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Name of individual completing form:				
Position of individual completing form:				
Service address:						Date form completed:
	Details of gift/hospitality provider

	Name
	

	Relationship to Creative Support
	

	Address
	



	Details of gift/hospitality recipient

	Name
	

	Relationship to Creative Support
	

	Address
	



	Details of gift/hospitality

	Date of gift/hospitality offer
	

	Cost (estimated if unknown)
	£

	Brief description of gift/hospitality

	



	Reason for offer of gift/hospitality

	



(Any conflicts of interest, such as the event holder is a supplier whose contract is due for renewal must be disclosed).
	The gift/hospitality was:
	

	Received
	☐

	Provided
	☐

	Offered but declined
	☐

	Accepted and donated to charity
	☐

	Other (please describe)
	



	If accepted, reason for acceptance

	
[bookmark: _GoBack]



Approval is required by Line Manager 
Name of line manager:				Position:
Signature:					Date signed:
This form should be filed locally in a folder confirming all Gift & Hospitality register entries. 
This should be available for auditing at any time and all staff should know how to make entries into this folder. A copy must then be submitted to the Internal Audit team at: internal.audit@creativesupport.co.uk
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