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GIFTS, 
MEALS AND 
INVITATIONS 

GUIDELINE



KEY PRINCIPLES
Gifts, meals and invitations 
may sometimes be seen as a 
form of corruption or influence 
peddling. They are therefore 
strictly regulated. Gifts, meals and 
invitations, whether received or 
offered by a Lyreco employee, 
must always :

Be strictly made within a 
professional context. 

Be of a reasonable value.

Be occasional.

Be received spontaneously and 
not be solicited by the recipient.

Not influence the behaviour or 
decision-making of the recipient.

Not harm Lyreco’s reputation.

Comply with applicable local laws 
and regulations.

ROLE OF THE GUIDE 
Gifts, meals and invitations 
are part of business life. It 
is the responsibility of all 
employees to be able to 
identify and make the right 
decision when they are in a 
position to offer or receive 
gifts, meals and invitations, 
on behalf of Lyreco, in the 
course of their professional 
activities.   
— 
This guide complements the Code 
of Ethics and the procedure 
P MNG 086 - Gifts and Invitations.

APPLICATION
This guide applies to all 
employees of Lyreco entities 
worldwide. All employees must 
read and follow it, or otherwise be 
subject to disciplinary sanctions 
(procedure P MNG 089 - 
Disciplinary sanctions).

INTRODUCTION

An interactive version of this guide 
is available for consultation and 
download via Workplace and 
the Toolbox (library).

WHERE TO FIND IT
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SOME EXAMPLES

ARE CONSIDERED AS...

GIFTS
Promotional items, business gifts, 
vouchers, payment of travel or 
accommodation expenses.

 

BUSINESS MEALS
Professional lunches and dinners  
at restaurants.

INVITATIONS
Sport or cultural events, shows, 
concerts, professional events, 
seminars, site visits, trips, holidays.

BUSINESS PARTNERS
Customers, suppliers, service 
providers, consultants, agents and, 
more generally, any third party having 
a business relationship with Lyreco.

 

PUBLIC OFFICIALS
Persons holding a legislative, 
administrative or judicial position 
or performing a public function 
(e.g. for public organisations or 
agencies, public companies, local 
municipalities).



FOCUS POINTS

ALL EMPLOYEES ARE INVITED TO INQUIRE 
AND USE THEIR GOOD JUDGMENT BY 
CONSIDERING QUESTIONS SUCH AS : 
—
Are the rules set out in this guide binding on 
the business partner ?
The rules set out in this guide for gifts, meals and invitations are internal rules of 
Lyreco. They may therefore be different from the internal rules of the business 
partner or from the local regulation in the relevant country. In such cases, the 
strictest requirements must be applicable.

Does the business partner offering or receiving a gift, 
a meal or an invitation constitute a risk ?
If the business partner is a public official, any employee must be particularly 
vigilant before offering any gift, meal or invitation. Indeed, regulations usually 
prohibit public officials from accepting them. 

If the business partner is a supplier, any employee is subject to a duty of 
independence in order to avoid being influenced. The rules set out in this 
guide when employees are in a position to receive gifts, meals or invitations are 
therefore more stringent.

What is a reasonable value for gifts, meals or invitations ?
To facilitate the decision-making regarding gifts, meals and invitations, Lyreco 
has defined thresholds of acceptable and maximum values, which may vary 
depending on the country where Lyreco operates.
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I CAN OFFER...

VALUE < 50 € PER PERSON
and occurs during business days ;
and  both the business partner and 

I attend the meal.

BUSINESS MEALS

VALUE BETWEEN 50 € AND 
100 € PER PERSON
and occurs during business days ;
and  both the business partner and 

I attend the meal.

VALUE > 150 € 
PER PERSON

INVITATIONS GIFTS

Without 
validation from 
my manager 
if...

Subject 
to prior 
validation from 
my manager 
if...

Prohibited if...

ENTERTAINMENT < 150 € 
PER PERSON 
and  both the business partner and I attend 

the entertainment.

SITE VISIT
(e.g. distribution centres) including 
payment of travel expenses (transportation, 
accommodation, meals).

PROFESSIONAL EVENT 1

(e.g. seminar, trade fair, exhibition) including 
payment of travel expenses (transportation, 
accommodation, meals).

VALUE > 150 € PER PERSON
or indecent or sexual nature ;

or  during call for tenders or competitive 
auctions.

VALEUR < 20 €
and/or promotional item.

VALUE BETWEEN 
20 € AND 150 €

VALUE > 150 €
or cash or vouchers ;

or indecent or sexual nature ; 

or  during call for tenders or 
competitive auctions.

NB •  All situations not covered by this table will be considered, in principle, 
as prohibited. In case of doubt, contact your manager.

1 •  If the professional event includes also an entertainment or a 
meal, these must be incidental for valid participation.

7Gifts, meals and invitations guideline • 



I CAN RECEIVE...

VALUE < 50 € PER PERSON
and occurs during business days ;
and  both the business partner and 

I attend the meal.

VALUE BETWEEN 50€ AND 
100€ PER PERSON
and occurs during business days ; 
and  both the business partner and 

I attend the meal.

VALUE > 150 € 
PER PERSON

SITE VISIT
including payment of travel expenses 
(transportation, accommodation, meals).

PROFESSIONAL EVENT 1

(e.g. seminar, trade fair, exhibition) including 
payment of travel expenses (transportation, 
accommodation, meals).

ENTERTAINMENT

DURING CALL FOR TENDERS 
(or competitive auctions)

ANY OTHER INVITATION 

PROMOTIONAL 
ITEM < 20€

DURING CONTEST 2

(e.g. supplier contest for product 
promotion)

DURING CALL  
FOR TENDERS 
(or competitive auctions)

ANY OTHER GIFT

NB •  All situations not covered by this table will be considered, in principle, as 
prohibited. In case of doubt, contact your manager.

1 •  If the professional event includes also an entertainment 
or a meal, these must be incidental for valid 
participation.

2 •  The gift can only be received as reward for a 
performance or any other achievement described in 
the contest rules.

Without 
validation from 
my manager 
if...

Subject 
to prior 
validation from 
my manager 
if...

Prohibited if...

BUSINESS MEALS INVITATIONS GIFTS
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For any gift, meal or invitation for which receiving it is 
prohibited by this guide, any employee must :

1 • Politely refuse and, in case of a gift, return it to the business partner.

2 •  Explain to the business partner the internal policy of Lyreco regarding 
gifts, meals and invitations.

A gift, meal or invitation could be 
exceptionally accepted by any employee 
if...

WHAT IF ?

I have received a 
validation request.
In evaluating a validation request 
for a gift, meal or invitation, the 
manager must consider the following 
criteria :

I must submit a validation 
request to my manager.
If the gift, meal or invitation requires 
prior validation, any employee must 
report it to his manager via the 
validation tool. No other validation 
requests, in particular by e-mail, will 
be accepted.

As an exception, and only in the 
event that prior validation from the 
manager is not possible due to the 
circumstances, the validation must be 
requested immediately afterwards (e.g. 
I have an unexpected lunch invitation 
after my meeting and I do not have 
the possibility to submit a validation 
request to my manager).

I offered a gift, a meal or 
an invitation to a business 
partner which follows the 
rules laid down by this 
guide.
Once a gift, meal or invitation is 
offered, any employee must inform the 
accounting department for registration 
in the accounting records of Lyreco.

SEEK FOR ADVICE ?
For any question regarding the 
application of this guide, I can ask 
my manager or contact my local 
Ethics referent.

HOW TO REFUSE

REFUSAL MAY 
CAUSE HARM TO 
THE RELATIONSHIP 
WITH THE BUSINESS 
PARTNER 

IT IS IMPOSSIBLE 
TO RETURN THE 
GIFT RECEIVED 

I ask for an exceptional 
validation from my manager. 
In case of a gift, I donate it 
to “Lyreco for Education” by 
informing the business partner 
of such a donation.

I donate it to “Lyreco for 
Education” by informing the 
business partner of such a 
donation.

FREQUENCY 
What is the aggregate annual 
value of gifts, meals and 
invitations received and/
or offered by the business 
partner ?

VALUE
Would Lyreco or the business 
partner be embarrassed if the 
gift, meal or invitation was 
publicly exposed ?

CONTEXT
What is the overall context 
of the relationship with the 
business partner ?

AS A MANAGER

EXCEP- 
TIONS
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