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Reporter Instructions for 
Gifts/Hospitality/Government/Donation Disclosure Form 

  
Purpose:  Instructions for reporter to submit a Gifts/Hospitality/Government/Donation Disclosure 

Form 

 

A. POLICY CERTIFICATION 

 

1. Gift/Hospitality Disclosure: If gift or hospitality disclosure please review the following 

Tenneco policies.. 

• Gifts and Hospitality (ELS 109) 

• Anti-Corruption (ELS 102) 

• Conflict of Interest (ELS 104) 

 

2. Charitable donations: If charitable donation please review the Community and 

Government Affairs Policy. 

 

B. YOUR INFORMATION 

 

1.  Name and contact information: 

Enter your name, phone number, email, job title and business unit (NOTE:  Use the business 

unit that you are reporting under). 

 

2. Location 

Use the look up feature to search for the location you are assigned to.  Search by city, state, 

or country for an accurate list of all Tenneco locations. If your location is not listed, use the 

most relevant location. 

 

C. OUTSIDE PARTY 

 

1. Organization & Contact Information: This section is used for the outside person that 

the exchange was made with. 

 

a. Role: What role did this person or organization have in the exchange (e.g., recipient, 

provider, or witness)?  If ‘other’ was chosen, then please describe in detail. 

 

b. Relationship to company:  Use the drop down to choose what relationship this 

outside party has with Tenneco. If ‘other’ is chosen, please describe in detail. 

 

c. Official or employee of a government entity or foreign government: Is the third 

party a government official or an employee of a government entity?  Select yes or no.  

If you do not know the answer to this question, then please contact Global Compliance 

https://tenneco.policyhub.com/PolicyHub/documents.aspx?doc=767&rev=767
https://tenneco.policyhub.com/PolicyHub/documents.aspx?doc=612&rev=612
https://tenneco.policyhub.com/PolicyHub/documents.aspx?doc=674&rev=674
https://tenneco.policyhub.com/PolicyHub/documents.aspx?doc=657&rev=657
https://tenneco.policyhub.com/PolicyHub/documents.aspx?doc=657&rev=657
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at AskLaw@Tenneco.com to discuss before completing the disclosure.  It is important 

to answer this question correctly. 

 

NOTE: A government official is any appointed or elected official, officer, or employee 

who works at the expense of taxpayers or the government or state - owned, controlled, 

or funded companies, or any person working in specific functions or industries who 

are defined or regulated as a government official by local law. 

 

d. Name, organization/entity, job title, phone number and email of outside party 

(contact) must be provided.   

 

2. Additional Recipients 

 

a. If the disclosure was for meals or entertainment provided by Tenneco and there was 

more than one recipient, please mark yes.  If the disclosure is for meals or 

entertainment that you received, then you do not need to list the other attendees. 

 

b. You can add each person individually in the form.  If there were a significant number 

of participants (e.g., 10 or more recipients), you can upload a list as an attachment but 

it must include company name, recipient name, and job title for each person.  

Attachments can be loaded in the File Upload section of the form.   

 

D. FILE UPLOAD 

 

1. Please upload any documents pertaining to the disclosure of charitable donations. 

 

2. To upload a file: 

 

a. Click on ‘select a file” 

 

 
 

b. Once file has been selected you must click on ‘add file’ in order for the document to 

uploaded. The files uploaded field will populate with the number of files successfully 

loaded. 

 

 

mailto:AskLaw@Tenneco.com
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E. DETAILS OF EXCHANGE 

 

1. Disclosure Type 

This answer will default depending on how you responded to the question under “Outside 

Party”  - Is the outside party is an official or employee of a government entity or a foreign 

government?  Remember, it’s very important that you answer that question correctly.   

 

2. Exchange Date 

Select the date of when the exchange took place or is expected. 

  

NOTE: If the exchange is scheduled to take place on a non-workday (e.g., over the 

weekend or on a public holiday) indicate further details regarding the exchange in the 

notes section. 

 

3. Role in Exchange 

Choose what role you had in the exchange (e.g., recipient, provider, or witness)? If ‘other’ 

was chosen, then please describe in detail.   

 

4. Purpose  

a. Purpose of exchange: Choose from the drop down the most relevant purpose of the 

gift/donation.   

 

• If ‘charitable donation’ is chosen you must provide name and address of charity. 

 
 

• If ‘Other’ is chosen, please provide specific details of purpose. 
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5. Items Exchanged  

 

a. Type of item: Select from the drop down the item that was exchanged. 

 

b. Classification: Based on the type of item chosen you will need to choose a specific 

classification which provides more details about the item. 

 

c. Item details: enter the name of item, the recipient count (this cannot be 0) and 

the value in USD.  Unfortunately, no other currency is available.  You can note the 

local currency in the comments section of “Items Exchanged” for informational 

purposes.)  

 

Example: For meals, enter total number of meal attendees and the meal cost per 

person.  The total should agree to the total cost of the meals to be approved. 

  

NOTE: If you are an employee intending to purchase a gift, please thoroughly 

review the gift and hospitality policy as there are rules on what is acceptable and 

unacceptable.  

 

d. Notes box: please enter details regarding the purpose of this exchange such as:  

• The purpose or intent of the transaction.  Why is it needed? 

• For a meal or entertainment, please provide details regarding the discussion 

topics to be covered at the event 

• If this gift was received by you (allowed or unallowed per policy), provide details 

on what you did with the gift (e.g., accept, return, donate). 

 

 
 

Example:  

Step 1: Fill out all required fields 

Step 2: Click insert  
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Step 3: You can then add, delete, or edit items as needed. 

 
 

F. APPROVAL & ACKNOWLEDGMENT 

 

1. Approval 

Confirm the Gifts/Hospitality/Government/Donation Disclosure form includes the 

appropriate manager approval.   

 

NOTE:  For hospitality in China, if the hospitality expenditure is greater than CNY 1500 

(approximately $220 USD), your department head’s written/email approval is required. 
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2. Approver Information 

Provide the name, job title, and email of approver 

 

3. Date 

Enter the date of when approval was obtained. If this was a verbal approval, provide the 

date of when verbal approval was granted. 

 

4. Method 

This may take the form of a written or verbal approval from the manager. For written 

approval, Reporter must paste the content of the approval email in the notes box. If 

approval was obtained verbally, employees must input the date on which their manager 

provided approval on the form. 

 

 
 

G. PASSWORD & SUBMIT 

 

1. Submission  

Upon submission of this form, you will be issued a Report Key. Please write this information 

down along with your password, in a secure and private place. Neither your report key, 

nor your password, can be recovered, or reset once this report has been submitted. 
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2. Follow up 

At the top of the form, select “Follow-Up” to provide any additional information or to 

interact with the investigation team at any time in the process. 

 

NOTE: You will need your report key and password from your original submission 

 
 

 

 

 

 

 


