
 
   

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Charity Donation 

Process Flow 

London September 2017 

Charity /organisation/ employee, charity initiative requires 
stock 

 Charity/organisation/employee completes the Fast Track 
Charity form (Intranet>Toolbox>General Forms) 

Form goes to sustainability@colart.co.uk for approval 

Fast track form is reviewed against the Guiding Principles.  
(Intranet>Toolbox>General Forms) 

Charity in line with our guiding principles 

DISCO stock 
allocated to charity 

and shipped 
according to date. 

Employee (requestor) 
Informs charity- process 

stops here 

Employee (requestor) is notified that 
the charity does not align with our 

values  

Employee/ requestor are notified that 
stock has been sent to charity.  

Employee to send Charity feedback 
form. Once completed, send to 

sustainability@colart.co.uk 

Internal communication about 
event review feedback 

 

 

 

 

 

 

https://colart365.sharepoint.com/toolbox/GeneralForms/FAST%20TRACK%20CHARITY%20FORM.docm?d=we10ad613399d431f8625915ea822d91a
https://colart365.sharepoint.com/toolbox/GeneralForms/FAST%20TRACK%20CHARITY%20FORM.docm?d=we10ad613399d431f8625915ea822d91a
mailto:sustainability@colart.co.uk
https://colart365.sharepoint.com/toolbox/GeneralForms/Guiding%20principles%20charity.docx?d=wfa4ce7107fb24a2cb73666424c6a5376
https://colart365.sharepoint.com/toolbox/GeneralForms/Donation%20Feedback%20Form.docx?d=w1a5dc3a5c58e48759e4bed72a10a59bf
https://colart365.sharepoint.com/toolbox/GeneralForms/Donation%20Feedback%20Form.docx?d=w1a5dc3a5c58e48759e4bed72a10a59bf
mailto:sustainability@colart.co.uk

