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BARLOWORLD GROUP POLICY: 

HOSTING CUSTOMER EVENTS 

 

1. Scope and objectives 

This policy is one of a series of policies dealing with customer hospitality and should be read in 
conjunction with the following related policies: 
 

• The Barloworld Worldwide Code of Conduct 
• Barloworld policy on gifts and hospitality 
• Barloworld policy on doing business with public officials, agents, distributors and intermediaries 
• Barloworld policy on sponsorship and donations 

 
This policy specifically addresses the procedures to be followed and minimum standards to be applied in 
respect of expenditure that we incur in hosting customers at product marketing events, industry 
expositions, product launches, demonstrations and/or training as well as plant visits to manufacturers 
and/or product suppliers. The policy applies to all employees at all group companies, divisions and 
business units. The policy must also be applied for hosting customers at sporting events such as 
Wimbledon, International golfing events, Grand Prix motor racing, the Olympic Games, the Football or 
Rugby World Cup.  This policy must be read in conjunction with any related divisional policies, and 
where there is a conflict between a divisional policy and this policy, this policy will apply.  
This policy focuses on situations where Barloworld is the host of a customer event.  This policy does not 
address: 
 

• corporate functions or events involving the media or investors which are specifically managed 
and controlled by the Group Corporate Communications department; 
 

• gifts or hospitality extended to an individual where the Barloworld gifts and hospitality policy 
applies. 
 

2. Regulatory background 

The Barloworld Code of Conduct defines our values and sets out guidance on acceptable practices that 
define the Barloworld way of doing business. We are proud of our reputation for integrity and excellence 
and the high ethical standards to which we hold ourselves accountable. 
It is a fundamental expectation that we obey the laws and regulations of all countries in which we 
operate and apply international best practices.  Barloworld upholds the South African Act on the 
Prevention and Combatting of Corrupt Activities of 2004 and the OECD Anti Bribery Convention adopted 
by the South African Government in 2007.  Barloworld is a voluntary signatory to the United Nations 
Global Compact to work against corruption in all its forms, including extortion and bribery. 
 
Barloworld is a multinational industrial corporation and many of our operating companies are owned by 
our UK based intermediate holding company or interact with the subsidiaries of this UK company.  
Barloworld recognises that the UK Bribery Act (UKBA) sets the most rigorous legal standards that must 
be applied by all Barloworld businesses.  Other country legislation is also relevant, such as the US 
Foreign Corrupt Practices Act and the South African Prevention and Combatting of Corrupt Activities Act 
of 2004. 
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3. Preamble 

 
It is recognised that bona fide business expenditure to market and improve the image of Barloworld 
and/or its represented brands, to better present products and services and to establish cordial 
relationships with customers is an important part of doing business. The UKBA does not prohibit 
reasonable and proportionate expenditure for hospitality or promotional activities. It is however expected 
that such expenditure is controlled and managed in order to avoid any actual or perceived impropriety in 
the way in which events are conducted.  
 
In order to effectively represent our international principals, certain marketing expenditures are both 
necessary and important.  Such expenditures must also be proportionate to the business needs and 
must be justified in terms of the potential business benefits. 
 
In order to balance these requirements, this policy sets out the expected standards for managing and 
controlling marketing expenditure for hosting customer events, functions and activities. 
 
Care should be taken to consider how industry norms and practices have changed in recent years and to 
ensure a conservative approach is taken to all expenditure in hosting customer events. 
Given that Barloworld represents a number of significant international brands and principals, the 
interaction with customers periodically involves international events and these include industry functions 
as well as events, functions or activities planned to meet the needs of specific customers or groups of 
customers.  It is recognised that certain industry events and other customer specific marketing activities 
may involve significant expenditures including, but not limited to: 
 

• Cost of venues and functions, including entrance tickets, registration fees or other fees 
• Airfares, both local and international and other transport costs 
• Local and/or international accommodation costs 
• Meals, entertainment and hospitality expenses 

 
The expenditure may be related to the event or conference itself as well as other planned activities such 
as factory tours, visits to international businesses and certain leisure activities. These events may 
therefore involve a multi stopover country “tour” arranged for customers rather than a visit to a single 
venue. 
 
4. Policy statement 

 
The overall principles that should be applied when planning and managing a marketing event are as 
follows: 
 

• Expenditure should be proportionate to the nature of the business obligations and responsibilities 
to Barloworld principals 
 

• Transparency is expected in the planning, communication and reporting processes related to the 
event and this includes a post-event review. This would include such steps as the disclosure and 
approval of detailed budgets and the criteria used to extend invitations; detailed accounting for 
actual expenditures; and reporting of outcomes and any variations from budgets. 
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• Expenditure should be incurred for the benefit of all invited customers on a fair and equitable 
basis.  While it is recognised that not all invited customers will participate in all arranged 
activities, the extension of invitations should be done without favouring any specific individual or 
group of individuals. 
 

• Expenditures and activities should be planned with awareness that it is not only actual intentions 
but also perceived intentions that may be under scrutiny.  Care should be taken to ensure that 
perceptions are considered when planning the nature and content of customer interactions.  
 

• It is important to be aware of and to consider any and all surrounding circumstances that may 
lead to perceptions of impropriety and to avoid such circumstances. 
 

4.1 Planning an event for customers 
 
When planning an event to host customers for marketing purposes, the following procedures should be 
applied: 
 

• The event should be carefully managed as a project, with clear responsibilities assigned, project 
plans and detailed task assignments allocated and monitored.  It is recommended that for large 
events, a project manager is appointed, reporting to a business unit or Divisional director. 
 

• On the expectation that it will be the senior management and/or executive management and/or 
owners of customer businesses that will be invited to such events, it is essential that a director 
host such an event and that executives and senior management attend and interact with 
customers. 
 

• The criteria for extending invitations to customers should be documented and supported with 
relevant data such as historical sales activity, strategic targets for expanding certain lines of 
business, product training or other specific business purpose. 
 

• To uphold the objectives of fairness and equity, customers with common needs or that meet 
common criteria, should be subject to the same level of consideration and attention.  It is 
therefore preferable to plan for group activities rather than functions aimed at individuals. 
 

• This does not preclude functions such as product training or product demonstrations aimed at a 
specific customer, but the objectives of specific customer functions must be clearly documented 
and motivated. 
 

• At large industry events it is also common practice for individual meetings to take place and 
meeting rooms may be booked at the conference venue for this purpose.  However, this should 
be done in accordance with the conference protocols and not in a way that may be perceived as 
offering any special favour or advantage to any specific customer. 
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• In the event that spouses or partners are included in the group arrangements, then this should be 
documented.  Unless otherwise motivated and pre-approved, all expenditures for spouses or 
partners should be for the customers’ own accounts. For example, if there is a block booking for 
a group activity which includes spouses and partners, then the cost pertaining to spouses and 
partners should be itemised to the extent that Barloworld is responsible for such costs. 
 

• A detailed expenditure budget should be prepared. This should include detail with itemised 
expenditures for all aspects of the event.  Detailed costs per person should be included. 
 

• Details of customer contributions to towards expenditure must be itemised. Criteria should be set 
for each group of customer as to what contribution is considered to be appropriate.  Any 
deviations or exceptions to the expected criteria should be highlighted and motivated. 
 

• If there are any Government officials, whether local, provincial or national government or 
management of parastatals then this should be separately documented with motivations including 
full disclosures of any pending or potential contracts with a six month period either before or after 
the event.  This information must be documented by the project manager. 
 

• While it is expected that there will be tenders, bids or contracts in the normal course of business, 
any known tenders for significant contracts that are imminent or within three months of the event, 
should be disclosed.  In the interests of transparency, the more information provided on pending 
or anticipated contracts, the better. Indeed, the planned event may be directly related to a bid 
process.  Disclosure in advance is the key to avoiding perceptions of impropriety that may arise 
after the fact. Utmost care should be taken in such circumstances. 
 

• Any exceptions that are proposed must be separately documented and motivated.  For example, 
if any customer or customers are to be entertained individually or separately from the main group, 
then this should be disclosed, with a separate budget and fully motivated. As noted below, 
specific approval needs to be obtained for any exceptions. 
 

• In addition, if there are any exceptions made and approved, then it is a requirement that the 
customer activity be hosted by a business unit or Divisional Director in order to gain maximum 
business benefit from developing customer relationships. 
 

• Furthermore, for any such exceptions, there must be at least two Barloworld executives and/or 
senior managers in attendance to avoid the appearance of any impropriety. 
 

• Certain customer organisations have their own approval processes for the acceptance of 
invitations and these should be respected and incorporated into the invitation process. 
 

• Formal invitations from the host executive should be extended to the selected customer 
delegates.  
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4.2 Responsibilities of persons hosting an event 
 
• All persons involved in hosting customers for or on behalf of Barloworld (the hosting team) should 

understand their responsibilities.  This includes all members of the sales, marketing, 
administration and management team that will be hosting the event, whether as employees of 
Barloworld or as consultants acting on behalf of Barloworld. 
 

• Their responsibilities are to understand that for Barloworld to effectively represent our 
international principals, certain marketing expenditures are both necessary and important 
business expenditure.  The purpose of hosting customers at an event  is to improve the image of 
Barloworld, to better present products and services and/or to establish cordial relationships with 
customers and that all expenditure incurred should be in good faith with the aim of meeting these 
objectives. 
 

• It is the responsibility of all persons involved in hosting customers to ensure that all expenditure 
for which they are accountable is controlled and managed and in accordance with the pre-
approved budget. It should be recognised that such expenditures, while necessary, must also be 
proportionate to the business needs. 
 

• All members of the hosting team, including Executives, should be formally briefed prior to the 
event.  In the event that an Executive has attended a similar briefing within the past twelve 
months, then the signed declaration noted below would suffice as evidence of their understanding 
of requirements. 
 

• The briefing should take the form of a workshop at which this policy is explained and discussed.  
An interactive question and answer session is recommended to ensure that all involved 
understand their responsibilities and the requirements of this policy.  Discussion should include 
examples of acceptable and unacceptable activities.  
 

• Each member of the hosting team should be required to sign an attendance register as well as a 
declaration acknowledging their commitment to uphold this policy. 
 

• It is the responsibility of the responsible Executive director to ensure that all members of the 
hosting team are briefed and complete a declaration acknowledging their commitment to uphold 
this policy. 
 

4.3 Approval of plans 
 
• The plans described above should be checked and approved by the responsible executive 

director prior to any invitations being extended. 
 

• The responsible executive director should formally table the plan and the budget for approval at a 
business unit and/or divisional executive meeting.  
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• Specific approval must be sought for any exceptions or any planned activities that may be 
considered as unusual or separate from the norm.  Any event where there is a disproportionate 
amount of leisure activities would be viewed as an exception as would an event where a specific 
customer is extended an invitation but other customers are excluded. 
 

• In the case of exceptions, a separate memorandum should be prepared setting out the 
motivation, the director responsible and the planned expenditure.  This request must be approved 
in advance, in writing, by the Divisional CEO or the CFO.  It should not be assumed that such 
requests will be approved and care should be taken to avoid making any commitments to the 
customer prior to obtaining the required approval.   
 

4.4 Business activities during the event 
 
• It is inevitable that activities during the event will deviate from approved plans.  It is therefore 

essential that members of the hosting team consider carefully before extending an invitation to a 
customer that is outside the scope of the planned and approved activities. 
 

• Where this does occur, the team member must exercise their discretion in obtaining approval 
from the responsible director or executive prior to making any arrangements. 
 

4.5 Accountability after the event 
 
• The project manager should compile a report on the actual expenditure and compare this to the 

approved budgeted expenditure.  All deviations must be fully documented and explained. 
 

• The budget deviation must be reported and tabled for approval at the business unit or divisional 
executive meeting or by the Divisional CEO or CFO. 
 

5. Breach of the policy 
 

Barloworld takes any breach of this policy very seriously as any impropriety could have a potentially 
serious impact on the reputation of the Group. 
 
It is the responsibility of every employee to comply with this policy. 
 
6. Communication  

 
This policy should be communicated to all people involved in sales and marketing activities or the 
arranging of customer events, whether on a full time or part time basis and including those staff 
seconded to a marketing project or consultants, contractors or sub contractors who are engaged to 
assist in managing an event. 
 
7. Responsibility and Review 

 
Responsibility for this policy is Hilary Wilton, Group Ethics and Compliance Champion, Barloworld 
Corporate Office.  The policy will be reviewed annually in March.  
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Appendix A 

 

Some examples to offer guidance in implementing the policy on Hosting Customer Events 

These examples are provided for guidance only and do not imply that all such situations will be 

approved.  Other surrounding circumstances must always be considered, activities must be fully 

motivated in writing and required approvals obtained. 

 

A. With the required documentation to motivate the expenditure and the required budget approvals, 
the following activities would generally be acceptable: 

• Meetings with individual customers at an event if this is a standard part of the conference 
proceedings and indeed of the main networking activities of the event 

• Golf games or leisure activities arranged at the conference or during the “tour” activities to which 
all customers in the group are invited. It is however noted that not all may accept the invitation, 
but care should be taken to avoid the perception that some of the customers may be excluded. 

• Extending an invitation as a courtesy to spouses to attend a dinner function or a specific activity 
during the event or tour where such expenditure is a nominal amount and where the majority of 
the expenditure for the spouse is paid for by the customer. 

 

B. The following practices should generally be avoided. However, where they may be motivated for 
good business reasons, then full details should be disclosed and specific approval obtained in 
advance from the Divisional CEO or CFO. 
 

• A golf game for an individual or small group of specific customers at the conference venue, where 
the invitation is not extended to the whole group. 

• A separate or special trip that involves primarily a leisure activity (eg: a golf game, fishing trip or 
visit to a major sporting event), that is separately arranged during the customer tour, for an 
individual or small group of specific customers, and where the invitation is not extended to the 
whole group. 

• An event or country tour where there is a disproportionately high level of planned leisure 
activities.  


