Subject line: Employment Contracts and Employee Handbook

Dear Client
Thank you for your enquiry.

We would be delighted to provide this service for you.

We attach the following for your attention:

· Sample handbook

· Employee handbook checklist
· Employee contracts checklist

· Service level agreement

· Order form

Please read the sample handbook to ensure that none of your existing procedures are at variance with those contained within. The policies and procedures contained in the handbook are based on current legislation and best practice.
Please print and review the employee handbook checklist for possible additional sections and tick those that apply to your business (if any).

Please note that the handbook content contained in the sample handbook, together with any of the standard optional sections, will result in an employee handbook suitable for 99.9% of businesses. If you wish to produce your own content or additional sections, this will involve additional time input for which we will need to charge you. We can go through this with you in advance.
On an on-going basis, we will review your handbook to ensure that it complies with any legislative or best practice changes and, where appropriate, will send you updated versions. This is included in the fees already quoted to you.

Please print an employee contracts checklist for each employee and complete the required information.

The information in these will enable us to prepare employment contracts for each of your employees. Again, on an on-going basis, we will monitor for changes to legislation or best practice and advice you as appropriate.

Please print and read the service level agreement which covers the detail of this service and our respective responsibilities thereunder. We will require a signed copy of this agreement.

Please print and complete the order form and return to us together with the above documentation.

If you have any queries, please do not hesitate to contact __________________
Finally, if you have a jpeg file containing your company logo, please email it to us. This will allow us to enhance and customise the appearance of your handbook and contracts.

Kind regards
