[Company Logo]   [Company Name]
HR POLICY ACKNOWLEDGEMENT
	Employee Name:
	[Employee Name]

	Employee ID:
	[Employee ID]

	Designation:
	[Designation]

	Department:
	[Department]

	Date of Joining:
	[Date of Joining]



I confirm that I have received, read and understood the following policies of [Company Name]:
	S. No.
	Policy
	Version / Date
	Acknowledged (Tick)

	1
	Leave and Holiday Policy
	[Version / Date]
	[ ]

	2
	Attendance and Working Hours Policy
	[Version / Date]
	[ ]

	3
	Code of Conduct
	[Version / Date]
	[ ]

	4
	Prevention of Sexual Harassment (POSH) Policy
	[Version / Date]
	[ ]

	5
	IT Acceptable Use Policy
	[Version / Date]
	[ ]

	6
	Data Privacy Policy
	[Version / Date]
	[ ]

	7
	Travel and Expense Policy
	[Version / Date]
	[ ]

	8
	Separation and Exit Policy
	[Version / Date]
	[ ]



Declaration
I agree to comply with these policies as amended from time to time. I understand that revised versions will be communicated to me by email or on [Policy Portal], and that I may contact HR for clarification. I understand that non-compliance may lead to action under the company’s disciplinary procedure.

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