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Employee Discount Policy 
Template
1. Introduction
This Employee Discount Policy outlines the terms and conditions under which 
Company Name] offers discounts on its products and services to eligible 
employees. Our goal is to provide our valued team members with additional 
benefits while promoting our brand and products.

1.1 Purpose
The purpose of this policy is to:

Clearly define the employee discount program

Establish eligibility criteria for participation

Outline the scope and limitations of the discount

Ensure fair and consistent application of the discount program

1.2 Scope
This policy applies to all eligible employees of Company Name], including full-
time, part-time, and contract workers, as defined in Section 2.

2. Eligibility
2.1 Eligible Employees
The following categories of employees are eligible for the discount program:

Full-time employees who have completed their probationary period

Part-time employees who have worked for the company for at least six months

Contract workers on assignments lasting longer than one year
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2.2 Ineligible Individuals
The following individuals are not eligible for the employee discount program:

Temporary or seasonal workers

Interns or apprentices

Contractors on short-term assignments (less than one year)

Former employees

3. Discount Details
3.1 Discount Percentage
Eligible employees will receive a X% discount on all regular-priced items and a 
Y% discount on sale items.

3.2 Applicable Products and Services
The employee discount applies to:

All products manufactured or sold by Company Name]

Services provided directly by Company Name]

List any specific product lines or services included]

3.3 Exclusions
The following items are excluded from the employee discount program:

Limited edition or collector's items

Gift cards or gift certificates

Items already discounted more than Z%

List any other specific exclusions]

4. Terms and Conditions
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4.1 Personal Use Only
The employee discount is intended for personal use by the eligible employee and 
their immediate family members (spouse and dependent children). Reselling 
discounted items or purchasing items for non-family members is strictly 
prohibited.

4.2 Combining Discounts
The employee discount cannot be combined with other promotional offers, 
coupons, or discounts unless explicitly stated.

4.3 Quantity Limits
To ensure fair access to products for all customers, the company reserves the 
right to impose quantity limits on discounted purchases.

4.4 Payment Methods
Discounted purchases must be paid for using approved payment methods, 
including:

Company-issued credit cards

Personal credit or debit cards

Cash

Payroll deduction (subject to HR approval)

4.5 Returns and Exchanges
Returns and exchanges of discounted items will be subject to the company's 
standard return policy. Refunds will be issued based on the discounted purchase 
price.

5. Procedure for Obtaining Discounts
5.1 In-Store Purchases
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To receive the discount for in-store purchases, employees must:

� Present their valid employee ID at the time of purchase

� Inform the cashier of their employee status before the transaction begins

� Be prepared to provide additional identification if requested

5.2 Online Purchases
For online purchases, employees should:

� Log in to their employee account on the company website

� Apply the designated employee discount code at checkout

� Verify that the discount has been correctly applied before completing the 
purchase

5.3 Special Orders
For special orders or bulk purchases, employees must contact the HR department 
or designated discount program coordinator for approval and processing.

6. Abuse of Discount Privileges
6.1 Monitoring
The company reserves the right to monitor employee purchases to ensure 
compliance with this policy.

6.2 Consequences of Abuse
Abuse of the employee discount program may result in:

Suspension or termination of discount privileges

Disciplinary action, up to and including termination of employment

Legal action in cases of fraud or theft

6.3 Reporting Violations



Employee Discount Policy Template 5

Employees who suspect abuse of the discount program should report their 
concerns to their supervisor, HR department, or through the company's 
anonymous reporting system.

7. Changes to the Policy
Company Name] reserves the right to modify, suspend, or terminate this 
Employee Discount Policy at any time, with or without notice. Changes to the 
policy will be communicated to all employees through official company channels.

8. Contact Information
For questions or clarifications regarding this policy, please contact:

HR Department Contact Name]

Email: [hr@companyname.com]

Phone: XXXXXXXXXX

9. Acknowledgment
By accepting and using the employee discount, employees acknowledge that they 
have read, understood, and agree to comply with all terms and conditions outlined 
in this Employee Discount Policy.

Last Updated: September 16, 2024

Policy Version: 1.0

Note: This Employee Discount Policy template is comprehensive and detailed. 
Companies should adapt it to their specific needs, products, and 
organizational structure. It is recommended to review and update the policy 
periodically to ensure it remains relevant and effective.


