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Use of Company Property (Intellectual Property)
Purpose
To provide guidance on the appropriate use of company property and information on how the company can monitor usage of company intangible assets. 

Intangible asset includes:

1. Goodwill
2. Brand Equity

3. Intellectual Property

4. Licensing and Rights

5. Customer Lists

6. Research & Development

Policy

Employees are prohibited from unauthorized use of intangible assets.
All company’s intangible assets Goodwill, Brand Equity, Intellectual Property, Licensing and Rights, Customer Lists, Research & Development are considered company property and furnished to employees for business purposes. 

Use of Goodwill, Brand Equity, Intellectual Property, Licensing and Rights, Customer Lists, Research & Development is restricted to business use only. Use of these intangible asset for personal use in any context is prohibited. Personal usage may result in disciplinary action.  Note that an electronic trail is left from all e-mail transmissions, even after the message is deleted, and that E-mail archives can be searched rather simply via specialized search engines.  

Employees are not permitted to use Goodwill, Brand Equity, Intellectual Property, Licensing and Rights, Customer Lists, Research & Development on personal messages, e-mails, whats app messages or any medium of personal communication. 

All company property is subject to inspection, monitoring, and searching by the Company, with or without notice to the employee, at any time.  Therefore, employees are advised to keep items out of the work place if they are private, personal, and not business-related.

Employees have the responsibility to cooperate with searches of the company property in their possession. Refusal to allow authorized searches will result in disciplinary action, up to and including termination.
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