
Process Associated With Discounts to Suppliers for Charitable Events
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Make initial request re. 
Charitable Event

(email, phone, letter etc.) 
Lead Time: Min 60 business 

days prior to event

Review request details & send 
Charitable Information Form (CIF) to 

Event Organizer
Turnaround time: 3 Business days

Fill out Charitable Information Form 
with all required info and return to 

Festival Coordinator
Turnaround time: 7 Business days

Review CIF & 
approve or decline

Declined

Notify Event Organizer and 
provide details on the reason

Turnaround time: 
3 business days

Approved

Notify Event Organizer sending a 
cover letter explanation and a 

supplier contact list
Turnaround time: 3 business days

Notify suppliers simultaneously to 
event organizer providing a copy of 

the CIF and a blank Supplier 
Charitable Discount Request (SCDR)

Decision to 
participate or not

No No further action

Submit completed SCDR to 
Festival Coordinator

Lead Time: Min 15 business 
days prior to event

yes

Review SCDR criteria.  Resolve 
discrepancies with supplier and 
apply the appropriate discount 
using the discount allotment 

spreadsheet. 

Convert to PDF and send 
copy to Supplier & Store

Turnaround time:
5 Business days from 

receipt

Check Store Inventory, 
order/transfer product if 

need. Notify Festival 
Coordinator of any concerns 

within 3 business days 

Pick product, generate 
invoice and process 

payment
Lead Time: as dictated 

by Supplier

Pick up product at 
time and location as 
indicated on SCDR

Event Occurs Returns as per 
policy


