ABC CHARITY
Ethical Expectations for Vendors

INTRODUCTION
This section will be completed by the ABC Charity. It introduces the document. Some ideas to be included in this introduction include:
· General information about ABC Charity
· How this document relates to the ABC Charity code of ethics
· How this document relates to vendors’ own codes of ethics
· Effective dates

· Enforcement

· Where to go for more information
This document provides information to and sets expectations for vendors who work with ABC Charity. It is not a code of ethics, policy statement, or procedures manual, all of which each vendor should have for itself. Rather, these are ground rules and ethical expectations that a vendor should accept and verify as consistent with its established means of conducting business.
ABC Charity reserves the right to and will immediately cease doing business with any vendors that violate any aspects of these ethical guidelines.  Vendors should understand that any purchase order, contract or other engagement incorporates these guidelines as an inherent and critical part of that purchase, contract or engagement.
VENDORS’ ETHICAL GUIDELINES
1. Ethical Business Transactions

Without exception, ABC Charity expects its business transactions to be legal, honest, fair, and conducted with the highest degree of professional integrity. We avoid any situations that are, or have even the appearance of being, illegal or unethical. The ABC Charity will immediately terminate business transactions with any vendor that is shown to be engaged in activities that are illegal or that violate the ABC Charity Code of Ethics and related documents, including this document.
2. Vendor Codes of Conduct

The ABC Charity encourages all vendors with which it does business to have explicit codes of ethical conduct by which they conduct their affairs. We request current copies of those codes of conduct be made available to us.
3. Commitment to Quality

The ABC Charity is committed to providing the highest possible quality of products and services to its constituents. Our organization purchases products and services from vendors on the basis of best value, taking into account factors such as competitive cost and overall quality of products and services delivered.
Vendors working for the ABC Charity are expected to have an explicit commitment to quality, and to deliver with consistently high levels of performance. We expect vendors to warrantee their products and services and act in a professionally accountable manner to rectify any shortcomings.
The ABC Charity hopes to maintain long-lasting relationships with vendors who provide excellent products and services at competitive prices. As responsible stewards of our resources, however, we are obliged on a periodic basis to reexamine the competitive marketplace to make sure we are receiving the best-value returns on our investments. Therefore, our established vendors should expect us periodically to “re-bid” contracts. Vendors should not take this as a sign of infidelity or interpret it as failing to appreciate their previous performance; rather they should be prepared at any time to revalidate their competitive advantage in the marketplace.
4. Fair Profits and Competitive Markets

The ABC Charity understands and respects the need for businesses to make fair profits, and we appreciate the advantages of being consumers in a free and open competitive marketplace. At the same time, we believe profits should not be earned through the exploitation of workers or through degradation of the environment. The ABC Charity welcomes free-market enterprise and stands willing to pay fair prices for high-quality goods and services, thereby contributing to business profitability. In our business dealings, while we will always be cost-conscious stewards of our resources, we will not be compelled to exclusively engage the “low bidder.” Regardless of favorable economics, the ABC Charity will purposefully avoid engaging in business with companies known to be profiting from the mistreatment of their employees or abuse of the environment.
5. Transparent Business Dealings and Accountability

Based upon our core values of honesty and accountability, we are committed to having business dealings that are open and honest, demonstrably fair, and fully auditable. We desire our business dealings to be fully transparent, making clear what all of our charges are for, everything which we are purchasing, and everyone to whom our payments are going. We expect that the application of our payments to markups, commissions, gratuities, and other forms of “indirect costs” will be openly revealed, explained and estimated in negotiations leading up to business transactions, and fully enumerated in our billings.  In other words, when we pay a vendor for goods or services we expect that compensation to be the vendor’s only source of compensation for that transaction unless otherwise revealed, explained and estimated to us in writing.  Vendor volume discounts, referral fees, commissions offered by sub-vendors, and other forms of compensation directly associated with transactions with ABC Charity are to be explicitly disclosed. The ABC Charity requires the records of business transactions conducted with us to be available for audit by us or those engaged on our behalf.
6. Donations to ABC Charity
The ABC Charity invites and will graciously accept your generous charitable donations in support of our good works. However, donations from you are not required for business transactions with the ABC Charity. Neither your decision of whether to donate, nor the size of your donations if you do, will influence ABC Charity decisions related to doing business with you. As stewards of the public’s resources and in dedication to our mission and programs, ABC Charity will make all business decisions based upon objective criteria of cost, quality, value, service and return on investment.
Your donations to ABC Charity, should you choose to make them, will receive thanks, acknowledgement, and recognition as do donations made by all donors. ABC Charity will not alter the nature or magnitude of our business dealings as a result of your charitable donations.
7. Gifts and Gratuities to Directors, Employees and Volunteers
ABC Charity requests that you refrain from giving gifts, gratuities or entertainment to ABC Charity directors, employees or volunteers. Be aware that the receipt of any gifts or gratuities will not in any manner influence business dealings with you.

Regarding gifts, gratuities and entertainment, please be aware of the following guidelines that ABC Charity directors, employees and volunteers follow:
· Employees shall not accept personal gifts of money, credits, or purchasing discounts in any amount;

· Employees may accept non-monetary personal gifts (including meals, product samples, event tickets, etc.) if such gifts have small nominal value (less than $50) strictly as a gesture of goodwill, in the spirit of seasonal giving, or for public relations purposes, and only if such gifts are given and received with no expectation of reciprocal obligation;
· If employees receive unsolicited gifts exceeding nominal value, they will return the gifts to the senders, pay the senders full market value for the gifts, donate the gifts to the ABC Charity, or donate the gifts to another charitable organization.
· If employees receive gifts of any size or value, the employees are required to disclose to the ABC Charity what the gifts were, their estimated values, from whom the gifts were received, the dates on which they were received, and the understood reasons for which the gifts were given.
8. Conflict of Interest

Directors, employees, volunteers and vendors of the ABC Charity avoid conflicts of interest and any situations that give the appearance of a conflict of interest. The ABC Charity has policies for conflicts of interest that do arise, including requirements for full disclosure and guidelines for the exclusion of people who have such conflicts from participating in related decision making.
The ABC Charity expects its vendors to make every effort to avoid creating conflict of interest situations for its directors, employees and volunteers. We also expect our vendors to avoid, in all possible circumstances, placing themselves in conflict of interest situations regarding ABC Charity and other organizations that the vendors serve.
In the event that a vendor discovers or becomes involved in a conflict of interest between the ABC Charity and any other party, we expect immediate, full and honest disclosure about the conflict. ABC Charity will investigate the conflict of interest situation, and determine and recommend the actions it and its vendor should take, either to eliminate or control the conflict of interest.
9. Inclusiveness, Diversity and Respect
The ABC Charity has a policy of promoting inclusiveness, diversity and universal respect for all people. Accordingly, the ABC Charity does not discriminate against, or set special favors for vendors on the basis of race, religion, or other cultural characteristics. We aim to engage in fair business transactions with vendors that provide the ABC Charity the most favorable business dealings.
We expect vendors to offer the ABC Charity the same nondiscriminatory, culture-free business treatment. We expect those vendors to which we give our business to share our organization’s regard for inclusiveness and diversity, and to show professional respect to people in their business dealings.
10. Confidential, Sensitive and Proprietary Information
In the course of business, vendors working with the ABC Charity may see, hear or come into possession of information that is confidential, sensitive, or proprietary to the ABC Charity. This information includes (but is not limited to) items such as:

· Employee names or other personal identifying data;

· Any person’s medical information;

· Employee or volunteer telephone numbers and e-mail addresses;

· Donor information, either individual or in the aggregate;

· Fundraising metrics or statistics;

· Budget and other financial information;

· Service program plans;

· Field office and service locations;

· Credit card or bank account numbers.

Unless specifically informed otherwise, vendors must assume information is confidential, sensitive, and proprietary to ABC Charity. Vendors may not share this information with or disseminate it to anyone else outside the ABC Charity organization. If such information is in the possession of vendors, vendors must take all due care to protect the information from disclosure or dissemination to other persons or organizations, within the bounds of the law.
11. Vendors Covenants and Agreements
Depending upon the type of business relationship between a vendor and the ABC Charity, vendors may be required, as a matter of policy, to adhere to one or more written covenants. These covenants include (but are not limited to) items such as:
· Nondisclosure agreements;

· Confidentiality agreements;

· Vendor codes of conduct;

· Various forms of vendor surety bonds.
Where existing policies prescribe such covenants, the ABC Charity requires vendor compliance in all circumstances without exception, and will not institute business dealings with a vendor until the vendor has been shown to have established the covenant, as required by the policy.
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