Whistleblower Procedures and Policy
[Drafting note, delete before use: Draft for professional judgment. Tailor it to the entity, the engagement and your methodology, have legal counsel review it where needed, and check it against the current requirements that apply to you. It is not legal advice and does not by itself show compliance with any standard or rule. Counsel must review it, along with employment law, state law and any whistleblower rules that apply to the entity. Listed issuers must have complaint procedures under Exchange Act Rule 10A-3(b)(3). Strike what does not apply.]
1. Purpose
[Entity Name] is committed to honest conduct and accurate records. This policy lets employees and others report concerns about accounting, internal accounting controls, auditing matters, fraud and other misconduct, in confidence and without fear of retaliation, and sets out how those reports are received, kept and handled.
2. What to report
1. Questionable accounting, internal accounting controls or auditing matters, including attempts to mislead the auditors.
1. Fraud, theft, bribery or corruption, falsified records or expense claims.
1. Violations of law, regulation or the code of conduct.
1. Retaliation against a person who has made a report or taken part in an investigation.
3. How to report
	Channel
	Details
	Anonymous allowed?

	Independent hotline (24 hours)
	[Number]
	Yes

	Web form
	[Address]
	Yes

	Email to the audit committee chair
	[Address]
	No, unless sent from an anonymous account

	Mail to the audit committee chair
	[Address]
	Yes

	Manager, human resources, legal or internal audit
	[Names]
	No



4. Protection from retaliation
The entity will not discharge, demote, suspend, threaten, harass or otherwise discriminate against anyone who makes a good-faith report or who helps with an investigation. Anyone who retaliates is subject to discipline up to dismissal. A person who believes they have been retaliated against should report it through any channel above.
Nothing in this policy, or in any agreement with the entity, prevents anyone from reporting a possible violation of law directly to a government agency, such as the Securities and Exchange Commission, or requires them to tell the entity before or after doing so (see SEC Rule 21F-17).
5. Confidentiality
Reports are handled in confidence. Identities of reporters, where known, and of the people named are shared only with those who need to know to investigate or to comply with the law.
6. Handling reports
	Step
	Who
	Within

	Report received and logged with a case ID
	[Hotline provider / Internal audit]
	Same day

	Acknowledgment sent to the reporter, where possible
	[Internal audit]
	[x] days

	Reports on accounting, controls, auditing or senior management sent to the audit committee chair
	[Chief audit executive]
	[x] days

	Investigator assigned; no one with a conflict takes part
	[General counsel / Chief audit executive]
	[x] days

	Investigation completed and a report to the committee
	[Investigator]
	[x] days

	Outcome communicated to the reporter in general terms, where possible
	[Internal audit]
	At close

	Check on how the reporter has been treated since the report
	[Human resources]
	[x] days after close



7. Retention and reporting
The complaint log and the investigation files are retained for [seven] years or as the law requires. The audit committee receives a summary each quarter, without names, and reviews it.
8. Acknowledgment
All employees are told of this policy when they start and each year. Contractors and vendors are told of it in their contracts.
	Role
	Name
	Signature
	Date

	Chair, Audit Committee
	[Name]
	
	[MM/DD/YYYY]

	General Counsel
	[Name]
	
	[MM/DD/YYYY]



Free template from CORAA (coraa.ai/us/templates). Draft for professional judgment: adapt it to the engagement and your firm’s methodology, have legal counsel review where needed, and check it against current AICPA, FASB and other applicable requirements before use.
