	Declaration of Gifts and Hospitality
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	Advice to City & County of Swansea Councillors & Officers
Complete all Grey areas when Gifts / Hospitality of £25 or more are Offered or Received.
Chief Officer (Chief Executive, Director, Head of Service).

	1)
	Gifts - The value of £25 or more is measured over a period of 28 days.  Total the cumulative cost over the period.

	2)
	Gifts - Your Chief Officer must authorise acceptance of the gift within 28 clear working days of acceptance of gift.

	3)
	Gifts - Should your Chief Officer refuse acceptance of gift then it should be given back, raffled or shared as outlined by the Chief Officer.

	4)
	Hospitality - Your Chief Officer must authorise acceptance of the hospitality prior to it being accepted.

	5)
	Ensure that your Line Manager is copied in for information purposes.





	Councillor / Officer
Name:
	



	Councillor / Officer
Contact Details:
	Email:
	

	
	Telephone No.:
	



	Section (Officers Only):
	



	Type (Please place ‘x’):
	[bookmark: Check1]Gift  |_|
	[bookmark: Check2]Hospitality  |_|



	Date Offer Made or Received:
	
	
	/
	
	
	/
	
	
	
	



	Was Gift / Hospitality Accepted?
	Yes  |_|
	No  |_|



	Chief Officer Authorisation?
(Officers Only):
	Yes  |_|
	No  |_|

	
	When?
	
	
	/
	
	
	/
	
	
	
	



	Chief Officer
Contact Details:
(Officers Only):
	Name:
	

	
	Email:
	

	
	Telephone No.:
	



	Person who Offered / Gave the Gift / Hospitality Contact Details:
	Name:
	

	
	Email:
	

	
	Telephone No.:
	

	
	Company / Organisation:
	



	Details of Gift / Hospitality: What was the Gift / Hospitality? Include as much information as possible.

	Description of Gift / Hospitality:
	


	Venue of Hospitality:
	


	Occasion of Hospitality: i.e. Name of Sporting Event etc.
	


	Estimated value:
	£

	Date of Hospitality:
	
	
	/
	
	
	/
	
	
	
	

	Additional Comments:
Any additional information which you feel is relevant.
	






	Officers Return Form Via email To: Your Relevant Chief Officer (Chief Executive, Director or Head of Service)
Chief Officers Return Form Via email To: democracy@swansea.gov.uk
	Councillors Return Form Via email To: Democratic Services
democracy@swansea.gov.uk
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