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Total Items Completed Remaining Progress

Foundational Contract Elements @

Contract Title & Parties

Clear identification of employer and employee with full legal names

Position Title & Department

Specific role designation and reporting structure

Start Date & Duration

Employment commencement and contract term (if applicable)

Employment Type
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Full-time, part-time, temporary, or permanent status

Work Location

Primary workplace and remote work provisions

Probationary Period

Duration and evaluation criteria (typically 3-6 months)

Job Description

Detailed responsibilities and performance expectations

Reporting Structure

Direct supervisor and organizational hierarchy

& Compensation & Benefits @

Base Salary/Hourly Rate

Clear compensation amount and payment frequency

Performance Bonuses

Bonus structure, criteria, and payment schedule

Stock Options/Equity

Equity participation terms, vesting schedules, and conditions

Health Insurance

Medical, dental, vision coverage and employer contribution

Retirement Benefits

401(k), pension plans, and employer matching
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Paid Time Off

Vacation, sick leave, personal days, and accrual rates

Overtime Policy

Overtime eligibility, rates, and approval requirements

Annual Review Process

Salary review timeline and performance evaluation criteria

@B Legal Protections & Obligations @

Confidentiality Agreement (NDA)

Protection of company proprietary information and trade secrets

Non-Compete Clause

Restrictions on working for competitors (if legally enforceable)

Non-Solicitation Agreement

Restrictions on soliciting employees, clients, or customers

Intellectual Property Rights

Ownership of work products, inventions, and creative materials

Termination Clauses

Grounds for termination, notice periods, and severance pay

Dispute Resolution

Mediation, arbitration, and legal jurisdiction clauses

Governing Law
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Which state/country laws apply to the contract

Amendment Procedures

How contract modifications must be made and documented

/| Performance & Development

Performance Metrics

Specific, measurable goals and key performance indicators

Review Schedule

Regular performance evaluation timeline and process

Training & Development

Professional development opportunities and funding

Career Advancement

Promotion criteria and career progression pathways

Disciplinary Procedures

Progressive discipline process and employee rights

Goal Setting Process

How objectives are established and monitored

{I] Work-Life Balance & Perks

Flexible Work Arrangements

Remote work options, flexible hours, and hybrid policies
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Maternity/Paternity Leave

Family leave policies and benefits

Employee Assistance Programs

Mental health support, counseling, and wellness programs

Company Equipment

Laptop, phone, software licenses, and equipment policies

Expense Reimbursement

Business travel, meals, and professional development expenses

Professional Memberships

Industry association memberships and certifications

m Technology & Innovation

Technology Use Policies

Acceptable use of company technology and equipment

Data Security Obligations

Cybersecurity responsibilities and data protection requirements

Social Media Guidelines

Professional social media conduct and company representation

Al & Automation Clauses

Impact of new technologies on job roles and responsibilities

Digital Asset Handling
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Cryptocurrency, digital payments, and virtual asset policies

Remote Work Technology

VPN access, cloud storage, and collaboration tools

Compliance & Legal Requirements m

Equal Employment Opportunity

Anti-discrimination policies and equal opportunity statements

Workplace Safety Standards

OSHA compliance and safety procedure requirements

Immigration & Work Authorization

I-9 verification and visa/work permit requirements

Background Check Requirements

Pre-employment screening and ongoing verification needs

Drug Testing Policies

Pre-employment and random drug screening requirements

Harassment & Discrimination Prevention

Zero-tolerance policies and reporting procedures

@ Implementation & Documentation m

Signature Requirements

Proper execution with witnesses, notarization if required
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Document Retention

Record keeping requirements and storage procedures

Employee Handbook Reference

Integration with company policies and procedures manual

Onboarding Integration

Coordination with HR onboarding process and systems

Legal Review Completion

Attorney approval and compliance verification

Template Standardization

Consistent format across all employment contracts

@ Critical Action Items

Contract Audit & Review

Complete review of all existing employment contracts

Legal Compliance Check

Verify adherence to current labor laws and regulations

Manager Training Program

Train supervisors on contract terms and implementation

Technology Integration

Implement contract management software and digital workflows

Performance Monitoring Setup
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Establish metrics to track contract effectiveness and compliance

Communication Strategy

Develop plan to communicate contract changes to all stakeholders

Professional Employment Contract Services

For expert guidance on employment contracts and staffing solutions, contact JZ Payroll

Outsourcing & Contract Staffing

This checklist serves as a comprehensive guide for employment contract development and should

be reviewed with legal counsel.
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