 Directive Acknowledgement Sheet
Numerical Code:
Policy Order Number Here
Subject:
Policy Title Here
Date:
Date of Issue
The Victoria Police Department employees listed below acknowledge by their signature that they are required to read and immediately comply with all the instructions contained in the above named directive.  They acknowledge that they are aware that the entire directive is made available to all VPD Personnel through the Department’s PC Network.  From the network, directives may be accessed, reviewed, and printed by all employees.  These policies are located on the Network’s Shared G:> Drive in a folder named “Policies”.  A paper copy of the directive is made available in directive books located in the Administration area and in the Records Section warrant room.  If they have any questions concerning the directive's content or application of the directive, they understand they are to contact their supervisor for clarification.
In making acknowledgement, write legibly and use signature (no initial) and current date.

Employee
Signature / Emp. #
Date


 1.

________________________________________________________

 2.

________________________________________________________

 3.

________________________________________________________

 4.

________________________________________________________

 5.

________________________________________________________

 6.

________________________________________________________

 7.

________________________________________________________

 8.

________________________________________________________

 9.

________________________________________________________

10.

________________________________________________________

11.

On Military Leave – Will Sign for all Policies Upon Return                
If you have other employees assigned to your Section not shown above, please have them sign also.
As the supervisor of the above personnel, I state that the above employees have been provided with training regarding the changes and additions to the related policy as directed by VPD/GO 10.01 - Subsection 5.01.  





Supervisor’s Signature / Date	___________________________________________________________





Example When Someone is Away so we don’t forget them





Names of Unit Members are Listed on Each Sheet





Name of Platoon or Unit goes here








