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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 are valued at $50.00 or more (actual or estimated) 

	Date received
	Recipient name and title
	Classification
	Value (actual or estimated)
	Giver’s name and company 
	Reason for receiving the gift
	Further information
	Disclosed to (see Procedure)
	Accepted

	Enter date
	
	Choose an item	
	
	
	
	[name and position]
	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.
For further information, please refer to the Managing Conflicts of Interest and Staff Code of Conduct procedures.
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