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6.4 Welcome to Our Team
This handbook has been prepared as a guide and reference for all independent contractors and employees. The policies and procedures described here are not conditions of employment. We reserve the right to change any or all such policies or procedures, in whole or in part, at any time, with or without notice.  The language used in this handbook is not intended to create, nor does it constitute, a contract between the company and any contractor or employee. While we hope your relationship with us will be long and mutually rewarding, employment with this company is for no specified time and may be terminated by the company or by the employee/contractor, at any time, for any reason. Only the executive staff, in writing, can alter this employment “at will” policy.

SECTION 1 – INTRODUCTION

1.1 
Welcome to our Company
If you are a new independent contractor/employee to Comcor Corporation DBA Cyber One Mortgage and Real Estate, we welcome you to our team. This handbook has been prepared as a guide and reference to acquaint you with the policies and procedures of our company.
If you are an existing contractor/employee, this handbook is a compilation of policies and procedures (both written and unwritten) which have been developed over a period of time in our company. This handbook is intended to reduce any confusion which may arise from unwritten or inconsistent policies and supercedes any previous policies which may by inconsistent with this handbook.

In either case, please spend the time necessary to review and understand this handbook. If you have any questions about your handbook, your job, or any other job related issue, please feel free to ask your supervisor or the Human Resources specialist at the corporate office. 
SECTION 2 – EMPLOYMENT
2.1 Employment Package 
The employment package must be completed and you must be approved to work PRIOR to originating loans, processing, listing or selling real estate or initiating any job duties whatsoever.
Everyone must have a criminal background check, personal credit check, fingerprint cards, MARI report (if applicable) and go through a complete employment screening process.

In accordance with the Immigration and Naturalization Service’s requirements, we will ask you to verify your employment eligibility. This means that you will be required to provide us with documents that establish your identity and eligibility for US employment. This includes but is not limited to a social security card or work visa and a copy of your driver’s license or state issued ID card.

We maintain a personnel file for each contractor/employee. At your request, we will give you a reasonable opportunity to inspect your file. If you disagree with anything in your file, you may add a statement of disagreement to the file. If you wish to review your file, contact Human Resources to schedule an appointment. Human Resources will be present when you review your file. Personnel files are company property and will be kept secure at all times.
We will not release any information concerning your employment with us unless the request is in writing and is authorized by you.

2.2 Website
We are a company that takes pride in utilizing the technology available. Therefore, all mortgage consultants are required to set up and maintain a personal web page as part of the corporate website. The set-up fee for the first year is $300.00 which can be deducted from your first funding or paid at the time of application. An annual fee of $250.00 each year there after will be due on your hire anniversary date. The website is through Lion Inc. and provides many tools for your success. Your e-mail and personal web page will be listed in the company directory of the corporate web site. Please notify the IT specialist of any changes that you would like to be made to your personal web page that are beyond personal preferences. If you make alterations to your site that requires correction by Lion Inc. you will be charged at their hourly rate. 
It is your responsibility to register a URL of your choice as long as it is not offensive in any manner. 

Husband and Wife teams are not required to maintain separate websites, but may if they so choose.

2.3 Software and Hardware Requirements

Mortgage Dashboard is being utilized corporate wide for origination, processing and tracking. It is a web based service with no software necessary. As a mortgage consultant or processor you are required to utilize this service. You will be provided with training and contact information for technical support. Web demos and training are available and highly recommended. All loans must be registered when originated and must show funded status for commissions to be paid on the file. 
Access to a fax machine, copier, phone and computer with internet access is also required.

2.4 State Registration and Licensing

You must provide proper documentation for registration and licensing as required by the states entities that you will be originating loans within. 

It is your responsibility to pay any state fees for registration or licensing. 

No licenses or bank accounts shall be obtained in the name of Comcor Corporation or Cyber One Mortgage or Cyber One Real Estate by any independent contractor or employee.
2.5 Continued Education

It is the responsibility of all contractors/employees to be current with any 

necessary continued education requirements as mandated by states. We at the corporate office highly encourage continued education above and beyond state requirements.

2.6 Corporate and Regional Meetings

Corporate meetings will be scheduled at the discretion of the CEO. You will be notified in advance of time, date and location. Participation is optional. Regional Supervisors will schedule regional meetings and training seminars.

2.7 Hours of Work and Break Schedules

Independent contractors designate their own work and break schedules. Hourly paid employees scheduled work shifts will be assigned by a supervisor upon employment. 
Hourly employees will receive a 30 minute, unpaid meal break if they work at least a five hour shift. Employees will receive one ten minute rest break for every four hour worked. Breaks will be scheduled unless, due to the nature of the job, they can be taken on an informal basis.  
2.8 Holiday and Vacation Schedules


Corporate office will be closed for the following holidays:
New Years Day, Martin Luther King, Jr. Day, Easter, Memorial Day, Independence Day, Veterans Day, Labor Day, Thanksgiving, and Christmas Day. Half-days are required for in-office staff on Christmas Eve and New Years Eve.

Branch offices and Independent Contractors may schedule holiday closures at their discretion. 

Vacation schedules must be coordinated and approved, in advance, with your supervisor. Independent Contractors can schedule vacation days at their discretion but are asked to   notify the corporate office of such scheduled days if more than 3 consecutive business days and provide a contact phone number. Vacation days are not paid leave for hourly employees.
2.9 Performance Reviews

As a new member to our team, your job performance will be evaluated very carefully; you will receive a review completed within the first 90 days of hire and at least once a year thereafter. A performance review does not imply that there will be an adjustment to salaries, wages or commissions. 
2.10 Advancement and Branch Office Openings
We encourage promotion from within. If you are interested in pursuing a different position within the company, please discuss this with your supervisor. 
Physical location branch offices must be approved by the corporate officers and all application fees must be paid in advance by the branch manager(s). All state and federal regulations for business licensing must be adhered to. Branch offices must maintain their own set of books separate from the corporate office. All expenses for the branch are the responsibility of the branch manager(s). No leases, contracts, utilities, etc. for a branch office should be in the name of Cyber One. You must have a proven track record of at least 12 months with our team to be considered for branch manager position. Anyone hired within your group must submit to the standard application process and follow all guidelines as set forth. 
Anyone representing Cyber One Mortgage and Real Estate will be paid through the payroll process not directly from managers, supervisors, etc. Other requirements may apply, please inquire at the corporate office if you would like more information. 

The corporate officers reserve the right to close any branch office at its sole discretion should it be deemed necessary for any reason whatsoever. 

2.11 Employment of Relatives

Employment of family members is welcome and permitted in most circumstances. If management determines that family members who have supervisory responsibility for another family member will create a direct conflict of interest or audit problem, management may reserve the right to assign a new manager or promote to a position or department that eliminates the conflict. 
2.12 Equal Employment Opportunity 

Cyber One Mortgage reaffirms its commitment to the principal of Equal Employment Opportunity for all individuals. It is the policy of the management that we:

Recruit, hire, train and promote employees/independent contractors without regard to race, religion, sex, age, national origin, veteran's status, or handicap, except where such factors are considered in efforts to overcome disparities with external availability of qualified candidates.
Base decisions of employment/independent contracts to further the principle of Equal Employment Opportunity.
Ensure that promotion decisions are in accord with principles of Equal Employment Opportunity by imposing only valid job related requirements for promotional opportunities.
Ensure that all other personnel actions such as compensation, benefits, transfers, layoffs, returns from layoff, education, tuition assistance, social and recreational programs will be administered without regard to race, color, re1igion, sex, age, national origin, veteran's status or handicap.

Implementation of this policy is the responsibility of every manager, supervisor and employee/independent contractor of Cyber One Mortgage and Real Estate. Responsibility for monitoring compliance with the policy and progress towards goals rests with the EEO officer.

A copy of the Company's policy is posted at the corporate office. Should you have any questions or concerns in this regard, please contact your immediate supervisor.

2.13 Unlawful Harassment 

It is the policy of Cyber One Mortgage and Real Estate to provide a work environment free from harassment.   Unlawful harassment may take many forms, including verbal conduct, visual conduct, physical conduct, threats, and demands and retaliation.
This policy applies to all phases of the employment/independent contractor relationship, including recruitment, testing, hiring, upgrading, promotion/demotion, transfer, layoff and termination, rates of pay, benefits and selection for training.

Moreover, it is the stated policy of Cyber One Mortgage and Real Estate to prevent and prohibit misconduct on the job, including sexual harassment or any other type of harassment by co-workers, subordinate employees/ independent contractors or supervisors.  Any employee/independent contractor found to have acted in violation shall be subject to appropriate disciplinary action, including reprimand, suspension, and/or discharge.

Employee/independent contractors who are subjected to, or are witnesses to unlawful harassment should immediately report such conduct to your local Human Resources representative. The representative of Human Resources has full responsibility to receive, investigate and resolve complaints involving violations of the policies stated herein and to recommend to management the imposition of appropriate sanctions against violators.

With your full cooperation in this matter, we can assure that this policy will be carried out.

2.14 Sexual Harassment 


It is the established policy of Cyber One Mortgage and Real Estate to ensure equal employment and to prevent discrimination in all practices. Sexual Harassment is a type of sex discrimination. Title VII of the Civil Rights Act, as amended, prohibits it.

Sexual Harassment is defined as "any unwelcome sexual advances or requests for sexual favors or any conduct of a sexual nature when (1) submission to such conduct is made either explicitly or implicitly as a term or condition of an individual's employment/independent contract, (2) submission to or rejection of such conduct by an individual is used as the basis for employment/independent contractor decisions affecting such individual, or (3) such conduct has for the purpose or effect of substantially intimidating or fostering a hostile or offensive working environment”.  In addition, sexual harassment can include crude or offensive language, jokes of sexual nature, or any display or exposure of offensive material (i.e. calendars).

Sexual Harassment will not be tolerated and will be grounds for disciplinary action. Our Equal Employment Opportunity Officer through the established Affirmative Action Complaint Procedure will process complaints of sexual harassment.

It is not our intention to regulate social relationships that are freely entered into by employee/independent contractors. However, it is our affirmative duty to develop and maintain a workplace free of sexual harassment and intimation. We expect the full support and cooperation of every employee/ independent contractor to achieve this goal.

2.15 Substance Abuse Policy

It is the policy of Cyber One Mortgage and Real Estate that the possession, distribution and use of illegal drugs, unauthorized controlled substances, alcohol and other intoxicants at the workplace, on Company property or during hours while representing Cyber One Mortgage and Real Estate is prohibited.

Reporting to and being at work with a measurable quantity of illegal drugs,           unauthorized controlled substances, alcohol or other intoxicants are prohibited.

Legally prescribed drugs may be permitted at the workplace or on Company property provided the drugs are contained in the original prescription container and are used in accordance with the current prescription of an authorized medical practitioner.  Reporting to and being at work with a measurable quantity of prescribed or over-the-counter drugs or use of prescribed or over-the-counter drugs where such use prevents the employee/independent contractor from performing the duties of the job or poses a safety risk to the employee/independent contractor, other persons or property are prohibited.  Any employee/independent contractor possessing or using a valid prescription or over-the-counter drug when at the workplace or on Company property need not notify the immediate supervisor of the type of drug being taken, but in all cases the employee/independent contractor shall notify his/her supervisor of the use or possession of such drugs.  The employee/independent contractor also shall advise his/her supervisor of any possible hazardous effects from taking the drugs.  The employee/independent contractor may remain on his/her job or may be required to leave the workplace or other appropriate action as determined by management after a review of the circumstances is conducted.
The Company has a vital interest in maintaining a safe, healthy and efficient working environment for its employees/independent contractors; a working environment as free from the use of illegal non-prescription drugs and alcohol as reasonably possible.  Being under the influence of drugs or alcohol on the job poses serious safety and health risks not only to the user, but also to all who come in contact with the user.  Therefore, the Company has established a Substance Abuse Policy to address the possession, distribution and use of illegal drugs, unauthorized controlled substances, alcohol and other intoxicants.  Compliance with this Policy is a condition of employment/contract for all employees/independent contractors.

This Policy is applicable to all employees/independent contractors of the Company and to employees/independent contractors of joint ventures, sponsored by the Company. Employees/independent contractors of other firms, including subcontractors, suppliers, consultants, visitors, clients, etc., who are found to be in violation of this Policy shall be banned from the Company premises and/or workplace and company sponsored functions.

Prior to administering substance abuse testing, the employee/independent contractor must read, sign and date the Company’s “SUBSTANCE ABUSE Drug-Free Workplace Certification” acknowledging, understanding and agreeing to the Company’s Substance Abuse Policy.  An employee/independent contractor’s refusal to sign the form or submit to substance abuse testing will result in disciplinary action up to and including termination.
The Company’s Human Resources representative will inform those persons on a need-to-know basis of the test results.  In the event of a positive result the employee/independent contractor will have the option to have the same sample retested at his/her cost.  Continued employment/contractual agreement is contingent on a confirmed negative result. 
Where there is reason to believe, in the opinion of the Company, that an employee/independent contractor is in violation of this Policy, the Company may request that the employee/independent contractor submit to a search by Company representatives of his/her person and/or property (including lockers and vehicles brought onto Company premises).
The Company property covered by this Policy includes the property of any nature owned, controlled or used by the Company including, but not limited to, parking lots, offices, desks, lockers, vehicles, etc.
An employee’s/independent contractor’s refusal to submit, immediately upon request, to a search of his/her person or property or to an appropriate diagnostic test, or who has a positive result on such test(s) indicating a violation of this Policy may be subject to disciplinary action up to and including discharge.

The Company has the right to report possession, distribution or use of any illegal drugs, unauthorized controlled substances, alcohol or other intoxicants to law enforcement officials and to turn over to the custody of the law enforcement officials any such substances.  The Company will cooperate fully in the prosecution and/or conviction of any violators.  Each employee/independent contractor must notify the Company of any conviction of any criminal drug statute for a violation occurring in the workplace.

To maintain confidentiality of any information obtained through this Policy, information will be restricted to persons who have a need-to-know.

2.16 Drug Free Workplace Act of 1988

Cyber One Mortgage and Real Estate has the right to report possession, distribution or use of any illegal drugs, unauthorized controlled substances, alcohol or other intoxicants to law enforcement officials and to turn over to the custody of the law enforcement officials any such substances.  The Company will cooperate fully in the prosecution and/or conviction of any violators.

Under the Drug-Free Workplace Act of 1988, employees must, as a condition of employment or independent contract, abide by the terms of this Policy, and must also report to the Company any conviction under a criminal drug statute for violations occurring on or off Company premises, while on Company business, within five (5) days after such conviction.

Each employee and/or independent contractor will receive an “Employee/Independent Contractor Drug Free Workplace Certification” form to be read, signed and dated, acknowledging the requirements of the Policy.  The signed and dated document will be permanently maintained in the employee/independent contractor’s personnel history file.
In accordance with the Act, subcontractors, suppliers, visitors, consultants, and vendors, etc. hired by the Company must comply with this Act.  The Company will utilize substance abuse testing to help administer this Policy.  The Company’s Substance Abuse Testing requirements will apply to all regular full time, part-time, probationary, temporary, loaned, leased, craft employees and applicants for employment of the Company.  A certified laboratory will perform the substance abuse testing.

An employee/independent contractor may be required to undergo substance abuse testing under any of the following circumstances:

After the occurrence of a workplace accident or incident resulting in personal injury or damage to property, or work place circumstance which could have resulted in personal injury or damage to property.

Where there is reason to believe that an employee/independent contractor is in violation of this Policy. 

Independent contractors in job positions and/or classifications which have a direct impact on safety, or employees/independent contractors working at client locations with contractual obligations requiring random testing, may be required to undergo substance abuse testing on a random basis at the Company’s sole discretion. 
2.17 Impaired Capabilities Policy

​In order to safeguard against a tragic experience, either personal injury or property loss due to involvement of controlled substances or alcohol, Cyber One Mortgage is immediately adopting the following policy:

Any employee/independent contractor who reports to work with his capabilities impaired due to alcohol or drug will be subject to discharge.

Any employee/independent contractor who possesses or uses alcoholic beverages or controlled substances (illegal drugs) on the job will be subject to discharge.

Any employee/independent contractor, whose behavior on the job indicates impairment, may be required to submit to a physical examination to determine if he/she has consumed alcohol or a controlled substance. Failure to cooperate in the examination will be considered in determining any disciplinary action or discharge of the employee/independent contractor. Any employee/independent contractor receiving company provided medical attention might also be required to provide specimens for laboratory tests to determine use of alcohol or controlled substances. Failure to cooperate will subject the employee/independent contractor to discharge.

The nature of the business makes it essential, for the safety of each employee/independent contractor, that he/she be physically and mentally able to perform his/her work in a safe and efficient manner.

It is expected that all employees/independent contractor will consider what could happen to themselves or their fellow employees/independent contractor by reporting to work or attempting to work with physical or mental abilities impaired by use of alcohol or controlled substances.

2.18 Health and Safety

It is our policy to strive to provide a safe and healthful work environment for all independent contractors and employees. Safety is everyone’s responsibility. You are required to immediately report any unsafe situations and work-related accidents or injuries to your supervisor. 

2.19 Termination and Exit Interviews

Anyone leaving the company will receive a formal termination letter within 10 days of termination.
2.20 Rehires


Rehires will be considered on a case by case basis.


   SECTION 3 – BUSINESS PRACTICES

3.1 Quality Assurance Policy

 LOAN APPLICATION

~All areas completed


~No changes to income


~No white out


~Signed and dated by buyer and loan representative


~Blue or black ink

 CREDIT REPORT

~Any major discrepancies between loan application and debts on Credit Reports has been addressed


~All “by mail only” requests have been addressed

~All inquiries, derogators, and public records have been adequately answered and explained.


~Social Security numbers match W2's and/or 1040's

INCOME/EMPLOYMENT
Salaried/Non Self-Employed - Computer Pay stub
 ~Reviewed W2's and pay stubs and found them to be consistent

 ~VOE matches W2's and pay stub (mailed to employer)

 ~Original W2's and pay stubs requested if information appears inconsistent

 ~Completed Verbal VOE

 ~IRS Form 4506 to be verified if information appears inconsistent
Salaried/Non Computerized pay stub (problem area)
~2 Months pay stubs are matched with 3 months bank statements to verify that the paychecks have been deposited (or 1 month worth of employee’s canceled checks to verify pay stubs are real)


~1040's and W2's to further support pay stub income

~Review FICA withholding on W2's and pay stubs to see if it matches current rates

~VOE to match W2's, 1040's, and pay stubs (mailed to employer)

~Completed verbal VOE


Self Employed - 1065 or 1120
~2 Years 1040, 1065/1120, K1/U2, YTD P&L and Balance Sheet



~Call accountant to verify he/she prepared the returns

~Verify that individuals’ Federal tax Return income is consistent with business tax return, P&L and Balance Sheet

~Complete verbal VOE via third party, i.e., CPA

~1099 Income must be verified with Schedule C of the individual’s Federal Tax return

~Copy of canceled checks to show payment of taxes due to match page 2 of tax returns (if discrepancies are noted)

Stated Income/No Income
~Original application, credit report and final application contain no discrepancies

~Borrower has been counseled that income shown on the loan application is a realistic approximation of net income as reported to the IRS signed by borrower and loan representative

~Cash assets support stated monthly income

~Completed verbal VOE via third party, i.e., CPA

~Verify with third-party source that income is reasonable for job title

ASSETS

Purchase
~VOD’s are mailed directly to financial institution

~3 months bank statements; large deposits must be satisfactorily sourced

~All money to be used for closing costs and/or as reserves have been properly documented in accordance with FNMA/FHLMC, IHL Guidelines

~The source of the down payment and closing costs is clearly identified and verified

APPRAISAL
~Over supply, over 6 months marketing, declining value not eligible for maximum financing

~Property meets all zoning codes and conforms to area

~Property has an average rating

~Comps are within one mile and sold within previous 6 months - explain if not

~Any single adjustment does not exceed 5%, all net adjustments do not exceed 15% - explain if not

~Properties are zoned residential

3.2 Original File Policy

Original loan files are the property of the company and are to be stored at the corporate office. Funded files must be received within 7 days of funding. 

Dead files must be received within 7 days after the notice of denial/withdrawal is sent to the client.

All files will be retained at the corporate office for a minimum of 25 months after closing. Regulations of record retention vary by state and will be adhered to according to state regulations.

3.3 Pipeline Reports

Mortgage consultants must report their pipelines to the corporate office on the 1st and 15th of every month.

3.4 Corporate Standard Forms

All forms used will be standard corporate forms provided by the corporation with the exception of standard forms included in corporate authorized software or websites. 
3.5 File Auditing

It is the mortgage consultant’s responsibility to fully complete and stack a file and turn it in to your supervisor or corporate office after closing. You will be informed where to send your files for audit and who is auditing you. 

All client files are to be audited and signed off by a manager or supervisor using the appropriate form and an additional audit will be completed by the corporate office prior to archiving the file. 
Should any discrepancies be noted you will immediately be notified and requested to respond. If the response is not full corrective actions, then a written statement from you is required for insertion to the file and a copy will be kept in your personnel file.

3.6 Records Maintenance and Security and Confidentiality
For the security of extremely confidential information that we are entrusted with it is our duty to protect such information at the highest level. Therefore all computer systems should be set with passwords to access any information. All hard copy files should be kept in a secure location at all times. 
Filing cabinets should be locking cabinets with appropriate personnel only having keys. Documents should not be left unattended without security measures being utilized. 
Misuse of confidential information is grounds for immediate dismissal and possible criminal prosecution. 

3.7 Expenses Paid by Independent Contractors

Independent contractors are expected to cover the costs associated with doing business. Including but not limited to: business license, advertising, office supplies, regulation brochures (Reg Z, CHARM, etc.), website fees, software, home or branch office equipment, continued education and third party fees not paid by client or through closing. 
3.8 Advertisement

Advertising is highly encouraged! All advertisements must be approved in writing by the corporate office. All appropriate symbols and disclosures will be used in accordance with all laws and regulations. If the advertisement is in a language other than English it is requested that an interpretation be made in writing.

Advertising includes anything upon which the corporate name is used or any DBA of the corporation is used. This includes but is not limited to business cards, direct mail pieces, newspaper and magazine ads, telemarketing scripts, banners, flyers, door hangers, radio and TV. ads, seminars, recorded training programs, pens, calendars and anything deemed to represent the corporation. 
We require that you obtain approval 30 days in advance for any type of street fair, home show, etc. where an additional insured may be required (i.e. the sponsor of the event) or where any type of documentation may be requested from the corporate office. The corporate office has a Cyber One Mortgage banner that can be used for such events and is on a first request basis for loan. It is expected that the banner will be returned in the condition that it was received or better. Shipping expenses for the use of the banner is your responsibility. 

3.9 Chain of Command

Mortgage consultants and processors should not contact state regulators for any inquiries that they may have concerning corporate status with state entities. Any inquiries should be directed to the corporate office for current status of pending issues.

3.10 Keys at Closing Policy


No keys are to be released to any client prior to recording and funding.

3.11 Do Not Call List

The fine for calling a number registered on the do not call list is $11,000.00 It is the responsibility of the person making calls to check that the number being called is not registered. At this time the list is updating every 31 days. Should a fine be incurred, it is the sole responsibility of the independent contractor/employee to pay the fine. 

SECTION 4 – PAY PRACTICES

4.1 1099 and W-2 Status and Regs

All independent contractors will be issued 1099 forms as required by the IRS with exceptions to states that require W-2 status. In W-2 states the corporation will comply with all state regulations and notify you of state required withholdings. The amount required for full compliance will be withheld. Withholdings are not paid by the $495.00 file fee. In states required they are in addition to. 

All hourly employees will be issued a W-2 in accordance with IRS laws and mandated deductions will be done accordingly.  

If you have any questions regarding your 1099/W-2 please contact the accounting department at the corporate office to assist you.

4.2 Paydays

Paydays are Tuesday and Friday of each week. We strongly encourage all independent contractors/employees to open an account at Wells Fargo Bank for the most expeditious deposit time. Checks will be sent via US Postal Service if a Wells Fargo account is not yet available for deposit.
4.3 Fees per File

The corporate file fee of $495.00 will be charged on all funded files including personal mortgages. (Even the CEO pays $495).

B&O tax of 1.5% will be paid to the state of Washington on every broker check. 



Sample: Broker check $1000.00



    B&O tax
        x
    .015





      $    15.00 

Errors and Omissions Insurance (E&O) will be charged as a flat fee of $20.00 per funded file.

4.4 Commission Requests
All requests for payment on a closed file are to be in writing and done on a company provided breakdown and request form. Requests should be sent via fax, signed by the loan originator and accompanied by proof of closing, i.e. deposit receipt, copy of checks, or closing disbursement request that was issued to escrow and matches the broker check that is received by the corporate office. 
All fees charged by Cyber One Mortgage and Real Estate are to be disbursed in the broker check, at no time are you to be paid directly from escrow. 

4.5 Draws

Payroll draws are only allowed in the case of extreme emergency. A request for an emergency pay advance may only be granted by an office of the corporation.

4.6 Garnishments

Should the corporate office receive a notice of garnishment, we reserve the right to charge to the garnishee $50.00 per garnished pay period.

4.7 Benefits

At this time benefits are not offered through any company policy. Should this change in the future, all independent contractors/employees will be notified for participation.

SECTION 5 – PERSONAL CONDUCT

5.1 Personal Behavior

Certain standards are necessary for the reputation and efficient operation of the company and for the benefit and protection of the rights and safety of everyone. Conduct that interferes with the operations, brings discredit to the company, or is offensive to clients or other team members will not be tolerated whether it occurs on or off work time. The company reserves the right to determine what conduct is inappropriate under any circumstances and what level of discipline such conduct warrants. Any questions should be directed to the Human Resources department. 


5.2 Corrective Actions

In general we use the following system to put both the team member and management on notice that something is going wrong in the relationship. When a problem comes to the attention of your supervisor, the two of you will discuss the issue and decide on the best course of action to improve the situation.
If the problem continues without satisfactory progress towards the solution, the next step is a written notice and problem solving discussion. A second written notice or suspension may follow if the problem continues. If it is still not resolved, dismissal or other appropriate measures will be taken depending on the severity of the problem and the work and performance history of the person(s) involved. 
There are no guarantees that the steps in our progressive discipline system will identify and correct the problem or that all steps can or will be followed in every case. This system is simply intended as a useful guideline to follow to resolving most concerns.

5.3 Personal Appearance

Your clothing and grooming should be appropriate to the work situation and location. A professional appearance is expected at all times in the office environment and in the presence of clients.
5.4 Personal Finances

Due to the nature of our business and the aspect of advising clients on how to better their financial future, it is expected that you are educated in personal financing issues and handle your personal finances with great care and respect. Should you need any assistance with personal financing matters, please consult with your supervisor and all conversations regarding such will be held in the strictest confidence. 
5.5 Personal Phone Calls and Mail

Personal telephone calls should be limited to those which are absolutely necessary and should be as brief as possible. Except in cases of emergency, calls should only be made during scheduled breaks. Telephone conversations conducted on company premises may be monitored from time to time by the company.
The company’s address should not be used to receive personal mail. All correspondence, including but not limited to, letters, memos, and electronic mail is subject to review and inspection by the company. Under no circumstances should company stationary or other supplies be used for personal use.

The company reserves the right to open any mail that is addressed to the office address.

5.6 Personal Property

The company will not assume any responsibility for loss, theft, or damage to personal property, including vehicles, brought to work.
The company retains the right to inspect all packages, etc. brought into or taken off the company’s premises.

5.7 Company Property

We regard all equipment, furniture and tools of the trade located within the corporate office or any branch office as company property and reserve the right to inspect, with or without advance notice, all such company property.
Please notify your supervisor immediately if you have misplaced any company keys. There will be a payroll deduction for any replacement keys. These keys must be surrendered immediately upon termination of employment. If you lose a key and find it later, the replacement fees will not be refunded.

5.8 Computer Policy

Company owned computer systems, including but not limited to e-mail, files, software programs and faxes are an asset of the company that is available for your use on Company business. The company may, in its sole discretion, determine how and when the system is to be used and for what purposes. The Company reserves the right to access, read, disclose, use and otherwise deal with any files, faxes, messages, etc. in any manner that it chooses. Consequently, you should not use the system for any information that you want to keep personal or private. 
For security purposes passwords should always be used and you should not provide access to the computer system to anyone other than authorized users.

Your correspondence, e-mail messages, faxes, etc. should be businesslike, and you should always use good judgment when communicating on the system. Please take special care to avoid jokes or comments that would be inconsistent with the company’s policies, such as those prohibiting discrimination and harassment. For example, please avoid any jokes or comments aimed at a particular gender, race, religion, disability, sexual orientation, etc. 

5.9 Attendance and Punctuality

Independent contractors set work hours at your discretion. It is expected that you will set your work hours as to not be negligent of your responsibilities. 
Employees with company directed schedules are expected to be punctual. If for some reason, you will be delayed or unable to report to work, you must contact your supervisor immediately unless otherwise pre-approved. Excessive tardiness and poor attendance may lead to disciplinary action up to and including termination. 
5.10 Personal Time and Extended Leave of Absence

If the leave is foreseeable, please advise your supervisor as soon as possible and make reasonable efforts to schedule the leave so as not to unduly disrupt operations. Independent contractors should inform their supervisor of any situations in progress that may require attention by anyone other than themselves and if they have appointed this responsibility to another team member, this information should be disclosed to the corporate office. 
Employees/Independent contractors returning from leave will be reinstated to the same position held when the leave commenced or to a position with equivalent terms and conditions of employment. 

5.11 Outside Employment

Should you choose to maintain a second job it should never interfere with your job duties at Comcor Corp/Cyber One Mortgage and Real Estate. Activities related to outside employment should be conducted outside the office and not during scheduled work hours. 
5.12 Relocation

Independent contractors may do business residing from any state provided that all state and federal regulations are adhered to.
5.13 Jury Duty

You will receive days off while on jury duty. Any time off for jury duty will be unpaid. Notice should be given to your supervisor as soon as possible after receiving knowledge of such duty.

Any time off for witness duty will be unpaid unless you are called on behalf of the company as a witness.

5.14 Military Duty

Employees who are required to attend annual military reserve training or other short term active military duty may take this time as personal unpaid leave. Reservists are entitled to return to their jobs as provided under federal and state laws.
Independent contractors schedule active military duties at their own discretion. Corporate office requests notice of such leave if the possibility exists that it may interfere with your work duties and you require assistance with any clients. 

Terms and conditions of employment will remain the same upon return to your work duties. 
SECTION 6 – MISCELLANEOUS

6.1 Change of Address

It is your responsibility to promptly notify the Human Resources department at the corporate office of a change of address, telephone numbers, or emergency contact information.
6.2 Work Study and Internship Policy

Work study and internship programs can be participated in with the approval of the corporate office. 
6.3 Complaint Procedures
We know the importance of an open and fair method of resolving complaints and answering questions. We encourage team members to bring to the attention of management any complaints, concerns or questions about work related situations.

Usually the place to start in answering a question or resolving a concern is with your supervisor. We recognize that in some cases a question or concern you have may involve your supervisor, and you may be reluctant to discuss the situation with that person. If this is the case, or if you are not satisfied with your supervisor’s response, you may contact the President, or a representative thereof, and your concern will be investigated, reviewed and discussed with you as soon as possible. This response will be the final decision and resolution of the concern or matter you raise.
Taking the time to ask and answer questions, and state and resolve work place concerns, makes an important contribution to the overall performance and growth of our organization. 

6.4 Welcome to our Team

We hope this handbook has answered your questions and provided you with a structure within to conduct business. 

We are a dynamic and exciting cutting edge corporation and there are many aspects of our organization that cannot be explained in a handbook such as this. We are an “open door” company; any questions, problems, concerns and suggestions are always welcome.

Our goals and expectations are high. We are pleased that you have joined our firm and welcome your contributions to our team.

Please sign and date the following acknowledgement of receipt of this handbook and return to the Human Resources department for insertion to your employment file. It is your responsibility to make a copy of acknowledgement and send the wet signature copy to the corporate office. 
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I have received a copy of the Comcor Corporation DBA Cyber One Mortgage and Real Estate procedures handbook and have thoroughly read and understand the procedures outlined in this handbook and agree to abide by the terms contained within.  
____________________________




Print Name 







____________________________


________________________


Signature of Contractor/Employee


Date
____________________________


________________________

Cyber One Representative



Date

Cyber One Mortgage and Real Estate

2719 Rochester St W #3, Tacoma, WA 98466

Corporate Office Phone 253-566-9803 

Fax 253-566-9803

www.cyberonemortgage.com 
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