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Appendix A: Due Diligence Process  

Science Museum Group UPDATED September 2018 

1. Background

SMG seeks and encourages funding from a range of sources including individuals, 
companies, charitable trusts and foundations and statutory funders. 

Relationships with funders should be subject to prior and continuing consideration in 
order to confirm that they support SMG’s mission, vision and strategic aims and are 
consistent with our overall objectives. 

This policy and process conforms with the ‘Know Your Donor’ principles set out by the 
Charity Commission. This stipulates that trustees should take reasonable and appropriate 
steps to know who the charity’s donors are. Due diligence should ensure that trustees take 
reasonable steps to ensure they: 

- Identify: know who they are dealing with 
- Verify: where reasonable, and the risks are high, verify identities 
- Know what the organisation’s or individual’s business is and can be assured this is 

appropriate for the charity to be involved with 
- Know what their specific business is with the charity and have confidence they will 

deliver what the charity wants them to 
- Watch out for unusual or suspicious activities, conducts or requests. 

(From Charity Commission ‘Compliance toolkit: protecting charities from harm’) 

Careful review of proposed and on-going relationships is required to mitigate the risk of 
ethical issues causing damage to the SMG’s reputation, reducing our ability to secure 
funding and our capacity to develop beneficial relationships in the future. 

Responsibility for the review of proposed funding rests with the Development Department, 
reporting to the Director of Development. 

2. What should due diligence include, when is the process activated and who does it?

Due diligence research will be carried out by the Prospect Development team within the 
Development Department.  The due diligence process outlined below is triggered when we 
are considering making a request for funding of £50k or more at any site across the group 
(the Science Museum, the National Railway Museum, Museum of Science and Industry and 
the National Science & Media Museum). The due diligence process will be triggered at a 
lower level if we are alerted to specific risks.  

2.1 Due diligence research will include: 

- A summary of our existing relationship 



- Gift information – where is the money coming from, how much and what for 
- Source of wealth/income (employment history for individuals) 
- Negative/positive press (highlighting any areas for concern) 
- Highlight any areas for concern 
- Associations with affiliated individuals/organisations  

2.2 Referral Process 

The Prospect Research team within the Development Department conduct the 
research to the agreed format, checking resources accessible in the public domain 
(see template below).  

The report is reviewed by the Development Director in the first instance who will 
assess and decide if a referral to SMG Director and the Director of External Affairs 
is necessary. 

If SMG Director and the Director of External Affairs have concerns they will refer to 
the Board of Trustees for a final decision.



 
 

 
 

3. Due Diligence templates 

 “Name of Company” 
 
 
Existing relationship to SMG 
To be completed by canvasser 
 

Type of partnership 
To be completed by canvasser – amount and nature of funding relationship (restricted/unrestricted) 
 
Company registration number and registered office 
 
 
Company website 
 
 
Source of wealth: what does the company do? 
List the primary income-generating activities of the company (including one-line about what the company does) 
 
Source of wealth: Turnover 
List company turnover & profit for the last 2 financial years 
 
Giving history/associations with other organisations 
List the names of the organisations ONLY  
 
Have any public concerns been raised in relation to the company that could have an adverse impact on SMG? 

Include top-line overview of any negative press relating to the company. Consider: 
 
Corruption 
Environmental issues 
Illegal activity 
Associations contrary to SMG mission, vision & strategic aims 
Directors’ names and associations 
 
 

 
 
 
Checklist 
Legal status of 
company  

 

Disqualified directors  
Modern Slavery Act 
Statement dated within 
the last 12 months (if 
commercial 
organisation supplying 
goods/services with 
turnover over £36m) 

 

Sources  
 

 

 

 

 

 

  



 
 

 
 

“Name of Individual” 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
  

Existing relationship to SMG 
To be completed by canvasser 
 
Type of partnership/Gift information 
To be completed by canvasser – amount and nature of funding relationship (restricted/unrestricted) 
 
Identify: address of individual 
Verify name/address provided by individual 
 
Source of wealth: current/previous positions 
List: job title, dates of employment (including directorships/memberships) & expected remuneration. Include information 
relating to shareholdings/ other business interests, family wealth.  
 
Charitable positions (trusteeships/memberships) 
List: role, organisation, length of tenure 
 
Giving history/associations with other organisations 
List the names of the organisations ONLY  
 
Have any public concerns been raised about the individual or their activities that could have an adverse impact on 
SMG?  
Include top-line overview of any negative press relating to the individual, consider: 

 
Corruption 
Illegal activity 
PEP 
Associations with military regimes factions or extreme religious groups 
Associations contrary to SMG mission, vision and strategic aims 
Associations of immediate family members 
 
 

Checklist 
Address 
verified  

 

PEP  
Sources  



 
 

 
 

“Name of Trust/Foundation” 

 

Checklist 
Sources  
Legal status of 
the 
trust/foundation  

 

 
 
 

 
 
  

Existing relationship to SMG 
To be completed by canvasser 
 
Type of partnership/Gift information 
To be completed by canvasser – amount and nature of funding relationship (restricted/unrestricted) 
 
Registered office and Charity registration number 

 

Website of trust/foundation 
(include if applicable) 
 
Source of income 

List the key source(s) of income for the trust/foundation 
 
Funding areas 

List the key funding areas for the organisation, with an indication of value (where possible) 
 
Have any public concerns been raised about the trust/foundation or their activities that could have an adverse 
impact on SMG? 
Include top-line overview of any negative press relating to the individual. Consider:   
 
Corruption 
Illegal activity 
Associations contrary to SMG mission, vision and strategic aims 
Associations of the trustees 
 



4. Due diligence Process

5. Review of due diligence

- Due diligence is considered valid for a period of 12 months after it has been approved
- The prospect research team will monitor press reports for all existing partners (via Google Alerts)

and update the relevant stakeholder(s) via email of any significant news that might impact the
partnership. These press reports will also be saved on Tessitura as a Plan Step.

- All approved due diligence is saved on Tessitura with clear guidance relating to the nature of the
partnership that has been approved, specifically:

o Size of the gift
o Project to be funded
o Terms of the gift (in particular, how publicly the donation/partnership will be recognised)

When a fundraiser requests due diligence, we will first ask them to check if the prospect has a pre-
existing due diligence report and if this is still valid (i.e. has been completed within the last 12
months). Fundraisers will check the pre-existing approval criteria against their own request. If there is
no significant difference, due diligence will not be repeated (unless we believe there is a specific
reason to do so).

- Due diligence for multi-year partnerships will automatically be updated after 12 months, for the
lifetime of the partnership.

Due diligence is reviewed throughout partnership (see below)

Completed due diligence reports are saved on Tessitura under the relevant Plan with an
accompanying status that is updated throughout the process

The report is reviewed by the Development Director in the first instance who will assess and
decide if a referral to SMG Director and the Director of External Affairs is required

Prospect Research team complete due diligence report within the KPI of 7 working days

The fundraiser completes sections 1 & 2 of the due diligence report and sends to the Prospect
Research team

Fundraiser requests a due diligence check on a potential funder once they are close to ask
stage and they meet the threshold criteria (50k across all museums, or at a lower level if

alerted to a specific risk)



 
 

 
 

- Regular TFG funders will have due diligence automatically updated every 12 months (HLF, 
Wellcome) 

 
6. Unsolicited donations 
 
- Where SMG receives an unsolicited donation from a known source, the procedure outlined above 

is followed and is triggered at the £50k level.  
- Where an unsolicited donation is received from an unknown source, full due diligence will 

completed regardless of the gift size.  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 






