MEMO
TO: 

DISTRIBUTION LIST)

FROM: 
(SENIOR MANAGEMENT OFFICIAL)

SUBJECT: 
POLICY ON THE USE OF COPYRIGHT MATERIAL

DATE: 
(INSERT)
The purpose of this memorandum is to remind you of (Organisation)’s policy on the use of copyright material on (Organisation’s) computers, networks and media.

Unauthorised copying and use of copyrighted material is illegal and can expose you and (Organisation) to civil and criminal liability under the copyright law. This applies to all types of copyrighted material, including music, films, games, software and other works.

Employees must not put unauthorised copies of copyrighted material on computers, networks or media owned by (Organisation). Nor should employees put unauthorised copyrighted material on the internet, or engage in activities such as peer-to-peer ’file-sharing’ that are likely to promote or lead to copyright infringements.

(Organisation’s) detailed policy on the use of copyright material, which includes possible disciplinary actions for failure to abide by this policy, is attached. (Compliance Officer) will be organising regular audits of all (Organisation) computers and networks to ensure compliance and, if necessary, to remove unauthorised items if you have not done so.

Please do not hesitate to contact (Compliance Officer) if you have any questions.
