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	Gifts, benefits and hospitality register



In accordance with the University Gifts, Benefits and Hospitality Procedure, this form is to be used to register receipt of any gifts, benefits and hospitality regardless of whether they have been accepted or declined that:
a) Are valued at $50.00 or more (actual or estimated) 
b)  the offer may give rise to an actual, potential or perceived conflict of interest; seen as a bribe or inducement; or tarnish public trust and community expectation.
	Date received
	Recipient name and title
	Classification
	Value (actual or estimated)
	Giver’s name and company 
	Reason for receiving the gift
	Further information
	Accepted

	Enter date
	
	Choose an item	
	
	
	
	Select Y/N
	
	e.g. staff, Council/ committee/board member
	
	
	
	
	Please detail what action was taken (i.e. how the gift was handled; approved by supervisor; did anyone associated with the recipient benefit from the gift; any other relevant information
	



Completed form to be submitted via the Legal Office ServiceNow portal.	Comment by Rebekah Foster: Pls ensure that this part if hyperlinked to: 
https://federation.service-now.com/fed_esc?id=emp_taxonomy_topic&topic_id=f5a67ff9878eb9107ddcbae8dabb354d
For further information, please refer to the Managing Conflicts of Interest and Staff Code of Conduct procedures.
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