[Company Logo]   [Company Name]
EMPLOYEE HANDBOOK ACKNOWLEDGEMENT
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Department:
	[Department]

	Handbook Version:
	[Version]

	Date Received:
	[Date]



Declaration
I, [Employee Name], acknowledge that I have received a copy of (or online access to) the [Company Name] Employee Handbook, version [Version], dated [Date].
1. I have read the handbook and understood its contents.
1. I had the opportunity to ask HR about anything that was unclear.
1. I agree to follow the policies and procedures described in it.
1. I understand that the handbook summarises company policies and that my appointment letter and applicable law prevail where they differ.
1. I understand that the company may revise the handbook, and I will follow revised versions once they are communicated to me.
I also understand that detailed policies referred to in the handbook are available at [Policy Portal / HR Office], and that I should consult them or HR when in doubt.

	______________________________
Employee
[Employee Name]
Signature: ____________
Date: [Date]
	______________________________
Received by HR
[HR Name]
Signature: ____________
Date: [Date]
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