
 



WELCOME  

TO  

THE COMPANY 

For the benefit of all      
employees, old and new, 
we would like to acquaint 

you with the policies              
regarding your                
employment at              
The Company. 



We have made this 

HANDbook as basic  

as possible; so that even 

a child would  

understand the content.  

We even printed it in 

the shape of a hand to 

make it appear fun and 

as if creativity is  

encouraged here.  



  This HANDbook is  
not a contract. It is 
information which 
really should not 
have to be put in 

print; but Jake from 
Accounting and Deb 
from Social Media 
ruined it for every-

one.    



This handbook  
applies to all  

employees of The 
Company, unless  
stated otherwise.   

However, it will be  
interpreted to  
benefit folks at  

higher  
levels in the  

organization. 



 

If you have any       

questions, do not      

hesitate to contact your 

supervisor or the      

Human Resources    

Department. 



We wish you the 
best of luck and  
success in your    

position and hope 
your employment 

with The Company 
is a rewarding       

experience. 



SECTION 1 

 

DO THE  

RIGHT  

THING 



 

Doing the right thing 

will probably (make 

that definitely) go  

unnoticed; but it will 

keep you employed.  

 

Most likely. 



Don’t Lie. 

 

 

EVER! 



Don’t Steal! 

 

From the company.  

From co-workers.  

From clients.  

FROM ANYONE! 



Don’t  

Embezzle! 



No Greasy Palms. 

 

In other words  

Don’t Take Bribes! 



 

Don’t Gossip! 

 

And don’t eat lunch 

with people who 

do.  

Guilt by association 



And Eat lunch!  

 

Yes, it's required. 

But not at your desk! 

The smell of a tuna 

fish sandwich or 

some new-fangled 

Kombucha makes  

people gag. 



And speaking of 

your desk, don't 

watch (or make) 

porn at your desk. 

Especially using  

company  

computers,  

laptops, or tablets. 



It's not okay to  

hug any longer.  

Sorry.  

Fist bumps,   

elbow bumps, high 

fives, and handshakes 

still appear to be  

appropriate. We will 

let you know if/when 

that changes. 



If you lied on your  

resume please tell us 

now; it will be much  

easier before you've 

made friends and 

developed  

relationships and we 

need to terminate 

you. 



If you choose to  

have a physical  

relationship with a  

co-worker it needs 

to be reported to HR 

and consensual by 

all parties.  



We believe in the  

Open-Door Policy.  

Meaning if your office 

door is closed, we will  

assume you are  

gossiping, looking for a 

new job or doing  

something you shouldn’t 

be doing that might  

involve in a  

corporate scandal. 



Do not share company 

ideas or innovations 

with anyone outside the 

company unless you use 

the phrase "May I share 

this with  

others?" and someone 

above you in the chain 

of command replies 

with some form  

of "Yes." 



SECTION 2 

 

Our Will;  

Not At Will  

 Employment 



We hire, fire,  

promote, layoff, 

transfer and  

torment all types 

of employees 



We can fire you or  

you can quit at any  

time. We will do it  

suddenly and lead you to 

the door. We expect you 

to give us two-week’s  

notice, where possible.  

During those two weeks 

your access to company 

email, documents etc. will 

be severely or totally  

limited.  



 



SECTION 3 

 

Hickory 

Dickory 

Dock 



We don't publish  

business hours.  If  

you can shop and be social 

while working, we can send 

texts and emails at  

2:00 AM. But just in case  

you’re confused, the  

official hours are  

8:30 AM to 5:30 PM  

Monday - Friday with  

1 hour for lunch. 



You are an adult.   

Social media and 

online shopping 

time during work 

hours should be 

managed to  

ensure you keep 

your job. 



While endlessly  

scrolling social media,  

on company time, why  

not share what a great  

position you have at  

  our company and 

some of the amazing  

products &  

services we offer.   



  Excessive Tardiness 

probably means you 

need an alarm clock. 

Or maybe a Time  

Management course. 

Please let us know 

how we can be of 

help. 



 

Most Hours 

Worked  

is not a contest. There 

are no trophies. It can 

also make others  

despise you. 

  



  From time to time 

we will provide 

training on topics 

that are trendy, will 

make us money, or 

appear that we’re 

trying to fix a  

Public Relations  

Nightmare. 



  



  SECTION  4 

 

At Least Try 

To Be A 

Team  

Member 



Lend a hand to your 

coworkers. If it’s not in 

your nature perhaps 

post a reminder  

somewhere. 

  



   

Share ideas and  

information. 

 

Oh, and snacks too! 

Especially snacks. 

People will like you 

better. 



Backstabbing, of any 

type, is grounds for  

immediate boot out the 

door! 

  



  In the interest of  

productivity, full  

disclosure, and having a 

spine, you’re encouraged 

to share all comments in 

the meeting to reduce 

the number of hallway  

meetings after the  

meeting to talk about 

what should have been 

said in the meeting. 



Be a learner. You  

really don't know  

everything; no  

matter what  

delusions you may 

have. 

  



  Compliment  

co-workers.  

Sincerely.  

 

It will help you both 

bond and grow. 



Take your vacation.  

No, really, take your  

vacation. There are  

co-workers,  

subordinates and  

bosses who need a 

break from YOU! 



 Be Flexible…...  

Emergencies happen. 

Managers come and go. 

Your computer will 

probably catch a virus 

before the big  

meeting. Roll with the  

chaos and breathe. We 

will get through this  

together! Somehow. 

Hopefully. 



 



SECTION 5 

 

KEEP IT  

SIMPLE 



Not every  

communication,  

document, email etc. 

needs to be buzzword 

laden.  



Buzzwords don't 

make you appear 

more intelligent. 

They typically make 

you the topic of  

conversation. 



 

 



SECTION 6 

 
BE  

APPROPRIATE 



Don't make racist  

comments. Not sure if 

your comment is racist, 

keep it to yourself.  

Pretty simple, huh? 

 

 



Don't make  

homophobic  

comments. Not sure 

if your comment is  

homophobic, keep it 

to yourself. Pretty 

simple, huh? 



 

Don't make  

religious comments.  

Not sure if your  

comment is  

religious, keep it to  

yourself. Pretty  

simple, huh? 

 

 



Don't make sexist 

comments. Not sure 

if your comment is 

sexist, keep it to 

yourself. Again,  

pretty simple, huh? 



Basically, don't say  

inappropriate things or 

harass people. 

 

Pretty simple, huh? 



Avoid political  

conversations. Save 

it for after-hours  

happy hours.  



 



 

 

 

SECTION 7 

 

STOP. LISTEN. 

ASK. THINK. 

TALK. 

 



Listen.  

Seriously, listen to what  

someone is saying.  

And process it.  

 

Then respond. 



Again, cuz it’s worth  

repeating….. 

 

Listen  

and process  

before you  

respond.  



Talk to people  

before you run to your 

boss. Or HR. Or your 

lawyer. Or the news. Or 

the government. 



If someone offends 

you, sort things out 

like big boys and girls. 

It could have been a 

genuine mistake.  

Especially when it 

comes to email, where 

tone and inflection are 

usually lost. 



The ABT will be  

responsible for  

providing you with CFT’s 

on a weekly basis to  

ensure compliance with 

our GDL program as it  

relates to USKLR’s.  

In other words, get used  

to not knowing what  

people are talking  

about.  



If you are not  

learning or feeling 

challenged in your 

work, talk to your 

supervisor. 



Ask why you are  

doing something if you 

don't know or  

understand why.  

 

And then just nod in  

agreement. 



SECTION 8 

 

DIVERSITY 



The topic of  

diversity is  

ever changing.  

 

And ConfusingAF.  



Watch your email for 

daily/hourly blasts  

highlighting what 

you can and cannot 

say, do and cannot 

do regarding race,  

gender, religion etc. 



Yes, very short  

section. Like we said….. 

 

The topic of  

diversity is  

ever changing.  

 

And ConfusingAF.  



SECTION 9 

 

PAYROLL 



You are paid twice  

per month. Electronic  

payment is the only  

option. We don’t print 

paychecks any longer. Now 

you/we can’t blame the 

postal service, your  

manager, bank hold  

policies, or your sick day  

as to why you didn’t have  

money for your wild  

weekend lifestyle. 



There are no  

company holidays. 

None. Zero. Zilch. 

We got tired of  

offending people. 

You get 12 PTO days 

in addition to  

vacation to use at     

your own choosing. 



Compensation should 

never be  

discussed freely with 

coworkers. 



SECTION 10 
 

IT’S CALLED 

BUSINESS  

TRAVEL; NOT 

MONKEY  

BUSINESS  

TRAVEL 



Brothel and Strip Club 

receipts will be denied 

on company expense 

reports.  



If your scheduled 

flight is delayed 

more than one hour, 

any drinks you  

purchase in the bar 

are not  

included in your  

Per diem. 



When on company     

business please do not 

beat up your 

Rideshare/Taxi  

driver.  

Even if they take you 

the long way. 



Please do your best 

not to get a speeding 

ticket while driving a 

company or rented 

car. Even though you 

are driving, it  

reflects badly on us.  



Should you find  

yourself traveling through 

airports often, please  

remove any body  

hardware that may hold 

up the security line and 

make you miss your plane. 

That will cost us more 

money. 



SECTION 11  

 

WTF  

Were  

You  

Thinking! 



Don't touch people  

inappropriately.  

 

Ever! 



 Screwing, banging, 

boinking, getting it 

on, humping etc. on 

company furniture 

during OR after 

hours is not only  

unsanitary but also  

unacceptable  

professional  

behavior. 



Curse, sext and  

make all obscene  

gestures and  

comments while not on 

company time. It just 

makes it easier for  

everyone. And avoids 

legal issues. 



Regarding dress 

code - share your 

outfit with social 

media friend's the 

night before. If just 

one person says no, 

maybe not, or 

ummmm, go back to 

your closet. 



Don't do  

recreational drugs or  

alcohol at work.  

Unless medically  

prescribed.  



The no smoking and 

vaping signs  

posted everywhere   

are not suggestions.   



 



SECTION 12  

 

You 

Have  

No  

Privacy 



Your personal bags can 

be inspected by us at 

any time. 



Regarding  

company  

computers, we can 

access them when 

you're not looking. 

Or maybe even when 

you are looking. 



 

There’s more, but  

to make it easy just  

refer to the title of this 

section….. 

 

You Have No  

Privacy. 



SECTION 

13 

 

Common 

Sense 



Remote meeting  

attendance requires the 

employee wear  

clothing. Not only from 

the waist up. 



Be 

Kind. 



We are committed  

to workplace safety.  

We need your help. 

Don't be clumsy or do 

stupid things to put 

yourself in harm’s way. 

Examples: Moving 

heavy furniture or  

including stairwells  

in chair races.  



Leave guns at  

 home. (unless you 

work in a department  

requiring guns i.e. LEO 

or Gun  

Manufacturing) If you 

live in your car and 

own guns please don’t 

park on company  

property. 



SOMEBODY will be  

offended by that meme 

or video you want to 

share. Just don't. 



Business Casual 

does not mean  

exposing the most 

skin possible with 

the least amount of 

clothing. This  

includes our Miami 

Beach Location. 



If out in  

public wearing  

company logo  

clothing, please  

represent us with  

respect. Even if it is the 

company sponsored  

Superbowl party. 



   

SECTION 14 

  

We Need 

You Healthy 

So We Can 

Get Wealthy 



Smokers/Vapers  

should multi-task  

and use their time  

outside while smoking 

to get their social media 

and online shopping fix. 

Now we don't have to  

consider extra  

PTO Days for  

non-smokers.  



     Stay home when    

you’re sick. Or when 

your government  

requires it. Otherwise 

it starts a sick day  

epidemic blaming 

you. Company  

productivity suffers. 

You can always work 

from home. 



We think terrible  

horrible things  

about your safety and 

welfare if you don't show 

up for work and we don't 

hear from you. Please let 

your supervisor or  

assistant know if you 

won't be joining us  

on any given day.  



Your fake  

 emotional support  

animal ID will not fly 

with us. There are  

laws, read them. If you 

have separation anxiety 

from your pet perhaps a 

stuffed animal on  

your desk may  

helpful. 



If you have called in 

sick, please do not post 

selfies of yourself on  

vacation, at the beach, 

passed out at a bar, at 

the ball game, or  

semi-clothed. 



 

Please refrain  

from wearing heavily 

scented lotions, perfumes 

and colognes. We have  

employees with allergies. 

If we lose them it costs  

us money. Or like the  

tuna sandwich,   

sometimes it just  

makes people gag. 



If you arrive early  

to use the company  

fitness center why not 

add a few extra steps 

and leave the parking 

spaces closer to the  

building for the late 

folks. 



 

SECTION 15  

 

Take Me 

To Your 

Leader 



We have tried to  

encourage leaders and 

managers to let you do 

your job. Some will  

micromanage you. Some 

think more hours means 

more productivity. Sorry. 

You should have asked 

better interview  

questions. 



 

Regarding  

the Chain of   

Command; it is a  

suggestion. Sometimes 

you need to ignore it. 

Use your judgment. 

We won't punish you if 

you use poor judgment 

once or twice. You'll 

figure it out  

eventually.  



Working from  

home/remote working 

(yes, they are different)  

arrangements should be 

negotiated between you   

and your supervisor.  

Or your government in 

mandated times. 



Reward and praise 

people for their work. 



Don't promote  

undeserving people. 



 

 Take risks. Just 

keep them legal, 

moral and ethical. If 

you are reprimanded 

for taking a risk 

please refer the  

reprimander to this 

policy. 



The Company  

Organization Chart can 

be found on our  

internal website.  

We no longer print it; it 

changes almost  

daily. 



SECTION 16 

 

TECH 

SENSE 



Please do not  

download  

messages or links from 

family/friends on  

company computers. 

We prefer human  

viruses over  

computer  

viruses. Much more  

manageable.  



Company emails  

are ours. And at  

times the government’s.  

And at times the 

press. Think before you 

hit send. We're more 

concerned about our  

reputation; 

not yours. 



Please treat your  

company  

computer as if it were 

your own; that  

includes using it as a 

doorstop when the  

pizza delivery person  

arrives. 



 

Please file your  

personal electronic 

documents on your 

personal drive. Not 

the company shared 

drive. It just avoids 

potential awkward 

moments for all of 

us. 



And please  

back up your  

Files.  

 

Twice. 



SECTION 17  

 

Gotta Give  

Respect To 

Get It! 



Don't retaliate. Let HR, 

our lawyer, or your  

lawyer handle things. 



And Leaders/

Managers,  don't  

retaliate if your  

employee  

retains a lawyer. 



If you have a  

problem with the  

personal  

appearance or  

viewpoints of any 

groups of people or  

individuals maybe this 

isn't the place for  

you to work. 



  
SECTION 18 

 

Random 

Stuff For 

Personal  

Reflection 



Don't complain about 

your job.  

 

You have one. 



If you have a  

Service Animal with 

you at work, it is not 

the job of the  

cleaning crew to take 

care of any 

mess. Own your pet 

responsibly. 



We keep track of  

patterned  

absenteeism and  

tardiness. You should 

do that too.  

 

Wink. 



Think before you 

post! Yes, we are 

monitoring your  

social media.  

 

And we're shaking 

our heads at times.  



Deliver what you  

promised.  

 

More than you  

promised is even better. 



Performance  

reviews are about 

making you better in 

order to make us 

more money. They 

probably won't  

financially reward 

you the way you had 

hoped. 



Strippers will not be  

allowed at company 

functions.  

 

This is  

non-negotiable. 



Steal office  

supplies with a  

conscience.  



Mailing, shipping  

and printing services 

should be limited to 

company business. 



Accommodate  

disabilities and 

please don't feel  

entitled to  

handicapped  

parking spaces if you 

merely sprain your 

ankle. 



 



SECTION 19 

 

IN 

CONCLUSION 



This HANDbook was 

written with one simple  

overriding rule in 

mind..... 

 

Use Your Head 



Oh, and of course 

management  

reserves the right to 

change/update  

policies in this  

HANDbook at any 

time. Without  

notifying you. Or  

updating the  

handbook. 



AND  

 

FINALLY.. 



The Mission  

Statement of our 

company is to make 

money for our  

stockholders and  

C-Suite. Our  

Vision is that you  

understand that and 

participate. 



 




