NewPlusDesign Ltd E-Mail Policy  
The company has an e-mail policy to maintain its legal and moral responsibilities, to protect its own systems and to ensure the well being of staff and customers.  

The following guidelines should be followed at all times:

· DO NOT open unidentified email attachments

· Your company e-mail address is for the purpose of company business only. You are not permitted to use the e-mail facility for personal use.
· As we are determined to present a professional image at all times the use of emoticons and text speak is not acceptable.
· Under no circumstance should any member of staff engage in sending out mass e-mails that could be considered as SPAM.
· If you receive any joke e-mails from customers or suppliers these should be deleted and NOT passed onto to your colleagues.
