Example Agency


2.5 OFFICIAL HOSPITALITY

Policy

Example Agency has implemented this policy to ensure that Public Moneys are only spent where it will foster the efficient conduct of public business or promote the public interest.

Rationale for Policy

This guideline has been introduced to assist authorised officers to discharge the Chief Executive’s responsibility in relation to hospitality expenditure.

As a general principle, public moneys should not be used to provide hospitality for ACT Government officers.  The number of ACT Government officials attending a departmental function involving official hospitality should be restricted to those who would be able to advance the interests of the agency or where the department would benefit from their attendance.

The level of hospitality and cost incurred should be related in a sensible manner to the level of importance of the visitor(s) and the benefits accrued to the Department.

Responsibilities and Accountabilities

The primary responsibilities and accountabilities in relation to hospitality rest with the:

· Chief Executive;

· Host; and

· Approver.

Chief Executive

The Chief Executive is responsible for the control and reporting of expenditure on hospitality incurred by departmental officers.  The Chief Executive must decide whether expenditure on official hospitality is a proper charge on public funds.

Host

The host is the departmental official who represents the department and anticipates the needs of the internal and external guests. 

Approver

All hospitality expenditure is to be approved prior to the event, Directors / Executive Directors can approve expenditure on hospitality to a maximum of $200 per event. Chief Executive approval is required where amounts exceed $200 or where provision of alcohol is expected to occur no matter what the value.

Prior approval is required in all circumstances.

Directors and Executive Directors may approve expenditure for meetings to a limit of $1000 per event.  Expenditure exceeding this amount must be approved by the Chief Executive.

Directors and Executive Directors may approve expenditure on gifts to a value of $50.  The Chief Executive must approve expenditure for gifts exceeding this amount.

Non Compliance

Failure to comply with these procedures will be taken seriously and may result in expenses not being reimbursed.

Target users

These procedural rules are for providers and approvers of hospitality.

Procedures

The following procedural rules are covered by these procedures

· official hospitality;

· meetings;

· official departmental ceremonies; and

· gifts. 

Official hospitality

The range of functions for which official hospitality might be considered includes:

· refreshments provided during or at the completion of interstate meetings;

· provision of meals or refreshments for visiting senior State, international or industry officials;

· working meals with non ACT Government officers;

· overseas VIPs might be given an official dinner or lunch.  In regard to overseas VIPs other forms of hospitality, such as an official reception, sightseeing program for spouses, may also be warranted; and

· senior officials (senior academics, senior staff from the States) might appropriately be provided with lunch or dinner, plus other minor assistance according to the circumstances.

Specific exclusions from expenditure on official hospitality are:

· working meals consistent with definition in the “meeting” section and morning teas;

· staff development programs financed from professional development funds; and

· minor incidental expenditure for items such as tea, coffee, biscuits for servicing meeting rooms.

Refreshments under these circumstances should be regarded as incidental to the activity being performed and charged to the appropriate expenditure code, or as ‘Meeting Expenses’ where the costs cannot be charged to a specific activity.

Because the effects of alcohol can detract from officers’ work performance, as a general rule officers must not consume alcohol during work hours. An exception may be made for special occasions like Christmas parties, the Melbourne Cup or farewells. 

For all hospitality expenditure, sufficient detail about of the event (e.g numbers of internal and external attendees, names of employees who attended) must be advised to the Financial Controller on the relevant form to enable the correct determination of FBT liability for the department.

Meetings

All expenses associated with meetings are not to be regarded as hospitality expenditure.

Light refreshments for meetings, such as tea, coffee and biscuits, are to be charged as meeting expenses.

Functional benefits may arise from the provision of working meals to ACT Government officers.  Working meals, for example, may be justified:

· where a meeting has been scheduled which covers the normal lunch period because all participants would not have been available at the same time;

· where a full days meeting has been scheduled and there are cost advantages in continuing through the normal lunch break; or

· where the meal is attended by officials from at least one other agency and is for the purpose of transacting business during the meal.

Working lunches should be taken at the work/meeting location and not be a regular occurrence.  In general, such hospitality is to be limited to light refreshments, such as sandwiches, fruit and non-alcoholic beverages.

There should not normally be expenditure on alcohol for meetings of predominantly ACT officials.  Where for such occasions the use of alcohol is considered important in the conduct of department business, the Chief Executive’s prior approval is required.

Official Departmental Ceremonies

Expenditure on official departmental ceremonies eg. a presentation ceremony, or a donation to a school to assist with an opening ceremony is not official hospitality.  Expenditure for official ceremonies must be approved by officers at the Director level and above to the limit of available funds.

Gifts

A gift may be given where a person (other than an ACT officer) has performed a service for which they have not received remuneration and a gesture of appreciation is appropriate.  The value of the gift should be in keeping with the service provided.

Token gifts may be considered appropriate for situations such as international VIP visitors.

It should be noted that the use of official funds for the purchase of gifts for ACT officers is not permitted eg at Christmas, birthdays or when officers leave.  The Chief Executive may, however, at their discretion approve the purchase of gifts for staff incentives/rewards.
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