Employee Handbook Creation
Scope of Work Document

Prepared For: [Client Name / Organization]

Date: [Date]

1. Project Overview

This document outlines the scope of work for the creation of a comprehensive Employee Handbook for [Client
Name / Organization]. The handbook will serve as a central resource for company policies, procedures, and

expectations.
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1. Conduct initial consultation to review organizational needs and gather relevant materials.
Research federal, state, and local legal requirements applicable to the handbook.
. Develop handbook sections, which may include but are not limited to:
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The project is expected to be completed within [X] weeks from the project start date, subject to timely

Objectives

To develop a clear, concise, and comprehensive employee handbook.

To ensure all policies comply with current employment regulations and company standards.
To provide employees with accessible guidance regarding workplace practices, benefits, and

expectations.

. Scope of Services

o

o

o

o

o

Company Overview

Employment Policies

Code of Conduct

Compensation & Benefits

Time Off & Leave Policies

Health & Safety

Anti-Discrimination & Harassment Policies
Disciplinary Procedures

Technology & Social Media
Acknowledgment Form

Draft the employee handbook for client review.
Incorporate client feedback and finalize the document.
. Deliver the handbook in the agreed-upon format (e.g., PDF, DOCX).

. Deliverables

Initial draft of the Employee Handbook
Revised final version incorporating client feedback
Editable and print-ready files

. Timeline



feedback and approvals from the client.

6. Exclusions

e Legal review or certification by a licensed attorney (unless specified)
e Translation into other languages (unless specified)

e Printing and physical distribution

7. Acceptance

This Scope of Work is accepted and agreed upon by the undersigned parties.

[Signature Lines, if required]



	Employee Handbook Creation Scope of Work Document
	1. Project Overview
	2. Objectives
	3. Scope of Services
	4. Deliverables
	5. Timeline
	6. Exclusions
	7. Acceptance


