Does the gift / hospitality require
Exec approval?

Yes

'

Gifts & Hospitality

Colleague receives an offer of gifts or hospitality from a supplier.

Politely decline the offer. Email Ben

Does Colleague wish to accept the offer?

A 4

Yes

v

No — Lovett or Harriet Desai to log

Contact Mark Mitchell to approve that attendance is inline with Commercial
Policy. If MM is unavailable contact Ben Lovett. If BL unavailable contact
Harriet Desai Commercial to log offer on G&H log sheet

Commercial approval received?

" N\

<+ Yes No

Seek approval from relevant ‘Head of’ or

No > COO0. Confirm back to commercial that
place has been accepted/Declined.

Seek secondary approval from relevant
‘Head of’ or COO. Details to be sent
to Sara Dunham for Exec level
approval.

Commercial to log on G&H log sheet

Politely decline the offer. Complete

Exec Approval Received?

—> No — | Secretary. Please contact Commercial

Society G&H form & submit to Society

'

Yes

v

to log decline on the Gifts and
Hospitality Log Sheet

Accept the offer. Complete Society G&H form & submit to Society
Secretary- and contact Commercial to log accepted on the Gifts

and Hospitality Log Sheet

decline on the Gifts and Hospitality
Log Sheet

Politely decline the offer. Email
Commercial to log decline on the
Gifts and Hospitality Log Sheet

Exec Approval Required for:-

Business Event with an entertainment element where multiple
colleagues are attending same event. IE Awards evening,
Supplier meal, Supplier conference, Supplier launch event (eg
new ship launch)

Hospitality or gift - Golf day/sporting event, pure entertainment
event with no business relationship building activity

Free experience un-hosted by the supplier eg complimentary
cruise or attraction passes)

Gifts and Hospitality Notification form is located on colleague connect.
Click HERE to go to relevant page



https://colleaguesconnect.midcounties.coop/working-here/policies/gifts-hospitality-policy/
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