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[bookmark: _Toc180605213][bookmark: _Toc227923122]Appendix 2 – Gift Registers [Template]
[bookmark: _Toc213923243][bookmark: _Toc227923123]Internal gifts register template
This register details the gifts, benefits or hospitality offered to or accepted by staff in the [Agency] in accordance with the Gift, Benefit and Hospitality Policy as at <insert date>.
	Date of declaration
	Name of Recipient 
	Description of gift 
	Company name/ Individual offering gift
	Explain nature of conflict
	Estimated value of gift
	Decision:
Declined/returned
Disposed of (how?)
Accepted by agency
Accepted by employee
	Reason for decision
	Position of delegate 
who made decision 
	Date of decision

	
	
	
	
	
	 
	 
	 
	 
	 


[bookmark: _Toc213923244][bookmark: _Toc227923124]Public gifts register template
This register details the gifts, benefits or hospitality offered to or accepted by staff in the [Agency] in accordance with the Gift, Benefit and Hospitality Policy as at <insert date>.
	Date of declaration
	Recipient’s Business Unit 
	Description of gift 
	Company name/ Individual offering gift
	Estimated value of gift
	Decision:
Declined/returned
Disposed of (how?)
Accepted by agency
Accepted by employee
	Reason for decision
	Position of delegate who made decision 
	Date of decision
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