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Instructions

The Archive Index currently lists 2,139 documents, comprised of articles, forms, procedures, and manuals designed to be a quick reference to help you manage your business. It is divided alphabetically by sections.  To make the search process easier, the major headings, Section, and sub-headings, Category, are listed below.  To find a specific document, find the Section and Category and scroll down.  The Documents in each Category are also in alphabetical order. 

To request a specific document(s), you can call us directly or e-mail us with your contact information, being sure to include the Section, Category, Document name, Folder Number, and Location of the desired document. Most documents will be e-mailed or faxed back the same day.  Larger documents may need to be mailed.

Non-Archived material
In addition to the material already in the Archive, we regularly look for more information we think will help clients operate their businesses.   As a result, we update the Archive Index at least twice a year.  If you are looking for a document or information that is not currently in the Archive, send an Archive Request, as it may not yet be listed, but we may already have access to it.  

Try as we might, it is impossible to obtain and provide every document we would like to make available.  For a nominal fee, we will attempt to track down those documents you just can’t seem to locate. Additional fees will only be charged if we are able to provide the document(s).
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	Section
	Category
	Document
	Folder Number
	Location

	Business Planning
	Budgets
	10 Laws of Distribution and the ROI Tree
	BU2
	LFDOT

	Business Planning
	Budgets
	Additional Staff Request
	BU3
	LFDOTL

	Business Planning
	Budgets
	Annual Billing Forecast by Account
	BU1
	LFDOTL

	Business Planning
	Budgets
	Annual Billing Forecast by Individual Sales Person
	BU1
	LFDOTL

	Business Planning
	Budgets
	Annual Billing Forecast by Team/ Division
	BU1
	LFDOTL

	Business Planning
	Budgets
	Blank Monthly Expense Form
	BU1
	LFDOTL

	Business Planning
	Budgets
	Budget Process
	BU2
	LFDOTL

	Business Planning
	Budgets
	Budget Timeline
	BU3
	LFDOTL

	Business Planning
	Budgets
	Cost Containment
	BU3
	LFDOTL

	Business Planning
	Budgets
	Generic Outline for Marketing Plans
	BU1
	LFDOTL

	Business Planning
	Budgets
	Making a Business Plan
	BU1
	LFDOTL

	Business Planning 
	Budgets
	Payroll Calculation Forms - Hourly & Salaried
	BU1

HRD2
	LFDOTL

GW3

	Business Planning 
	Budgets
	Planning  An Annual Budget
	DS1
	LFLOTL

Drive H

	Business Planning
	Budgets
	Sample Budget – Service Department
	BU1
	LFDOTL

	Business Planning
	Budgets
	Sample Budget Customer Storage
	BU2
	LFDOTL

	Business Planning 
	Budgets
	Sample Budget Installation
	BU2
	LFDOTL

	Business Planning
	Budgets
	Sample Budget Rental
	BU2
	LFDOTL

	Business Planning
	Budgets
	Sample Budget Sales
	BU2
	LFDOTL

	Business Planning
	Budgets
	Sample Budget Service
	BU2
	LFDOTL

	Business Planning
	Budgets
	Sample Chart of Accounts
	BU1
	LFDOTL

	Business Planning
	Budgets
	Strategic Planning Model
	BU1
	LFDOTL

	Business Planning
	Budgets
	Training Expense Budget
	BU2
	LFDOTL

	Business Planning
	Budgets
	Wish List and Add-on Budget
	BU2
	LFDOTL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	Business Planning
	Development Strategies
	Business Checklist
	DS1
	LFLOTL

Diskette 113

	Business Planning
	Development Strategies
	Business Plan Content
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Buying a Business 
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Buy-Sell Agreements
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Checklist for Starting a Business
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Managing During An Economic Downturn
	DS1
	LFLOTL

Drive H

	Business Planning
	Development Strategies
	Manufacturing Business Plan
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Order Fulfillment Process
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Planning and Forecasting in Turbulent Times
	DS1
	LFLOTL

Drive H

	Business Planning
	Development Strategies
	Planning for the Year Ahead – 10 things to do
	DS1
	LFLOTL

Drive H

	Business Planning
	Development Strategies
	Preparing For Disaster With Succession Plans
	DS1
	LFLOTL



	Business Planning
	Development Strategies
	Relocation Checklist
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Results of Worker’s Survey
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Retention Guidelines for Documents
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Sample Business Plan Format
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Sample Due Diligence Checklist – Buying A Business
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Steps to Profitability
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Succession Planning
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Succession Planning – Financial and Legal Aspects
	DS1
	LFLOTL

	Business Planning
	Development Strategies
	Succession Planning: Plan Ahead 
	DS1
	LFLOTL



	Business Planning
	Development Strategies
	Understanding Buy-Sell Agreements
	
	

	Business Planning
	Development Strategies
	Valuing a Business
	DS1
	

	Business Planning
	Development Strategies
	When Bigger Isn’t Better  - Size Doesn’t Matter, But Profits Do
	DS1
	LFLOTL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	Business Planning
	Financial Management
	6 Secrets for Writing Collection Letters
	FMT
	LFLOTL



	Business Planning
	Financial Management
	6 Tips for making Collection Calls
	FMT
	LFLOTL



	Business Planning
	Financial Management
	9 Collection Tips for Small Business
	FMT
	LFLOTL



	Business Planning
	Financial Management
	10 Questions to Ask Before Deciding to Sue a Collection Account
	FMT
	LFLOTL



	Business Planning
	Financial Management
	ABC’s of Telephone Collections
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Accounting for Uncollectible Accounts
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Altman Z Score
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Automatic Stay – What Every Creditor Should Know
	FMT
	LFLOTL

	Business Planning
	Financial Management
	B2B Collection Agency Placement Strategies
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Basic Outline for Developing a Credit Policy
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Collection Letter – Sample Final Demand
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Collection Letter – Sample Reminder
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Connecting Marketing Metrics to Financial Consequences
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Credit and A/R Operations Checklist
	FMT
	LFLOT

	Business Planning
	Financial Management
	Credit and Collection Policy Basics
	FMT
	LFLOTL 

	Business Planning
	Financial Management
	Credit Application and Bank Authorization Form
	FMT
	LFLOTL



	Business Planning
	Financial Management
	CEI – Collection Effectiveness Index
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Credit Extensions are Loans w/Sample Credit App.
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Creditor Won’t Sue
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Documents Against Payment and Documents Against Acceptance w/ Payments Flow Chart
	FMT
	LFLOTL



	Business Planning
	Financial Management
	DSO - Days Sales Outstanding
	FMT
	LFLOTL



	Business Planning
	Financial Management
	DSO – Using DSO to Measure Collection Efficiency
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Establishing Accounting Controls
	 FMT
	LFLOTL

	Business Planning
	Financial Management
	Establishing an Appropriate Bad Debt Reserve
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Evaluating Accounts Receivable
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Final and Binding Arbitration
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Five C’s of Credit Management, The
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Improving Your Financial Management Skills
	 FMT
	LFLOTL

	Business Planning
	Financial Management
	Involuntary Bankruptcy under U.S. Title 11
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Using Key Indicators
	 FMT
	LFLOTL

	Business Planning
	Financial Management
	Key Financial Management Ratios
	 FMT
	LFLOTL

	Business Planning
	Financial Management
	Key Strategic Indicators
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Determining Your Z-Scores
	 FMT
	LFLOTL

	Business Planning
	Financial Management
	Determining Your Growth Rate
	 FMT
	LFLOTL

	Business Planning
	Financial Management
	Improving Working Capital Management
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Measure and Manage Collection Efficiency Using DSA
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Performance Measures For Credit, Collections, and A/R
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Probability of Collecting on Past Due Accounts
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Reliability of Financial Statement on U.S. Firms
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Self-examination of your credit and A/R operations
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Setting a reasonable credit limit
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Telephone Collections: 10 Do’s and Don’ts
	FMT
	LFLOTL



	Business Planning
	Financial Management
	Uncollected Dollars are Threatening Your Survival
	FMT
	LFLOTL

	Business Planning
	Financial Management
	What are the Advantages & Disadvantages of Outsourcing Payroll Function?
	FMT
	LFLOTL

	Business Planning
	Financial Management
	Why Informal Reorganizations Fail
	FMT
	LFLOTL  



	Business Planning
	Financial Management
	Your Company’s Annual Legal Review – Checklist
	 FMT
	LFLOTL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	Business Planning
	Goal Setting
	95 Tips for Leaders
	GO1
	LFDOTL

	Business Planning 
	Goal Setting
	Blank Goal Setting Form
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Corporate Goals – Action Steps
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	 Corporate Goals Review
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Goal Setting #1
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Goal Setting #2
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Goals and Objectives for Sales Management
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	How Do We Set Goals?
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Keeping Your Business Edge
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Objectives and Tactics – Installation Dept
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Personal Action for Corporate Goals
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Project Goal Planner Form
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Questions to Facilitate Goal Setting
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	S.M.A.R.T. Goal Setting
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Bonus Plans Goals and Objectives
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Corporate Goals
	GO1 HRD2
	LFDOTL GW3

	Business Planning
	Goal Setting
	Sample Corporate Goals with Supporting Objectives
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Furniture Division Goals 
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Goals
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Goals and Objectives-Installation Dept
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Mission and Beliefs
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Mission Statements
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Vision/Mission Statements
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Sample Warehouse Goals
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	SCAM – setting goals
	GO1
	LFDOTL

	Business Planning
	Goal Setting
	Unconventional Bits of Wisdom for Goal Setting
	GO1
	LFDOTL

	Business Planning 
	Goal Setting
	Writing a Mission Statement
	GO1
	LFDOTL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	General Administration
	Miscellaneous
	6 Ways Attorneys Will Attack Your Investigation
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	7 Steps to a Drama-Free Office
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Access to Personnel Files – State by State Laws
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Conducting Workplace Investigations
	GA-M
	LFLOBL

	General Administration
	Miscellaneous
	How To Conduct an Effective Workplace Investigation
	GA-M
	LFLOBL

	General Administration
	Miscellaneous
	Know Your Notification Obligations
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Providing References – State by State Regulations
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	PTO Pointers
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Records: Identifying Vulnerable Spots
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Reducing Delinquent Accounts
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Security Best Practices
	GA-M
	LFLOBL

	General Administration
	Miscellaneous
	Smoking in the Workplace  - State by State Guidelines
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Trash Old Documents at Your Risk
	GA-M
	LFDOBL 

	General Administration
	Miscellaneous
	Who Owns the product: Contractors or You?
	GA-M
	LFLOBL



	General Administration
	Miscellaneous
	Why Employees Turn to Unions – Preventative Steps
	GA-M
	LFDOBL 

	General Administration
	Miscellaneous
	Workers’ Compensation and The Going-And-Coming Rule
	GA-M
	LFDOBL

	General Administration
	Miscellaneous
	Workplace Investigations: Don’t End Up as The Target
	GA-M
	LFDOBL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	General Administration
	Quality
	10 Best Practices for Employee Surveys
	QP3
	LFDOBL
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	General Administration
	Quality
	Brain Storming
	QP1
	LFDOBL

	General Administration
	Quality
	Client Telephone Survey
	QP3
	LFDOBL

	General Administration
	Quality
	Continuous Service Survey Postcard
	QP2
	LFDOBL

	General Administration
	Quality
	Core Service Expectations
	QP1
	LFDOBL

	General Administration
	Quality
	Cost of Quality
	QP3
	LFDOBL

	General Administration
	Quality
	Creating Quality Teams Handbook
	QP1
	LFDOBL

	General Administration
	Quality
	Customer Satisfaction Measurement Survey
	QP3
	LFDOBL

	General Administration
	Quality
	Effective Discussions Skills
	QP1
	LFDOBL

	General Administration
	Quality
	Effective Measurement
	QP1
	LFDOBL

	General Administration
	Quality
	Employee Suggestion Systems
	QP1
	LFDOBL

	General Administration
	Quality
	Highly Responsive Quality Teams
	QP1
	LFDOBL

	General Administration
	Quality
	Improvement Steps to Problem Solving
	QP1
	LFDOBL

	General Administration
	Quality
	Internal Quality Survey for Installation Dept
	QP2
	LFDOBL

	General Administration
	Quality
	Inventory Management Performance
	QP3
	LFDOBL

	General Administration
	Quality
	Key Customer Expectations
	QP1
	LFDOBL

	General Administration
	Quality
	Knowing My Customers Expectations
	QP1
	LFDOBL

	General Administration
	Quality
	Making Team Improvements
	QP1
	LFDOBL

	General Administration
	Quality
	Order Fulfillment Process
	QP3
	LFDOBL

	General Administration
	Quality
	Overview of Service Quality
	QP1
	LFDOBL

	General Administration
	Quality
	Performance Measurement Handbook Volume 1
	QP2
	LFDOBL

	General Administration
	Quality
	Performance Measurement Handbook Volume 2
	QP2
	LFDOBL

	General Administration
	Quality
	Process Mapping
	QP1
	LFDOBL

	General Administration
	Quality
	Quality Improvement Groups – The Goal
	QP1
	LFDOBL

	General Administration
	Quality
	Quality Improvement Process
	QP1
	LFDOBL

	General Administration
	Quality
	Sample Quality Evaluation for Installation
	QP2
	LFDOBL

	General Administration
	Quality
	Sample Quality Evaluation for Service Dept
	QP2
	LFDOBL

	General Administration
	Quality
	Sample Quality Measurements Installation
	QP1
	LFDOBL

	General Administration
	Quality
	Sample Quality Measurements Outside Service
	QP1
	LFDOBL

	General Administration
	Quality
	Sample Quality Measurements Refurbishing
	QP1
	LFDOBL

	General Administration
	Quality
	Sample Quality Measurements Rental Dept
	QP1
	LFDOBL

	General Administration
	Quality
	Sample Quality Measurements Storage
	QP1
	LFDOBL

	General Administration
	Quality
	Sample Quality Survey for a Project
	QP2
	LFDOBL

	General Administration
	Quality
	Service Management Practices Inventory
	QP1
	LFDOBL

	General Administration
	Quality
	The Future of Quality
	QP1
	LFDOBL

	General Administration
	Quality
	The Role of Team Members
	QP1
	LFDOBL

	General Administration
	Quality
	Using Performance Measurements to Improve Productivity and Quality
	QP1
	LFDOBL

	General Administration
	Quality
	Warehouse Productivity
	QP3
	LFDOBL

	General Administration
	Quality
	What Makes a Measure Meaningful?
	QP3
	LFDOBL

	General Administration
	Quality
	Why Chase Quality?
	QP3
	LFDOBL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	Human Resources
	After You Hire
	Does a new hire get paternity leave?  Q & A
	HP1
	VFL

Diskette 105

	Human Resources
	After You Hire
	Five Things You Should Know About Orientation
	HP1
	VFL

Diskette 105

	Human Resources
	After You Hire
	Interview Evaluation (blank form)
	HP1
	VFL

	Human Resources
	After You Hire
	New Employee Checklist
	HP2
	VFR

	Human Resources
	After You Hire
	New Employee Orientation
	HP1   HRD2
	VFL  

	Human Resources
	After You Hire
	New Employee Orientation: How to Do it Right
	HP2
	VFR

	Human Resources
	After You Hire
	New Hire Training Record
	HP2
	VFR

	Human Resources
	After You Hire
	Orientation Checklist
	HP2
	VFR   

	Human Resources
	After You Hire
	Position Profile (blank form)
	HP1
	VFL

	Human Resources
	After You Hire
	Screening Interviewing Guide (blank Form)
	HP1
	VFL

	Human Resources
	After You Hire
	Signing Out/In Company Equipment or Property
	HP2
	VFR

	Human Resources
	After You Hire
	Top 10 Interviewing Tips
	HP1
	VFL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	Human Resources
	Before You Hire
	5 Easy Rules for Fighting Hiring Lawsuits
	HP2
	VFR

	Human Resources
	Before You Hire
	5 Worst Interview Questions & What to Ask Instead
	HP2
	VFR

	Human Resources
	Before You Hire
	6 Common Mistakes in Hiring Support Staff
	HP2
	VFR

	Human Resources
	Before You Hire
	Application for Employment
	HP1
	VFL

	Human Resources
	Before You Hire
	Application for Employment 2
	HP1
	VFL

	Human Resources
	Before You Hire
	Background Checks: Pros and Cons
	HP1
	VFL

	Human Resources
	Before You Hire
	Background Investigations Log
	HP1
	VFL

DSK

	Human Resources
	Before You Hire
	Can We Check Applicants’ Driving Records?  Q & A
	HP1
	VFL



	Human Resources
	Before You Hire
	Can We Require Social Security Numbers? 

Q & A
	HP1
	VFL 



	Human Resources
	Before You Hire
	Can We Withdraw and Employment Offer?
	HP1
	VFL



	Human Resources
	Before You Hire
	Retention: Can You create It In the Way You Hire?
	HP2
	VFR

	Human Resources
	Before You Hire
	Checklist For Hiring Employees
	HP1
	VFR

	Human Resources
	Before You Hire
	Checklist of Illegal Interview Questions
	HP1
	VFL

DSK

	Human Resources
	Before You Hire
	Choosing the Best Candidate
	HP2
	VFR

	Human Resources
	Before You Hire
	Conducting A Basic Job Function Survey
	HP1
	VFL

	Human Resources
	Before You Hire
	Conducting Legal Background Checks
	HP1
	VFL

	Human Resources
	Before You Hire
	Contracts and the Employment Relationships
	HP1
	VFL



	Human Resources
	Before You Hire
	Cost of Turnover - worksheet
	HP2
	VFR

	Human Resources
	Before You Hire
	Determining If a Candidate Has Top Performer Potential
	HRD1
	GW4

	Human Resources
	Before You Hire
	Do I really need to bother with background checks?  Q & A
	HP1
	VFL



	Human Resources
	Before You Hire
	Do We Have to Rehire Personnel Who Were Laid Off?
	HP1
	VFL



	Human Resources
	Before You Hire
	Essential Functions – Most Common Mistakes
	HP2
	VFR  

	Human Resources
	Before You Hire
	Guide to Reviewing Resumes & Handling References
	HP1
	VFL

	Human Resources
	Before You Hire
	“Hire” Education – Legal Lessons For  a Lawsuit-Free Hiring Process
	HP1
	VFL

	Human Resources
	Before You Hire
	Hiring Pitfalls
	HP1
	VFL



	Human Resources
	Before You Hire
	How Do I Calculate Cost Per Hire?
	HP1
	VFL

	Human Resources
	Before You Hire
	How Do We Add Recruits Without Alienating Existing Employees?
	HP1
	VFL



	Human Resources
	Before You Hire
	How Do We Determine an Applicant’s Flexibility and Problem-Solving Skill?
	HP1
	VFL



	Human Resources
	Before You Hire
	Importance of Retention to The Bottom Line
	HP2
	VFR

	Human Resources
	Before You Hire
	Interviewing
	HP1
	VFL

	Human Resources
	Before You Hire
	Interviewing Job Applicants
	HP2
	VFR

	Human Resources
	Before You Hire
	Interviewing Made Easy
	HP1
	VFL

	Human Resources
	Before You Hire
	Interview Questions – 8 Questions for Accountants
	HP1
	VFL

	Human Resources
	Before You Hire
	Interview Questions You Shouldn’t Ask
	HP1
	VFL



	Human Resources
	Before You Hire
	Job Offer Letter – Exempt Position
	HP1
	VFL  

	Human Resources
	Before You Hire
	Legal Issues
	HP1
	VFL

	Human Resources
	Before You Hire
	Locating Qualified Applicants
	HP1
	VFL

	Human Resources
	Before You Hire
	Navigating the Hiring Process
	HP1
	VFL

	Human Resources
	Before You Hire
	No Background Screening? Call Yourself Defendant
	HP2
	VFR

	Human Resources
	Before You Hire
	Non-compete?  7 Tips for hiring managers
	HP2
	VFR 

	Human Resources
	Before You Hire
	Offer Letter – Generic
	HP2
	VFR

	Human Resources
	Before You Hire
	Offer Letter – Exempt Position
	HP2
	VFR

	Human Resources
	Before You Hire
	Offer Letter – Exempt with Management Bonus
	HP2
	VFR

	Human Resources
	Before You Hire
	Offer Letter – Exempt with Relocation
	HP2
	VFR

	Human Resources
	Before You Hire
	Offer Letter – Sales Position
	HP2
	VFR

	Human Resources
	Before You Hire
	Planning the Ideal Hiring Interview
	HP2
	VFR

	Human Resources
	Before You Hire
	Pre-Employment Testing
	HP1
	VFL

	Human Resources
	Before You Hire
	Recruitment Sources
	HP1
	VFL

	Human Resources
	Before You Hire
	Reference Check Worksheet
	HP1
	VFL

	Human Resources
	Before You Hire
	Reference Release Form
	HP1
	VFL

	Human Resources
	Before You Hire
	Rejection Letters – Do’s and Don’ts
	HP2
	VFR

	Human Resources
	Before You Hire
	Reviewing Applications and Resumes
	HP1
	VFL

	Human Resources
	Before You Hire
	Restrictive Covenant Question – Should You Hire?
	HP2
	VFR

Diskette 110

	Human Resources
	Before You Hire
	Setting Position Requirements
	HP1
	VFL

	Human Resources
	Before You Hire
	Should you have a no re-hire policy?
	HP1
	VFL

	Human Resources
	Before You Hire
	Should We Poach Employees From the Competition?
	HP1
	VFL



	Human Resources
	Before You Hire
	Substance Abuse Test
	HP1
	VFL

	Human Resources
	Before You Hire
	Telephone Reference Check
	HP2
	VFR

	Human Resources
	Before You Hire
	Telephone Screening
	HP1
	VFL

	Human Resources
	Before You Hire
	Tools to Hire the Best
	HP2
	VFR

	Human Resources
	Before You Hire
	Verification of Previous Employment Form
	HP2
	VFR



	Human Resources
	Before You Hire
	What Is The Best Way to Determine Recruiting Needs?
	HP2
	VFR



	Human Resources
	Before You Hire
	What Role Do Job Descriptions Play When Recruiting Top-notch Employees?
	HP1
	VFL



	Human Resources
	Before You Hire
	What to Include in Your Job Descriptions
	HP2
	VFR

	Human Resources
	Before You Hire
	Workplace Investigation: Essential Do’s & Don’ts
	HRM2
	VFR2

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	Human Resources
	Commission Plans
	Draw plus Commission
	CP1
	VFL

	Human Resources
	Commission Plans
	Salary plus Draw
	CP1
	VFL

	Human Resources
	Commission Plans
	***See additional Plans below in the Sales Agreement  and Sales Agreements and Commission Plan sections***
	CP1
	VFL

	
	
	
	
	

	Section
	Category
	Document
	Folder Number
	Location

	Human Resources
	Company Handbook/

Policy
	4 Common Mistakes In Your manual
	HP2
	VFR

	Human Resources
	Company Handbook/

Policy
	401K
	HP2

HP2D
	VFR

	Human Resources
	Company Handbook/

Policy
	Accommodation
	HB1
	TDD

	Human Resources
	Company Handbook/
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