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An employee handbook refers to a book given to employees by an employer containing several key sections such as the company’s culture, policies and procedures.  The handbook is used to bring together employment and work-related information which the workers need to know.  The handbook entails:
Culture; a company’s culture contains a welcome statement, the organization’s mission or purpose, and its values.
General Information; an organization arranges holidays, company perks, policy summaries and much more.
Policies: disciplinary and grievances procedures, and other information which is modelled after employment laws or regulations.
An example of an employee handbook (Mobile Car Wash Company)

Introduction to Mobile Car Wash Company
Mobile Car Wash Company was founded to provide facilities where cars can be washed; the company is determined to providing quality services to its clients.
Confidentiality & Non-Disclosure
Once an employee has left the company will be required to be a person of integrity; not sharing how the company operates or any other detail. They will not also pick some of the company’s clients.
Anti-Discrimination Policy
The company will not tolerate with any kind of discrimination, which might be based on gender, religion, disability, marital status, or even sexual orientation.
Employment at Will
Employees can terminate their contract as long as there is no discrimination, and employees can leave without cause or notice.
Compensation & Benefits
Employees will be rewarded as per agreement at the time they report to work, there will also be other benefits accrued during their stay at the company such as health benefits, retirement benefits and other perks like commuter benefits.
Signature.
Every employee must receive a copy of the handbook and sign.





Breach of Contract Letter
November 26, 2018
Chris Cox,
Moodf, 
256 Street Av.,
Coast Town, California 123
RE: Breach of Contract
Please take notice that you are in breach of our contract titled “Sales Representation” dated August 01, 2017. Specifically you have breached the following obligation to the contract:
Under the section of payments; you have failed to make the payment deadline of $12500, due November 01, 2018.
Kindly take note that unless the breach is remedied within the next two weeks of the letter’s date, I will take action to protect my rights under the contract and any other additional applicable law.
You may contact me in case you have any question. 
Yours Sincerely.
………………………
Mobile Car Wash Company
66 Narrow Way
Coast Town, California
+1 555-123
I can take information basing on how to build on the culture of a company among its employees, how to build a team; the procedures involved and how to come up with policies. 


