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Appendix B: Hospitality and Entertainment Declaration Process

(Receiving) Flowchart for Employees

a) Managing Receiving of Meals

Procedure for Managing Meals (Receiving)

(¢) Approval from
Hoc lior foreign
entities only)/ CEQ/
Group MD?

(d)HOD's
recommendation?

(©)Is it possible to
reluse the meals
2

(a) Receives offer for
meals from Third

(8) Approval from
HOD?

(f) Exceeds ves
threshold?
No
No
Yes
(1) To accept the meals
offered
(i) Prior approval Yes {j) Complete the
i GHE Register (and
requirad? Stach HOD's
approval)
No
{ end )
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b) Managing Receiving of Travel, Transportation & Accommodation

Procedure for Managing Travel, Transportation & Accommodation (TTA) (Receiving)

(a) Receives offer

(f) Complete the
GHE Register and
attach the
necessary
approval(s)

d) Approval from
for TTA (regardless (b) Is the offer i ( J
of value) from Third No specified in the e (€) HOD's Yoo erni?igs'grrﬂh)r/e&%/ Yes
Party. Can you relevant work or ? Group b7
refuse? service contract? R
Note: For clarity, modest offer of
transportation, for example, offer
from Business Associates to pay
for Personnel’s taxi fare to the e Na No
airport after a meeting, is
permitted and does not need to
be declared. End
(e) Toaccept the TTA
offered
Yes
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¢) Managing Receiving of Entertainment

Procedure for Managing Entertainment (Receiving)

(a) Receives offer for
entertainment
(regardless of value)

from Third Party?

No

Yes (b) Isitduringa
sensitive period?

No

(f) Exceeds
threshold?

(h) To accept the

{c) Is it possible to
refuse the

entertainment?

Yes

(d) HOD's

(e) Approval from

HoC for foregn
ities only)/ CEO/
Group MD?

(g) Approval from
HoD?

Yes

No

D

offered

(i) Complete the
GHE Register (and

approval if exceeds
threshold)




