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	[POLICIES AND PROCEDURES]

	The following document contains general information for each employee at Tolano Inc. Much of the enclosed information deals with Human Resources and we encourage you to contact Jeff Chou at Tolano head office with any questions.





[bookmark: _Toc398540031][bookmark: _GoBack]Tolano Environmental Consulting Corporate Profile
Tolano Environmental Consulting works with businesses to understand each organization's key social and environmental impacts. Whether starting from scratch, facing a specific challenge, or tracking the progress of new initiatives, our environmental planning helps to identify the challenges and opportunities associated with green corporate citizenship. 
We work to thoroughly understand the operations and culture of your business and your needs as a way of identifying the most appropriate and efficient environmental actions and behavioral shifts. Our tailor-made recommendations offer benefits beyond just reducing your carbon footprint. They are geared to achieve further business success through reduced operating costs, gaining a competitive edge, improving customer and business-to-business relations, and becoming an overall more profitable and eco-conscious enterprise.
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· Carbon footprint evaluation
· Company standards & procedures
· Developing waste disposal & recycling programs 
· Transportation & fleet solutions 
· Green ethics statement 
· Reduce energy costs 
· Energy training & awareness program for employees 
· Advise of tax benefits & deductions 
· Green scorecard grading & reporting 
· Strategies for reporting on green activities
· Water conservation systems design & development 
· Energy audit, modeling, analysis & management plan 
· Audit of renewable energy availability & cost/benefit return 
· Marketing & advertising campaigns
Tolano employs 100 professionals located across six locations:
· 300 171st Street, New York, NY 98032 (540) 555-4321 (Head Office)
· 102 – 500 Main Street, Toronto, ON M2V 1S8 (614) 555-6789
· 21 Maple Street, London WC2K 7 032 7654 826
· 74 Knight Avenue, Sydney, NSW 2300 (04) 9272 1234
· #47 212 Pine Road, Cape Town  4002 555 456 1234
· 2nd Fl., Metro Bldg., 14-4, Ebisu, Shibuya-ku, Tokyo (04)3456-17555
Website: www.tolano.com


Tolano Adventures Corporate Profile
Tolano Adventures provides eco-friendly travel services to a growing market. All our tours meet stringent requirements to ensure these adventures have the lowest carbon footprint and are environmentally friendly. At Tolano, we are pleased to be achieving our goal to “go green” at every opportunity.
Tolano Adventures is a division of Tolano Environment Consulting, based in New York. To serve you better, we also have Travel Directors at international locations.
We work with a number of international vendors and are always looking for exciting new adventures. Each new adventure is reviewed by our Site Assessor and Travel Director to ensure it meets our standards for being ecological while offering maximum enjoyment and opportunities for participation.
[image: ]We review all our tours annually to ensure that:
· they have a low environmental impact (particularly the more popular ones)
· there is no significant change in their environmental impact compared to the previous year
· guests are still getting maximum enjoyment from them
· the cost is reasonable compared to the number of bookings and environmental impact
Occasionally we will also review a tour if there has been some noticeable change such as an avalanche, earthquake, or other natural disaster.
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New York
Sid Taylor
President
staylor@tolano.com
Richard Reeves
Vice President – Sales
rreeves@tolano.com
Heidi Krause
Vice President – Business Development
hkrause@tolano.com
Jeff Chou 
Human Resources Manager
jchou@tolano.com
Shauna Adams
Marketing Manager
sadams@tolano.com
Joseph Kowalski
Accountant
jkowalski@tolano.com
Nicole Locklear
Administrative Assistant
nlocklear@tolano.com
David Singh
Information and Technology Manager
dsingh@tolano.com
Joan Woods
Sales Manager
jwoods@tolano.com
Raymond Wong
Project Consultant
rwong@tolano.com
Cape Town
Henry Warburn
Project Consultant
hwarburn@tolano.com
Kay McAllister
Project Consultant
kmcallister@tolano.com
Daniel Inex
(212) 263-4251
Project Manager
dinex@tolano.com
John Flores
Customer Service Representative
Jflores@tolano.com
Toronto
Ian Hanover
Environmental Site Assessor
ihanover@tolano.com
Heidi Anderson
Environmental Site Associate
handerson@tolano.com
Tess James
Project Consultant
tjames@tolano.com
C.J. Guanzon
Project Consultant
cjguanzon@tolano.com
Jane Martinez
(212) 263-4251
Customer Service Representative
jmartinez@tolano.com
London
Blair Miller
Vice President – Global West
bmiller@tolano.com
Stephen Davis
Project Consultant
sdavis@tolano.com
Sandy Patel
Project Consultant
spatel@tolano.com
Brittany Cooke
Customer Service Representative
bcooke@tolano.com
Tokyo
Edward Tanaka
Vice President – Sales
etanaka@tolano.com
Frances Nakamura
Project Consultant
fnakamura@tolano.com
Richard Martin
Project Consultant 
rmartin@tolano.com
Susan Winters
Project Consultant
swinters@tolano.com
Sydney
Jonathan Kelly
Project Consultant
jkelly@tolano.com
Jennifer Wilson
Project Consultant
jwilson@tolano.com
Pat Sandhu
Project Consultant
psandhu@tolano.com


Tolano Adventures

New York
Nick Klassen
Vice President
nklassen@tolano.com
Madison Cowell
Travel Director
mcowell@tolano.com
Amar Boutros
Accountant
aboutros@tolano.com
Cape Town
Jamie Gibson
Travel Director
jgibson@tolano.com
Robin Black
Administrative Assistant
rblack@tolano.com
Toronto
Toby Belanger
Travel Director
tbelanger@tolano.com
Pauline Hernandez
Administrative Assistant
phernandez@tolano.com
London
Katherine Wilkins
Travel Director
kwilkins@tolano.com
Kyla McGill
Administrative Assistant
kmcgill@tolano.com

Tokyo
Kanda Yamoto
Travel Director
kyamoto@tolano.com
Christie Akira
Administrative Assistant
cakira@tolano.com
Sydney
Curtis Gorski
Travel Director
cgorski@tolano.com
Abigail Colby
Administrative Assistant
acolby@tolano.com
Seattle
Andrew McSweeney
Travel Director
amcsweeney@tolano.com
Lawrence Jang
Travel Director
ljang@tolano.com
Ji Mai Kim
Office Manager
jmkim@tolano.com














Company Policies
Network Access
Each employee will be given a login ID and generic password on start of employment. This information is available from your department manager after orientation.
Employees have access to programs and printers as specified by the department manager. Access to other areas of the network must be requested in writing to the IT department after approval from the department manager.
All business forms are available on our intranet which is accessible to all employees.
Business Expenses
Employees who perform tasks on behalf of the company will be reimbursed by the company for reasonable expenses. 
Employees can request an advance for any anticipated expenses for off-site locations. The amount of the advance will depend on the project and must be approved by the department manager.
Employees may be required to charge expenses to their own accounts and then complete an expense claim for reimbursement. All expense claims must be approved by the department manager prior to submitting to Accounting.
IT Requirements
All requests for additional computer hardware or software must be put in writing to the IT department and approved by the department manager.
Please use the IT Requirement Request Form and provide as much detail as possible, including product specifications and the anticipated benefits.
Vacation Days
	Year
	Entitlement

	1
	Two weeks of vacation in the first year of employment. 

	2 to 5
	Three weeks of vacation in the second year to the fifth year of employment.

	6+
	Four weeks of vacation starting the sixth year of employment. The employee will then earn 1 day of vacation for each successive year they remain at the company.


Please use the Vacation Request form to enter your anticipated vacation days. This form must be approved by your manager at least two weeks before the requested days. The only exception is for an emergency, or at the discretion of the department manager.
A maximum of ten vacation days may be carried forward to the next year and must be taken during the new calendar year.
Vacation time of three weeks or longer must be approved by the department manager and cover must be in place during time of absence.
Time-Off Days
After the first year of employment, each employee can earn one day every eight weeks to a maximum of six each year.
Time-Off days can be carried forward from one year to another up to a maximum of ten days.
These can be used in combination with vacation days although long periods of absence must be approved by the department manager.
Sick Days
Employees are entitled to ten sick days per year. These cannot be carried over from year to year.
Bereavement Leave
Employees are entitled to three days of bereavement for immediate family which include:
Grandparents
Parents
Siblings
Children
For other family members, please speak to your department manager regarding the use of bereavement leave. Alternatively, vacation days can be used in lieu of bereavement leave.



Health Benefits
The following health benefits will vary with the country where the employee is resident. Employees can choose to participate in this plan or opt out if they have another plan. In general, these are the minimum requirements provided by the company.
Medical
Tolano pays for the medical service on your behalf. This is a taxable benefit.
Dental
Tolano has secured a basic generous dental plan. There are some differences between locations, but in general:
	Basic coverage
	100%

	Crowns 
	80%

	Bridges
	50%

	Porcelain Caps
	50%

	Orthodontics
	75%

	Dentures
	80%


Each dentist will determine how much the employee will pay at the time of the visit. Please use the Dental Expenses form for your location for reimbursement.
Long Term Disability
The Long Term Disability plan covers the following:
	Three to six months
	80%

	Seven to twelve months
	70%

	More than one year
	60%


Life Insurance
Life insurance coverage is 10% of the employee’s annual salary. Please speak to Human Resources if you wish to increase this coverage. 
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