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1. [bookmark: _Cel_dokumentu_i]Introduction
Dr Gerard is obligated to operate openly, honestly and fairly. The company assumes that offering and accepting gifts and entertainment expenses (further “benefits”) is usually the right contribution to building good business relations.
Nonetheless, some gifts or entertainment expenses may be seen as improper.
This procedure sets out the approach of Dr Gerard sp. z o.o. to offering and accepting gift and entertainment expenses in all countries where the company operates. The policy is inseparable from the Business Conduct Code (P-DG-03) and Anti-Corruption Policy of Dr Gerard sp. z o.o. (P-DG-04).
2. [bookmark: _Treść][bookmark: _Zasady_przekazywania_i]Rules for Conferring and Accepting Benefits
2.1. [bookmark: _Zasady_ogólne]General rules
2.1.1	Conferring and accepting benefits should be avoided.
2.1.2	Possible gifts or entertainment expenses should be directed to the contractor's company and not to individual persons. They should also be conferred on behalf of Dr Gerard.
2.1.3	Conferring and accepting ordinary gifts of small value on special occasions, invitations to meals or special events in the appropriate scope is acceptable, if respecting local customs, applicable legal provisions and internal regulations of Dr Gerard is ensured. 
2.1.4	It is forbidden to unwittingly offer or accept gifts or entertainment expenses. 
2.1.5	In any case it should be considered if a gift or entertainment expense is justified and appropriate and if it has to be approved or registered under this policy.
2.2. [bookmark: _Zakres_procedury]Scope
2.2.1	This procedure concerns employees, companies acting for or on behalf of the company and temporary employees of Dr Gerard. It pertains to benefits that are offered to them or members of their families.
2.2.2	Gifts mean objects or services conferred as a sign of friendship and gratitude. Entertainment expenses mean meals, tickets to entertainment, social or sports events offered or accepted to initiate or maintain business relations.
2.2.3	All employees of Dr Gerard are obliged to comply with these rules, obtain the required approval for the benefit conferred or accepted and register the gift or entertainment expense.
2.2.4	For the offered benefit, its value should be assessed. If such assessment is made difficult and it is suspected that the accepted value has been exceeded, one should refuse to accept such benefit.
2.3. [bookmark: _Wcześniejsze_zatwierdzenie_i/lub]Earlier approval and/or registration
2.3.1	The rules of earlier approval and registration of benefits conferred or accepted are presented in the table below:

	Benefits value [gross]
	Approval
	Registration

	below PLN 200
	Own assessment (see point 2.4)
	No

	PLN 200 and more
	Approval of HR Director
	Yes



2.3.2	The person authorised to approve benefits conferred or accepted may refuse to approve the benefit or require that it be donated for general company purposes or to charity.
2.3.3	Dr Gerard maintains benefits register, broken down into benefits conferred and received in line with Appendix P-DG-05-z1. The register is kept by the HR Director/Admin.
2.4. [bookmark: _Samodzielne_zatwierdzenie]Individual approval
2.4.1	When accepting or offering any benefit, one should consider how it may be seen and if it may become the subject of unjustified comments or critique by third persons.
2.4.2	To determine if a gift or entertainment expense is appropriate, the following aspects should be considered:
· What it its purpose and intention – is it justified by a business objective (e.g. building business relations) or is there any other reason?
· Can it affect the outcome of a business transaction?
· Would you be embarrassed if anyone was to know about the gift or expense?
· Is the benefit sporadic and not repetitive?
· Does the benefit make the recipient feel obliged?
· Is the conferring / receiving benefit legal under the local law?
· Is the benefit offered in an open and not secretive way?
2.5. [bookmark: _Dopuszczalne_i_niedopuszczalne]Acceptable and unacceptable conduct
2.5.1	Normally, the following actions are accepted (subject to rules provided in point 2.3.1):
· Ordinary lunch or dinner.
· Sporadic participation in local sports events, other social and cultural events.
· A bouquet of flowers or a bottle of wine on holidays or anniversaries.
· Gifts in the form of Dr Gerard's products.

2.5.2	The following are unacceptable:
· Accepting or offering gifts in the form of cash or cash equivalents.
· Accepting or offering covering the costs of participation in industry events, e.g. fairs, travel and accommodation costs connected to visits on production plants. Accepting an invitation to such an event is allowed, provided that the costs of participation will be covered by the participant's company as the costs of business travel.
· Accepting, offering, suggesting a gift or entertainment expense resulting in a sense of commitment connected with business cooperation.
· Offering benefits to any domestic or foreign public official or member of their family, regardless of its value.
· Suggesting that the benefit accepted or offered will affect the actions or decisions of Dr Gerard.
· Offering or accepting benefits on your own behalf if paid from Dr Gerard's funds or directed to Dr Gerard.
· If any of the above situations takes place, the benefit should be registered regardless of its value, and the Director of your department as well as the President of the Board should be notified. 
2.6. [bookmark: _Monitorowania,_przegląd_i]Monitoring, reviewing and assessing policy compliance
Dr Gerard will regularly review the implementation of this procedure with regard to its usefulness and adequacy and effectiveness and carry out updates as needed. 
3. [bookmark: _Dokumenty_powiązane][bookmark: _GoBack]Related documents
P-DG-03 Business Conduct Code of Dr Gerard sp. z o.o.
P-DG-04 Anti-Corruption Policy of Dr Gerard sp. z o.o.
4. [bookmark: _Wskaźniki_efektywności_(opcjonalnie][bookmark: _Historia_zmian]History of changes
This procedure replaces “Rules on Gifts and Entertainment Expenses”.
	Responsible Department: HR Director
	Prepared by: E. Bagińska
	Approved by: J. Zawadzki
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