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Completed forms should be submitted to Human Resources. Your request will be assessed, and you will be advised 
of the outcome as soon as practicably possible. 

The Charitable Giving Policy is available on the intranet or from Human Resources. 
Note: You may also need to complete a Third-Party Consent Form available on the intranet or from Human 

Resources. 
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Signed: __________________________                Date: ____________________________ 
 
To be completed by your manager:  
(LINE MANAGER IS TO SEEK GUIDANCE FROM HUMAN RESOURCES WHEN CONSIDERING APPLICATION) 

 
 
Date application received: _____________________ 
 
 
 
For HR Completion 
 
Request Accepted (circle as applicable) -    Yes      No 
 
 
 
 
 
Decision Communicated to Requestor: Date: __________________ 
 
Copy to Finance for payment (if applicable): Date: ________________ 
 
 
Signed: ______________________ Print: ________________________ Date: _____________________ 

 
Name: _____________________________Department/Site: ________________________ Date: _____________ 
(Requestor) 
     

Details of Charitable Organisation 
 
Name of Organisaton: ____________________________   Where are they based? _________________________ 
 
Charity Number/Sports Club Registration Number (if applicable): _______________________ 
 
What do they do? (tell us a bit about them): 
 
____________________________________________________________________________________________ 
 
____________________________________________________________________________________________ 
 
____________________________________________________________________________________________ 
 

Nature of the Request (are you requesting a monetary donation or something else? How will the donation be 
used? What value will it bring to the organisation receiving the donation? How will we receive updates?). 
 
Amount if monetary donation: £_________ 
 
____________________________________________________________________________________________ 
 
____________________________________________________________________________________________ 
 
____________________________________________________________________________________________ 
 
____________________________________________________________________________________________ 
 
 

Comments: 

 


