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I. Objectives
This document will define and provide procedural detail on managing third party intermediaries and ensuring that the appropriate due diligence is conducted prior to contracting with the company, as well as all necessary steps to maintain such standards.  
II. Scope
In Scope

This document applies to the establishment of ongoing management of relationships between the company and external individuals and organizations that are contracted to provide services for the company
This document applies to the following relationship activities and considerations:

· Selection of intermediaries

· Application of due diligence 

· Negotiation of contracts and agreements
· Ongoing management of intermediary training and re-certification.
III. Policy
There must be a valid business rationale for the use of all intermediaries.
There must be a formal due diligence process for the selection and ongoing management of intermediaries.
Management must participate in the selection process and approve the use of all intermediaries.
A written agreement with the required clauses and provisions approved by the Law Department (e.g., anti-corruption related items and the right to audit, etc.) must be signed by both parties prior to the start of work.
Compensation paid to the intermediary must reflect fair market value and be commensurate with the services beginning provided to the company.
All third party intermediaries must certify that their affected personnel have been trained (e.g. applicable anti-corruption laws, Code of Conduct, etc)
Intermediaries engaged by the company are subject to specific ongoing requirements to ensure that all anti-corruption standards are sustained.
IV. Applicable Groups to be Trained
[This section is to be completed and agreed locally]
	Role or Function
	Level of Training
	Frequency of retraining
	Training trigger

	Please enter the role/job title or departmental function of the person(s) that this SOP applies to 
	Enter the level of training that is required e.g.:

· Training course

· Quiz

· Read & Understand
	Enter frequency of retraining if qualification is required to be taken more than once
	Enter what triggers the training e.g. New starter; involvement in the process; x months into role


V. Detail of the Procedure
[the below steps is an example/recommendation of the procedure for Due Diligence and Management of TPIs activity. To be customized based on the internal procedure of the company]
Step 1: Establish a process to evaluate new and existing intermediaries
 [Insert here information on local requirements, processes, details – Consider the following points]
· Create/update an inventory of all third party intermediaries that are currently engaged.  
· Ensure all existing intermediaries provide legitimate business services to the company and are integrated into a long term strategic plan.  Document that strategic plan.
· Review contracts for all engaged third party intermediaries to ensure that appropriate anti-Corruption Clause and the right to audit provisions are included.  In the event a contract does not contain the required clauses, contact the Law Department for guidance and proceed as directed. 

Step 2: Perform due diligence process 
 [Insert here information on local processes, including responsible parties, record retention standards and required approvers]

· Appoint a due diligence co-ordinator.

· Communicate with third party intermediaries to inform them of the DD process.

· Perform the due diligence assessment.

· Secure the approval of designated management prior to contracting with the intermediary.

Step 3: Negotiation of contracts and agreements
 [Insert here information on local processes, including access to current approved contract templates, required approvers and methods for determination of fair market value]
· Utilize the most current contract template that has been approved by the Law Department. 
· Develop a clear statement of work, including the timeline and deliverables that are to be provided to the company.

· Ensure that the contract is signed by operating company management with the appropriate signature authority.  Work may begin after the contract is signed by both parties.
· Ensure that all required training (e.g. applicable anti-corruption laws, Code of Conduct, etc.) are completed prior to the start of work.  Ensure that evidence of such training is documented and retained according to local records requirements.

· Retain all contract documents as defined by local procedures and according to local records retention requirements. (if applicable)
Step 4: Ongoing management of training and re-certification
 [Insert here information on local processes, details and responsible parties]

· Train all company employees interacting with intermediaries.  This training includes relevant Code of Conduct and anti-corruption law training.  Ensure that all training is documented. 
· Ensure that all intermediary personnel are trained on code of Conduct and anti-corruption laws. Ensure all training is documented.
· Collect evidence of certification of such training for both company employees, as well as intermediaries.  

· It is recommended that a calendar is developed.  This calendar will document when both company employees and intermediaries must:

· Perform an annual review

· Re-certify due diligence

· Re-certify training.  

· Re-certify intermediaries and company staff as required. Ensure required documentation is collected and retained according to local records retention policy.
VI. Outputs

Outputs may include:

· DD documentation 

· Contracts and agreements
· Evidence of training and certification
· Contract monitoring including deliverables received and payments made
· <Add any additional local outputs>
VII. Controls
Controls could include:
· DD documentation
· Certifications/re-certifications
· Internal audits 
●     External audits 
· Site visits
· <Add any additional local reports>
VIII. Related Documents

· [Add related documents (including SOPs, Self Assessments, Risk Assessments, Audit reports, etc., - if applicable) ]
IX. Abbreviations and Terms

Abbreviations

	DD
	Due Diligence

	GO
	Government Official

	SOP
	Standard Operating Procedure


Terms

	DD (Due Diligence)
	Due Diligence is a process to ensure that relevant information is reviewed and properly taken into account before making the important decision to enter into a new agreement or renew an agreement with an Intermediary. Companies must assess whether such Intermediaries are qualified and reputable companies, in order to satisfy the requirements under any relevant anti-corruption legislation. 

	Annual review
	The purpose of the annual review is to obtain certification from the Intermediary to the effect that they comply with the standards as outlined within the contract and have provided the training required.

	Effective Date
	This is the date that the SOP version is valid from

	Government Official
	Any official or employee of a government agency or instrumentality of the government, political party, party official or candidate, or public international organization.  Professionals employed by or acting on behalf of a health care entity owned or controlled by a government body, such as public hospitals or state universities.

	Third Party Intermediary
	Any third party individual or company that is engaged by [Company name] to act on behalf of the company.
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