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	Gratuities Policy
Owner/ Department: Human Resources



	Brief
	SMSA operates in an honest, open and professional business environment, hence employees must NOT solicit, accept, or offer gifts of value to suppliers, prospective supplier, customers, prospective customers, agents or any individual with whom we do business.

	Persons Affected
	All employees

	Guidelines
Company’s Image

Definition

                      Nominal Gifts

Cash

Exceptions

Violation
	 
· Employees are considered as ambassadors of the company, inside and outside the company, especially when wearing a uniform or ID.

· Gifts are defined as transfer of benefits from one person to another, either to induce, persuade or thank the recipient.

· These are gifts valued at SAR 100 or less and may be accepted by employees if their refusal would offend the donor.

· They can be offered by employees to any individual, colleague, agents, customers, suppliers or companies with whom we do business. 

· Gifts of cash of any amount must not be offered or accepted by company employees, under any circumstances.

· The acceptance of gifts valued greater than SAR 100, could be permissible, provided the employee’s Manager/Regional Manager is notified, before the acceptance of such gifts.

· A written notification should be submitted to the employee’s Manager/ Regional Manager that include the following details:

· Name and company of donor.

· Full description of gift/s and their estimated value.

· Circumstances of acceptance.

· Business transaction involved, if any.

· Any accepted gift/s, after notifying the manager/regional manager, should be registered and turned over to the company. 

In case of accepting a gift/s valued more than SAR 100, without notifying the Manager/Regional Manager, this may result in disciplinary action, against the concerned employee up to dismissal without warning, and with or without benefits. 
Related Policies:
· Code of Business Conduct.

· Warning letter Policy.
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