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Solicitation Company Policy
1. Introduction
This comprehensive Solicitation Company Policy outlines the rules, regulations, 
and guidelines governing solicitation activities within our organization. It is 
designed to maintain a productive work environment, protect employee privacy, 
and ensure compliance with applicable laws and regulations.

1.1 Purpose
The purpose of this policy is to establish clear guidelines for solicitation activities 
within our company premises, during work hours, and using company resources. 
It aims to balance the interests of employees, the company, and external parties 
while maintaining a professional and efficient workplace.

1.2 Scope
This policy applies to all employees, contractors, vendors, visitors, and any other 
individuals present on company property or using company resources. It covers 
all forms of solicitation, including but not limited to:

Commercial solicitation

Charitable solicitation

Political solicitation

Religious solicitation

Personal solicitation

2. Definitions
To ensure clarity and consistent application of this policy, the following definitions 
are provided:

2.1 Solicitation



Solicitation Company Policy 2

Solicitation refers to any act of requesting money, support, or participation for 
products, services, organizations, or causes unrelated to the company's business.

2.2 Distribution
Distribution involves the dissemination of literature, materials, or products for 
commercial or non-commercial purposes.

2.3 Company Premises
Company premises include all buildings, grounds, and property owned, leased, or 
operated by the company, including parking areas and remote work locations 
designated for company use.

2.4 Working Time
Working time is defined as the period during which employees are expected to 
perform their job duties, excluding scheduled breaks, meal periods, and time 
before or after shifts.

3. General Policy
Our company maintains a strict policy regarding solicitation to ensure a productive 
work environment and protect employees from unwanted disturbances.

3.1 Employee Solicitation
Employees are prohibited from engaging in solicitation activities during working 
time. This includes soliciting other employees or distributing literature or materials 
for any purpose unrelated to company business.

3.2 Non-Employee Solicitation
Non-employees, including vendors, contractors, and visitors, are prohibited from 
soliciting or distributing literature on company premises at any time, unless 
specifically authorized by company management.

3.3 Use of Company Resources
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The use of company resources, including email systems, intranet, bulletin boards, 
and other communication channels, for solicitation purposes is strictly prohibited 
unless explicitly authorized by company management.

4. Exceptions
Certain exceptions to this policy may be made under specific circumstances:

4.1 Company-Sponsored Activities
Solicitation and distribution of materials related to company-sponsored events, 
programs, or initiatives are permitted with prior approval from management.

4.2 Charitable Activities
The company may authorize specific charitable solicitations as part of corporate 
social responsibility initiatives. Such activities must be approved in advance by the 
Human Resources department and company leadership.

4.3 Employee Benefit Programs
Information related to company-approved employee benefit programs may be 
distributed through appropriate channels as determined by the Human Resources 
department.

5. Procedures for Requesting Exceptions
Employees or external parties wishing to request an exception to this policy must 
follow these procedures:

5.1 Submission of Request
Submit a written request to the Human Resources department at least two weeks 
prior to the proposed solicitation activity. The request should include:

Detailed description of the proposed solicitation

Purpose and beneficiary of the solicitation
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Proposed date, time, and duration

Intended audience and method of solicitation

Any supporting materials or documentation

5.2 Review Process
The Human Resources department will review the request in consultation with 
relevant department heads and company leadership. Factors considered in the 
review process include:

Alignment with company values and objectives

Potential impact on employee productivity

Fairness and equal opportunity considerations

Legal and regulatory compliance

5.3 Approval or Denial
The Human Resources department will communicate the decision to approve or 
deny the request within five business days of submission. If approved, specific 
guidelines and restrictions may be imposed.

6. Enforcement
Enforcement of this policy is essential to maintain a professional work 
environment and ensure fair treatment of all employees and stakeholders.

6.1 Reporting Violations
Employees who witness or experience violations of this policy should report them 
to their immediate supervisor or the Human Resources department.

6.2 Investigation
All reported violations will be promptly investigated by the Human Resources 
department or designated company representatives.
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6.3 Disciplinary Action
Employees found to be in violation of this policy may be subject to disciplinary 
action, up to and including termination of employment, depending on the severity 
and frequency of the violation.

6.4 Non-Employees
Non-employees found to be in violation of this policy may be removed from 
company premises and barred from future access.

7. Communication and Training
To ensure widespread understanding and compliance with this policy, the 
following measures will be implemented:

7.1 Policy Distribution
This Solicitation Company Policy will be distributed to all employees upon hire and 
made readily available in the employee handbook and company intranet.

7.2 Training Sessions
Regular training sessions will be conducted to educate employees about the 
policy, its importance, and proper procedures for compliance.

7.3 Management Responsibility
Managers and supervisors are responsible for ensuring their team members 
understand and adhere to this policy.

8. Policy Review and Updates
To maintain the effectiveness and relevance of this policy, the following review 
process will be implemented:

8.1 Annual Review
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The Human Resources department will conduct an annual review of this policy to 
ensure its alignment with company objectives, legal requirements, and industry 
best practices.

8.2 Ad Hoc Updates
The policy may be updated as needed in response to significant changes in laws, 
regulations, or company circumstances.

8.3 Employee Feedback
Employees are encouraged to provide feedback on the policy's effectiveness and 
suggest improvements through established communication channels.

9. Conclusion
This Solicitation Company Policy is designed to create a balanced and 
professional work environment that respects the rights and interests of all 
stakeholders. By adhering to these guidelines, we can maintain a focused, 
productive, and harmonious workplace while allowing for appropriate charitable 
and company-sponsored activities.

All employees are expected to familiarize themselves with this policy and comply 
with its provisions. Any questions or concerns regarding this policy should be 
directed to the Human Resources department.

By working together to uphold these standards, we can ensure a positive and 
respectful work environment for everyone.

Policy Acknowledgement
I acknowledge that I have read, understood, and agree to comply with the 
Solicitation Company Policy as outlined above.

Employee Name: ____________________________

Employee Signature: ________________________

Date: ______________________________________
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Please sign and return this acknowledgement to the Human Resources 
department for record-keeping purposes.


