(Print on company letterhead)
Sample Gift Return Letter
Note:  Employee may tailor the letter to accommodate their specific circumstance.  Consider identifying the gift being returned, e.g., gourmet cookie tin, game tickets, 5 lb box of chocolates, gift basket).  Be certain to delete the content below that does not apply to your situation.
Date

Address1

Address 2

Attention:  

City, State Zip

Dear ________:

Thank you for your recent gift.  While I appreciate the good intention of your gesture, it is Northrop Grumman policy that employees do not accept gifts from our Business Associates.  Therefore, I am returning the gift.
In the unusual circumstance where you are not returning the gift, the message could be changed to read:
Thank you for your recent gift.  While I appreciate the good intention of your gesture, it is Northrop Grumman policy that employees do not accept gifts from our Business Associates.  Since it is impractical to return your gift, I have provided the gift to our Charitable Contributions Program for donation to a community service agency.
Thank you for your goodwill.

Sincerely, 

Name

Position
