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Note   This handbook contains general information and guidelines.  If you require specific 
information regarding benefits or the applicability of a policy or practice to you, please address 
your questions to your immediate supervisor.  The content of a manual does not constitute nor 
should it be construed as a promise of employment or as a contract between The ABC Company 
and any of its employees.  Your employment is not for any specific time and may be terminated at 
will, with or without cause and without prior notice by the Company.  You also have the right to 
resign for any reason at any time.  
 
The ABC Company at its option, may change, delete, suspend, or discontinue parts or the policy 
in its entirety, at any time without prior notice. 
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INTRODUCTION 

This document has been developed by The ABC company in order to familiarize 
employees with ABC Company and provide information about working conditions, key 
policies, procedures, and benefits affecting employment. 

1.1 Welcome 

Welcome to The ABC Company! We are happy to have you as a new member of our 
family! 

The mission of The ABC Company is:   (State mission here) 

1.2 History 

(Give short history of the company). 
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