[Company Logo]   [Company Name]
CONFIDENTIALITY ACKNOWLEDGEMENT
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Department:
	[Department]

	Date:
	[Date]



During my employment with [Company Name], I will have access to information that is not public. I acknowledge that this includes, for example:
1. Business plans, pricing, costs and financial information
1. Customer, vendor and partner lists and their data
1. Product designs, processes, software and know-how
1. Employee salary and personal information
1. Any information marked or reasonably understood as confidential
I Confirm That
1. I will use confidential information only to do my job.
1. I will not disclose it to anyone outside the company, or to colleagues who do not need it.
1. I will not copy, email to personal accounts, photograph or remove confidential material without authorisation.
1. I will report any accidental disclosure to my manager immediately.
1. On leaving the company, I will return all documents and data, and I will continue to keep the information confidential.
I understand that breach of confidentiality may result in disciplinary action and that the company may take other remedies available under law.

	______________________________
Employee
[Employee Name]
Date: [Date]
	______________________________
Witness / HR
[HR Name]
Date: [Date]
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