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I. Objective

The objective of this procedure is to describe how a charitable contribution (monetary or support in kind) should be processed. 

II. Policy

[company name] routinely provide charitable contributions to charitable organizations.  Charitable contributions are not to be used as a marketing tool with respect to specific customer transactions.  

Charitable contributions may only be awarded and paid to bona fide charitable organizations as determined by local laws.  [company name] must undertake and document appropriate due diligence with respect to officials, boards of directors, and membership of charitable organizations to assure that such organizations are not substantially connected to Government Officials.  

Charitable contributions may not be made to customers or other organizations for the purpose of inducing them to recommend the use of [Company name]’s products.  Charitable contributions from [company name] should not comprise a substantial portion of the budget of charitable organizations.  The Company should have no control over the use of the funds by such non-profit organization.  [company name] must not make charitable contributions to organizations of a customer’s or Government Official’s choice.

All requests for charitable contributions must be in writing.

III. Scope

In scope 

All donations to non-profit organizations with the clear intent to respond to a social need. Those donations can be monetary, product or even support in kind.

Out of scope

Sponsorships with a clear agreement on deliverables, that are transparent and disclosed (e.g. sponsorship of a page in the patient organization newsletter with mentioning of the companies name) are not covered by this SOP.
IV. Related Documents

	Document name
	Title

	Add details
	International and Local Codes

	
	Please add any other relevant local SOPs


V. Abbreviations and Terms

Abbreviations

	SOP
	Standard Operating Procedure

	S&M

	Sales&Marketing


Terms

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

	Review
	Author to check and amend an SOP where required.

	Grants Coordinator
	The person who coordinates the grant approval process and maintains record retention (if applicable)


VI. Applicable Groups

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


VII. Detail of the procedure

[the below steps is an example/recommendation of this SOP. To be customized based on the internal procedure of the company]
Step 1 : Appoint a Grants Coordinator outside S&M 
Final approval must remain outside Sales & Marketing. 

 [Insert here information on local steps to follow]
Step 2 : establish a budget

 [Insert here information on local steps to follow]
Step 3 : Request are submitted  through grants coordinator  

The Charitable Contribution request must :

· be received direct from the charitable organization, 

· in writing,

· signed and on entity’s letterhead (see Written Request Template)

· include a general description of the intended use of funds (if monetary: requested dollar amount; if material: type of material; if product : product references and quantities involved),

· reflect that the [company name] has no control over the use of the funds by the non-profit organization.   

 [Insert here information on local steps to follow]
Step 4 : Review process

The Grants Coordinator reviews requests for appropriateness and compliance : 

· by preparing the approval form and reviewing supporting documents
· by checking that the Due Diligence already happened, if not Due Diligence should be performed prior to the approval.  

· forward to the Compliance responsible person 
 [Insert here information on local steps to follow]
Step 5 : Request approved or rejected

Compliance responsible person reviews all pertinent information and either approves or rejects request. 

 [Insert here information on local steps to follow]

Step 6 : Approval or rejection
Inform the organization about the approval through an agreement signed between both parties or reject the request

 [Insert here information on local steps to follow]

Step 7 : Payment processes

Payment request form sent directly to accounts payable

 [Insert here information on local steps to follow]

Step 8 : Report Contribution

 [Insert here information on local steps to follow]

Step 9 : Record Keeping
Close file and retain all records in a central file in accordance with record retention policy (if applicable) (e.g. written request, donation agreement or rejection letter, final payment document, “thank you” letter from organisation, documentation that the funds were received as well as all necessary documents determined by local laws)
 [Insert here information on local steps to follow]

VIII.  Outputs

· Letter of donation request

· Due Diligence Documentation

· Donation agreement or rejection letter 

· [Add here any other local output]

All documents/files must be retained in accordance with the company’s applicable record retention policies (if applicable)
Addendum 1 – Written Request Example
 [Print on Institution Letterhead]

[Insert Date]

[Insert Coordinator Name]


                                       

[Insert Company’s Name]

[Insert Company’s Address]



 

Grants Coordinator:                                               

On behalf of [Insert Organization Name] dedicated to [Insert purpose] I would like to request a donation from [Insert Company’s Name] in the amount of [Insert Requested Euro] (if material describe the material).  This support will be used specifically for [Insert detailed description for use of funds, attach if necessary].
[Insert Tax information, according to local laws]. 



[Insert information where donation should be paid]
Thank you in advance for your consideration of this request

Sincerely,

______________________________

[Insert Name]

[Insert Institution Name]
Name of Company contact if available:  [Insert Name of Company Contact]
IX. Change History

	Date
	Details
	Author
	Version

	<ddmmyy>
	Newly created procedure
	<Author Name here>
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X. Approval Status

	Author:
	Job Title
	Signature
	Date

	Skeleton SOP
	Only to be used after local adaptation, local Compliance responsible person and legal review
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