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Policy Communication Record 

 

Policy Details 

Policy Title*: ________________________________________________________ 

Reference Number: ________________________________________________________ 

Version: ________________________________________________________ 

Policy Owner: ________________________________________________________ 

Communication Details 

Date Communicated*: ________________________________________________________ 

Method of Communication*: ___________________________ > Options: Email, Meeting, Training 

Session, Noticeboard, Other 

Person Communicating*: ________________________________________________________ 

Recipients 

Recipients: 

Name Department Role Acknowledged 

                                            

                                            

                                            

Confirmation & Notes 

☐ All recipients acknowledged understanding 

Additional Notes: ________________________________________________________ 

________________________________________________________ 

Next Review Date: ________________________________________________________ 

Presenter Signature*:  ________________________________________________________ (Sign 

above) 
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