‘ Ne ssmnrummns"'

HELPING STARTUPS TO START

I KeY
rOLICIES
ANDB
AGREEMENTS
FOR
STARTURS

IN THE SUCCESS STORY OF EVERY
STARTUPR, WELL-WRITTEN AGREEMENTS
AND POLICIES PLAY AN IMPORTANT ROLE..... ¥

WE HELP STARTUPS TO START



Hello friends,

Today, | am excited to present to you a booklet that

will not only help you bring your dream startup to life but will
also ensure that your journey is well-planned and secure.
Have you ever wondered how much more successful your
startup could be if you had the right guidance?

In this booklet, we have compiled all the essential
agreements and policies that can protect your startup from
legal challenges and disputes, setting it on a stable and
secure path. This is the key to turning your dream business
into reality.

Through this booklet, we will provide you with all the
necessary information to create strong and clear
agreements with your co-founders, investors, and
employees. It will lay a foundation for your startup that is not
only strong but also ready for growth.

| am confident that you are excited to make your startup
dreams come true. But, are you ready to do it with the right
direction and protection? "1 Essential Agreements and
Policies for Startups” will give you all the tools and
knowledge you need for this journey.

So, let’s take the first step towards truly making your startup
a success with this booklet. This investment of your time will
undoubtedly prove invaluable in the future.
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There are many startups in the market, and a unique and
memorable name can distinguish your startup from all others
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FOUNDERS' AGREEMENT

Shared Vision, Collective Effort, Prosperous Future

The Founders' Agreement, also known as the Founders' Contract, is a crucial document that outlines the
agreement among the founders of a startup or a new business venture. This agreement details all the important
aspects related to business operations, decision-making processes, the roles and responsibilities of each founder,
the distribution of shares, and the division of profits and losses. Its primary purpose is to foster clarity and mutual
understanding among the founders during the early stages of the business venture, thereby reducing the
likelihood of disputes in the future and helping the founders focus on their business goals.

This agreement typically includes instructions regarding the roles and responsibilities of the founders, specifying

which tasks each founder will handle and what their responsibilities will be. The distribution of shares determines
the ownership stake each founder will have in the company, while the division of profits and losses outlines how
the business's financial gains or losses will be shared. The decision-making process clarifies the role and voting
rights of each founder, and the exit conditions specify the terms under which a founder can leave the business. It
also includes confidentiality and non-compete agreements to ensure that the founders safeguard business
secrets and do not engage with a competing business for a specified period.

Clarity and Detailed Writing

All terms, responsibilities, and procedures in the Founders' Agreement should be clearly
and comprehensively documented. This helps to avoid any misunderstandings or
disputes in the future. It is essential to thoroughly explain the roles of the founders, the
distribution of shares, the division of profits and losses, and the decision-making process.

Extensive Discussion and Agreement

Engage in thorough discussions with all the founders, and there should be mutual
agreement on every part of the agreement. This ensures that all founders understand and
agree to each section of the agreement, thereby preventing any potential disagreements
in the future.

The business landscape and the needs of the founders may change over time. Therefore,
the agreement should be flexible and regularly updated. This allows the founders to make
necessary changes to the agreement based on the current circumstances.

03 Flexibility and Provision for Updates

Seeking Legal Advice
As the Founders’ Agreement is a legal document, it is crucial to seek legal advice when

drafting it. A qualified lawyer can ensure that all legal aspects are properly addressed
and that the agreement complies with all relevant legal rules and regulations.



PRIVACY POLICY

Respect for privacy is the hallmark of a civilized society

A privacy policy is a document that outlines how your company handles customer information. It covers all
aspects, from collecting and using information to securing it and, in some cases, sharing it with others. This is not
just a legal requirement; it also shows your customers that you value their privacy. By having a transparent privacy
policy, your business becomes more trustworthy, helping customers understand what you do with their
information. A good privacy policy includes key elements such as data collection, data usage, data sharing,
security, and user rights. It explains what types of information you collect, how you use this information, under what
circumstances and with whom this information may be shared, and how you keep this information secure. It also

includes what rights customers have regarding their information, such as the right to access, correct, or delete
their data. You can use online templates to create this, but it's advisable to consult a lawyer who can help you
prepare it correctly.

Clarity and Transparency

Your privacy policy should be clear and easy to understand. Instead of using complex
legal jargon, explain in simple and straightforward language what information you collect
from users, how you use it, and how you keep it safe. This helps users easily understand
what is happening with their information.

User Rights

Clearly state the rights users have concerning their data in your privacy policy, such as
the right to access, modify, delete, or object to the use of their data. This empowers users
by giving them control over their privacy.

Data Security Measures
It is important to show in your privacy policy what technical and organizational measures

you are taking to secure users’ data. This can include processes like encryption, access
control, and data backups. This assures users that their data is in safe hands.

Different countries and regions have various data protection laws, such as GDPR in Europe
and CCPA in California. Your privacy policy must comply with all these mandatory legal
standards, and if your business operates internationally, you should keep your policy
updated to meet these standards.

Ulll Legal Compliance and International Standards



REFUND POLICY

Customer Satisfaction is Our Top Priority

We all know that a good refund policy means keeping customers happy and earning their trust. This becomes
even more important when you are a business owner or a startup founder. After all, our goal is not just to increase
sales but also to build a strong and lasting relationship with our customers. A solid refund policy assures
customers that if they face any issues with our product or service, we will address their concerns. This not only
makes them feel secure but also provides us with valuable feedback to improve our products and services.

When creating a refund policy, clarity and brevity are crucial. The terms and conditions should be explained in
language that customers can easily understand. Additionally, the refund process should be as simple and

customer-friendly as possible. Managing the product return process is also important. A well-organized process is
not only beneficial for us but also reassures customers that their issues will be resolved.

It is essential to study and learn from the refund policies of successful companies in your field. This helps us
understand the practices that lead to customer satisfaction and business success. One should always remain
flexible with the refund policy. It should be updated from time to time based on market conditions and customer
feedback. This allows us to build better relationships with our customers and provide them with better service.

Time Frame

There should be a clear mention of the time frame in the refund policy. Inform the
customer how much time they have to apply for a refund after purchasing the product.
Also, provide an estimated time for completing the refund process.

Conditions for Eligibility

It is extremely important to clearly state the conditions for eligibility for a refund. These
conditions could relate to the product's condition, usage period, and packaging. This
helps customers understand the circumstances under which they would be eligible for a
refund. Your refund policy should include a list of items that cannot be refunded.

Documentation Required
It is important to clearly list the documents that customers need to submit when applying

for a refund. This list may include documents such as the purchase receipt, product
warranty card, and photos of the product. This ensures that there are no delays in the
refund process and that customers can correctly present their claim.

Exchange Option
Sometimes, customers prefer to choose the exchange option instead of a refund.

Therefore, your refund policy should clearly explain the exchange options as well. This
option provides more flexibility to customers and strengthens their relationship with your
business.



EMPLOYEES RELATED AGREEMENTS

Truth and Transparency Strengthen Relationships

These agreements serve to strengthen the relationship between the company and its employees and clarify the
rights and responsibilities of both parties. The offer letter includes details such as the job location, position, salary,
and other benefits. Additionally, it describes the working hours, holiday policies, and conditions of employment.

A Non-Disclosure Agreement (NDA) binds the employee to not share the company's sensitive information, such as
trade secrets, customer details, and production techniques, with external parties. The Non-Compete Agreement
restricts the employee from working with a direct competitor or starting their own business for a specific period
after leaving the company. The purpose of this is to protect the company’s trade secrets and client lists.

These agreements not only define the employee’s responsibility to perform their work on time and in an
appropriate manner, but they also include the obligation to adhere to the company’s policies and procedures. This
includes respectful behavior towards colleagues and compliance with workplace safety standards. The main goal
of these agreements is to maintain clear and smooth relations between the company and the employee, ensuring
that both parties are fully aware of their rights and responsibilities and comply with them.

Legal Compliance

It is crucial to ensure that all agreements comply with local, state, and central labor laws.
This includes regulations related to minimum wage, overtime, holidays, and safety
standards. Ensuring legal compliance protects the company from potential legal issues in
the future.

Flexibility and Fairness

Flexibility and fairness are essential when drafting any agreement. The agreement should
include provisions that protect the interests of both the employee and the company. This
includes terms related to promotions, transfers, and termination of employment. Flexibility
helps both the employee and the company adapt to changing circumstances.

Termination Conditions
The agreement should clearly outline the conditions under which employment may be

terminated. This includes terms for dismissal, resignation, and retirement. It should also
specify the procedures to be followed by either party when terminating the agreement,
such as the notice period and any termination benefits.

Clarity of Terms
The most important aspect of drafting agreements is ensuring clarity of terms. The

agreement should comprehensively describe all key aspects of the relationship between
the employee and the company, such as working conditions, salary, working hours,
holiday policies, and other benefits. This helps prevent any misunderstandings in the



NON-DISCLOSURE AGREEMENTS (NDAS)

In business, your ideas are your greatest treasure; an NDA is
the promise to keep them safe

A Non-Disclosure Agreement (NDA), also known as a confidentiality agreement, is a legal document between two
parties, such as a business owner or startup founder and another party like a partner, client employee, or vendor.
Under this agreement, the other party agrees to keep any business-related information confidential and not share
it with a third party. An NDA is especially important because it protects ideas, safeguards business strategies,
builds customer trust, and provides legal protection.

An NDA includes the following key elements:

Definition of Confidentiality: The agreement clearly specifies what information will be considered confidential.
Duration: The period during which confidentiality must be maintained.

Consequences of Breach: The legal repercussions if the agreement is violated.

An NDA should be used particularly when discussing new ideas, hiring new employees (especially if they will have
access to sensitive information), or forming new business partnerships. This agreement serves as a crucial tool for
business owners and startup founders to protect their ideas and strategies.

Definition of Confidential Information

The first and most important step is to clearly define what constitutes confidential
information. Determine which information will be considered confidential and which will
not. This may include technical data, business strategies, client information, production
secrets, etc. Clearly outline which information can be shared and which cannot.

Duration of Agreement

It is essential to clearly define the duration of the agreement. Decide how long the
confidentiality terms will remain in effect. Some NDAs expire upon the completion of a
specific project, while others may remain valid for several years. This should be explicitly
stated in the agreement.

Obligations and Exceptions

The obligations of the parties and any exceptions should be clearly outlined in the
agreement. This includes details on how the information can be used and under what
circumstances exceptions to confidentiality may be allowed. For example, if the

information is already public or if disclosure is required by legal order.

Consequences of Breach
The consequences of breaching the agreement should be clearly detailed. This may

include compensation for damages, legal action, and other potential outcomes. To
ensure that both parties understand the seriousness of the agreement, it should be
written clearly and in detail.



VENDOR/SUPPLIER AGREEMENTS

In business, there is no better protection than a
good vendor agreement

When we start a business, we face many challenges, and one of the key challenges is selecting the right vendors
or suppliers. These are the companies or individuals who provide the necessary goods or services for our business.
In this context, the importance of vendor/supplier agreements becomes evident. A vendor/supplier agreement is a
type of contract between a business and its vendors/suppliers. This agreement includes details like the supply of
products or services, pricing, delivery terms, payment conditions, quality requirements, and methods for resolving
issues. Such an agreement is necessary because it provides clarity and security for both parties, ensures quality

control, clearly defines pricing and payment terms, resolves delivery and stock issues, and offers a way to settle
disputes. While creating a vendor/supplier agreement, it is crucial to provide a detailed description of the products
or services, clearly state the pricing and payment terms, decide on the delivery time, place, and method, set
quality control standards, and clarify the process for dispute resolution.

Vendor/supplier agreements not only provide financial and operational security but also help lay the foundation
for strong and positive relationships between company and vendors.

03
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Detailed Product or Service Description

The first and most important thing when creating vendor/supplier agreements is to
provide a detailed description of the products or services. This should include the quality,
quantity, and specific details like size, color, and usage method of the products. This
ensures that there is no misunderstanding between the parties and helps avoid any
disputes in the future.

Pricing, Delivery, and Payment Terms

When creating vendor/supplier agreements, it is essential to clearly define pricing and
payment terms. This should include the price of the product or service, payment methods,
payment deadlines, and any discounts or surcharges. This helps prevent financial
disputes and establishes clear financial relationships. It should also include clear
instructions about the delivery time, place, and method.

Quality Control and Dispute Resolution

The agreement should clearly define quality standards and specify what steps will be
taken if the product or service does not meet these standards. Additionally, it should
include the process for resolving disputes to ensure that any issues that arise in the future
can be easily settled.

Termination Clauses

The rules and conditions for terminating the agreement are also very important. These
conditions clarify the circumstances under which the agreement can be terminated, the
process for doing so, and the consequences of termination. This provides both parties
with a means to avoid unfair situations.



SERVICE LEVEL AGREEMENTS/FREELANCER AGREEMENT/CONSULTANCY AGREEMENT

Agreements do not bind us; rather, they guide us
towards shared goals

These agreements function in various situations, each with its unique characteristics. A Service Level Agreement, or
SLA, is an agreement between a service provider and a client, detailing the quality, availability, and responsibilities
related to the services provided. It helps the business ensure that the service provider delivers the services
according to the agreed-upon quality and timeframe. On the other hand, when a business assigns work to a
freelancer, the agreement between them is known as a Freelancer Agreement. This agreement includes details
about the nature of the work, deadlines, and payment terms, helping businesses establish clear relationships with

freelancers and ensure timely completion of tasks. A Consultancy Agreement is used when seeking expert advice
or services, and it is an agreement between a business and a consultant, covering important aspects like the
scope of services, payment, and the duration of the service. These agreements protect the business and ensure
clear communication between the business and its partners. This leads to smoother operations, increased
customer satisfaction, and easier resolution of disputes. Understanding how these agreements work and how to
implement them in your business is crucial for business owners.

Performance Monitoring and Reporting

All types of agreements should clearly outline the methods for performance monitoring
and reporting. This ensures that the quality and timeliness of services are regularly
checked. The agreement should detail the metrics that will be used to evaluate
performance and how frequently and in what format the reports will be presented.

Dispute Resolution

Every agreement should clearly specify the process for resolving disputes. This provides a
pre-defined mechanism for settling any conflicts quickly and effectively. The agreement
should include details about mediation, arbitration, or legal proceedings as methods for
dispute resolution.

The agreement should clearly state the process for making amendments and
modifications. This helps in managing any changes that may arise during the term of the
agreement smoothly. It ensures that any changes to the agreement are made in writing
and with the mutual consent of both parties.

03 Amendments and Modifications

Termination Conditions
The agreement should describe the conditions under which it can be terminated,

including the process for termination, any notice requirements, and details regarding
payment for work done up to the point of termination. This ensures that if the agreement
is terminated, both parties are aware of the steps that need to be taken next.



EMPLOYEE HANDBOOK

Successful people don’t do different things; they do things differently

In simple terms, this is the Bible’ of our organization. It guides the thoughts, dreams, and the path we follow to
achieve our goals. It offers a glimpse into our culture, explaining who we are, what our values are, and how we
approach our work. The handbook contains all the rules and regulations that apply in our workplace. It provides
clarity on what is expected from employees and what they will receive in return.

We want our employees to grow and develop, which is why the handbook details the resources available for
learning and development. The health and safety of our employees are our top priorities. The handbook describes

the health and safety policies that ensure our workplace remains safe and healthy. We understand the
importance of balancing work and personal life, so the handbook includes details on vacation, sick leave, and
other leave policies. It also outlines the tools and techniques for communication and collaboration, helping
employees work better together. Additionally, the handbook explains the performance review processes that offer
continuous opportunities for employee growth.

Company Culture

The employee handbook should describe your company’s culture. This culture forms the
backbone of your organization, helping new employees understand what your company
believes in, what your values are, and how you operate. Therefore, when creating it,
ensure that your company’s culture is presented in a clear and engaging manner.

Code of Conduct

The Code of Conduct is an essential part of the employee handbook. It provides
employees with clear expectations and standards regarding their behavior and
professional interactions. This section includes guidelines to promote respect, honesty,
and ethics in the workplace.

Grievance Procedures
It is also important to outline grievance procedures. This ensures that employees know

who to contact and how to lodge their complaints if they encounter any problems or
concerns. This fosters an environment of open and transparent communication,
encouraging employees to voice their concerns without fear.

Employment Policies
Employment policies are a crucial part of any handbook. This section covers important

aspects such as the terms of employment, working hours, dress code, leave policies, and
behavioral standards. It serves as a clear guide for all employees, helping them
understand what is expected of them and what their rights are.



STANDARD OPERATING PROCEDURE

Organized guidelines conquer chaos

The Standard Operating Procedure, commonly known as SOP, is a crucial tool for businesses of all sizes. It provides
a clear and structured framework for daily operations, leading to increased efficiency, productivity, and quality.
The process of creating an SOP involves several steps. In the first step, we need to identify the tasks that require an
SOP. After that, a thorough analysis of each task is conducted, followed by drafting an initial version, reviewing it
with the team, making improvements, and finally implementing it. Throughout this process, regular reviews and
updates are crucial to ensure that the SOP remains current and relevant.

The benefits of an SOP are numerous. It saves time, improves the quality of work, simplifies the training of new
members, and ensures continuity even when there are changes in the team. If you want to take your business to
new heights, learn how to use SOPs effectively. Remember, a well-crafted SOP can be the key to your business’s
success.

Clear Objectives

The first step in creating an SOP is to clarify its objectives. You need to understand what
you aim to achieve through this SOP. The objectives should be clear, such as simplifying
work processes, ensuring quality, or complying with safety standards.

Detailed Process Description

It is extremely important to describe each step in detail. The SOP should explain every
action, how it is implemented, the tools used, potential risks, and the measures to
manage those risks. This not only helps in understanding the process but also facilitates
the training of new members.

User-Friendly Format
The SOP should be prepared in a format that is easy for the user to understand. This

means using minimal complex language and technical jargon, and presenting the
information in a clear, concise, and organized manner. Visual aids such as charts,
diagrams, and pictures also help in understanding and make it easier to explain complex
processes.

The successful implementation of an SOP depends on how effectively it is communicated
and how well it is understood by those who will implement it. For this, effective training
sessions and communication channels are essential. Regular discussions and feedback
sessions with team members regarding the SOP should also be organized.

U lll Effective Training and Communication



DISCLAIMER CLAUSE/TERMS & CONDITIONS

Every service has its limitations; wisdom lies in recognizing them

The disclaimer clause clarifies what can and cannot be expected when using our services or products. Similarly,
the Terms and Conditions function as a legal agreement between our business and our customers. To create an
effective disclaimer or terms and conditions, you first need to understand the specifics of your business. This
includes addressing all potential risks associated with the use of your product or service. Next, write your rules and
conditions in clear and simple language so that your customers can easily understand them. These documents
may also include issues related to copyright, trademarks, and other intellectual property. Regularly update your

disclaimers and terms and conditions, especially when you make changes to your business model or introduce
new products or services. You may also consider including a simple and easy-to-understand FAQ section on your
website where customers can find answers to frequently asked questions. Disclaimer clauses and terms and
conditions are not just legal necessities for your business; they also enhance trust and understanding between
you and your customers. By making them clear, simple, and easy to understand, you can provide better service to
your customers and protect your business from legal issues. When drafting these documents, think from the
customers’ perspective and understand their needs and concerns.

Comprehensive Coverage

It is essential to have comprehensive coverage. Your disclaimer and terms and conditions
should include all important aspects. This includes the use of the product or service,
privacy policies, payment terms, cancellation policies, and the protection of rights. This
ensures that customers have all the necessary information related to the use of your
services or products.

User Accessibility

Your disclaimer and terms and conditions should be easily accessible and convenient to
read. Ensure that these documents are placed on your website in a location where users
can easily access them, such as in the footer or during the sign-up process. This will help
customers understand their rights and responsibilities and make more informed
decisions.

Attention should be given to tailoring these documents to the specific needs of your
business. Every business is unique, and so should be its disclaimer and terms and
conditions. Prepare them according to your business model, the characteristics of your
products or services, and the target market. This ensures that your documents address
your specific risks and challenges.

Legal Compliance
Ensuring legal compliance is crucial. Your disclaimer and terms and conditions should not

only align with your business objectives but also comply with the legal standards of the
countries where you offer your services or products. This will protect your business from
any legal issues and assure customers that you are providing legally safe services or
products.

03 Customization to Business Needs



PROJECT REPORT/PITCH DECK

The real flight is yet to take off, the real noise is yet to be made

A project report is a document that provides a detailed description of our business ideq, plan, costs, and potential
profits. It explains how our product or service will fit into the market, who our customers will be, and how we will
reach them. Additionally, it helps our investors understand how practical our business idea truly is.

On the other hand, a pitch deck is a form of presentation that we present to our investors or potential customers. It
offers a concise and impactful overview of the business idea, team, product or service details, market analysis,
financial forecasts, and future strategies. The primary goal is to attract investors and convince them that our
business idea is worth investing in.

These documents help us present our business idea in an organized manner, giving us clarity. Investors always
want to invest in businesses with a clear plan and a strong foundation, and with a project report and pitch deck,
we can demonstrate this to them. These documents provide direction and guidance to us and our team. While
working on our business ideq, it is essential to keep these documents in mind. To become a successful
businessman or startup founder, having these documents is very important. They not only help us organize our
ideas but also assist in attracting investors.

Executive Summary

In the executive summary, you need to provide a brief introduction to your project or
business. Here, you should present your business idea, mission, vision, and objectives
clearly and impressively. Make this section engaging so that the reader or investor is
eager to read further.

Market Analysis

In market analysis, you need to provide a detailed account of your target market,
customer profile, market trends, competition analysis, and the potential position of your
product or service in the market. It is crucial to show that you have chosen the right
market for your business and have a deep understanding of it.

Financial Projections
In financial projections, you need to present the financial aspects of your business. This

includes sources of income, cost analysis, profit estimates, and investment requirements.
While preparing this section, ensure that the figures are based on realistic and reasonable
assumptions.

In strategy and implementation, you need to explain how you plan to launch your
business in the market, how you will establish your position in the market, and what your
growth plans are. Here, you should detail your marketing plan, sales strategy, and
operational plans. This section should demonstrate that you have a clear and actionable
plan to make your business successful.

0 lll Strategy and Implementation
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