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GUIDANCE ON THE PROVISION OF HOSPITALITY AND GIFTS
1
Introduction

This guidance is intended to inform all Development Partnerships (DPs) funded under the Northern Ireland EQUAL Community Initiative Programme of the main issues involved in the offer of hospitality and to provide guidance on how it should be managed.  It should be noted that:
•
All expenditure on hospitality must be able to withstand both internal and external scrutiny;

•
All hospitality financed by the EQUAL Programme should always be in the direct interest of the Programme; and

•
The level of hospitality offered should not be excessive.  It is a matter of judgement as what is appropriate and reasonable in the circumstances.

The Department for Employment and Learning (DEL) is charged with the responsibility of ensuring that the necessary mechanisms are in place to ensure regularity and propriety of expenditure in relation to hospitality provided by the Programme.  The following paragraphs provide guidance to all and set out the procedures to be adhered to.

2
Main Criteria for Official Entertainment
2.1
Expenditure on hospitality should only be incurred where it is in the direct EQUAL business interest of the DP and with the following considerations taken into account:

a)
As a general rule, hospitality should not be provided merely as a return of hospitality;

b)
The level of hospitality should not be lavish or ostentatious and there should be proper regard for the most effective use of Programme funds - a realistic estimate of costs and numbers attending should be provided before authorisation; and

c)
Where employees of the DP member organisations participate as hosts, their numbers should be kept to the minimum necessary.

2.2
Unless the approval is explicit in these guidelines (for example, refreshments at meetings), approval for all hospitality must be obtained at Lead Organisation’s Director/Chief Executive/Chairman level prior to hospitality being offered or provided.

2.3
Where a specific aspect is not included in these guidelines, advice and prior written approval for any expenditure must be sought from DEL.

3
Refreshments at Meetings

Refreshments may be provided for business meetings (e.g. tea, coffee, biscuits, scones) where prior approval has been obtained at Project Manager level or above.  Authorisation, details of the meeting incl. the names of those attending and original receipts must be retained for any purchase. 
4
Lunches/Dinners
4.1
The DP should not normally include in its claims expenditure for the provision of lunches/dinners to visitors or for working lunches.

4.2
However, there will be occasions when a benefit will accrue to the project and the following subparagraphs set out the criteria, which should be applied.  The Lead Organisation’s Director/Chief Executive/Chairman will consider authorising expenditure within the following guidelines:

(a)
if only representatives from one DP member organisation are in attendance, lunches/ dinners should not normally be provided;

(b)
the meals should be unostentatious and on a modest scale;

(c)
expensive hotels and restaurants should be avoided;

(d)
the use of DP member’s premises should be utilised whenever possible; and

(e)
the number of DP representatives in attendance should be restricted to the minimum numbers required, normally a maximum of two per member organisation, and should not normally exceed the number of visitors.

4.3
The following should also be adhered to as a general rule when guests are entertained at hotels or restaurants:

(a)
the total dinner cost per head including refreshments should not exceed £20 sterling or €31 (£10 sterling or 15€ for lunch);

(b)
the element for refreshments should not exceed one quarter of the total bill;

(c)
if no service charge is included, a tip of 10% would be reasonable; and

(d)
invoices to cover expenditure and specifying the food and refreshment costs separately must be obtained.

4.4
Details of the event, including the following, should accompany the original invoice:

(a)
the purpose of the event;

(b)
the names of those attending; and
(c)
the Lead Organisation’s Director’s/Chief Executive’s/Chairman’s approval.

4.5
It follows from the preceding paragraphs that the provision of lunches/dinners, including working lunches, to the DP’s own staff is generally not permissible under these guidelines.  Specific approval must be sought in those circumstances in advance from the Lead Organisation’s Director/Chief Executive/Chairman.

4.6
Where working lunches are approved, expenditure should be modest, normally covering sandwiches, salads, etc.  Provision of modest alcohol refreshment (see 4.3 b) at such lunches or other meetings will be a matter for the judgement of the Lead Organisation’s Director/Chief Executive/Chairman.

5
Training Courses/Away Days/Seminars/Conferences

This guidance is divided into two segments - residential and non-residential.

All original invoices should be accompanied by a list of participants and purpose of the event.
5.1
Residential

5.1.1
It is normal practice for meals and light refreshments (tea/coffee etc) to be provided to participants.  It will also be permissible for refreshments to be served with evening meals and for this to be charged to the project up to a maximum value of one quarter of the food bill.

5.1.2
Any cost incurred in respect of refreshments must be separately identified within the invoice presented for payment by the hotel or other establishment.
5.2
Non-residential


Light refreshments and lunch may be provided at the discretion of a representative of the Lead Organisation not lower than Director/Chief Executive/Chairman where it facilitates the running of the course or where alternative provision is not available.  The approval and information should accompany the original invoice.

6
Transnational visits abroad/Entertaining transnational visitors in Northern Ireland
6.1
During transnational visits the host partner will normally make provisions for lunches.  However, the project staff/beneficiaries will be expected to pay for their own evening meals and the following subparagraphs set out the criteria, which should be applied.  The Lead Organisation’s Director/Chief Executive/Chairman will authorise expenditure following the visit within the following guidelines:

(a)
the meals should be unostentatious, on a modest scale;
(b)
expensive hotels and restaurants should be avoided; 
(c)
claims must be based on actual expenditure and be backed-up by original invoices; and
(c)
transnational partners should not be entertained but pay for their own meals and refreshments.
6.2
The following should also be adhered to as a general rule when dining at hotels or restaurants abroad:

(a)
the total accommodation cost per head including breakfast should not exceed 
£70 sterling or 100€;

(b)
the total dinner cost per head including refreshments should not exceed £20 sterling or €31 (£10 sterling or 20€ for lunch);

(c)
the element for refreshments should not exceed one quarter of the total bill;

(d)
if no service charge is included, a tip of 10% would be reasonable;
(e)
invoices to cover expenditure and specifying the food and refreshment costs separately must be obtained; and

(f)
any cost incurred in respect of refreshments, telephone calls or services must be separately identified within the invoice presented for payment by the hotel or other establishment.

6.3
Details of the event, including the following, should accompany the original itemised invoice:

(a)
the purpose of the event;

(b)
the names of those attending; and

(c)
the Lead Organisation’s Director’s/Chief Executive’s/Chairman’s approval.

6.4
The DP staff should not include in their claims any expenditure for evening entertainment/alcohol, neither for themselves, beneficiaries nor transnational partners both abroad and in Northern Ireland. 
7
Gifts/Presents


The DP should not include in its claims expenditure for any gifts/presents for visitors (including transnational visitors), hosts (including transnational hosts), staff members or beneficiaries.

8
Summary
8.1
It is for the Lead Organisation’s Director/Chief Executive/Chairman to ensure that expenditure on hospitality/ entertainment falls within the above-mentioned guidelines.  Project Managers/Finance Managers will ensure that appropriate invoices, approvals, authorisations and information are retained for inspection.

8.2
It is important that the Lead Organisation’s Director/Chief Executive/Chairman, who is accountable, has a defence against charges that the level of hospitality is excessive or that staff are being entertained at the European Commission’s/taxpayer’s expense.  Where there is doubt about any particular event the Project Promoter should seek advice or err on the side of caution and reject the request.
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