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For 100 years, community service has been an essential element of IBM’s culture and of what it means to be an IBMer. This culture of service benefits IBM, IBMers and their communities on multiple levels: 

· Equipping IBMers to give back to their communities and apply their skills in meaningful ways;

· improving our employee satisfaction, attraction and retention rates; and 

· helping us express IBM’s brand and values to the world.

At the core of IBM’s social responsibility strategy is the principle that IBM contributes its human resources and technology to help solve some of the world’s most pressing problems. Generally, IBM does not make cash donations.  This is part of a sophisticated, well proven strategy which results in a more sustainable donation to organizations in need.  
The Corporate Service Corps, launched in 2008, followed by the Executive Service Corps in 2010 provides IBMers with unique opportunities to develop as global corporate citizens in today’s changing world by delivering high quality problem solving for cities, communities and organizations in emerging markets.  Inspired by the U.S. Peace Corps philosophy: “If you give people fish, they will eat for a day; if you teach them how to fish, they will eat for a lifetime,” IBM donates CSC and ESC participant’s time and IBMers give their energy, ideas, and moral and physical support to recipients. The program and its members do not provide funding to the communities or the people they serve. 
IBM works with its NGO implementation partners to leverage and maximize CSC team members’ experiences and expertise to address pressing local economic, social and environmental issues and further build human capacity and learning within the local organizations selected as CSC hosts.

In addition to the core assignments developed for each CSC team, IBM and its NGO Implementation Partners also identify community outreach activities, typically organized into a community service day(s).  This is an opportunity for team members to interact with university and school students, disadvantaged persons and local community based organizations.  Although some symbolic tokens such as pins or pens are exchanged in these events to symbolize mutual friendship, the significant value of these events is the opportunity to learn from IBMers and in many cases continue the exchange of knowledge and development opportunity through ongoing communications and in some cases mentoring programs.  Other examples of sustainable community service activities include the establishment of twinning relationships between schools and community groups in the CSC location and in the communities where the IBMers reside.  Where possible, the community service day activities are also designed to leverage and build on existing IBM Corporate Citizenship initiatives and On Demand Community (ODC) offerings. 
The following policy was designed to provide clear guidelines to IBMers on gift giving. As part of the Business Conduct Guidelines, signed by all employees, CSC and ESC participants must adhere to these guidelines.  You are the embodiment of IBM and its values and IBM depends on you to clearly demonstrate trust and personal responsibility in all our relationships.  Questions may be directed to the CSC Program Management team.
All CSC / ESC participants are required to abide by this policy.
The CSC / ESC Donations & Gift-Giving Policy:

I.  GIFT GIVING TO EXTERNAL PARTIES (Eg CSC / ESC Clients including Government officials, employees)
1.  In general, IBM employees should be guided by:

a. IBM Business Conduct Guidelines (BCG) section 4.4 - Gifts, Amenities and Bribes and IBM Government Conduct Guidelines
IBM Business Conduct Guidelines contain general guidelines on receiving and giving gifts and business amenities. Types and values of gifts and amenities can vary widely—ranging from advertising novelties of nominal value, which you may give or accept, to bribes, which you unquestionably may not. 
b. Corporate Instruction CCR 101 – Corporate Responsibility

Contributions to non-profits should, in no way, be connected to any sales and marketing proposals or transactions. Contributions may not be made if there is intent to receive any benefit back from the not-for-profit organization (or from officers, directors or trustees of the organization or their respective companies) or if the intent of the contribution is to influence the organization or its officers, trustees or board members to gain improper advantage for IBM. Under no circumstances can any contribution(s) be made as a quid pro quo for a potential business transaction or to win favorable treatment. There can be no reciprocity for a contribution. The IBM team or individual making the contribution or grant (whether CC&CA or outside of CC&CA (by IBM business units such as STG or by individuals through the matching grant program)) is responsible for confirming that the contribution is not connected to any sales and marketing transactions
c. IBM Corporate Instruction FIN 168 (see appendix A and B).
2.  Giving money (or gift cards) to CSC / ESC clients and government officials is prohibited.  IBM Legal has pre-approved nominal gifts (<$50.00 – preferably IBM Logo Merchandise or home country souvenirs) which can be given to clients and / or government employees in the following countries: 
	Brazil
	Egypt
	Kenya
	Philippines
	Sri Lanka
	UAE

	Cambodia
	Ghana
	Malaysia
	Romania
	Tanzania
	Vietnam

	Chile
	India
	Morocco
	Russia
	Thailand
	

	China
	Kazakhstan
	Nigeria
	South Africa
	Turkey
	


Any and all gifts to clients and government employees in Indonesia are prohibited.  

IBM employees are under no obligation to provide gifts to clients.  Giving token gifts to clients is at the sole discretion of the individual employee.  The CSC / ESC Project Office will ship IBM Logo items to the CSC / ESC city in which the project will be completed.  These IBM logo items should be shared among the CSC / ESC team members and can be given to their CSC / ESC clients.        
Note:  The cumulative amount of gifts provided to one client or one government employee should not exceed the above $50.00 gift limit pre-approved by IBM Legal.  

3.  CSC / ESC participants are given a per diem during the course of the assignment.  As such, participants are expected to pay for their daily meals including occasions where the participant is invited by their clients to dine together (e.g. to celebrate a significant project milestone or to simply have a regular meal together).  In such instances, the IBMer should explicitly advise that each invitee (i.e. both the CSC / ESC participant and the client) should pay for their own meal and beverage expenses.

Note: this guideline does not apply to official meals during CSC / ESC kick-off or closing ceremony that is sponsored by IBM or the client.

4.  During the CSC / ESC team’s weekend community service activity:

a. teams are reminded to share their skills, talent and time to individuals being served (e.g. children in orphanages, school kids etc).  It is essential that CSC / ESC members plan alternative ways in which they can make a long-lasting, sustainable contribution to effectively support the partner organization without making any donations in cash or kind.  Read APPENDIX C for examples of skills based community work.
b. Giving personal cash donations, especially to individuals, is prohibited.  Giving gifts (non-cash) of nominal value, while allowed in selected countries, is discouraged. IBM or the IBMer can be seen as funders when the purpose of our program is essentially skills-based volunteerism. Giving money or anything of value can set unsustainable expectations for future CSC / ESC teams and IBM.
c. Donating non-cash gifts of nominal value (<US$50), if pursued by teams, should follow these guidelines:

· Gift giving should adhere to the IBM Business Conduct Guidelines, IBM Corporate Instruction FIN 168 and IBM Government Client Guidelines on Business amenities and gifts (see appendix A and B)

· No CSC team member should be required or pressured to make a contribution. Gift giving is purely voluntary.

· Individuals being served (e.g. children in orphanages, school kids etc) during the community activity should be treated equally.  Example:  one child should not get more gifts than others 
· Consider gifts that support:

· education:  school supplies (pens, pencils, school bags, etc), books

· environment: tree saplings
· cultural exchange:  sampling of food or other items from home-country

· time teaching a craft, hobby, other interest (i.e. origami, sport, songs) 
· time practicing English
II.  GIFT GIVING AMONG IBMers

1.  Gift giving among CSC/ESC team members and by CSC/ESC members to local IBMers is up to the discretion of the individual members of the team and is purely voluntary.  
2.  CSC/ESC members should keep in mind cultural differences and sensitivities.
3.  Giving within teams for the purpose of cultural education and sharing is allowed and encouraged but not required.

Examples:  

· Canadian team member: 
Canadian Mounties figurines 
· German team member: 

chocolate

· Indian team member: 

spices
· Australian: 


little koala bear key chains

· USA:  



American flag key chains
· IBM higher quality logo items such as Cross pens
4.  No team member shall be required or coerced by team mates to participate in gift giving.  

APPENDIX

APPENDIX A:  Corporate Instruction FIN 168

Business amenities and gifts


Corporate Instruction 

Finance Number: FIN168C
Date: September 19, 2011 

Legal Number: LEG168
Date: September 19, 2011


	Subject:
	Business amenities and gifts



The IBM Business Conduct Guidelines define the general guidelines on the giving and receiving of business amenities and gifts. Within these guidelines, the following value limits and approval requirements apply. The limits set forth below must not be exceeded without the required approvals. There may be additional restrictions set forth by individual countries or business units. 

Applicability:
This instruction is applicable to all IBM operating units, corporate staffs, majority owned joint ventures and subsidiaries, and joint ventures and subsidiaries in which IBM has a controlling interest (see reference item 4 below) who provide or receive business amenities and gifts to or from any external party (e.g., clients, suppliers, IBM Business Partners and others).

Guiding Principles:
Business amenities and gifts should only be given or accepted in connection with a legitimate business purpose (e.g., promoting IBM product and services, building goodwill, strengthening working relationships), must always be business appropriate in nature and venue, and may not be used to secure improper business advantage or preferential treatment.

Neither you nor any member of your family may, directly or through others, solicit, accept or provide money, a gift, or any amenity that could influence or could reasonably give the appearance of influencing IBM’s business relationship with that person or organization. 


Giving and receiving business amenities and gifts:

Required approvals for all Government Owned Entities (“GOE”) in any country and all commercial parties in certain countries:

Government regulations and other laws may restrict providing business amenities or gifts to government employees or their family members, and to commercial parties in certain countries. Before providing any business amenity (including client trips or events hosted or funded by third parties but organized or subsidized by IBM), you must ensure applicable client trip, business amenity and gift approval procedures are followed. Prior to offering or giving business amenities or gifts, IBM legal counsel and the applicable Chief Financial Officer approval is required if the intended recipient is:

1. an official, employee, or representative of a government or government-owned entity (“GOE” as defined in the Government Client Guidelines), or any of their family members; or 

2. any employee or representative of a commercial party in the following countries: 

	Albania
	Hong Kong
	New Caledonia

	Armenia
	Hungary
	Norway

	Azerbaijan
	Iceland
	Poland*

	Austria 
	Ireland 
	Romania*

	Belarus
	Italy
	Russia*

	Belgium
	Kazakhstan*
	Serbia

	Bosnia & Herzegovina
	Kyrgyzstan
	Slovakia

	Bulgaria
	Kosovo
	Slovenia

	China*
	Latvia
	Sweden

	Croatia
	Lithuania
	Switzerland

	Czech Republic
	Luxembourg
	Taiwan

	Denmark
	Macau 
	Tajikistan

	Estonia
	Macedonia
	Turkey*

	Finland 
	Moldova
	Turkmenistan

	France 
	Mongolia
	UK

	Georgia
	Montenegro
	Ukraine

	Germany
	Netherlands
	Uzbekistan


*CSC / ESC recipient countries as of February 2012
Please direct questions related to providing or receiving business amenities or gifts to or from any of the parties described above to your local legal representative. 

Giving and receiving business amenities for all other external parties:
With management approval you may accept or give the following customary business amenities. The expenses must be kept at a reasonable level in terms of cost and frequency. Giving and receiving the amenities and gifts must not be prohibited by law or known practices of the giver or recipient, must conform to the guiding principles above, and have the required approvals specified below. 

Meals: Reasonable external party business meals are not to exceed two times the IBM employee limits defined by the IBM Travel Policy. Refer to your country-specific web site. Exceptions for giving meals above policy are handled via the expense reimbursement processes. 

Transportation: In general, transportation for external parties should be paid by the external party and not IBM. Providing or accepting group transportation may be practical and economical, and should follow IBM Travel Policy guidelines to provide the most efficient, cost effective and safe means of transportation. 

IBM employees may occasionally accept transportation in an external party’s aircraft or provide transportation in IBM’s aircraft. In both cases, if the third party is a supplier, prior approval from the Global Procurement Ombudsman is required. If the third party is other than a supplier, prior approval from an IBM Senior Vice President is required. 

Accommodation / Lodging: Reasonable accommodation / lodging is defined by the IBM Travel Policy. Refer to your country-specific web site. Exceptions for providing accommodation / lodging outside of policy are handled via the expense reimbursement processes. 

Entertainment: Entertainment is limited to sporting and cultural events. Reasonable is defined as having a cost of no more than $200 per person. This limit is for the cost of attending the event and does not include the cost of other amenities described in this instruction. When providing entertainment, you must accompany the external party to the event. When receiving entertainment, the external party must accompany you. Exceptions require the prior approval of the applicable Chief Financial Officer. 

Gifts: You may only receive or give gifts of nominal value. Nominal is defined as having a cost of $50.00 or less, including incidental costs such as engraving, packaging, insurance, and mailing. Exceptions require the prior approval of the applicable Chief Financial Officer. Gift cards, cash or any cash equivalent is prohibited. Likewise, raffles and door prizes may be received or given, provided they are nominal in value, offered without cost, and awarded by chance (e.g., random drawings). However, prior to offering raffles or door prizes, legal approval is required to assure compliance with applicable local laws and regulations. 

Waived Event Entrance Fees: With management approval, you may waive or pay for the cost of event attendance / registration. Similarly, you may accept attending an external party’s event without cost if offered to you and approved by your management. 



Please direct questions related to providing or receiving business amenities or gifts to or from all other external parties (i.e., non-GOE and commercial parties outside of the aforementioned countries) to your manager.

Original signed by: 
Jim Kavanaugh
Vice President and Controller, CHQ 

Richard Kaplan
Vice President and Assistant General Counsel, 
IBM Chief Trust and Compliance Officer

Replaces: 
Corporate Instruction FIN168B dated June 24, 2008

Reference: 
1. IBM Policy Letter 103, "Business conduct and ethics" 

2. IBM Business Conduct Guidelines (BCG) 

3. Government Client Guidelines 

4. Accounting for Investments in Business Entities 

APPENDIX B: Business Conduct Guidelines

4.4 Gifts, Amenities and Bribes
The following are general guidelines on receiving and giving gifts and business amenities. Types and values of gifts and amenities can vary widely—ranging from advertising novelties of nominal value, which you may give or accept, to bribes, which you unquestionably may not. Additional guidance and approval requirements are provided in IBM’s Corporate Instruction Finance 168 (Business amenities and gifts). Under these guidelines, senior executive management may approve receiving or giving higher value gifts and business amenities provided the gifts and business amenities are not prohibited by law or known client, business partner or supplier practices.

Receiving Gifts, Amenities and Referral Fees

Neither you nor any member of your family may, directly or through others, solicit or accept from anyone money, a gift, or any amenity that could influence or could reasonably give the appearance of influencing IBM’s business relationship with that person or organization. If you or your family members receive a gift (including money), even if the gift was unsolicited, you must notify your manager and take appropriate measures, which may include returning or disposing of what you received. Unless you have been informed otherwise, you may accept the following:
• Promotional premiums and discounts offered by transportation companies, hotels, auto rental agencies and restaurants, if based upon bonus programs for individuals and offered to travelers generally

• A gift of nominal value, such as an advertising novelty, when it is customarily offered to others having a similar relationship with that person or organization

• With management approval, customary business amenities, such as meals and appropriate entertainment, provided the expenses are kept at a reasonable level and are not prohibited by law or known practices of the giver. 

Similarly, when authorized by IBM you may refer clients and others to third parties but you may not accept any fee, commission or anything in compensation for this referral.
Giving Gifts, Amenities and Other Value

You may not, directly or through others, offer or give any money, gift, amenity or other thing of value to an executive, official, employee or representative of any client, supplier, IBM Business Partner or any other organization, if doing so could influence or could reasonably give the appearance of influencing the organization’s relationship with IBM.

You may:

• Give a gift of nominal value, such as an IBM advertising novelty, if it is not prohibited by law or the organization’s known business practices

• With management approval give customary business amenities, such as meals and appropriate entertainment, provided the expenses are kept at a reasonable level and are not prohibited by law or known business practices of the recipient’s organization
However, prior management and IBM Counsel approval is required if the intended recipient is an official, employee, or representative of a government or government-owned entity, or any of their family members. Additional policies and legal limitations, including IBM’s Government Client Guidelines, apply in such situations, even if a proposed payment is common in the country or where local custom calls for giving gifts on special occasions.

Beyond gifts and amenities, certain legal or ethical restrictions may also apply when hiring current or former employees of the government or their family members. You must consult with IBM management and IBM Counsel before any attempts are made to hire such persons. 

APPENDIX C: IBM Government Client Guidelines

2.7.2 Business Amenities and Gifts 

With a few minor exceptions, you are generally prohibited from offering directly or indirectly to GOE client employees or their families anything of value. In some cases, you may give promotional items of minimal retail value, such as paperweights and pocket calendars. As such, before giving any GOE client employee any gift, be sure that you know and follow the most current laws and IBM policies (reference Corporate Instruction FIN 168: Business Amenities and Gifts), regarding gifts that pertain to your GOE clients. In the case of doubt, you should contact your management or Legal.

Government directives generally permit the exchange of gifts when those exchanges are motivated solely by a close personal, social or family relationship. These exchanges must not be or give the impression of being connected with a business relationship. Holiday or birthday gifts exchanged with a friend who works in government would fall into this category. In general, your decision as to what is acceptable should be based on why you are making the gift and how it would appear to others. Generally, but not always, close personal or social relationships should predate the work association. One should always be aware of the appearance of impropriety that is created when one claims that they have a close personal relationship with someone who is their GOE client. Remember, such purely social gifts are not a reimbursable business expense, nor are they tax deductible.

Many jurisdictions limit or restrict payments for GOE clients employees’ meals, entertainment and similar personal benefits to the employee. You must determine the requirements of the jurisdiction prior to making or offering to make such payment. The IBM Governmental Programs function or Legal can assist you with this as needed.

For additional requirements governing meals, entertainment and similar personal benefits please see the Client Travel, Entertainment and Business Amenities (CTEBA) process and applicable local business amenities guidelines such as those applicable to U.S. Federal client employees, referenced in Section C., “Notices to Government Employees and Representatives” under the "IBM Government Client Guidelines Supplement for U.S. Federal Clients."
APPENDIX D:  Examples of Skills Based Community Work Instead of Donations and Gift Giving

· In conjunction with a Kidsmart Donation to a school, CSC members join the local IBM team in training teachers on how to use the KS Software and/or install the Young Explorer Unit

· In many countries, English is not taught in school and may not even be a second language spoken in general (eg homes, schools etc).  IBM CSC members can teach conversational English to a group of kids

· In countries where SME Toolkit is present, IBM CSC can introduce the SME Toolkit website in a workshop, lecture or hands-on format to small and medium companies.  Visit www.smetoolkit.org for more details.

· IBM’s On Demand Community website has a lot of solutions and activity kits available for the CSC’s use in their community activity.  Examples include:
	Clean Water Difference:
	Help students explore the tradeoffs faced in decisions affecting watersheds

	Help Kids Go Green:
	Help students learn how we can all reduce, re-use and recycle garbage. (English only)

	Control Your Online Identity:
	Help teenagers learn to protect their personal data online. (English only)

	Cyber-bullying:
	Explore the dangers and signs of cyber-bullying with parents or teachers. (English only)

	Internet Safety Coaching: 
	Make a presentation to adults about helping children stay safe while online.

	Eat Your Science:
	Lead students in an experiment that explores chemistry while making ice cream.

	Engineering Everything: 
	Introduce engineering's impact on our lives, and promote technical careers. (English only)

	Get the Job: On Paper, In Person: 
	Help sharpen job candidates' resume-writing and interview skills. (English only)

	Puppy Palace Project
	Introduce project management principles though an activity to build a paper dog house.

	TryScience Extravaganza #1, #2, #3
	Lead a series of engaging, hands-on experiments designed for children ages 7-8, 8-9, and 9-10


APPENDIX E:  Real-life examples of how donations have gone wrong in the past: 
1. A team visited an orphanage and pooled their money to purchase a few bicycles. Not all the children received a bicycle and whether or not the bicycles remained at the orphanage after they left or how they may have been divided / shared among the children was not evident. 
2.  Team to Indonesia was told that gift giving was forbidden but felt it was “rude” not to give a gift because they were looking at situation through their culture screen. When the team arrived, on their own they presented small gifts to their clients putting them in an uncomfortable position because being locals they knew that it was not appropriate (or legal)  to be receiving these items. 
3.  Some team members felt uncomfortable because they did not have the financial resources to give gifts but felt embarrassed to tell the team.
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