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Sample Policy Language
This is a sample policy.  Prior to implementation, it should be amended to reflect your organization’s practices and legal obligations.

Gifts, Gratuities and Exchange of Business Courtesies
Employees may not personally accept gifts or remuneration from customers or clients.  Generally, employees may not accept compensation, honoraria or money of any amount from entities with whom the Company does or may do business. Business courtesies include gifts, gratuities, meals, refreshments, entertainment, or other benefits from persons or companies with whom the Company does or may do business. Staff may neither give nor accept business courtesies that constitute, or could reasonably be perceived as constituting, unfair business inducements that would violate law, regulation or policies of the Company, or would cause embarrassment or reflect negatively on the Company’s reputation.  

Employees should not feel any entitlement to accept and keep a business courtesy. Although employees may not use their position at the Company to obtain business courtesies, and we may never ask for them, employees may accept occasional meals, refreshments and similar business courtesies that are shared with the person who has offered to pay for the meal or entertainment, provided that:

· They are not inappropriately lavish or excessive.
· The courtesies are not frequent and do not reflect a pattern of frequent acceptance of courtesies from the same person or entity.
· The courtesy does not create the appearance of an attempt to influence business decisions, such as accepting courtesies or entertainment from a supplier whose contract is expiring in the near future.
· The staff member would not feel uncomfortable discussing the courtesy with their manager or co-worker or having the courtesies known by the public.
· Employees may accept unsolicited gifts, other than money, that conform to reasonable ethical practices, such as flowers, fruit baskets and other modest presents that commemorate a special occasion, gifts of nominal value, such as calendars, pens, mugs, t-shirts (or other novelty promotional items).  
· Tangible gifts (including tickets to a sporting or entertainment event) that have a market value greater than $75 may not be accepted unless approval is obtained from ___________________. 

[bookmark: _GoBack]The Company employees may provide nonmonetary gifts (i.e., company logo apparel) to our associates.  Further, management may approve other courtesies, including meals, refreshments or entertainment of reasonable value provided that:

· The practice does not violate any law or regulation or the standards of conduct of the recipient’s organization.
· The business courtesy is consistent with industry practice, is infrequent in nature and is not lavish.
· The business courtesy is properly reflected on the books and records of the Company.
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