
Policy Compliance Acknowledgment 

Date: [Insert Date] 

To: [Employee Name] 

Department: [Department Name] 

Dear [Employee Name], 

This letter serves as an acknowledgment of your compliance with the organization's policies and 

procedures as outlined in the [Policy Name]. By signing below, you confirm that you have read, 

understood, and agree to adhere to the guidelines set forth in the policy. 

Policy Highlights: 

• [Highlight 1] 

• [Highlight 2] 

• [Highlight 3] 

Your compliance is essential for maintaining a productive and lawful work environment. Should 

you have any questions or require further clarification, please do not hesitate to reach out to your 

supervisor or the HR department. 

Thank you for your cooperation. 

Sincerely, 

[Your Name] 

[Your Title] 

[Company Name] 

------------------------------------------------- 

Acknowledgment: 

I, [Employee Name], hereby acknowledge that I have received and understood the [Policy 

Name] policy. I agree to comply with its guidelines. 

Signature: _______________________ Date: ____________ 


