Employee Manual Acknowledgment Form
This acknowledgement form shall be completed by all new hires/employees and submitted to the Chief of Operations within the first 14 days of their employment, or prior to the commencement of their first job. 
All existing employees hired prior to May 2023 are required to read this handbook and submit this acknowledgement form to the Chief of Operations within 30 days of receiving this manual. After you have read this manual, you should discuss any information that you do not understand with a Hometown Builders of Greater Lansing, LLC.’s Operations Representative. You may submit the form by mailing, emailing or by personally submitting the form. This will be filed as part of your permanent personnel record. 
I have received and read the Hometown Builders of Greater Lansing, LLC. EMPLOYEE MANUAL. I understand the company's policies and practices and will refer to this manual periodically as needed. I will also contact my supervisor and/or the Chief of Operations if I have any further questions.
I understand that, by following these rules, I will create a safer place to work for my co-workers and myself. I also understand that violation of these and/or customer rules, policies, procedures, regulations etc. are grounds for disciplinary action, up to and including termination of my employment.
 

______________________________                                               ______________________________                                              
Employee Name (please print)                                                 Employee Signature                                                             Date:
