1. Print final draft. Attractively bind or place in a 3-ring binder. Display in a prominent place within the office for ease of employee access. 

A. NOTE: Thoroughly proofread your finished document before printing, making all required corrections! 

2. Create an abridged version of the Employee Manual to be issued to each employee. The abridged version should cover areas which can result in employee disciplinary action. (i.e., codes of conduct, attendance, etc.) This should also include a tear-off page that the employee signs as proof of receipt. 

3. Create a PowerPoint presentation that outlines what is included in the Employee Manual, how management and employees use the Employee Manual, and where to find the full text version (in-office & company web site). Orally present to the staff. 

4. Post the unabridged version to the company web site. 

