
Memo
To:

From: Dress Policy Committee

Date:

Re: Salaried Dress Policy

As you may recall, when the Salaried Dress Policy () was issued a Dress Policy Committee
was formedconsistingof employees fromvariousdepartments andareasof theCompany. This
committee meets at least annually to review the Dress policy's appendixes and current
fashion for appropriateness and acceptability in our work environment and, as appropriate, to
make change proposals to senior management.

The committee met recently for their annual review. Whilewe are still workingona couple of
recommendations, this memo is to provide clarification and guidance regarding our Dress
policy and to communicate a change in Appendix D.

Clarification / Guidance

It is the Company's intent that work attire should complement an environment that
reflects an efficient, orderly and professional organization. In order to have an office
environment that is professional and properly represents the Company to customers
and visitors, all full-time, part-time, temporary and contingent employees working at
any company location are expected to present a clean and neat appearance, in
accordance with our Dress policy at all times.

As representatives of the Company we must embody a professional image. Please
use your good judgment when choosing your apparel for work. You should not
confuse club or beach attire with appropriate work attire. If in your mind you question
the appropriateness of a garment or footwear choice, it is probably not appropriate.

 General:
o Low-cut blouses are inappropriate attire.
o Cargopantswouldbeacceptableon "casual days"but arenot

appropriate "business casual" attire.
 Ladies crop pants: The styling of ladies crop pants that is acceptable as

"business casual" provides a longer, looser, tailored look. Pants, such as
capri's, that are tighter fitting and/or shorter in length are appropriate on
"casual days" but are not appropriate "business casual" attire. Pictures of
some appropriate and inappropriate pants are attached for guidance.

 Sandals: Sandalswith a raised heel or wedge are appropriate "business
casual" attire for women. Athletic or beach sandals, or flip-flops are
inappropriate attire for men or women.



• Shoes: Athletic, tennis or boat shoes would be acceptable on "casual days"
but are not appropriate "business casual" attire.

Change

As you may recall, a couple of years ago we allowed women's sleeveless apparel
during the summer months as a test. We are pleased to report that the test was
successful and we have received approval to make a formal change to Appendix D
which would allow women's sleeveless apparel. This change does not include tank
tops or spaghetti straps but rather allows for the wearing of professional sleeveless
tops.

As referenced above, the Committee is working on a couple of other recommendations. As
we received approval on these proposals we will notify you.

Should you have any questions regarding our Salaried Dress Policy, please refer to the
policy on the Human Resources portion of our Intranet or direct them to your supervisor or
local human resources representative. The Dress Policy Committee can be a resource in
applying the appendixes to current fashions.
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