[Company name] photo directory
Updated on [date]. Next review on [date].
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	Alice
Product coordination
Product
	
	Bruno
Back-end development, on-call
Tech
	
	Chloé
Product design
Product
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	Emma
Key account sales
Sales
	
	Tom
Customer support, new hire buddy
Customer service
	
	Camille
Finance, payroll
Leadership



Here is a filled example. Replace each photo by clicking in its cell, then Insert > Pictures. Anyone who declines a photo keeps their card, with their initials instead.

Photo directory to fill in
Fill in one card per person, with their name, roles and team. Copy a table row to add more cards.
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Permission to use my photo in the photo directory
A template to adapt and to have checked by whoever handles personal data in your company.
I, [first and last name], [role or position], allow [company name] to use my photo in the company’s internal photo directory.
The photo is only used to help my colleagues recognise me and know who does what. It appears on the following media: [intranet, org chart tool, printed sheet displayed in the office]. It is not used for anything else, in particular any external communication, without my further agreement.
The photo is removed no later than [one month] after I leave the company.
I can withdraw this permission at any time, without giving a reason and with no consequence for me, by writing to [email address or department]. My photo is then removed within [two weeks].
☐ I agree to my photo appearing in the internal photo directory.
☐ I decline. My card appears in the directory with my initials instead of a photo.

Signed in [city], on [date].        Signature:
image2.jpg




image3.jpg




image4.jpg




image5.jpg




image6.jpg




image1.jpg








