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Date:
Name of User:

ACKNOWLEDGMENT
Assignment of @bertelsmann.com email address and
use of Bertelsmann, Inc. communication and computer systems

I, the undersigned, understand that I may be assigned an @bertelsmann.com email address (“Company Email Address”) that is administered and managed by Bertelsmann, Inc. (the “Company”), and that I may be granted permission to use the communication and computer systems of the Company.

In consideration of the foregoing, I hereby acknowledge and agree as follows:

1. While I may be assigned a Company Email Address and permitted to use the Company’s communication and computer systems in connection with business needs, as of the date of this Acknowledgment, the Company is not my employer. For all purposes relating to my employment, my employer is the entity reported on my pay stubs and Form W-2. Neither the assignment of a Company Email Address to me nor my use of the Company’s communication and computer systems shall alter the terms of my employment with my employer, which may be at-will.

2. I will comply with applicable law, the Bertelsmann Code of Conduct, the terms of any conﬁdentiality agreement(s) I have executed and/or related non-disclosure obligations applicable to me, and the policies of my employer and of the Company in relation to the use of email and other communication systems, methods or platforms, and mobile devices for my work.

3. I will use an automatic email signature that clearly identifies me as, at a minimum, a “Consultant” for every email sent (including replies and forwards) from my Company Email Address.

4. The following policies shall apply to my use of the Company Email Address and the Company’s
communication and computer systems:

The Company’s communication and computer systems are intended primarily for business purposes and may be used only during working time; provided, however, that limited personal use is permitted if it does not hinder performance of job duties, Company operations or violate any other Company policy, the Bertelsmann Code of Conduct or applicable law. “Communication and computer systems” includes the computers, related hardware, software and networks as well as telephone, voice mail, e-mail and Internet systems. Any personal use must not interfere with performance or operations and must not violate any Company policy or applicable law. Users have no legitimate expectation of privacy in regard to system usage.

The Company may access its communication and computer systems and obtain the communications within the systems, including past voice mail and e-mail messages, without notice to users of the system, in the ordinary course of business when the Company deems it appropriate to do so. Further, the Company may review Internet usage. The reasons for which the Company may obtain such access include but are not limited to: maintaining the system; preventing or investigating allegations of system abuse or misuse; assuring compliance with software copyright laws; complying with legal and regulatory requests for information; and ensuring that Company operations continue appropriately during a user’s absence.


The Company may store electronic communications for a period of time after the communication is created. From time to time, copies of communications may be deleted.

The Company’s policies including, but not limited to, those prohibiting harassment, in their entirety, apply to the use of the Company’s communication and computer systems. Additionally, users may not use the Company’s communication and computer systems in violation of any law including, but not limited to, those related to copyrights and software piracy.

All users, upon request, must inform management of any private access codes or passwords.

No user may access, or attempt to obtain access to, another user’s communication or computer systems without appropriate authorization.

Users may not install, duplicate, or remove software on the Company’s computer systems without prior management approval. Personal computers and other electronic devices (cell phones, PDAs, etc.) may not be connected directly to the Company’s computer systems without prior management approval.

Violation of this policy may result in disciplinary action, up to and including termination of employment or other working relationship.

5. I will comply with any directives issued by an authorized representative of the Company or an aﬃliate thereof with respect to the preservation of records, including communications to and from my Company Email Address.

6. My access to and ability to use a Company Email Address is granted and managed by the Company. The Company, in its sole discretion, may terminate such access and use, in its sole discretion, at any time and for any reason.

Accepted and agreed:


Name (print):
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