(YOUR COMPANY) POLICY LETTER
SIDE JOBS AND (YOUR COMPANY) CUSTOMERS

A “side job” is a job done by a Technician on his own, without involving the company he works for. It is perfectly OK for (Your Company) Techs to do side jobs for their own customers. However, it is absolutely not OK for (Your Company) Techs to do side jobs for any (Your Company) customers.

A (Your Company) customer is one that:

1.
Became aware of our company through advertising or our presence on a job site.

2.
Was referred to us from someone who recommended our company.

3.
 Has used our company in the past two years.

It is against (Your Company) policy for any of our Techs to do a 
side job of any kind for any (Your Company) customer. 

We put a lot of effort into getting new customers because we know that if we do good work on their first job, a new customer will likely call us again and also refer us to other people.
As a general rule, our company doesn’t make a profit on the first job we do for a new customer. The money we make from that job is used to cover the promotional expenses of getting that customer to call us the first time. Our company makes its profit from our repeat and referred customers.

When a Technician arrives on a job, a lot of work has already gone into getting that customer to call our company. It is (Your Company), not the Tech, who has invested their time and money into getting this new customer. It is only right that (Your Company) should be the one to benefit from this customer’s future work and referrals. A Tech who does a side job with this customer at a future time is basically stealing this customer from our company.

For an employee who is so inclined, there are an almost unlimited number of ways to steal customers away from the company he or she works for. Sometimes a customer asks the Tech if he would like to do work for them privately. Sometimes, while a Tech is working on a job, he will be approached by somebody who needs work done at another location. Sometimes another subcontractor who is working on the same job as the Technician will tell the Tech about another job somewhere else.

Regardless of how it happens, an employee always has a choice about whether or not he is going to steal a customer away from the company he works for. When a (Your Company) customer approaches one of our Techs about doing side work, all he has to do is say, “no.”

Before I started this company, I worked for several other contractors. Despite many opportunities, I never once stole a job or a customer away from any of the companies that I worked for. I don’t expect any less from you.

So here’s the (Your Company) policy regarding our Technicians doing side jobs for (Your Company) customers:
It is against (Your Company) policy for any of our Technicians to do a side job of any kind for any (Your Company) customer. If it is discovered that one of our Technicians has done any kind of side work for a (Your Company) customer, he or she is subject to immediate dismissal.
As noted at the beginning of this policy letter, it is perfectly OK for our employees to do side jobs for their own customers. But if you have even the slightest doubt whether or not a customer is a (Your Company) customer, check with the office before you even discuss doing a job for that customer.

From time to time, you are going to run into a customer who will try to save money by getting you to do side work for them. When this happens, it is important that you do two things:

1.
Tell the customer that you only do work through (Your Company).

2.
Always, always, always tell the office that the customer tried to get you to do side work for them. This is vital because sometimes the customer will later try to tell the office that you were soliciting them for side work. If you have already told the office, we will know what really happened.

(Your Name)

