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WELCOME


Congratulations on becoming a Corporate Management Group employee!  We take pride in the high quality of our employees and are pleased to have you as a member of the CMG team.



EMPLOYMENT-AT-WILL 



All employees of the Employer are employed at their own will and the will of the Employer, and are subject to termination at any time, for any reason, and with or without cause or notice.  Similarly, employees may terminate their employment with the Employer at any time, for any reason, and with or without cause or notice.  This “at-will” employment relationship may not be altered except by the specific terms of a written contract of employment signed by the CEO of Corporate Management Group Inc.


CMG CULTURE

Setting the bar high______________________________    _____ 
CMG employees typically set extremely high goals for themselves and then seek to exceed those goals.  Our corporate history of achievement is a tribute to each CMG employee’s willingness to do so.
Teamwork and meeting commitments_______________________

Working together as a team with a common purpose and depending upon our teammates is essential to our continued success.  Consequently, we make and take our commitments seriously.  As a new CMG employee, you need to consider each commitment you make carefully and, once made, focus all your energies on meeting that commitment.  Your management and peers are teammates who can often help you if you ask.  Only by working together can we achieve our greatest potential.
Respecting one another_________________________________

Personal growth and rewards are your goals and our goals for you. But accomplishments and rewards are the sweetest when earned in a positive, friendly and supportive environment.  We encourage you to thank those who help you and to respect the needs of your teammates and applaud their successes.

OUR TREATMENT OF YOU



OUR OBJECTIVES


Fair and equitable treatment_______
    ___________________
We encourage fair and equitable treatment in conformance with Equal Employment Opportunity policies.  Additionally, you should be treated cheerfully, respectfully, and courteously.  
If at any time you feel that you have been treated in an unfair manner, please contact your immediate supervisor and/or HR Department/CMG President.
Leadership and guidance_________________
      __________

We always encourage our managers to be supportive and available. If you feel you need more support or training, contact your manager and request a scheduled meeting.
Feedback on your performance__________________
     __   ___

Corporate Management Group Inc. will do regular performance evaluations. You and your manager will discuss your work methods, progress, and results so that you can receive guidance on improving your productivity.

OUR BUSINESS ETHICS

We want to maintain and work in an environment of mutual respect according to the highest ethical standards.  Consequently, we have set standards that we expect you to live up to in your relationships with other CMG employees and the clients of CMG.


Daily Expectations

Treating others respectfully_______________
          _________
We expect you to treat CMG employees, clients of CMG and everyone else with whom you interact in your work with courtesy and respect.

Abiding by the law_____________________________
        _ ____

The policy of the Company is to abide by all applicable laws and government regulations, and we expect you to do the same.  

If you have been asked to engage in conduct which you believe violates any law or regulation (or is otherwise improper), or if you observe other employees engaged in such conduct, you should immediately notify the HR Manager or CMG President.  Disclosures will be treated with confidentiality to the extent possible, and appropriate corrective action shall be taken to ensure compliance with the applicable law or government regulation.  No adverse action or retaliation shall be taken against you as a result of any such disclosure. 

Protecting confidential information _____________________
          
“Our expectation of you is that you do not disclose confidential information.”

As a byproduct of serving our customers, you may become aware of confidential customer and employee information and have access to databases with such information. Additionally, you may know non-public Corporate Management Group Inc. information; disclosure of such information may harm the company.
When you joined Corporate Management Group Inc., you agreed not to disclose confidential information and signed a confidentiality agreement.  The obligations contained in your confidentiality agreement continue during and after your employment at Corporate Management Group Inc.
While employed at Corporate Management Group Inc. you may gain special technical knowledge or be entrusted with limited access to certain internal or external computer systems or accounts.  We expect you to exercise good judgment and to use your technical skills and the access you have been granted only to the extent necessary pertaining to your specific job duties.  You should not access accounts or systems which you are not authorized to enter, nor should you aid others in doing so.  Using any special access, you have been granted malicious or capricious access to business or employee personal information is prohibited.
EQUAL EMPLOYMENT OPPORTUNITY


Corporate Management Group Inc. provides equal employment opportunities (EEO) to all employees and applicants for employment without regard to race, color, religion, sex, national origin, age, disability, genetics, marital status, or familial status. In addition to federal law requirements, Corporate Management Group Inc. complies with applicable state and local laws governing nondiscrimination in employment in every location in which the company has facilities. This policy applies to all terms and conditions of employment, including recruiting, hiring, placement, promotion, termination, layoff, recall, transfer, leaves of absence, compensation and training.

Our policy applies to all phases of the employment relationship.  Managers are responsible for implementing this policy within their areas of responsibility.



PRACTICE



CMG’s philosophy__________________________________     __

Corporate Management Group Inc. expressly prohibits any form of workplace harassment based on race, color, religion, gender, sexual orientation, gender identity or expression, national origin, age, genetic information, disability, or veteran status. Improper interference with the ability of Corporate Management Group Inc.’s employees to perform their job duties may result in discipline up to and including discharge.
Reporting a claim or incident_____________                                      __   
Report any incidents of possible discrimination to Human Resources or CMG President.  Human Resources or CMG President keeps such reports as confidential as possible and investigates them.

DISCRIMINATORY BEHAVIOR AND HARASSMENT

CMG does not allow harassment of any kind of any employee or applicant for employment.  Our policy applies to all phases of the employment relationship.  Managers are responsible for implementing this policy within their areas of responsibility.



PRACTICE



It is the policy of Corporate Management Group Inc. to maintain a work environment free from illegal discrimination and from harassment of any kind.  This policy prohibits verbal, visual or physical conduct that discriminates or unreasonably interferes with work performance or creates an intimidating, hostile, or offensive working environment based on the legally protected status of an employee.  Such behavior includes but is not limited to inappropriate remarks and conduct related to an employee’s race, color, creed, religion, national origin, gender, pregnancy, marital status, familial status, disability, age, status with regard to public assistance or sexual orientation, preference or identity or other legally protected status.  Offensive behavior prohibited by this policy also includes requests to engage in illegal or unethical conduct or retaliation for the making of a good faith complaint about discriminatory behavior or harassment.

One specific kind of illegal discriminatory and offensive behavior prohibited by this policy is sexual harassment.  Sexual harassment, which can consist of a wide range of unwanted and unwelcome sexually directed behavior, including harassment of employees because of their gender, is defined as:

Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature when:

1. Submitting to the conduct is made either explicitly or implicitly a term or condition of an individual’s employment.

2. Submitting to or rejecting the conduct is used as the basis for an employment decision affecting an individual; or, 

3. Such conduct has the purpose or result of unreasonably interfering with an individual’s work performance or creating an intimidating, hostile or offensive work environment.

Offensive behavior constituting sexual harassment can include unwelcome sexual remarks or compliments, sexual jokes, sexual innuendos or propositions, sexually suggestive facial expressions, kissing, touching and sexual contact.

Corporate Management Group Inc. reserves the right to make all interpretations as to what constitutes discriminatory behavior and harassment prohibited by this policy in our working environment and to determine in its sole discretion whether such discriminatory behavior and harassment exists.  In doing so, Corporate Management Group Inc. will consider current statutory requirements and judicial determinations related to sexual harassment, which is one form of discriminatory behavior and harassment. 
prohibited by this policy.  Any person who feels he or she is being subjected to offensive or discriminatory behavior of any kind should feel free to object to the behavior and should initiate the following procedures:

1. Report the behavior to your supervisor or Human Resources.

2. If you feel comfortable discussing the matter with the person who is responsible for the conduct which is unwanted by you, indicate to that person that the behavior is unwelcome by you.

3. If discriminatory or offensive conduct continues or recurs, immediately report the continuing or recurring conduct, which is unwanted by you.

4. We recognize that if an employee feels subject to offensive or discriminatory conduct by a supervisor or manager, the employee may be reluctant to voice concerns to Corporate Management Group Inc. and must report suspected offensive or discriminatory conduct regardless of the “harasser’s” status.  No adverse or retaliatory action will be taken against any employee for reporting a complaint under this policy in good faith.  Please remember, if Corporate Management Group Inc. does not know of the problem, it will not be able to take action to eliminate or resolve the problem.

DISCRIMINATORY BEHAVIOR AGAINST AND HARASSMENT OF THE EMPLOYEES OF CORPORATE MANAGEMENT GROUP INC. ON ANY LEGALLY PROHIBITED BASIS WILL NOT BE TOLERATED AND MAY LEAD TO DISCIPLINARY ACTION, UP TO AND INCLUDING TERMINATION.

Reporting a claim or incident_______________
    __       ______

Report any incident of possible harassment to Human Resources or CMG President whether you are subjected to or witness such behavior.  Human Resources/CMG President maintain the confidentiality of such reports to the extent possible.

ANNIVERSARY DATE



Your anniversary date is the date on which you were hired by Corporate Management Group Inc. as an exempt, non-exempt, regular full-time, or the date on which you transferred from part-time to regular full-time status.  Certain company benefits are based on your anniversary date.  If you have questions regarding your
BENEFITS

Holidays

Corporate Management Group Inc. normally recognizes the following paid holidays.  Corporate Management Group Inc. may, however, decide to remain open and not observe each of these holidays, depending upon business and work requirements.

New Year’s Day

Good Friday/Easter Monday



Memorial Day

Independence Day

Labor Day

Thanksgiving Day

Christmas Day



The following provisions apply about holidays observed by the Company:

· If a holiday falls on a Saturday or Sunday, its observance will be at management’s discretion.

· To be eligible for holiday pay, an employee must be a Regular Full-Time employee and must have completed 30 days of continuous employment.

· An employee must also work all their regularly scheduled work hours on their last scheduled workday before the holiday and their first scheduled workday after the holiday to be eligible for holiday pay, unless using approved PTO.
· Paid holiday time will not be considered as time worked for the purpose of computing overtime.

· Part-Time employees are eligible for holiday pay.

PERSONAL TIME OFF CMG POLICY


Employees are entitled to PTO (Paid Time Off) and will accrue as follows:
Year 1 – accrue 1 hour per 30 hours worked up to 56 hours of Paid Time Off.

Year 2 - accrue 1.40 hours per 30 hours worked up to 96 hours of Paid Time Off.

Year 3 - accrue 1.50 hours per 30 hours worked up to 104 hours of Paid Time Off.

Year 4 - accrue 1.60 hours per 30 hours worked up to 112 hours of Paid Time Off.

Year 5 and beyond – accrue 2.20 hours per 30 hours worked up to 152 hours of Paid Time Off.

As vacations are meant to be taken, we encourage you to use your vacation time as time to become refreshed and renewed.  Vacations must be scheduled with the approval of your supervisor and be requested in advance.  Requests for vacation should be submitted as far in advance as possible. There may be times when vacation requests must be denied due to the fulfillment of customer orders.  Requests will be reviewed on the basis of business needs, staffing requirements, and other relevant factors.  Employees must use accrued PTO before taking any scheduled unpaid time off.  
PTO accrual begins from the first day of employment and can be used immediately as it appears on your paystub and borrowing against PTO is not permitted. 
Unused PTO can be rolled over from year to year and is based on the employee’s anniversary date (not a calendar year).  PTO must be taken in full or ½ day increments ONLY.  Any unused PTO will be forfeited at termination.

Accrued PTO must be completely exhausted before taking approved unpaid time off.

When leaving CMG, if a two-week notice is not given, any accrued PTO is forfeited. 

PRACTICE


Scheduling vacation             

 __________________        ____ 
Schedule your vacation any time during the year, with your manager’s approval by filling out a time off request form. You should report PTO hours taken on your timesheet in CMG Time.

Should your employment with CMG terminate compensation for your accrued PTO is included in your final paycheck.  (Note that accrued PTO does not extend your termination date.)

Reporting Vacation__________
        _____________________
You should report PTO hours taken on your timesheet in CMG Time.

401(k) RETIREMENT SAVINGS PLAN



Corporate Management Group Inc. does offer a 401k plan, see management for details.
HEALTH AND WELL-BEING BENEFITS



We currently do not offer company insurance.  See Human Resources for outside options.

BUSINESS DRIVING INSURANCE


Every employee that drives their personal vehicle for business purposes is required to provide a Certificate of Insurance to the CMG corporate office if requested.
CODE OF CONDUCT 

Corporate Management Group Inc. conducts its business ethically.  We will not willfully subscribe to illegal transactions with our customers, suppliers or our employees.  Similarly, we believe those who find employment with us would subscribe to those same values – namely, that we treat each other with mutual respect, honesty and trust.

COMPLAINT PROCEDURE

From time to time a complaint may arise surrounding your employment with Corporate Management Group Inc. which needs immediate attention.  We recommend the following procedure be used: (1) contact your immediate supervisor.  Your supervisor may be the best person to help resolve your situation.  (2) If you are not satisfied with your supervisor’s response or if your complaint relates to your supervisor’s conduct, you may contact Human Resources.

DRESS CODE

Corporate Management Group Inc. desires to present an image of confidence and professionalism to all our clients at all times. Employees are expected to dress in a manner that is conservative and normally acceptable in business establishments.

DRUGS/ALCOHOL 

Drugs are defined as any behavior-modifying product, including marijuana.  Employees are prohibited from possessing, storing, transferring or using such substances, or reporting for work under the influence of any drug (prescribed or over the counter), unless the Company receives prior notice and satisfactory confirmation from a health care provider that the drug has been prescribed to the employee for a current condition.  Even in such cases, however, if the drug affects the employee’s ability to perform the essential functions of his or her position, or if the drug poses a threat to the health and safety of the employee, co-workers or the public, Corporate Management Group Inc. may restrict or prohibit the employee from working while under the influence of the drug.

Except as provided above, any employee found possessing, storing, transferring, using or under the influence of drugs in the course of employment, on Company property (including the Company parking lots), within Company vehicles, or on any job site, will be subject to disciplinary action up to and including termination and to possible civil and/or criminal prosecution.

Employees shall not consume alcoholic beverages during lunch periods, dinner periods, or breaks when returning immediately thereafter to perform work on behalf of the Company.  In situations where the employee conducts the Company’s business after the intake of alcohol, the employee shall be subject to discipline up to and including discharge. Consumption of alcohol in the course of employment, on Company property(including Company parking lots), within Company vehicles, at seminars or conferences, or on any job site is prohibited except for refreshments served during Company sponsored events conducted for our customers and occasional officially sanctioned. 
Company sponsored employee functions. On those occasions, all employees are expected to act responsibly and to exercise prudence in the amount of alcohol they consume. 

Apart from these limited exceptions, the possession, storage, transfer or consumption of alcoholic beverages on Company premises, within Company vehicles, or on any job site will result in disciplinary action, up to and including termination.  Employees who report to work under the influence of alcohol will not be admitted into the building or onto job sites, and will also be subject to discipline, up to and including termination.  Corporate Management Group Inc.’s Drug and Alcohol Testing Policy.
ELECTRONIC AND TELEPHONE EQUIPMENT STANDARDS OF CONDUCT

The automation system of Corporate Management Group Inc, and its client’s automation systems, including computers, fax machines and all forms of Internet/Intranet access is for company business and for authorized purposes only. Brief and occasional personal use of the electronic mail system, texting or the Internet is acceptable if it is not excessive and does not result in expense to the Company. An occasional test is fine if they are not lengthy and disrupting. Please be considerate of how texting can be an interruption to the workflow. 

If you need special accommodation outside of these guidelines, contact your supervisor or manager for consideration.

This policy governs the use, access, restriction, employer monitoring and search of Company computer, computer communication, Internet, Intranet, e-mail, voicemail, facsimile, teleconferencing or other electronic or telephonic equipment or system (referred to throughout this policy collectively as “electronic or telephonic communication systems”).  This policy applies to all employees or other individuals who use or may use electronic or telephonic communication systems, including cell phones, provided by or at Corporate Management Group Inc. or at any entity affiliated with Corporate Management Group Inc.

Company electronic or telephonic communication systems may only be used for lawful purposes.  Employees using any electronic or telephone communication systems for personal use do so at their own risk.

Company computers must keep both software legal and virus free. No employee may copy any Company software without proper authorization from IT Management.  Only software purchased through IT Management may be used on Company machines.  Users are not permitted to bring software from home and load it onto any Company computer.

Software may be used only in accordance with its license agreement. Unless otherwise provided in the license, any duplication of copyrighted software, except for backup and archival purposes by IT Management or designated department, is a violation of Company policy and copyright law.

Employees who access voicemail, e-mail and/or the Internet should be aware that e-mail transmissions may not be private or secure.  Consequently, employees should:

· not disclose restricted, confidential or proprietary information to any individual, firm, business or institution that does not have a legitimate business reason to know such information.
· carefully review each e-mail prior to sending it to ensure that the meaning is clear and not subject to interpretation.  E-mail and voicemail messages should be composed in a professional manner.

· never visit an Internet site that contains obscene, hateful or similar objectionable material, or send or receive any material that is obscene or defamatory or which is likely to threaten, coerce, or intimidate another person.
· exercise extreme caution in opening any e-mail attachments.  If the attachment is not clearly business related and/or expected from a known source, it should not be opened.  

· be mindful that Internet sites you visit collect information about visitors.  This information will link the employee to the Company.  Therefore, employees may not visit any site that might in any way cause damage to the image or reputation of the Company.
· never solicit non-Company business for personal gain or profit.
· never use the Internet, e-mail or voicemail for any illegal purpose.
· never represent personal opinions as those of the Company.
· never make or post obscene, indecent or offensive remarks, proposals, or materials in violation of the Company’s Discriminatory Behavior and Harassment policy.
· never upload, download, or otherwise transmit copyrighted software or other copyrighted materials belonging to parties outside of the Company or the Company itself.
· never intentionally interfere with the normal operation of the network, including the propagation of computer viruses and sustained high volume network traffic which substantially hinders others in their use of the network.
· never incur any fee or cost in connection with Internet activity unless work related and approved in advance by the appropriate member of management. 
· never examine, change, or use another person’s files, output, or username for which they do not have explicit authorization, or remove or disable software on a computer that controls network functions.

Each employee should be thoughtful in their communications over internal e-mail, Internet e-mail, and Social Media Outlets.  Never harass (as defined by our anti-harassment policy), threaten, libel or defame clients, competitors or anyone else.  In general, it is always wise to remember that what you say on social media can often be seen by anyone. 

All employees must recognize that internal and Internet e-mail communications, and any information created or stored on a computer, may be more permanent and less protected/confidential than usual paper communications.  Even if information is deleted, it may still be available on the server or backup devices.  Confidentiality is the responsibility of each employee.

Any employee who is aware of a violation of this policy is expected to report the violation to the Human Resources Department. 

Corporate Management Group Inc. reserves the right to report any illegal activity to the appropriate authorities. Corporate Management Group Inc. will not be responsible for any damage, direct or indirect, arising out of the use of its electronic communications systems or Internet access.

Corporate Management Group Inc. reserves the right to monitor and access all electronic and telephonic communication systems and the contents of Company computers for reasons which include, but are not limited to, ensuring that the electronic and telephonic communication systems are being used in compliance with this Policy, monitoring performance, productivity, customer service, compliance with Company policies, and investigation of conduct or behavior that may be illegal or adversely affect the Company or the welfare of employees.  Therefore, all employees and other users of electronic and telephonic communication systems must understand that there should be no expectation of privacy with respect to use of such systems.  Employees or other individuals who use electronic and telephonic communication systems provided by or at Corporate Management Group Inc. or at any entity affiliated with Corporate Management Group Inc. must disclose all passwords and codes to the Company to facilitate such access.

Corporate Management Group Inc. reserves the right to restrict or revoke employee or non-employee access to all electronic and telephonic communication systems and equipment, including computers, at any time and may require such employee or non-employee to complete a request/authorization form for access to any electronic, telephonic or computer communication system.

By using Company electronic and telephonic communication systems, the user acknowledges that the systems and all communications composed, sent or recorded on such systems, are the property of Corporate Management Group Inc.; knowingly and voluntarily consents to being monitored by the Company; and acknowledges the Company’s right to conduct such monitoring and to access the electronic and telephonic communications systems.

Violation of this policy may result in discipline up to and including termination, or, in the case of a non-employee, cancellation of the applicable business relationship or contract, and such other remedies as are provided by law.

All cell phones must be put away, out of view, and should not be lying on desks unless permission is given by a supervisor.  Personal phone calls and texting should be limited to breaks and lunch only, unless permission was given by a supervisor.

No phone or computer expenses will be reimbursed without prior approval.

EMPLOYEE DISCLOSURE OF WAGES

Corporate Management Group Inc. will not require: 1) nondisclosure by an employee of his or her wages as a condition of employment; 2) an employee to sign a waiver which purports to deny an employee the right to disclose the employee’s wages; 3) or take any adverse employment action against an employee for disclosing the employee’s own wages or discussing another employee’s wages which have been disclosed voluntarily. If an employee believes that this policy has been violated, he or she should contact Human Resources or CMG President immediately.  This policy may be enforced by civil action and remedies include reinstatement, back pay, restoration of lost service credit, if appropriate, and the expungement of any adverse employment record related to the violation. 

EMPLOYEE INFORMATION


Employees are asked to help keep the Corporate Management Group; Inc. informed about any major change which may affect their employment status.  Important changes to report include:

· Name

· Address

· Telephone number
· Emergency telephone numbers and whom to notify in case of emergency.
· Authorized payroll deduction

Any notice sent to an employee’s last-provided address will be deemed in effect even if the employee’s address has changed unless the employee has provided current contact information. 

EMPLOYMENT OF RELATIVES

Employment of relatives, and those dating or living together, is permissible, but must not cause problems with favoritism or employee morale, or result in personal conflicts from outside the work environment being carried into day-to-day working relationships.

For the purposes of this policy, a relative is defined to include parents, grandparents, children, brothers, sisters, brothers- and sisters-in-law, fathers- and mothers-in-law, stepparents, stepsiblings, stepchildren, and spouses and those dating or living together.

The Company reserves the right to take necessary steps to avoid such conflicts and problems, and may require the relatives to choose who will remain with the Company if such conflicts and problems are otherwise unmanageable in the Company’s sole judgment.  The Company regards employment of relatives in positions in which one of the relatives supervises, manages or influences the compensation, work assignments or employment status of the other relative(s) as a conflict and a problem in most cases.

ENFROCMENT

Threats, threatening conduct, or any other acts of aggression or violence in the workplace are taken very seriously and will not be tolerated, and action will be taken as appropriate.  In certain circumstances, such behavior may also be reported to the appropriate law enforcement authorities.

GENERAL BEHAVIOR

All employees are asked to behave in a manner that fosters the feeling of quality and confidence on the part of our fellow employees, customers and the public.

There is a need in every business for a set of rules and regulations adequate to insure efficient production and to safeguard the jobs, health, safety and welfare of all persons working in the plant.  The following rules, which we have adopted, are examples of normal common sense rules of conduct necessary to protect each of our jobs from the abuses of a few.  Although not intended to be all-inclusive, this list will alert employees to specific violations that could result in disciplinary action, including termination of employment.  

They apply equally to all company employees.

1. Falsifying production or other records.

2. Excessive tardiness or absenteeism.

3. Failure to call the absent/tardy phone line prior to an absence or when one expects to be tardy.

4. Sleeping, resting or unauthorized use of cellular telephones or other personal electronic devices during work hours.

5. Reading unauthorized material while on duty.

6. Violation of established safety or hygiene rules.

7. Negligence, carelessness, or inattentiveness when operating equipment or recording required operational data.

8. Failure to follow supervisor’s instructions.

9. Leaving one’s workstation without being properly relieved or without permission.

10. Punching another employee’s time card or signing in or out for another employee.

11. Holding the door open to allow others entry into the secured facilities.  All employees must use their own badge to gain access to the facilities.

12. Taking excessive work breaks.

13. Leaving the plant without permission or without punching out while on duty.

14. Posting unauthorized material anywhere on Company property.

15. Misuse of the pager system.

16. Deliberately restricting production.

17. Unauthorized use or theft of property belonging to the Company or anyone else on Company property (including attempted thefts).

18. Unauthorized removal, possession, destruction or abuse of employee or Company property or equipment (this includes taking product, garbage, boxes, coolers, office supplies, etc.) is prohibited. 

19.  Photographs, tape recording, video recording or any other recording during working time (i.e., non-break time) and in work areas without management approval is prohibited. 

20. Damaging or misusing the property of the Company or another employee.

21. Reporting for work in a condition unfit to perform duties.

22. Drinking intoxicants while on duty.

23. Fighting or attempting to injure another employee.

24. Failure to carry out required job duties.

25. Altering, defacing, or removing governmental or Company notices and bulletins that are posted.

26. Disorderly or immoral conduct on Company property.

27. Illegal use of drugs or narcotics.

28. Use of threatening, abusive, profane language or other provocation that might reasonably be expected to result in a violent or similar disturbance.

29. Possession of weapons on Company property.

30. Horseplay.

31. Sexual or other forms of prohibited harassment.

32. Failure to meet established performance standards.

33. Any other act which may jeopardize health, safety or well-being of other employees or the Company, or which is recognized by common understanding as being a subject of disciplinary action.

34. Uncooperative, rude, or offensive treatment of current or prospective customers, other contractors, or suppliers.

35. Providing false or inaccurate information to the Company, including, but not limited to, information on application forms, expense reports, leave requests, absence records or in response to requests for information.

36. Making false and malicious or derogatory statements concerning clients, customers, and vendors of Corporate Management Group Inc.

37. Committing a gross misdemeanor, felony or serious regulatory offense, or any similar act or omission, whether on or off duty, which adversely affects the Company by bringing the Company into disrepute, exposing the Company to the risk of liability or expense, undermining the employee’s ability to effectively perform his or her duties or reducing customer or co-employee confidence in the employee.

38. Making false fire alarms, causing false fire alarms to be made or tampering with protection equipment.

39. Opening, removing or tampering with locks or seals on Company property without proper authorization.

40. Willful or negligent failure to report employee’s communicable or infectious disease or illness, including, but not limited to, Salmonella, Hepatitis, Acquired Immune Deficiency Syndrome (AIDS), Tuberculosis, STD’s and Airborne Influenza viruses.

41. Failure to adhere to the Company’s dress code at all times.

Please remember that these are only examples and it would be impractical for Corporate Management Group Inc. to attempt to list every action that would result in discipline/termination.  Violations of any of the Rules of Conduct may result in disciplinary action, up to and including termination upon the first offensive, depending on the circumstances of the misconduct.  There may be other circumstances such as lack of work, changes in business conditions, personality conflicts and other circumstances, which may result in the termination of employees based on Corporate Management  Group Inc.’s determination of what is in its best business interest.  Just as you may terminate your employment at any time, with or without notice, and with or without cause, Corporate Management Group Inc. retains the same right.  Further, Corporate Management Group Inc. continually updates and revises its policies and its disciplinary policies and procedures and are subject to change without notice.

Nothing under these General Behavior Rules or in this Handbook, including but not limited to its confidentiality, social media, visitors, distribution, no solicitation, discipline and social media (email, voicemail, internet use, etc.) policies, is intended to interfere with or restrict employees’ rights to lawfully engage in or refrain from engaging in protected, concerted activity under the law such as pursuing grievances, criticism or complaints about wages, benefits, working conditions or employer policies, supporting or opposing union organizing, and/or collective bargaining, or other lawful group action, without fear of reprisals.

JOB CLASSIFICATIONS 

As an employee of Corporate Management Group Inc., you are classified as exempt, non-exempt, regular full-time, temporary or part-time.  Definitions of these terms are: 

Exempt:
People classified as exempt are salaried personnel and must be Administration, Professional, Executive or Sales. They do not receive time and one-half overtime pay for hours of work that exceed 40 hours in a one-week period.

Non-Exempt: 
Non-exempt personnel are hourly paid although they may be quoted a monthly salary.  Non-exempt personnel receive overtime pay of time and one-half hours for each hour of work more than 40 hours in a one-week period.  Holiday pay is separate from hours used to figure overtime.

Regular

Full-time:
Regular full-time personnel participate in all benefit programs at the time specified by each individual plan.  A guarantee of weekly hours cannot be made.

Temporary or

Part-time:
Temporary or Part-time personnel work on an as-needed basis.  Although we may anticipate a steady need for part-time employees, a guarantee of weekly hours cannot be made.  Temporary or part-time personnel may participate in company social events.

Seasonal: 
Seasonal personnel are not able to participate in any benefit programs while seasonal work is available.  A guarantee of weekly hours cannot be made.  Seasonal personnel may participate in company social events.  
LEAVE OF ABSENCE


*Corporate Management Group, Inc. will conform to all State and Federal employment laws concerning employee leaves. 
Family and Medical Leaves of Absence
a. Eligibility

Employees are eligible for FMLA leave in the amounts described below if they have worked for Corporate Management Group Inc. for at least twelve (12) months prior to the commencement of the leave and have worked at least one thousand two hundred fifty (1,250) hours during the twelve (12) month period prior to the leave.

Eligible employees shall be entitled to such leave during any “rolling” 12-month period measured backward from the date an employee uses any family or medical leave covered by the FMLA.  

b. Twelve (12) Week FMLA Availability

Corporate Management Group Inc. offers unpaid Family and Medical Leave of Absence (FMLA) leave to eligible employees for the following reasons:

(i) for the birth, adoption, or foster care placement of a child.
(ii) for the employee’s own “serious health condition” or the “serious health condition” of the employee’s spouse, child, or parent; and

(iii) For “exigency” situations involving an employee, or the employee’s spouse, child, or parent, called to duty as part of the Armed Forces (including National Guard or a branch of the Reserves).  Exigencies include various events (i.e. military events, counseling sessions) and arrangements (i.e. alternative childcare, financial/legal arrangements) associated with deployment.  Human Resources can provide more details on what qualifies for this type of leave.

“Serious health condition” is an illness, injury, impairment, or physical or mental condition that involves either an overnight stay in a medical care facility, or continuing treatment by a health care provider for a condition that either prevents the employee from performing the functions of the employee’s job, or prevents the qualified family member from participating in school or other daily activities.  Continuing treatment may be met by:  (1) a period of incapacity of more than three (3) consecutive calendar days combined with at least two (2) visits to a health care provider; or (2) one (1) visit to a health care provider and a regimen of continuing treatment; or (3) other equivalent conditions.

c. Twenty-Six (26) Week FMLA Availability

An eligible employee is entitled to twenty-six (26) weeks of leave to care for a covered member of the Armed Services (“Servicemember”) undergoing medical treatment or therapy for, or for recuperation from, a serious illness or injury incurred in the line of duty.  A covered Servicemember is: (1) a current member of the Armed Forces (including National Guard or Reserves); or (2) a veteran who was discharged or released under conditions other than dishonorable at any time during the five year period prior to the first date the eligible employee takes FMLA leave to care for the veteran.  If an employee takes leave to care for a covered Servicemember, he or she is entitled to twenty-six (26) weeks of FMLA leave during one (1) twelve (12) month period, rather than the twelve (12) weeks described above.  The twenty-six (26) weeks will be measured forward from the date an employee’s first FMLA leave to care for the covered service member begins.  However, the employee will only be entitled to a total of twenty-six (26) weeks for all leave taken during that twelve (12) month period (including FMLA leave taken for other reasons).

d. intermittent Leave

In all the above cases, except birth, adoption, or foster placement of a child, the leave may be taken “intermittently” or on a reduced leave schedule, but only when medically necessary.  The employee must provide medical certification in support of a leave due to serious illness, or for “caregiver leave” for the ill or injured Servicemember.  Corporate Management Group Inc. reserves the right to require a medical certification, recertification, or confirmation thereof from a health care provider of Corporate Management Group Inc.’s choice and at its expense.

e. Procedure

If the FMLA leave is foreseeable, the employee must notify Corporate Management Group Inc. at least thirty (30) days prior to the first day of the FMLA leave.  If the FMLA leave is not foreseeable, the employee must comply with Corporate Management Group Inc. normal policies for notifying the company of an absence (See the Absenteeism/Tardiness Section).  Employees must provide sufficient information for Corporate Management Group Inc. to determine if the leave may qualify for FMLA protection and the anticipated start date and return date of the leave.  Employees must make reasonable efforts to schedule leave for planned medical treatment so as not to unduly disrupt Corporate Management Group Inc.’s operations.  Corporate Management Group Inc. will notify the employee within five (5) business days of a request as to whether the employee is eligible for FMLA and whether the leave will be covered by the FMLA, provided that, in cases where five (5) days’ notification is not possible, Corporate Management Group Inc. will attempt to designate the leave as FMLA-qualified as soon as reasonably possible under the circumstances and may so 
designate leave, before or after commencement, even when not requested by the employee when eligibility is not contested.

If the leave is for a “serious health condition” of the employee or one of the employee’s qualifying relatives, Corporate Management Group Inc. requires a medical certification from a treating doctor indicating that the condition qualifies.  These forms are available from Human Resources.

f. Pay and Benefits

FMLA leave is not paid leave by Corporate Management Group Inc. If the employee has vacation or other PTO time available, the employee may use the vacation or PTO time for the FMLA leave and such time will count both as FMLA leave and as vacation or PTO.  Certain employees may be receiving workers’ compensation benefits during FMLA leave but shall not extend the FMLA leave beyond the applicable twelve (12) or twenty-six (26) week limits.

Employees do not accrue vacation, PTO, or other leave grants during the FMLA leave, nor will the employee receive holiday pay for any holidays which occur during the FMLA leave.  Also, the following year’s vacation balance and no-fault days would be prorated to reflect the amount of time the employee worked during the current year. Employee use of FMLA leave will not result in the loss of any employment benefit that was available prior to the start of an employee’s leave.

Corporate Management Group Inc. will continue to provide group health insurance benefits to employees on FMLA leave, provided they were eligible for such benefits prior to the leave, so long as the employee continues to pay his/her portion of the premium, which may also be deducted from any pay received by the employee during the FMLA leave.  If the employee does not receive compensation from Corporate Management Group Inc. during the FMLA leave, the employee must pay the premium to Corporate Management Group Inc. on or before the time it would otherwise be made if by payroll deduction.  If the employee does not return to work by the required FMLA return date, the employee will not be eligible for reemployment and will be required to reimburse Corporate Management Group Inc. for premium payments made during the FMLA leave.  The employee may, however, be eligible for COBRA insurance continuation at his or her own cost in that case if back payments are promptly made for any outstanding premiums due for the period of the FMLA leave. If other arrangements need to be made, please contact Human Resources. 

g. Return to Work

Employees returning to work from FMLA leave will normally be restored to the same position held prior to the leave, or to an equivalent position with equivalent employment benefits, pay, and other terms and conditions of employment.  Returning employees retain eligibility for any group benefits for which they were eligible prior to the leave, including group health insurance, even if the employee did not pay the employee’s portion during the FMLA leave, but Corporate Management Group Inc. retains the right to recover any unpaid employee portion of group health insurance for the period of the FMLA leave, upon the employee’s return to work, by payroll deductions or otherwise.

If the FMLA leave was for the employee’s own serious illness, the employee must submit a medical certification to Corporate Management Group Inc. which states that the employee is able to resume work and perform all the essential duties of his or her position before the employee may be restored to his/her same position.  Corporate Management Group Inc. will provide a list of essential job functions to the employee’s physician at the time the leave is designated, so that the treating physician will be able to give an informed opinion about the employee’s return to work and any restrictions.

The legal requirements concerning medical and other leaves are complicated.  Employees’ rights to FMLA leave are legally defined and Corporate Management Group Inc. will respect them.  Employees who have any questions or concerns about FMLA leave rights or rights under state or federal leave law should raise them with the Human Resources Representative.  Employees may also bring them to the U.S. Department of Labor or to a private attorney.  Employees who have any questions about their entitlement to leave should the contact Human Resources Representative for more information.

Funeral Leave

Up to three unpaid days funeral leave is granted for the loss of a spouse, sibling, child, grandchild, parent, stepparent, stepchild, stepsibling, daughter/son-in-law, mother/father-in-law, sister/brother-in-law, or grandparents.  A Time Off Request form should be submitted to the supervisor.

MISCELLANEOUS LEAVE

School Conference Leave

You may be eligible for up to a total of 16 hours of unpaid leave to attend your child’s school conferences or school activities, which cannot be scheduled during non-work hours.  You must have worked for Corporate Management Group Inc. on at least a half-time basis for 12 months preceding your request for leave.  You may use earned PTO for this purpose.  Corporate Management Group Inc. requests that you give appropriate notice prior to taking this leave.

Jury Duty

Should you be called to jury duty, Corporate Management Group Inc. will review and adhere to current State laws. 
Additional Leave

Corporate Management Group Inc. will provide eligible employees with other leaves of absence as required by federal, state or local law including but not limited to the following:

Court Appearance Leave

If an employee is subpoenaed or requested by the prosecutor to attend court for the purpose of giving testimony, reasonable time off from work to attend criminal proceedings related to the victim's case, whether as the victim or witness only shall be given by Corporate Management Group Inc.

Corporate Management Group Inc. shall allow a victim of a violent crime, as well as the victim's spouse or immediate family members, reasonable time off from work to attend criminal proceedings related to the victim's case.

An employee who is absent from the workplace shall give 48 hours' advance notice to Corporate Management Group Inc. unless impracticable or an emergency prevents the employee from doing so. The employee shall provide Corporate Management Group Inc. with verification that supports the employee's reason for being absent from the workplace. All information related to the employees’ leave pursuant to this section shall be kept confidential by Corporate Management Group Inc.

Voting Leave

Every employee who is eligible to vote in an election has the right to be absent from work for the time necessary to appear at the employee's polling place, cast a ballot, and return to work on the day of that election, without penalty or deduction from salary or wages because of the absence. An employer or other person may not directly or indirectly refuse, abridge, or interfere with this right or any other election right of an employee.

For the purpose of this section, “election” means a regularly scheduled state primary or general election, an election to fill a vacancy in the office of United States senator or United States representative, or an election to fill a vacancy in the office of state senator or state representative.
Corporate Management Group, Inc. would prefer your voting to take place on personal time. If a conflict arises, contact human resources. 
Civil Air Patrol Leave

Unless the leave would unduly disrupt the operations of Corporate Management Group Inc. an employee shall be granted a leave of absence without pay for time spent rendering service as a member of the civil air patrol on the request and under the authority of the state or any of its political subdivisions.

MEDIA POLICY

Corporate Management Group Inc. has employees who are designated to serve as spokespersons.  The Company strives to anticipate and manage crisis situations in order to reduce disruption to our employees and to maintain our reputation as a high quality company.  To best serve those objectives, the Company will respond to the news media in a timely and professional manner only through a designated spokes-person.  
PAYROLL DEDUCTIONS

Normal payroll deductions for federal and state income tax, FICA, and Medicare will be automatically made based upon information provided to the Payroll Department by the individual employee.  The employer will make any payroll deductions required or permitted by law (for garnishments, child support, or money owed to the Company, for example).  Garnishments are court orders requiring an employer to withhold specified amounts from an employee’s wages for payment of a debt owed by the employee to a third party.  State law requires the Company to honor garnishments of employee wages (including child support) as a court or other legal judgment may instruct.  The law also provides for an administrative fee to be charged when a garnishment occurs.

PAYROLL POLICIES

Each employee is expected to complete their scheduled workdays and work weeks, as well as additional shifts/hours and overtime that might be requested to meet Company needs.

Hourly employees will be paid for all hours worked.  All hours must be recorded on the auto time system.  Overtime will be paid at the rate of one and one-half times all hours worked in excess of forty (40) hours in a single work week, based upon the wage rate applicable to the work actually performed during the overtime hours.  Time off for vacation, Holiday or any other leave will not be considered “hours worked” for purposes of performing overtime calculations.  Exempt salaried employees will not be hourly or at a premium rate for time in excess of 40 hours they elect to work in order to keep pace with their normal job responsibilities.  Required training time may be paid at a rate of pay other than the employee’s normal pay rate.  Paid jury duty hours and funeral leave hours will be at the eligible employee’s regular rate of pay and will not be used in calculating overtime.

Checks are deposited electronically into the employee’s account following the close of the payroll period, and generally will take place on Friday of the next week.    If an employee changes banks or accounts, the employee must complete a new Direct Deposit Form and immediately submit the form to the Payroll Office.  

Earnings Statements can be viewed online at Paycom.com.  It is the employee’s responsibility to promptly review the Earnings Statement to ensure the accuracy of all paid working time, overtime, deductions, and vacation time balances.  Employees must report any discrepancies upon being aware to their supervisor.

If employees forget to punch in or out at the designated times, called a “missed punch”, they must notify their supervisors, as soon as possible, so that the appropriate correction can be completed.  Hourly employees shall not perform work of any kind, for any reason, unless their time is recorded on their time record for pay purposes.  No work “off the clock” is permitted.  Violating this policy, or altering time records, falsifying time entries, punching another employee’s badge, allowing another employee to punch your time, or failing to punch in or out will lead to disciplinary action, up to and including discharge.

PERSONAL ABSENCE/ATTENDANCE

In the event you are unable to be at work or will be tardy, you are expected to call the Absent and Tardy phone line before the start of your shift, or, in the case of an emergency, as soon as possible.  Attendance and punctuality are of great importance to our company and our customers.  As an employee, your contribution to the success of the organization is very important.  Absenteeism and tardiness place a burden on other employees, on the overall operations of the business, and most importantly on our customers.  While the company recognizes that there are times that necessitate being away from your assigned duties, each employee must appropriately balance the needs of the business with their personal needs.  To ensure a consistent application, the following Policies have been established.  These Policies are intended to further clarify and define the attendance / punctuality expectations that are outlined in the Employee Handbook.  

Because it is our desire to build a responsible workforce, all absences and tardies are recordable for purposes of determining excessive absenteeism or tardiness under this policy.  Absences qualifying as protected leave under state or federal law, including but not limited to jury leave, military leave, Family and Medical leave, workers’ compensation leave, parental leave, voting leave, and approved disability accommodations* are not counted as absences. 

Any employee who fails to maintain an acceptable attendance record by falling into the excessive absenteeism or who engages in excessive tardiness, will be subject to disciplinary action, up to and including termination.  Excessive absenteeism or tardiness may also affect future promotions, job transfers, and any other criteria that may reflect in Employee Performance Review. 
If an employee is absent from work for one (1) day without calling the absent/tardy phone line, the employee may be subject to disciplinary action, up to and including termination, effective the last day worked by the employee.

PERSONNEL FILE

Corporate Management Group Inc. maintains personnel files related to all employees.  An employee’s personnel file contains information such as the employee’s completed employment application, performance reviews, discipline, wage and salary history and other employment records that the Company deems important.  Current employees may review their personnel file by making an appointment with Human Resources.  Such review shall take place in Company offices, in the presence of Human Resources.  An employee may not remove or change any information in the personnel file.  Corporate Management Group Inc. will provide copies of documents within personnel files to a current or former employee to the extent required by law.

Employees may also disagree with any items to be included in their file and submit their own statement to the file if the dispute cannot be resolved.  Applicable law and statutory remedies, as well as Company policy, protect employees’ access and contest rights to personnel information, including the employee’s right to disclose or discuss his or her wages, or the wages of another employee who freely shares wage information with the employee.  

BREAKS/ACCOMODATIONS


Breaks are provided for all Corporate Management Group Inc. personnel.  breaks are scheduled according to Specific company needs.


Pregnancy-Related Breaks
For women who are pregnant, without requiring a doctor’s note, Corporate Management Group Inc. will Adhere to all pregnancy related breaks.
Nursing Mother Breaks

Employees who are nursing to express milk for an infant child will be provided reasonable unpaid break time for that purpose unless under the particular circumstances, doing so would unduly disrupt the operations of the employer.  If 
possible, the employee is required to use existing break times outlined above for this purpose.  Corporate Management Group Inc. will make reasonable efforts to provide a place in close proximity to the employees’ work area upon request and in keeping with good sanitary and manufacturing practices.  Corporate Management Group Inc. will provide nursing mothers with a room or other location that is not a bathroom or bathroom stall, which is shielded from view, free from intrusion, and that includes access to an electrical outlet for expressing milk. Please contact Human Resources prior to returning to work from leave so that arrangements may be made to secure a suitable space.
SEARCHES

If Company management reasonably suspects that an employee possesses a weapon or another prohibited or unlawful item, it may search the employee’s property such as his or her vehicle, lunchbox, cooler, purse, and similar items as allowed by law.

SEPARATION FROM EMPLOYMENT


An employee may be separated from employment voluntarily by retirement or resignation or involuntarily by termination by the Corporate Management Group Inc. Employees are expected to give 2 weeks’ written notice of voluntary resignation. It is generally expected that employees work all their scheduled hours during their notice period. While time off during this period may be granted, it normally is limited to important personal business and emergencies. PTO requests during two-week resignation may be denied. All Company property in the employee’s possession must be returned to the supervisor, and employees are expected to repay any debts owed to the Company before the employee’s final paycheck is released.

Corporate Management Group Inc. will determine if the terminating employee has any outstanding debt owed to Corporate Management Group Inc. and whether the individual has in his/her possession any Company property.

After a full accounting of the employees’ and the Company’s accounts is completed, a final paycheck will be issued to the employee in accordance with state law.  

Corporate Management Group Inc. will issue a check designated as the final payment for all services rendered for employees in good standing.  Unused vacation will be paid on a prorated basis at the time of separation.  Payment of unused vacation time upon separation is contingent upon the employee’s separation being for other than misconduct, providing proper notice which means that a full two (2) weeks’ notice must be given, and the employee will need to work the full two (2) weeks.  No paid vacation will be granted for days missed unless they have been pre-approved by Management.
Upon resignation or termination, the employee should consult the Human Resources Department for possible continuation of group insurance and to address any financial issues.

TOBACCO USE

Use of any tobacco products or electronic cigarettes is not permitted inside or on the premises of Corporate Management Group Inc. facilities, including company vehicles.  Violation of this policy will result in disciplinary action according to the Corrective Action Guidelines.

VISITOR POLICY

No visitors are permitted onto any Corporate Management Group Inc. property without previous authorization from management.   A visitor is considered anyone who does not work at Corporate Management Group Inc. or is not contracted by Corporate Management Group Inc. for services.  This control is necessary to prevent unauthorized strangers from entering the facilities; for safety, productivity, loss prevention and insurance liability reasons; and to facilitate meetings with visitors while minimizing disruption of normal office activity.  
INJURY MANAGEMENT PROGRAM

Injured Worker’s Responsibilities

Employees are required to report all job-related injuries to your Manager or Human Resources immediately after the occurrence. The Manager along with the Employee will conduct an accident investigation.  Human Resources or the Manager may provide first aid treatment.  If your injury needs to be seen by a medical provider:

1.  A medical referral form must be picked up from Human Resources or the Manager to take along to the medical provider before each medical visit (except for emergencies).











2.  The completed medical referral form must be returned immediately to Human Resources after the medical provider’s visit along with the date and time of the next appointment.









3.  Any change in attending medical providers must be approved by the Insurance Carrier or coordinated with Human Resources.

If your job assignment aggravates an already existing physical condition, notify your immediate Manager and Human Resources.  A review of your job assignment will be made.
As your employer, we are concerned about your full recovery.  Reasonable and necessary medical care will be paid for any compensable work injury.  Medically authorized time away from work will be reimbursed in accordance with the State of Minnesota workers’ compensation laws.  Wherever possible light duty restrictions imposed as a result of your injury will be accommodated.

RESPONSIBILITIES OF THE INJURED WORKER:

Minnesota Rule Sec. 5221.0430, Subp. 1 requires that you choose one primary health care provider.  Subpart 2 places limitations on your right to change primary health care providers.  Discuss with your employer any change in health care provider.

Attending all scheduled appointments.  While on physical limitations, visits should be at a minimum of once every two weeks.  Failure to have current medical support for disability may result in termination of benefits.  Schedule your next appointment immediately after your doctor’s visit, before you leave the clinic if possible.  

Obtain a Report of Workability from your physician at every appointment, a minimum of once every two weeks.  M.R. 5221.0420 requires that your physician cooperate with return-to-work planning and that you be released to return to work at the earliest appropriate time.

Immediately following your appointment, provide a copy of the report to the designated employer representative.  You should deliver this in person so that changes in work restrictions may be addressed and any questions answered.

Follow all physical restrictions at home and at work. 

Report to work and perform physically suitable tasks as assigned.  These may or may not be in your regular department. The work may or may not be on your usual shift.

Maintain regular, weekly, communication with your employer if you are unable to return to work.  Contact your employer a minimum of after every visit with your primary health care provider.  Keep the claims representative advised of your status.

Notify your employer immediately of any new injuries or conditions that impact on your physical condition.

If it is necessary to miss scheduled work due to a work injury, you must be seen by your primary health care provider the same day in order to receive compensation for the time away from work.  The physician must complete a Report of Workability.  

CONTACTS




CMG Corporate Office 

1501 W 124th Ave, Unit 500

Westminster, Co 80234

Matt Forss – CMG President





matt@corpmgmtgroup.com 



Cell: (303) 920-1425

CMG Rochester Office

3707 Commercial Dr SW


Rochester, Mn 55902


Hugh F. Fendry II – Corporate HR Manager




hugh@corpmgmtgroup.com 



Cell: (507) 923-4955
EMPLOYEE RECEIPT/ACKNOWLEDGMENT FORMS
My signature below acknowledges that I have received a copy of Corporate Management Group Inc.’s Employee Handbook.  I acknowledge that I have read the Employee Handbook, and I agree to follow the policies and rules specified in the pages of the Handbook, which follow my signature, together with any future changes, additions or deletions to these pages of the Handbook.  I understand that the Employee Handbook does not create a contract or a guarantee that my employment will continue for a specified period of time or end only under certain conditions.  I also acknowledge that my employment relationship with Corporate Management Group Inc. is “At-Will” employment as described on of the Handbook in the Section titled, “Welcome to Corporate Management Group Inc.”.

Employee Signature
(Print your Name)
​​​​​​​​​​​_________________________________

Date
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