4.9.4
Issuing the manual to all users
Acknowledgement of receipt of the operations and procedures manual (OPM) by MACROBUTTON NoMacro ( [insert company name]
1. MACROBUTTON NoMacro ( [insert company name], from now on referred to as the “company”, has developed a detailed operations and procedures manual that contains trade secrets and other confidential information that is integral to the successful operation of the franchisor’s business.

2. A copy of this OPM is being made available on loan to MACROBUTTON NoMacro ( [insert name], forthwith referred to as the “employee/agent”, in printed / electronic format (delete whichever is not applicable) on the MACROBUTTON NoMacro ( [insert company name] website at URL MACROBUTTON NoMacro ( [insert details], to assist him/her in the operation of the business and/or in the implementation of his/her duties as detailed in the job description.

3. The OPM remains the property of the company and it is noted that the copy of the OPM (printed or electronic)  that has been entrusted to the employee/agent bears the unique serial number MACROBUTTON NoMacro ( [insert details] (in the case of printed copies) / can only be accessed on the website MACROBUTTON NoMacro ( [insert details] using the specially allocated and unique username and password and these must be kept in a safe place at all times.
4. Access to the OPM and any supplementary manuals or related documentation is/are made available to the employee/agent on the express condition that it shall not, by way of trade or otherwise, be lent, sold, hired out or otherwise circulated or distributed to anyone without the franchisor’s prior written consent. This includes copies in both printed and electronic format.

5. The OPM may be made available to staff of the company for training purposes or to assist in the communication of policy and procedures.

6. The employee/agent acknowledges that he/she has been expressly requested to keep the OPM and all associated documentation in a safe place at all times and not to make copies of the OPM.

7. Infringements of copyright or any other infringements set forth above may lead to disciplinary action by the company or the termination of the agent agreement (if applicable). 

8. Should the employment/agent agreement between the employee/agent and the company be terminated or cease to exist for any reason whatsoever, or should the company demand the return of any hard copy sections or supplementary documents of the OPM that may have been issued at an earlier date, the employee/agent undertakes to return to the company within (7) seven days the OPM, all associated documentation and all copies made, be they authorised or unauthorised, complete and in good condition, fair wear and tear excluded. The employee / agent further notes that the company may remove his/her access to the Internet by blocking the username and password. 
I acknowledge that I have received OPM No. MACROBUTTON NoMacro ( [insert details]/my website access username and password and accept same in accordance with the terms and conditions set out above which I have read and fully understand.

Place __________________________
Date ____________________________ 

Signature of authorised employee/agent _______________________________ 

Witness 

Place _______________________ 
Name _____________________________ 

Date ________________________ 
Signature __________________________ 
