


Module 4: Gifts and Hospitality Register Template

	This register provides a simple format for tracking gifts and hospitality offered or received by employees or company representatives. It supports transparency and helps companies monitor potential conflicts of interest or situations that could be perceived as undue influence. All staff should be encouraged to complete this register whenever a gift or invitation is exchanged (based on the value threshold set in the policy), particularly when dealing with suppliers or customers. This is a simplified template including the minimum recommended level of detail; however, companies can expand on this template based on their own particular circumstances and needs.



	Date
	Employee
	Recipient/Donor
	Description of Gift/Hospitality
	Value
	Accepted/Declined
	Business Purpose
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