Quick reference guide for entertainment, gifts etc. at Lund University
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The quick reference guide is based on “Guidelines for Entertainment and Gifts” (Reg. no STYR 2025/1809), “Guidelines Regarding Risky and Harmful Sub-
stance Use at Lund University” STYR 2025/2307, the Swedish Agency for Public Management’s regulations and the Swedish Tax Agency’s provisions.

A decision can be made to deviate from the applicable internal maximum amounts in special cases (LU’s maximum amount). Permission to do so must be
requested in advance, see Guidelines for Entertainment and Gifts, Section 3 General information. Exceeding the amounts without consent may result in the
person who acted as host for the event becoming personally liable for payment of the excess amount.

In exceptional cases, tips may be left when visiting restaurants, but not for taxi journeys. The tip amount is not to exceed 5% of the entertainment expense and
must be within the maximum amount. Outside the EU, higher amounts may occur in exceptional cases and must be approved in advance.

The employee is responsible for registering benefit taxation relating to meals in Primula, when applicable. Anyone who initiates or convenes a meeting that
includes a meal where benefit taxation applies must inform the participants that benefit taxation will be registered.

A list of participants is to state the organisational affiliation of the participants so that it is clearly shown whether it relates to internal or external participants.

Doctoral students employed at Lund University are internal, whereas students are external.

Latest update to quick reference guide: 11 March 2026


https://www.medarbetarwebben.lu.se/sites/medarbetarwebben.lu.se/files/2025-11/riktlinjer-for-representation-och-gavor.pdf
https://www.medarbetarwebben.lu.se/sites/medarbetarwebben.lu.se/files/2025-11/riktlinjer-gallande-riskbruk-och-skadligt-bruk-vid-lu.pdf
https://www.medarbetarwebben.lu.se/sites/medarbetarwebben.lu.se/files/2025-11/riktlinjer-gallande-riskbruk-och-skadligt-bruk-vid-lu.pdf

1. External entertainment

The entertainment must have a direct connection with the University’s activities, express customary hospitality and be included in connection with various
types of proceedings or to initiate or maintain good contacts with external parties.

Value added Account
tax (VAT)

Benefit
taxation
(done in

Requirement for
supporting doc-
uments for in-
voices and ex-

LU’s maxi-
mum
amount per

Occasion Description

person and Primula)

occasion

pensel/travel ex-

- ___________________________________________________________________________________________________________ pensereports

e

nse reports

1.1 Meals Lunch/dinner with external guests with the aim of init- SEK 1,300 = No No VAT de- 55200 e Pro-
Lunch, dinner ating or maintaining good relations and expressing (including duction. External gramme/Pur-
customary hospitality; the external guest(s) are the VAT) The entire enter- pose
reason for the meeting. For example, lunch/dinner: amount is tainment | ¢ Date
o in conjunction with start-up/wrap-up meetings with posted as an e List of partici-
external partners in, for example, research pro- expense. pants (name
jects and organi-
o during a visit by a distinguished researcher sation)
o in conjunction with a meeting with the external re-
viewer/examining committee in connection with
the public defence of a doctoral thesis
o dinner with honorary doctors in addition to the
doctoral degree conferment ceremony
Any alcohol is to be consumed in moderation, which
means a maximum of two standard glasses of alcohol
per person.
(A standard glass corresponds to 50 cl of light beer, 33
cl of strong beer or strong cider, 12-15 cl of wine, 8 cl
of fortified wine or 4 cl of spirits.)
1.2 Related ac- May refer to rent for premises, theatre tickets, admis- | SEK 500 No No VAT de- 55200 e Pro-
tivities in con- sion fees, musical entertainment, for example. (including duction. External gramme/Pur-
nection with ex- VAT) The entire enter- pose
ternal entertain- amount is tainment | ¢« Date
ment posted as an e List of partici-
Expenses other expense. pants (name
than meals and Organi_

sation)




1.3 Light re- e Light refreshments refer coffee/tea or other alcohol- SEK 150 No No VAT de- 55200 e Pro-

freshments for free drink and something to eat that does not replace  (including duction. External gramme/Pur-

entertainment a meal, for example rolls, cakes, fruit, snacks or a sim- = VAT) The entire enter- pose

purposes ple sandwich amount is tainment | ¢« Date

‘Fika” e External guest(s) are the reason for the coffee break. posted as an List of partici-

expense. pants (name

and organi-
sation)

2. Gifts to external recipients

Entertainment gifts must have a direct connection with the University’s activities and may be presented by the University to a representative of another public
authority, organisation or company at a relatively significant inauguration or jubilee and to initiate or maintain good connections.

Occasion

2.1 Entertain-
ment gifts

Description

e For example, flowers, a book, a box of chocolates, a
fruit basket or a gift from the University Shop, pre-
sented:

o atinaugurations or anniversaries of a more signifi-
cant nature
o toinitiate good relations

In exceptional cases and if there is a clear connection with

the organisation, for example if a representative of LU has

been invited to officially represent LU, entertainment gifts
may be given to the external person in connection with re-
ceiving an honour, a landmark birthday or other special
occasion.

LU’s maxi-
mum
amount per
person and
occasion

SEK 1,000
(including
VAT)
excluding
delivery
charges

Benefit
taxation
(done in

Primula)

No

Value added Account

tax (VAT)

No VAT de-
duction.

The entire
amount is
posted as an
expense.

55200
External
enter-
tainment

Requirement for
supporting docu-
ments for in-
voices and ex-
pensel/travel ex-
pense reports
e Purpose
e Date
o Recipients
(name and or-
ganisation)




2.2 Funeral flow-
ers

Floral arrange-
ments in connec-
tion with the
death or funeral
of an external
person

2.3 Branded
gifts

In exceptional cases and if there is a clear connection with
the organisation, for example if a representative of LU has
been invited to officially represent LU, funeral flowers or
similar may be given if the external person passes away.

Branded gifts refer to basic articles from the University
Shop that are not of a personal nature and are of relatively
minor value such as mugs, ties/scarves or similar goods.
Gifts of this type must have a connection with the Univer-
sity’s activities and may carry the University’s name and
logo.

Amount ac-
cording to
LU's pro-
cured
agreements

SEK 350

No

No

No VAT de-
duction.

The entire
amount is
posted as an
expense.

No VAT on
internal pur-
chases

55200
External
enter-
tainment

63800
Other
goods

Purpose

Date
Recipients
(name and or-
ganisation)

Purpose

Date
Recipients
(name and or-
ganisa-
tion)/group of
recipients



3. Internal entertainment

The entertainment must have a direct connection with the University’s operations and aim to promote internal activities and contribute to providing good work
conditions within the University. It is not to be a matter of socialising or hospitality of a personal nature.

Occasion Description LU’s maxi- Benefit Value added Account Requirement for
mum taxation tax (VAT) supporting docu-
amount per (done in ments for in-
person and Primula) voices and ex-
occasion pensel/travel ex-

. pensereports |

3.1 Meal at staff o Staff parties are permitted a maximum of twice per SEK No No VAT de- 49600 e Pro-

party year in connection with a pre-summer celebration or 800/SEK duction. Internal gramme/Pur-

Lunch, dinner Christmas lunch/Christmas party, for example. 1,300 The entire enter- pose

e Any alcohol is to be consumed in moderation, which (including amount is tainment | e Date

means a maximum of two standard glasses of alcohol = VAT) posted as an e List of partici-
per person. expense. pants (name
(A standard glass corresponds to 50 cl of light beer, 33 = The higher and depart-
cl of strong beer or strong cider, 12-15 cl of wine, 8 cI| | amount ap- ment/equiva-
of fortified wine or 4 cl of spirits.) plies to a lent)

maximum

occurrence

of once per

year.

3.2 Related ac- e Expenses other than meals at staff parties such as SEK 500 No No VAT de- 49600 e Pro-

tivities in con- rent for premises, theatre tickets, admission fees, mu- | (including duction. Internal gramme/Pur-

nection with a sical entertainment and similar. VAT) The entire enter- pose

staff party amount is tainment | ¢ Date

Expenses other posted as an e List of partici-

than meals expense. pants (name

and depart-
ment/equiva-
lent)




3.3 Mealincon- « Information meeting with the entire staff/femployee SEK 350 No No VAT de- | 49600 e Pro-

junction with in- group applies to major personnel or organisational (including duction. Internal gramme/Pur-

formation meet- changes (one-way communication). VAT) The entire enter- pose

ing for employ- o Refers to isolated occasions. amount is tainment | ¢ Date

ees posted as an o List of partici-

Lunch expense. pants (name
and depart-
ment/equiva-
lent)

4. Staff welfare benefits

Staff welfare benefits refer to benefits of minor value that are not direct compensation for work carried out but rather consist of simple measures to foster
wellbeing at work. The aim is to promote internal activities and contribute to the creation of good working conditions within the University. The staff welfare
benefits below refer only to light refreshments and gifts.

Subgroup Description LU’s maxi- Benefit Value added Account Requirement for
mum taxation tax (VAT) supporting docu-
amount per (done in ments for in-
person and Primula) voices and ex-
occasion pensel/travel ex-

. _____________________________________________________________________________________pensereports

4.1 Light re- e Light refreshments refer to coffee, tea, fruit, SEK 150 No Full VAT de- | 49500 e Purpose

freshments at buns/simple sandwiches that do not replace a full (including duction Staff wel- e Date

internal meet- meal in connection with meetings/assemblies. VAT) fare e Simplified list

ings or similar o light refreshments at meetings and assemblies; measures of participants

“Fika” any external persons are not the reason for the has been ap-

meeting proved

o light refreshments during information meetings
about ongoing activities

o coffee break, such as “Friday coffee”; everyone
is offered, for example, a bun, butter and cheese

o mulled wine/similar; staff are offered alcohol-free
mulled wine with snacks




4.2 Congratula-
tory gift for em-
ployees

“Fika”

4.3 Congratula-
tory gift for em-
ployees
Flowers/Gift

4.4 Funeral flow-
ers

Floral arrange-
ments in connec-
tion with the
death or funeral
of an employee

4.5 Christmas
gift/present

Light refreshments refer to coffee, tea, fruit, snacks,

buns/simple sandwiches or cake that do not replace

a full meal in connection with meetings/assembilies.

thesis defence reception

professorship appointment

welcoming new employee

employee terminates their employment

a special assignment has been completed, e.g.

as head of department or dean

o in connection with an employee receiving a com-
memorative gift or similar.

Flowers, a book or a gift from the University Shop,

for example.

o public defence of doctoral theses

o professorship appointment or other distinction
received

o welcoming new employee

o employee terminates their employment or in the
case of an employee’s iliness

o landmark birthday

o a special assignment has been completed, e.g.
as head of department or dean

o in connection with an employee receiving a com-
memorative gift or similar.

Wreath, funeral bouquet, hand bouquet

Donations to charitable causes in lieu of funeral flow-

ers are not permitted.

O O O O O

Christmas Gifts to employees
o Christmas gift in the form of a gift voucher or gift
card, food basket, etc. No gifts to charitable
causes are permitted.
Benefit taxation applies to the entire amount if the
value of the gift exceeds SEK 600.

SEK 150 No
(including
VAT)

SEK 500 No
(including

VAT)

excluding
delivery

charges

Amount ac- | No
cording to

LU's pro-

cured
agreements

SEK 600 No
(including
VAT)

Full VAT de-
duction

Full VAT de-
duction

Full VAT de-
duction

Full VAT de-
duction

49500
Staff wel-
fare
measures

49500
Staff wel-
fare
measures

49500
Staff wel-
fare
measures

49500
Staff wel-
fare
measures

Purpose

Date
Simplified list
of participants
has been ap-
proved

Purpose

Date
Recipients
(name and de-
part-
ment/equiva-
lent)

Purpose

Date
Recipients
(name and de-
part-
ment/equiva-
lent)

Purpose

Date
Recipients
(name and de-
part-
ment/equiva-
lent)



4.6 Jubilee gift

4.7 Souvenir gift
(only for long-
term employees,
meaning at least
six years of em-
ployment)

4.8 Souvenir gift
for long and de-

voted public ser-
vice

Gift to an employee when LU or a department cele-
brates 25, 50, 75 or 100-year anniversaries.
Benefit taxation applies to the entire amount if the
value of the gift exceeds SEK 1,800.

Souvenir gifts (in addition to long and devoted public
service) may only be given in connection with the ter-
mination of employment.

Benefit taxation applies to the entire amount if the
value of the gift exceeds the maximum amount stipu-
lated by the Swedish Tax Agency.

Employees who have worked at least 30 years in
government service or 25 years upon retirement are
recognised for long and devoted public service.

SEK 1,800 ' No
(including
VAT)

SEK 5,000 ' No
(including
VAT)

Long and No
devoted

public ser-

vice giftin
accordance

with central
regulations

(HR)

Full VAT de-
duction

Full VAT de-
duction

Full VAT de-
duction

49500
Staff wel-
fare
measures

49500
Staff wel-
fare
measures

49500
Staff wel-
fare
measures

Purpose

Date
Recipients
(name and de-
part-
ment/equiva-
lent)

Purpose

Date
Recipients
(name and de-
part-
ment/equiva-
lent)

Purpose

Date
Recipients
(name and de-
part-
ment/equiva-
lent)



5. Courses and conferences

Meals and other expenses in connection with courses and conferences constitute operational expenses. A course/conference is considered external even if
Lund University is the organiser, provided that the course/conference is also aimed at external participants.

Subgroup Description LU’s maxi- Benefit Value added Account Requirement for
mum taxation tax (VAT) supporting docu-
amount per (done in ments for in-
person and Primula) voices and ex-
occasion pense/travel ex-

pense reports

5.1.1 External e Course fee or conference fee for a non-research Yes Full VAT de- 48100 e Pro-

courses/confer- conference duction Course gramme/Pur-

ences Even when LU organises the course/conference and con- pose

ference in- e Date
ternal staff o Names of par-

ticipants
5.1.2 External e Conference fee research conference Yes Full VAT de- 57400 Re- | e Pro-
courses/confer- duction search gramme/Pur-
ences confer- pose
ence e Date
e Names of par-
ticipants
5.1.3 External e When LU organises courses/conferences/seminars, Yes Full VAT de- According e Pro-
courses/confer- the costs are coded as various operational expenses duction to ac- gramme/Pur-
ences in accordance with the instructions in the accounting counting pose
plan, for example 57322 Meal course conference, plan e Date
50110 Premises rent. o List of partici-

pants (name
and organisa-
tion)




10

5.2 Internal
courses/confer-
ences/start-up
meetings for
own staff

Internal courses/conferences/seminars, etc. that do

not concern day-to-day work.

o internal training

o conferences aimed at planning operations, for
example discussing staffing, remit, budget etc.

o start-up meetings, team building/group develop-
ment and similar activities

o lunch with new employees. Simple lunch with
the immediate work group.

The costs are coded as various operational ex-

penses in accordance with the instructions in the ac-

counting plan, for example 57322 Meal course con-

ference, 50110 Premises rent. If it is a packet price

and the costs for light refreshments, premises, ac-

commodation etc. are not specified, the full cost is to

be coded as 48100.

No maxi-
mum
amount, but
rules re-
garding re-
straint and
discretion
must be ap-
plied.

No

Full VAT de-
duction

According
to ac-
counting
plan

Pro-
gramme/Pur-
pose

Date

List of partici-
pants (name
and depart-
ment/equiva-
lent)

6. Further information

Other costs related to entertainment and gifts are described below and clarified in some cases with examples from the above descriptions. When LU's maxi-
mum amount is not specified, good judgement must be applied and the costs must not be of such a nature that they could jeopardise LU's good reputation.

Value added
tax (VAT)

Requirement for
supporting docu-
ments for in-
voices and ex-
pense/travel ex-

LU’s maxi- Benefit Account
mum taxation

amount per (done in

Subgroup Description

person and Primula)
occasion

pense reports

6.1.1 Meal, work e Meals at work meetings during day-to-day work, No maxi- Yes No VAT deduc- | 57323 e Pro-
meeting even if external participants are present, are consid- = mum tion. Meal work gramme/Pur-
ered entertainment. Example: amount, but The entire meeting pose
o meals at board meetings and similar events rules re- amount is e Date
garding re- posted as an e List of partici-
straint and expense. pants (name
discretion and depart-
must be ap- ment/equiva-
plied. lent)




6.1.2 Meal, work

meeting

6.2 Meal in con-
junction with
network meeting

6.3 Board meet-

ing, light re-
freshments

As a rule, the University does not pay for meals in
other day-to-day work contexts, but in cases where
this does occur, the employees concerned are sub-
ject to benefit taxation. Examples:

o meals at meetings/conferences where ongoing
work is conducted, for example to complete a re-
search report or to work in peace and quiet

o two or more employees meet for lunch to dis-
cuss work matters at a restaurant or order food
to be delivered to LU's premises

o meals during overtime work

Note. At work conferences: No VAT deduction on the en-
tire conference cost if a package price is charged; full
VAT deduction on accommodation costs only if they can
be specified on the invoice.

Participants from various universities/compa-
nies/equivalent gather to network, regardless of how
the event is funded.

Considered to be an external conference for all in-
volved.

In conjunction with board meetings, audits, general
meetings etc.

Light refreshments refer to coffee, tea, fruit,
buns/simple sandwiches that do not replace a full
meal.

No maxi-
mum
amount, but
rules re-
garding re-
straint and
discretion
must be ap-
plied.

No maxi-
mum
amount, but
rules re-
garding re-
straint and
discretion
must be ap-
plied.

SEK 150
(including
VAT)

Yes

Yes

No

No VAT deduc-

tion for the
food

Full VAT de-
duction

Full VAT de-
duction

57323
Meal work
meeting

57322
Meal
course
confer-
ence

49500
Staff wel-
fare
measures
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Pro-
gramme/Pur-
pose

Date

List of partici-
pants (name
and depart-
ment/equiva-
lent)

Pro-
gramme/Pur-
pose

Date

List of partici-
pants (name
and organisa-
tion)

Pro-
gramme/Pur-
pose

Date
Simplified list
of participants
has been ap-
proved



6.4 Student
events

6.5.1 Test sub-
jects/interview-
ees

6.5.2 Test sub-
jects/interview-
ees

6.5.3 Test sub-
jectslinterview-
ees

6.6 Academic
ceremonies
Meals

Students are offered light refreshments/coffee in
connection with introductory meetings, graduation
ceremonies etc. Not a meal.

Compensation: One occasion per person/year. In the
event of multiple occasions or higher amounts per
person, a fee will be paid.

Test subjects are offered light refreshments/coffee.

Branded gift from the University Shop

Meals in conjunction with academic ceremonies.
Lund University has three academic ceremonies: the
annual academic ceremony, the doctoral degree
conferment ceremony and the inauguration cere-
mony for new professors.

See STYR 2025/3167.

Applies to honorary doctors:

Ring — 63800 Other goods

Formal attire — 57892 Purchased services, other,
Other meals in connection with the honorary doctor's
visit are coded 55200 External entertainment, no
VAT deduction.

SEK 150
(including
VAT)

<SEK 100
(excluding
VAT)

SEK 150
(including
VAT)

SEK 350

No maxi-
mum

amount, but

rules re-
garding re-
straint and
discretion

must be ap-

plied.

No

No

No

No

No

Full VAT de-
duction

Full VAT de-
duction

Full VAT de-
duction

No VAT on in-
ternal pur-
chases

Full VAT de-
duction

57324
Light re-
fresh-
ments for
student
event

63800
Other
goods

57325
Light re-
fresh-
ments for
test sub-
jects
63800
Other
goods

57322
Meal
course
confer-
ence

12

Pro-
gramme/Pur-
pose

Date

List of partici-
pants (name
and organisa-
tion)

Purpose

Date
Recipients
(name and or-
ganisation)
Purpose

Date
Simplified list
of participants
has been ap-
proved
Purpose

Date
Simplified list
of participants
has been ap-
proved

Pro-
gramme/Pur-
pose

Date
Participants
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6.7.1 Public de- e The day before or after the thesis defence: Lunch or | SEK 1,300 | No No VAT deduc- | 55200 Ex- | e Pro-

fence of doc- dinner with external reviewer, examining committee (including tion. ternal en- gramme/Pur-
toral theses and supervisor. VAT) The entire tertain- pose
amount is ment Date
posted as an List of partici-
expense. pants (name
and organisa-
tion)
6.7.2 Public de- Gift SEK 500 No Full VAT de- 49500 Purpose
fence of doc- o flowers, a book or a gift from the University (including duction Staff wel- Date
toral theses Shop, for example. VAT) fare Recipients
measures (name and
depart-
ment/equiva-
lent)
6.7.3 Public de- Light refreshments served at the department's recep- = SEK 150 No Full VAT de- 49500 Purpose
fence of doc- tion for the public defence. Example: (including duction Staff wel- Date
toral theses o cake/canapés and alcohol-free sparkling wine VAT) fare Simplified list
measures of participants
has been ap-

proved
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