any software
for business use

3. Security and Data Protection

3.1 Access Control
To maintain security, users must:
» Use strong, unique passwords for all accounts and change them regularly
« Enable two-factor authentication (2FA) wherever possible
e Lock or log out of computers when leaving them unattended
» Avoid sharing passwords or access credentials with others

e Use role-based access controls to limit access to sensitive information

3.2 Data Protection and Privacy

To protect company data and maintain privacy, users must:
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Encrypt sensitive data when storing or transmitting it

Use secure file transfer protocols when sharing confidential information
Regularly back up important data according to company procedures
Dispose of electronic data securely using approved methods

Comply with all applicable data protection and privacy laws (e.g., GDPR,
CCPA)

3.3 Mobile Devices and Remote Access

When using mobile devices or accessing company resources remotely, users
must:

Use company-approved mobile device management (MDM) solutions
Enable device encryption and remote wipe capabilities
Avoid storing sensitive company data on personal devices

Use secure VPN connections when accessing company resources from public
networks

Report lost or stolen devices immediately to the IT department

4. Monitoring and Compliance

4.1 Company Monitoring

Users should be aware that:

The company reserves the right to monitor all computer activities for security
and compliance purposes

Network traffic, email communications, and internet usage may be logged and
audited

Personal use of company resources is subject to monitoring and should not be
considered private
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e The company may access, review, and disclose any information stored on or
transmitted through its systems

» Monitoring activities will comply with applicable laws and regulations

4.2 Compliance and Enforcement
To ensure compliance with this policy:
o All users must acknowledge receipt and understanding of this policy
e Regular training and awareness programs will be conducted
e Periodic audits and assessments will be performed to verify compliance
» Violations may result in disciplinary action, up to and including termination

e Serious violations may be reported to law enforcement authorities

5. Exceptions and Special Circumstances

5.1 Policy Exceptions
Exceptions to this policy may be granted under the following conditions:

o A written request for exception is submitted to and approved by the IT
department

e The exception is necessary for legitimate business purposes
o The exception does not violate any applicable laws or regulations

» Additional security measures are implemented to mitigate any risks associated
with the exception

o The exception is documented and reviewed periodically

5.2 Bring Your Own Device (BYOD)

If the company allows BYOD, the following additional rules apply:

o Personal devices must be approved by the IT department before accessing
company resources
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o Users must agree to and comply with a separate BYOD policy
e Company data must be segregated from personal data on the device

e The company reserves the right to remotely wipe company data from personal
devices

o Users are responsible for backing up personal data on their devices

6. Policy Review and Updates

This Computer Use Policy will be reviewed and updated regularly to ensure its
effectiveness and relevance. Updates may be necessary due to:

Changes in technology and business practices

New or amended laws and regulations

Feedback from users and stakeholders

Lessons learned from security incidents or audits
» Evolving cybersecurity threats and best practices

Users will be notified of any significant changes to this policy and may be required
to acknowledge their understanding and acceptance of the updated policy.

7. Conclusion

This comprehensive Computer Use Policy is designed to protect the company's
assets, ensure compliance with legal requirements, and promote a secure and
productive work environment. All users are expected to familiarize themselves
with this policy and adhere to its guidelines. By following these rules and best
practices, we can collectively maintain the integrity, security, and efficiency of our
computer systems and networks.

For any questions, concerns, or clarifications regarding this policy, please contact
the IT department or your immediate supervisor.
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