
Supplier Employee Accountability and 

Responsibility Guidelines 

Date: [Insert Date] 

To: [Supplier Name] 

From: [Your Company Name] 

Subject: Employee Accountability and Responsibility Guidelines 

Dear [Supplier Name], 

We appreciate your partnership and would like to outline our expectations regarding employee 

accountability and responsibility. The following guidelines are to ensure that all personnel 

representing your organization adhere to our standards of conduct: 

1. Professional Conduct 

Employees are expected to conduct themselves professionally at all times, demonstrating respect 

towards clients, colleagues, and company property. 

2. Compliance with Policies 

All employees must familiarize themselves and comply with the policies and procedures 

established by [Your Company Name]. 

3. Communication 

Effective communication is paramount. Employees should ensure they communicate clearly and 

promptly with relevant stakeholders. 

4. Safety and Security 

Each employee must adhere to safety protocols and report any unsafe conditions or incidents 

immediately. 

5. Confidentiality 

Employees must handle all confidential information with discretion and maintain the 

confidentiality of our business affairs. 



We expect your team to uphold these guidelines to promote a productive and respectful working 

relationship. Please ensure that all employees are made aware of these expectations. 

Thank you for your attention to this important matter. Should you have any questions, feel free to 

reach out. 

Sincerely, 

[Your Name] 

[Your Title] 

[Your Company Name] 

[Your Contact Information] 


