[Date]

[Name]

[Title]

[The Company]

[1234 Streetname, Suite 123]

[City, State 12345]

Dear [Name]:

You have asked PDI to provide you with assessment reports via electronic mail. PDI agrees to send assessment reports to you in this manner upon the following understandings, terms and conditions:

1. PDI will password protect the assessment report documents. PDI will communicate the password to the authorized employee of [Company Name] who is designated to receive the document, and then e-mail the document to him/her.

2. Assessment reports are confidential. PDI suggests that you:

· Keep assessment reports in a confidential file separate from the regular personnel file.

· Maintain careful control of their distribution, permitting only those persons directly concerned with the development and placement of this individual to see the reports.

· Refrain from reproducing any or all parts of the reports.
3. You warrant that [Company name] has taken any and all measures necessary to protect against the wrongful interception, distribution, dissemination, or copying of any assessment reports sent via electronic mail. Such measures may include, but are not limited to: dedication of modems or monitors solely to the receipt of the material and limitation of access, whether on individual monitor/CPU or local area network (LAN), to authorized employees. 

4. You agree to indemnify and hold PDI, its officers, directors, employees and agents harmless from all claims, judgments and expenses (including reasonable attorney’s fees, court costs) arising out of the transmission of assessment reports via electronic mail and for any unauthorized modification of or misuse of such assessment reports. 

If you have reviewed this Agreement, find its contents acceptable, and agree to honor its terms, please sign and date both copies, retaining one for your records.

Very truly yours,

By 




[Name]


[Title]

AGREED TO AND ACCEPTED THIS ____ DAY OF  _______________, 1999

[Company]

By 




[Name]


[Title]

