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Employee Confidentiality Agreement- Fiscal Division

All fiscal employees of the Prosecuting Attorneys' Council of Georgia (PAC) are expected to maintain and exercise at all times the highest level of confidentiality in carrying out their responsibilities and functions.  Employees must conduct themselves in such a manner as to safeguard all personnel, benefits, payroll, and financial information for all PAC employees.

Employees of the fiscal division are expected to:

· Maintain strict confidentiality as it pertains to an employee’s personal, financial, medical, and benefit information. 

· Inform employees that PAC requires written authorization to disclose personal and/or financial information to a 3rd party.
· Secure all account identifiers and access codes for AP, AR, Cash, Payroll, Taxes, and Reconciliations.

· Not discuss payroll information with anyone outside of the payroll unit; unless disclosure is necessary to carry out a business process in the fiscal division or an employee is inquiring about their information.
Written guidelines that cover all aspects of confidentiality are not possible.  This document provides general guidance and some specific topics, which establish a framework of principles to assist employees in performing their jobs in a confidential and professional manner.

PAC has zero (0) tolerance for the disclosure or dissemination of confidential information and any violation of this policy will result in immediate termination.


______________________________	 		___________________
Employee signature 						Date

_______________________________
Employee Name (Print) 
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