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Introduction  
 
 
 
Background and History  
Blue Lake Sporting Goods, Inc., was founded in 1998 by five graduate students from 

Southern Polytechnic State University in Marietta, Georgia. The company specializes in 

the e-commerce of sporting goods equipment for various individual and team sports, as 

well as outdoor activities such as hunting, fishing, and hiking.   

Blue Lake Sporting Goods also offers a wide variety of brand name sporting apparel 

and footwear such as Nike, Colombia, and Adidas.  

The company currently serves online customers throughout the United States and is 

looking to expand to Canada and Mexico within the next two years and globally within 

the next five years. 

Blue Lake Sporting Goods is currently located at one site that services about 35 

employees and over 1,000 customers. The  Local Area Network (LAN) is connected to 

the Internet via a 128 kbps Integrated Services Digital Network (ISDN) connection. 

 
 
 
Executive Summary 
 
Located at 1800 Roswell Road in Marietta, GA, just outside of diverse Metro Atlanta, 
Blue Lake Sporting Goods, Inc has experienced tremendous growth since our modest 
beginnings in 1998.  In just the past five years, we have experienced a % sales growth 
each year.  
 
Now, with growing interest in athletic and recreational sports through nationally 
recognized programs (Play 60 NFL and Let’s Move), we project a 100% growth in two 
years and 200% within five years.  
 
What distinguishes Blue Lake Sporting Goods Inc from our competitors is that we offer 
name brand equipment and products at almost wholesale prices to our customers, while 
maximizing profits.  In the chart below, you see a brief look at our net sales gross profit, 
and gross profit margin from the past three years: 
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Vision Statement 
 
As a highly successful Sporting Goods provider that is committed to being a global 
leader, BLSG will strive to become: 
 
1. An entity that is respected, accepted and emulated by customers, stakeholders, 
peers, and competitors alike  
2. The premier international and global provider of high quality sporting goods, resulting 
in a 100% customer satisfaction record at any given time. 
 
 
 
 
 
Company Values  
 
Attitude 
We believe that in order to be successful, we must be focused on customer value, 
exercise good judgment, and build strong relationships with vendors. 
 
Respect 
All of our associates must work together with mutual respect, free from harassment and 
judgment in order for Blue Lake Sporting Inc. to be successful. 
 
Diversity 
Blue Lake Sporting Goods Inc. recognizes and respects the diversity within our 
company. Diversity creates an environment that appreciates skills and experiences of 
all people. We strictly prohibit discrimination based on race, color, religion, sex, sexual 
orientation, age, national or ethnic origin, physical or mental disability, marital or veteran 
status or any other status protected by state and federal laws. 
 
Integrity 
We believe and uphold a strong level of transparency and accountability. We 
understand the impact of our decisions and accept responsibility for our actions. 
 
Responsiveness 
We are fully committed to our customers and strive to be flexible, creative, listen and 
most important, react positively whenever needed. 
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Strategic Direction 
In order to sustain plans for e-commerce growth, it is crucial that IT stays up-to-date 

with equipment.   

The current network, database system, security system and all computer systems must 

always be able to support Blue Lake and IT’s desired functionality and operational goals 

for imminent and prolonged growth.   

 
Strengths 
Blue Lake Sporting Goods Inc’s strength is our people.  Our strong company culture 
provides a family type atmosphere that allows each person to work easily with the goal 
of satisfying our customer in mind. We provide brand name quality products at lower 
prices with better customer service than our competitors. 
 
Weaknesses 
Because of our rapid growth, it is perceived by some that we do not have the proper 
technology to keep up with customer demand.  Blue Lake Sporting Goods Inc. 
recognizes this and we are excited about our growth and are working on a plan to 
upgrade our systems to handle all future growth. 
 
Opportunities 
The most important opportunities for Blue Lake Sporting Goods Inc. include the 
following: 

 Creating stronger inventory analysis systems to better match inventory with 
customer demands. This will allow us to ensure demanded products are in stock 
or quickly replenished and reduces costs from items not sold. 

 Increase company recognition in all outlets using not only social media, internet 
advertisements, blogs, and occasional coupons by mail. 

 Geographic expansion, especially within the U.S. 

 Develop new business relationships with vendors who can meet our business 
needs. 

 
Threats 
The threats that are considered most important are as follows: 

 Name recognition-some consumers are more familiar with our competitors and 
gravitate towards them.  We must continue to develop and become a household 
name. 

 Product Availability- because we are an e-commerce business, we are not able 
to service those consumers who needs products available at that moment like 
brick and mortar stores can. 

 Fluctuations in delivery methods and costs. 

 Managing the financial conditions in the economy today. 
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Strategic Objectives 
The purpose of this plan is to help our company achieve its IT Strategy. It is meant as a 

guide to decision making in IT. Tasks will be prioritized and executed (as much as 

possible) using this plan.  

 

 
Goal 1: Blue Lake Sporting Goods will expand to Canada and Mexico within the next 
two years. 
 
Goal 2: Blue Lake Sporting Goods will have a global presence within the next five years. 
 
Goal 3: Blue Lake Sporting Goods will ensure a safe and secure digital environment in 
which customers, worldwide, will place online orders 
 
Goal 4: Blue Lake Sporting Goods will recruit, employ, develop, and retain technical 
talent that believes in and achieves the mission and goals of the organization. 
 

 
 
 
 
 
IT Strategic Plan to Support Business Initiatives 
 
Blue Lake Sporting Goods will meet the continuing and changing demands for meeting 
its vision, through technological systems and processes that result in the desired 
outcome by way of these action items: 
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Key Performance Indicator Measurement Targets 
 

Objective Action Steps Target Completion Result 
 

 
Open new locations 
in Canada and 
Mexico in 2 years 
 

 
Research the kinds of 
sporting goods products  
that are in demand in 
each country 
 
Hire attorney to address 
legalities such as 
incorporation, and local 
laws/ordinances 
 
Partner with real-estate 
agent to acquire a 
location 
 
Install 
offices/network/systems 
 
Interview and hire local 
technical talent 
 

 
12/02/2013 
 
 
 
12/02/2013 
 
 
 
 
12/02/2013 
 
 
 
 
12/02/2014 
 
 
12/02/2014 

 
Cumulative over 2 
years: 
 
+50% Increase in 
sales 
 
+50% Increase in 
Stakeholders 
 
+50% Increase in 
Stocks 
 
+50% increase in 
customers 
 
 
 
 
 
 
 
 
 
 
 

 
Open new locations 
in Europe and Asia 
In 5 years 
 

Research the kinds of 
sporting goods products  
that are in demand in 
each country 
 
Hire attorney to address 
legalities such as 
incorporation, and local 
laws/ordinances 
 
Partner with real-estate 
agent to acquire a 
location 
 
Install 
offices/network/systems 
 
Interview and hire local 
technical talent 
 

 
12/02/2015 
 
 
 
 
12/02/2016 
 
 
 
12/02/2016 
 
 
 
12/02/2017 
 
 
12/02/2017 
 

 
+100% Increase in 
sales 
 
+100% Increase in 
Stakeholders 
 
+100% Increase in 
Stocks 
 
+100% increase in 
customers 
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Ensure a safe and 
secure digital 
environment  
 

Replace/upgrade all 
laptop/desktops, network 
hardware software & 
security, enforce policies 
and procedures 

 
12/02/2015 
12/02/2018 
12/02/2021 
 
 

0% Fraudulent 
Transactions 
 
0% financial loss due 
to 
breaches/theft/fraud 

Recruit, employ, 
develop, and retain 
world class technical 
talent 

Partnership with 
successful Technical 
Universities Career 
Development programs. 
 
Employ executive search 
firm 
 
Employee referral 
program 
 
Competitive 
compensation package 
 
Annual profit sharing 
plan 
 
Periodic rewards for 
going “above and 
beyond” (gift certificates, 
time off with pay, public 
validation, etc) 
 
Informal , fun, social 
gatherings 
 
Casual but appropriate 
attire 
 
8-12 Annual  
Professional 
Development 
Opportunities 
Outside of the office 
 
Guest 
speakers/demonstrations 
 
Annual Employee 
satisfaction surveys 
 

 
 
On-going, 10 years 
 

 
+10% Annual sales 
growth 
 
+20% Annual 
increase in customer 
satisfaction 
 
+25% measureable 
increase in overall 
combined 
skillsets/knowledge 
 
100% Employee 
satisfaction survey 
results 
 
-1% (low) employee 
turnover 
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Naming Files 
 
The rules for naming files in Windows and Macintosh are fairly flexible. You can use 
letters, numbers, spaces, and even symbols like $, # and ! when naming folders and 
files on these operating systems. 
 
Web servers on the other hand, are far less accommodating. Because many symbols – 
such as &, &, @ and ? have special significance on the web, using them in the file 
names can confuse web servers and cause errors. 
 
So it is advised to use following conventions while naming files 
• The first character must be a letter or number. 
• Subsequent characters can be letters, numbers, underscores ( _ ) and periods. 
 
Names are limited to: 
20 characters  

• Spaces and special characters are not accepted. 
• Use file extensions to simplify file organization. 
 

It is a good idea to use file extensions along with each name, as they make it easier to 
locate file types and perform backup functions.  
 
Emergency procedures for catastrophic events 

Most disasters aren't preventable, and many aren't even predictable. It is advised to 
take following steps in advance to minimize your potential for loss from catastrophic 
events. 

1. Know Your Achilles ‘heel: Actually you will have several of them. Determine what 
types of losses would be most damaging overall to your operation. Would your 
business go down the tubes if your accounts receivables files were destroyed? 
What about your customer list, contact list, or all the procedures you've 
developed for your independent testing laboratory? How long would it take you to 
get back in business if they were destroyed? Once you identify these critical 
operations, write an emergency recovery plan that details the priority order in 
which your operations should be restored and where the resources to restore 
each business function can be found. 
  

2. Computer Data and Vital Records Protection: To minimize losses make 
duplicates of all of your company's vital records, computer data, and video tapes, 
customer lists, accounting data other documents or media that are essential to 
your business operations.  Be sure you have a copy of the software as well as a 
copy of the data file that contains your records. Store these duplicates off-site in 
warehouses or other facilities specially constructed for data and record storage. 
Look for a facility that is located in a different town from yours, too.  Be sure you 
have current backups of that even if your host site claims to make daily backups. 
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3. Identify alternate business facilities that could be used in a pinch: It can take 
weeks or months to restore a facility after a disaster. While your customers may 
be sympathetic to your situation, if you can't handle their needs, they will have to 
look elsewhere to for someone to serve them. To avoid losing market share to 
your competitors, consider what alternate facilities you might use to operate if a 
disaster should hit your business. Among these alternate facilities that will rent 
office or warehouse space for short terms, friend or neighbors with a spare room 
or spare office, or even your employees' homes if your business is one that 
would lend itself to telecommuting. 
   

4. Make an emergency contact list: Your contact list should include state, local and 
federal emergency phone numbers; phone numbers, addresses and email 
addresses if available for major clients, suppliers, contractors, financial 
institutions, insurance agents, radio and newspapers, and any other individuals 
or businesses you might need to notify if there was a disaster. You should also 
have complete contact information for your employees and corporate officers. 
Keep the contact list stored offsite so it is available in case of disaster.  Keep a 
printed copy of your contact list as well as any electronic copies in case you can't 
access your computers. 
   

5. Be sure your employees have emergency contact information for your business, 
too. This should be some offsite location they can call to get information in the 
event of a disaster and to notify the company, family and friends that they are 
OK. 
   

6. Inventory your equipment, software, and library: Keep the make, model number, 
serial number and purchase price. You'll need the information for the insurance 
company and for the IRS. Photos of your equipment in use in your office can also 
help document claims. Be sure a copy of your inventory list and images are 
stored in a safe deposit box or other safe place off site.  
   

7. Keep notebook computer batteries and cellular phone batteries charged: 
Notebook computers and cellular phone connections can help you stay in touch 
with associates during some disasters. Often phone services (and cellular) are 
restored before electricity. Keep one copy of your contact list on your notebook 
computer so that you can pick it up and carry it out of the building if you are 
onsite when an emergency occurs. 
   

8. Develop a set of simple procedures to follow during a disaster: Be sure each of 
your employees knows what steps they should take if a disaster occurs. Consider 
things such as crucial valves that need to be turned off to prevent explosion, 
backup power supplies, location of first-aid supplies, and methods for 
communicating instructions to employees and/or customers while an emergency 
is in progress.  
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9.  Be sure you have adequate insurance: The obvious losses you might suffer in a 
disaster (damage to buildings, equipment, etc.) aren't the only possible risks you 
face. Rent, loans, equipment leases and other expenses will have to be paid 
whether your business is operating or not. Furthermore, you could be held 
responsible for damage to any property held on your site for others (for instance, 
clothing if you are a dry cleaner; computers if you repair computers.) 

10.  Business Interruption Insurance: Be sure your business owner policy includes 
business interruption insurance and insurance for extra expenses 

 
 

Blue Lake Sporting Goods Procedures for Threats: 

Version 1.0  

Updated Nov. 2012 

 

Introduction 

A threat is a danger to vulnerable systems (including, but not limited to, databases, 

networks, etc.) that imposes the possibility of a security breach causing harm to the 

systems*.  A threat can be intentional, accidental, or circumstantial. Threats can consist 

of, but are not limited to, the following: 

 Viruses 

 Worms 

 Malware 

 Spyware  

 Adware 

 Phishing 

 Denial-of-Service (DoS) 
 

*The term systems, used within these procedures, include all computer and mobile 

hardware, software, firmware, networks, and data used for the communication, 

transmission, processing, manipulation, storage, or protection of information. 

 

Employee and IT Responsibility 

Each employee is personally responsible for understanding and observing these 

procedures.  The Department of Information Technology is responsible for overseeing 

computer protection activities.  IT will evaluate, recommend, and maintain security 

software and/or tools for use on Blue Lake Sporting Goods’ desktop computers, mobile 
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phones, and network servers.  IT will provide support for evaluation, acquisition, and 

maintenance of security software and/or tools for other systems maintained within 

BLSG. IT will ensure that security software is installed on any desktop computer, mobile 

phone, and network server acquired by BLSG before they are made available for use by 

BLSG employees.  IT is responsible for the backup of all file server programs and data. 

 

Threat Discovery 

Any employee or user, who suspects a threat to their systems or company systems, 

should immediately contact the Department of Information Technology’s Help Desk. The 

Help Desk Personnel will document the suspected threat(s), and immediately contact 

the Information Security Officer (ISO) or a technical staff member. 

 

Threat Alert 

In the event that a threat, to the company’s databases, networks, etc., is discovered, the 

ISO will send an e-mail* to all users at risk. This e-mail will include a description of the 

threat and pertinent instructions or recommendations for users to follow. Any questions 

or concerns regarding the threat alert should be sent to the IT Help Desk via e-mail 

(IThelpdesk@blsg.com) or phone (678-555-1234).  

 

*If the e-mail system is down or affected by the threat, the ISO will contact users via 

automated voicemail, in which every users’ telephone will receive a voicemail with the 

threat description and instructions for the user.   

*In some cases, as deemed necessary by the ISO, a threat alert will be sent via e-mail 

and automatic voicemail. 

 

 

Threat Response 

The ISO will diligently and swiftly work with others in the Department of IT to ensure that 

system threats are appropriately handled and systems are safely restored to a non-

threat state. 
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The ISO will provide Help Desk Personnel with appropriate responses to questions 

received by users, as well as a voicemail recording to keep users updated on IT’s 

progress.  If necessary, the ISO will assign technical staff to go on site to restore 

individual systems.  

 

The ISO will update users of the threat removal progress, and any further instructions.  

Once the threat has been removed, users will be immediately notified by e-mail and/or 

automated voicemail. 

 

If a threat is isolated on one user’s system, a member of the technical staff will be 

contacted and assigned to go on site to evaluate and restore the user’s system. Isolated 

threats are typically handled within a few hours. In the event that the computer must be 

removed from site or will take more than one business day to restore, the user may be 

given a temporary computer. 

  

Threat Protection and Prevention 

There is no 100% method to prevent systems from threats, as the creators of threats 

are constantly finding ways around our everyday protection methods.  However, 

following certain procedures can tremendously lessen the chance of being susceptible 

to a threat.  Blue Lake Sporting Goods’ Department of Information Technology 

recommends the following procedures for protection against common threats: 

 Keep Your Firewall Turned On 

 Keep security software updated (contact IT immediately if any security software 
is out-of-date or no longer proving effective) 

 Keep Your Operating System Up to Date  

 Keep your data backed up at all times.  

 Be Careful What You Download 

 Shut down your computer at the end of the workday 

 Immediately scan all data and/or program files prior to installation 

 Computer and/or network servers shall never be “booted” from a disk received 
from an outside source. 

 Visit only known sites and don’t follow random links 

 Open emails from trusted sources only, and from them also- try to understand if 
you’re looking at legitimate email or at Spam/viruses 

 Delete the contents of your temporary Internet contents, and Recycle Bin 
frequently 
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 Always trust your common sense 
 

Procedure Exceptions and Updates 

Any exceptions to these policies and procedures shall require prior written approval 

from the Chief Information Officer (CIO) and Information Security Officer. 

 

Any updates to these policies and procedures shall be posted immediately.  Users will 

be notified of updates, and are responsible for understanding and observing all updates. 

 

Blue Lake Sporting Goods Procedures for Ethical Behavior*: 

version 1.0  

updated Nov. 2012 

 

Introduction 

Blue Lake Sporting Goods prides itself on its positive technological reputation with 

employees, business partners, clients, and customers.  In order to maintain and 

increase our positive reputation, it is expected that all employees (IT and non-IT) act in 

accordance to ethical codes of conduct. BLSG employees are expected to perform in a 

way that sends a message of being trustworthy and honest, and having the intent to 

provide quality service. Failure to comply with rules, procedures, guidelines or 

regulations regarding information technology (IT) systems raises concerns about an 

individual’s reliability and trustworthiness, and calls into question the person’s 

willingness or ability to properly protect sensitive systems, networks, and information.  

Consequences of violations can result in, but aren’t limited to, the following: 

 Verbal warning 

 Written warning 

 Department Transfer 

 Revocation of certain duties and/or access 

 Suspension with/without pay 

 Termination 

 Legal fines 

 Incarceration 
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Policy 

*These policies and procedures are separate from, and do not override, any policies 

and procedures pertaining to the Blue Lake Sporting Goods’ General Ethical Behavior: 

Company Code of Conduct.  All employees are expected to understand and abide by 

both sets of policies at all times. 

 

The following actions are against BLSG code of ethics: 

 illegal or unauthorized entry into any information technology system or 
component thereof; 

 illegal or unauthorized modification, destruction, manipulation or denial of access 
to information, software, firmware, or hardware in an information technology 
system; 

 use of any information technology system to gain unauthorized access to another 
system or to a compartmented area within the same system; 

 downloading, storing, or transmitting classified information on or to any 
unauthorized software, hardware, or information technology system; 

 introduction, removal, or duplication of hardware, firmware, software, or media to 
or from any information technology system without authorization, when prohibited 
by rules, procedures, guidelines or regulations; 

 negligence or lax security habits in handling information technology that persist 
despite counseling by management; 

 use of IT systems for fraud, theft, or personal gain 

 transmission of offensive or harassing statements via email and Internet 

 viewing sexually explicit material  

 knowingly introducing a virus, worm, etc. into the  company network or IT 
systems 

 

In addition to the above, at no time should an employee: 

 share passwords 

 allow another employee to utilize their work station without signing off 

 allow non-IT employees to upload and/or install files on their computer 

 store and/or open/modify BLSG files on non-BLSG computers 
 

Violations 

All suspected violations are to be reported directly to the Information Security Officer 

(ISO). These reports will be documented and further investigated the ISO and other 
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applicable IT staff members. The IT team will use several factors to determine the 

significance of the violations, including but not limited to: 

 Whether the employee knew the behavior was against the rules but did it 
anyway. 

 The intent of the behavior and the degree of malice. If the misuse was 
intentional, was it motivated by simple curiosity, the intellectual challenge of 
breaking into or manipulating a protected system, personal gain without intent to 
harm others, personal gain knowing it would harm other individuals or the 
organization, or an intentional effort to harm other individuals or the company? 

 The significance of the potential or actual harm. 

 Whether the employee had received appropriate security awareness training 
related to information assurance and IT systems security. Very often security 
violations result from ignorance of policies and technical vulnerabilities. 

 What the behavior tells us about an individual’s attitudes toward rules and 
policies and the likelihood of further problems with that individual. 

 

Unintentional 

If the violation is suspected to be unintentional, the employee will be given a verbal 

warning. An unintentional violation will be considered minor, but will, however, be 

documented. More than one minor violation occurring within a six month period will 

result in a written warning and possible temporary suspension, depending on the 

significance of the violations. The purpose of the suspension will be for IT to perform a 

more in-depth investigation to determine if the minor violations are indeed unintentional.  

 

Intentional 

If the violation is suspected to be intentional, the employee will automatically be put on 

temporary suspension- with or without pay, as determined by IT and upper 

management. During the employee’s suspension, IT will perform a more in depth 

investigation. The significance of the violation will determine the next steps, which can 

vary to include any one or combination of the following: 

 Department transfer 

 Change in duties and/or systems access 

 Termination 

 Legal fines 

 Incarceration  
 



 

 
17 

 

If an employee is found to have intentionally violated the code of ethics, and is allowed 

to return from suspension, a subsequent intentional violation will result in automatic 

termination and possible legal fines and/or incarceration.   

 

Reporting Violations 

Any suspected violations must be reported. If any employee is aware of another’s 

possible violation and neglects to report the suspected violation, both employees may 

be held accountable in the event that the violation is discovered; and it is discovered 

that the knowledge of the violation was withheld.  

 

Suspected violations should be reported using the “IT Suspected Violation” Form. This 

form should be signed and dated by both the initiating employee and the immediate 

supervisor.  If the immediate supervisor is the suspected violator, the form can be 

signed by just the initiating employee and submitted directly to the ISO through personal 

delivery, or interoffice mail.  Depending on the reported violations, the ISO may request 

a meeting with the initiating employee and/or immediate supervisor, prior to notifying the 

suspected violator. 

 

All reported violations are confidential. IT will not release names of initiating employees 

to suspected violators or other non-management BLSG employees. 

 

Procedure Exceptions and Updates 

Any exceptions to these policies and procedures shall require prior written approval 

from the Chief Information Officer (CIO) and Information Security Officer. 

 

Any updates to these policies and procedures shall be posted immediately.  Users will 

be notified of updates, and are responsible for understanding and observing all updates. 
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Copyright Compliance 

 

Statement of Corporate Values 

We at BLSG recognize and respect intellectual property rights and are committed to 

fulfilling our moral and legal obligations with respect to our use of copyright-protected 

works.  

 
Statement of Corporate Obligations Regarding Copyright 

As a matter of moral integrity and adherence to U.S. copyright law, BLSG sets forth 

these policies for all employees: 

1.  No employee of BLSG may reproduce any copyrighted work in print, video or 

digital form in violation of the law. Works are considered protected even if they 

are not registered with the U.S.  Copyright Office and even if they do not carry 

the copyright symbol (©).  Copyrighted works include, but are not limited to: 

printed articles from publications, TV and radio programs, videotapes, music 

performances, photographs, training materials, manuals, documentation, 

software programs, databases and World Wide Web pages. In general, the laws 

that apply to printed materials also apply to visual and digital formats such as 

diskettes, CD-ROMs and Internet pages. 

2. PricewaterhouseCoopers, LLP holds an Annual Copyright License from 

Copyright Clearance Center, which enables employees of BLSG in the United 

States to lawfully reproduce and distribute content, in print or electronic format, 

as needed within the company.  Under the license BLSG employees can 

photocopy excerpts from newspapers, magazines, journals, and other copyright-

protected works licensed by Copyright Clearance Center, as often as needed.  

Employees can also e-mail articles of interest to other employees, share articles 

by posting them on our company intranet sites, and scan content when a digital 

original is not available.  Please note that the license applies only to the text-

based works in Copyright Clearance Center’s online catalog and that the rights 

provided are for use internally at BLSG only.  
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3. To obtain permission to reproduce text copyrighted works in print and digital 

formats outside of BLSG not covered by our license or other prior agreements, 

employees should request permissions online at www.copyright.com or contact 

the Rights and Licensing Department of the copyright holder.  Questions on 

specific procedures should be directed to the Diane M. Duhe Metcalf, who serves 

as our copyright officer. 

4. BLSG designates Diane M. Duhe Metcalf as the copyright officer to administer 

our company’s copyright policy.  The copyright officer at BLSG can help you 

determine whether a work is covered by our Copyright Clearance Center license 

and how to handle any special copyright issues.  Questions concerning copyright 

procedures, including fair use, should be addressed to the copyright officer of 

BLSG. 

Trademark Compliance 

This Trademark Policy is to ensure that users of BLSG-branded products or services 

know that what they receive has really been developed, approved, tested and 

maintained by BLSG. Trademarks help to prevent confusion in the marketplace, by 

distinguishing one company’s or person’s products and services from another's. 

BLSG owns a number of marks, including but not limited to BLSG, BLSports, BLGear, 

BLFitness, and BL Live, plus the distinctive visual icons and logos associated with these 

marks. Both the unregistered and registered marks of BLSG are protected. 

Use of any BLSG trademark in the name, URL, or other identifying characteristic of any 

product, service, website, or other use is not permitted without BLSG's written 

permission.  
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Nondisclosure Agreement for Trade Secrets and Patents 

This document contains confidential and proprietary information of BLSG and is 

protected by copyright, trade secret and other State and Federal laws. Its receipt or 

possession does not convey any rights to reproduce, disclose its contents, or to 

manufacture, use or sell anything it may describe.  Reproduction, disclosure, or use 

without specific written authorization of BLSG is strictly forbidden. 

 

Label Documents, Items and Software Containing Trade Secrets 

Label trade secret materials using the following or similar legends: 

 TRADE SECRET, SECRET, CONFIDENTIAL, or CONFIDENTIAL 

INFORMATION. 

 TRADE SECRET. This document contains confidential and proprietary 

information of BLSG.  Do not copy or circulate. 

 CONFIDENTIAL INFORMATION.  BLSG (Unpublished) All rights reserved. 

 PROPRIETARY INFORMATION. BLSG (Unpublished) All rights reserved. 

 

Non-disclosure Agreements 

 All Employees, independent contractors, consultants, vendors, suppliers, licensees, 

and others that may, for any reason, access trade secrets should sign nondisclosure 

agreements. 

 At a minimum, nondisclosure agreements should be signed by employees, 

consultants, contractors, vendors, and others who have access to (or will have 

access to) trade secret information and documents. 

 closure 

agreements before the trade secret information/items are seen, discussed or 

revealed. 

 

agreement on or before the first day of work. 
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BLSG NON-DISCLOSURE AGREEMENT 

 

THIS AGREEMENT is made on [Month, day, year] 

  

BETWEEN 

1. [the Disclosing Party], (the "Disclosing Party"); and 

2. [the Receiving Party], (the "Receiving Party"), 

collectively referred to as the "Parties". 

RECITALS 

A. The Receiving Party understands that the Disclosing Party has disclosed or may 

disclose information relating to [ ], which to the extent previously, presently, or 

subsequently disclosed to the Receiving Party is hereinafter referred to as 

"Proprietary Information" of the Disclosing Party. 

OPERATIVE PROVISIONS 

1. In consideration of the disclosure of Proprietary Information by the Disclosing 

Party, the Receiving Party hereby agrees: (i) to hold the Proprietary Information 

in strict confidence and to take all reasonable precautions to protect such 

Proprietary Information (including, without limitation, all precautions the 

Receiving Party employs with respect to its own confidential materials), (ii) not to 

disclose any such Proprietary Information or any information derived therefrom to 

any third person, (iii) not to make any use whatsoever at any time of such 

Proprietary Information except to evaluate internally its relationship with the 

Disclosing Party, and (iv) not to copy or reverse engineer any such Proprietary 

Information. The Receiving Party shall procure that its employees, agents and 

sub-contractors to whom Proprietary Information is disclosed or who have access 

to Proprietary Information sign a nondisclosure or similar agreement in content 

substantially similar to this Agreement 

2. Without granting any right or license, the Disclosing Party agrees that the 

foregoing shall not apply with respect to any information after five years following 
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the disclosure thereof or any information that the Receiving Party can document 

(i) is or becomes (through no improper action or inaction by the Receiving Party 

or any affiliate, agent, consultant or employee) generally available to the public, 

or (ii) was in its possession or known by it prior to receipt from the Disclosing 

Party as evidenced in writing, except to the extent that such information was 

unlawfully appropriated, or (iii) was rightfully disclosed to it by a third party, or (iv) 

was independently developed without use of any Proprietary Information of the 

Disclosing Party. The Receiving Party may make disclosures required by law or 

court order provided the Receiving Party uses diligent reasonable efforts to limit 

disclosure and has allowed the Disclosing Party to seek a protective order. 

3. Immediately upon the written request by the Disclosing Party at any time, the 

Receiving Party will return to the Disclosing Party all Proprietary Information and 

all documents or media containing any such Proprietary Information and any and 

all copies or extracts thereof, save that where such Proprietary Information is a 

form incapable of return or has been copied or transcribed into another 

document, it shall be destroyed or erased, as appropriate. 

4. The Receiving Party understands that nothing herein (i) requires the disclosure of 

any Proprietary Information or (ii) requires the Disclosing Party to proceed with 

any transaction or relationship. 

5. The Receiving Party further acknowledges and agrees that no representation or 

warranty, express or implied, is or will be made, and no responsibility or liability is 

or will be accepted by the Disclosing Party, or by any of its respective directors, 

officers, employees, agents or advisers, as to, or in relation to, the accuracy of 

completeness of any Proprietary Information made available to the Receiving 

Party or its advisers; it is responsible for making its own evaluation of such 

Proprietary Information. 

6. The failure of either party to enforce its rights under this Agreement at any time 

for any period shall not be construed as a waiver of such rights. If any part, term 

or provision of this Agreement is held to be illegal or unenforceable neither the 

validity, nor enforceability of the remainder of this Agreement shall be affected. 

Neither Party shall assign or transfer all or any part of its rights under this 



 

 
23 

 

Agreement without the consent of the other Party. This Agreement may not be 

amended for any other reason without the prior written agreement of both 

Parties. This Agreement constitutes the entire understanding between the Parties 

relating to the subject matter hereof unless any representation or warranty made 

about this Agreement was made fraudulently and, save as may be expressly 

referred to or referenced herein, supersedes all prior representations, writings, 

negotiations or understandings with respect hereto. 

7. This Agreement shall be governed by the laws of the jurisdiction in which the 

Disclosing Party is located (or if the Disclosing Party is based in more than one 

country, the country in which its headquarters are located) (the "Territory") and 

the parties agree to submit disputes arising out of or in connection with this 

Agreement to the non-exclusive of the courts in the Territory. 

[Disclosing Party] [Receiving Party] 

By: 

_________________________________ 

By: 

_________________________________ 

Name: 

______________________________ 

Name: 

______________________________ 

Title: 

_______________________________ 

Title: 

_______________________________ 

Address: 

____________________________ 

Address: 

____________________________ 
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Group Lab 4Roles 
 
 
 
 

Prepare the strategic plan for IT for the next 10 years 

 

  

 

Create a policy and procedure manual that would be given to all IT employees for 

dealing with: 

Naming files, etc. 

Emergency procedures for catastrophic events  

  

 

Procedures for viruses, hackers, etc  

Procedures for ethical behavior 

-Chantrice Copeland 

 

Procedures for following copyright, patent, trademark and trade secrets 

 

 

Create outline, cover page, tables of contents, Group Roles page, edit and assemble 

individual components into one document 

 

 

 




