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Glossary of Terms

	Accountable Officer
	The chief executive of a department of Government declared under the Public Service Act 2008, section 14(1), is the accountable officer of the department. (Financial Administration and Audit Act 1977, S 34(1)).

	activity
	Any work performed on a project or as part of a program. It may be a task or a set of tasks to be completed. An activity has a finite duration and will result in one or more deliverables. An activity will generally have cost and resource requirements.  Some activities are operational in nature and are often ongoing.  

	agency objective
	The effects or impacts that an agency seeks to have on its clients, stakeholders, or the broader community.

	ambitions
	Represent the desired effects on, or consequences of, Government services on the community. Ambitions are more specific goals for change and should be strategic, high-level and measurable. 

	annual report
	A written report on the operations of the agency during the financial year, as prescribed by the Financial Administration and Audit Act 1977, S 39.

	Budget
	An outline of Government’s priorities and plans for the coming year, expressed in terms of financial and non-financial performance information.

	Budget submission
	Each agency prepares a submission to the Cabinet Budget Review Committee each year highlighting how it plans to apply its Budget, and, where necessary, seeking CBRC’s consideration of changes to its Budget allocation to address new or emerging demands.

	Cabinet Budget Review Committee (CBRC)
	The CBRC has a primary role of considering matters with financial or budgetary implications for the Government. Initiatives or proposals with a material impact on government services or resourcing must be directed to CBRC in the first instance for consideration. At the direction of the Premier or Cabinet, CBRC may also consider other issues that require dedicated or longer-term scrutiny or otherwise might best be considered in the Committee environment.

CBRC has a membership of four Ministers, with the Premier and Treasurer as standing members along with two rotational senior Ministers occupying the positions for generally one year. 

	CEO performance agreement
	Departmental chief executive officers (CEOs) are required to enter into a performance agreement with the Premier at their substantive appointment and annually thereafter.

The performance agreement is drafted by the CEO using a pro‑forma provided by the Public Service Commission.

	collaborative agreements
	Outline the specific contributions that individual agencies will make to the achievement of Government targets.

	collaborative agreement process
	The process through which whole-of-Government targets are disaggregated into the specific contributions that each agency will deliver in order to achieve the target.

	co‑signatory agencies
	The Department of the Premier and Cabinet will nominate ‘co‑signatory agencies’ for each collaborative agreement – those agencies whose services make a significant or material contribution to the achievement of whole-of-Government targets.

	fiscal objectives
	Detail the Government’s commitment to maintaining a strong fiscal position for the State, and that the State’s asset base supports the current and future service delivery needs.

	Government objectives for the community
	The Government is required to prepare and table a statement of the Government’s broad objectives for the community including details of arrangements for regular reporting to the community about the outcomes the Government has achieved against its objectives for the community.

Toward Q2: Tomorrow’s Queensland currently addresses this requirement. The Government’s vision for Queensland is framed around five ambitions and within each of these areas, the Government has identified measurable targets for 2020.

	Government targets
	Set specific, observable and measurable goals for improvement in key policy areas. Achievement of Government targets is likely to require collaboration between multiple government agencies.

Toward Q2: Tomorrow’s Queensland is the Government's blueprint for the state to the year 2020. Toward Q2 includes 10 specific whole‑of‑Government targets.

	initiative
	‘Initiatives’ could occur at any level within the performance management framework as ways that an agency intends to enhance, expand, or change its objectives or the way that it achieves them. An ‘initiative’ could relate to a small process improvement within the agency, or a major policy shift.

	lead agency
	Cabinet has appointed a lead agency for each Government target. The lead agency is the agency with the most significant contribution to a target. The lead agency will lead the development of collaborative agreements, including coordinating the process and drafting the resulting collaborative agreement.

	Machinery of Government (MOG) change
	From time to time, the Premier will re-align responsibilities across government agencies. These re-alignments are known as Machinery of Government (or MoG) changes.

	operational plan
	An agency’s operational plan provides for the services the agency intends to deliver during the plan’s timeframe. It also includes details about performance information that allows the accountable officer to assess the agency’s performance in delivering services. (Financial Management Standard 1997, S21)

	output
	Services that are provided by agencies for clients (including policy advice provided to Ministers). Output details are provided in the Budget documentation (Service Delivery Statements).

	output performance measure
	Units of measurement used to determine and assess the delivery of outputs (services). They measure the quantity, quality, cost, timeliness and location of services. Full details of each agency’s performance are provided in the Budget documentation (Service Delivery Statements).

	performance improvement strategy
	A strategy established where risks or opportunities relating to the achievement of whole-of-Government targets are identified.

	performance indicator
	Measure the extent to which agencies are achieving their objectives.

	performance information
	A generic term used to describe information about the performance of an agency or Government at any level of the performance management framework.

	performance management
	Considered to be the system, which integrates organisational strategic management, performance information, evaluation, performance measurement, monitoring, assessment and reporting.

	Performance Management Framework
	The Performance Management Framework is designed to improve the analysis and application of performance information to identify and address risks and opportunities for agencies, Government and the community.
The Queensland Government approved that the Managing for Outcomes framework be replaced with a new Performance Management Framework in August 2008.

	Performance Leadership Group (PLG)
	The group, consisting of the Director‑General of the Department of the Premier and Cabinet, the Under Treasurer, and the Commission Chief Executive of the Public Service Commission, that provides governance and oversight over performance across Government.

	portfolio
	A group of departments for which a Minister is responsible.

	Portfolio Contact Officer (PCO)
	Officer of the Department of the Premier and Cabinet with responsibility for briefing the Premier on Cabinet and CBRC submissions to ensure that they are consistent with policy.

	program
	A temporary structure created to coordinate, direct and oversee the implementation of a set of related projects and activities in order to deliver outcomes and benefits related to an organisation's strategic objectives. A program produces an end-state and is finite (albeit often years in duration).

	public service office
	An entity stated as a public service office in Schedule 1 to the Public Service Act 2008, or subject to section 23, another designated entity, or part of a designated entity, declared under a regulation to be a public service office.

	Service Delivery Statement (SDS)
	Budget papers prepared on a portfolio basis by agencies reporting to each Minister and the Speaker. The SDS set out the priorities, plans and financial statements of agencies.

	service standard
	Describes the standards of efficiency and effectiveness to which the agency will deliver services within its fiscal limit. Standards are set with the aim of defining a level of performance that is appropriate for the service and is expected to be achieved.

Standards of Efficiency - reflect how resources (inputs) are used to produce services and objectives, expressed as a ratio of resources (inputs) to services - technical efficiency, or resources (inputs) to objectives - cost efficiency.

Standards of Effectiveness - reflect how well a service achieves its stated objectives through meeting service delivery standards - operational effectiveness, or achieving desired objectives - policy effectiveness.

	services
	Services are the deliverables that will help the agency to achieve its objectives. They describe the areas in which an agency delivers services to its clients at a level appropriate to the agency. 

	SES performance agreement
	Departmental Senior Executive Service (SES) are required to enter into a performance agreement with departmental chief executive officers (CEOs) at their substantive appointment and annually thereafter.

The SES process mirrors the CEO performance agreement process. The SES performance agreement will reflect aspects of their CEOs performance agreement.

	strategic plan
	Each accountable officer and statutory body must develop a strategic plan for the agency to cover a period of at least 4 years.

	strategy
	The way in which an agency intends to pursue its objectives and deliver its services, and assist in achieving the Government’s objectives for the community.

Strategies can occur at various levels within an agency.

Strategies included in an agency’s strategic plan would generally be longer term ‘strategic’ strategies that are pursued over a number of years

Strategies included in an agency’s operational plan would generally be shorter term ‘operational’ strategies that are pursued over a year or less timeframe.

	Treasury Analyst (TA)
	Officer within Queensland Treasury with responsibility for briefing the Treasurer on agencies’ Cabinet and CBRC submissions to ensure that they reflect sound fiscal management and offer good value for money.


	Introduction

	Purpose of Annual Report
	1.1. The annual report is an integral part of the Queensland Government’s corporate governance framework describing the achievements, performance, outlook and financial position of government agencies for each financial year.

1.2. Annual reports are key accountability documents and the principal way in which agencies report on their activities to provide a full and complete picture of agency performance to Parliament and the wider community.

There are many different users of annual reports, for example:

· Members of Parliament require the disclosure of appropriate performance information in annual reports to decide whether the application of taxpayers’ funds and resources is providing the best mix of service delivery to achieve the Government’s objectives

· Members of the community have an interest in the performance and achievements of Government in relation to services provided to the community
· Other government agencies including overseas jurisdictions, federal, state and local government are interested in the performance of Queensland Government for benchmarking purposes
· Media have an ongoing interest in information relating to government performance
· Employees including executive management use annual reports as a key reference document for performance information to support decision-making and program and policy improvement.

Annual reports complement the Budget documentation (Service Delivery Statements) and are a key reference document and a document for internal management. 

1.3. Annual reports are not produced for promotional marketing, commercial or morale-building purposes. Agencies are encouraged to minimise the use of elaborate design features to maintain focus on accountability.

	Application of Annual Reporting Guidelines
	1.4. These guidelines aim to provide agencies with information relating to relevant legislation and reporting requirements for annual reports. 

Each agency is responsible for taking into account, all legislation relevant to each agency, to ensure all agency-specific statutory reporting requirements are met.
1.5. These guidelines for annual reporting apply to Queensland Government agencies including:

· core government departments and statutory bodies (including universities), wholly or partly funded through the Consolidated Fund, and

· public service offices specified in Schedule 1 of the Public Service Act 2008.

Confirmation can be obtained as to whether the annual reporting guidelines apply to specific entities by emailing annual.reports@premiers.qld.gov.au.

In most cases, the term “agency” is used in these guidelines to refer to departments, statutory bodies and public service offices. 

When necessary throughout this document, requirements are marked as to which apply specifically to departments and public service offices only or statutory bodies only.
1.6. These guidelines do not apply to Government Owned Corporations (GOCs) or their controlled entities. Annual report requirements of GOCs, including content and remuneration disclosures, are prescribed in relevant provisions of the Government Owned Corporations Act 1993 (GOC Act).
Section 128(1) of the GOC Act states that the provisions of the Financial Administration and Audit Act 1977 relating to audit and the furnishing to the appropriate Minister and tabling of annual reports, that are prescribed by regulation apply to a company GOC with any modifications that are prescribed by regulation.

1.7. At times, agencies may need to distinguish between an annual report as addressed by these guidelines, and a report that is produced annually for other reasons. 

Non-statutory annual reports are published at an agency’s discretion and can not be substituted for statutory reports. 

Other reports an agency may produce annually are not bound by these guidelines and should be produced as needed by the agency.

	Overview of Amendments to Current Edition
	1.8. This issue of the Annual Report Guidelines for Queensland Government Agencies is the result of a comprehensive review and restructure of the previous guidelines issued by DPC.

Agencies are encouraged to review the entire document to ensure their own requirements for annual reporting are met.

The structure of the guidelines:

· allows for quick reference checking with the contents and/or ATTACHMENT B   Compliance Checklist - Annual Report
· groups related requirements in relevant sections, and

· distinguishes between mandatory and optional reporting requirements.

The guidelines will be reviewed annually and updated as required to reflect changes in reporting requirements.

1.9. Specific Changes in Whole-of-Government Policy

- Performance Management Framework Transitional Arrangements
Agencies are currently in a period of transition to the Queensland Government Performance Management Framework. The new framework will commence from the 2009-10 year and will be implemented in stages over time.

As the 2008-09 annual reports will be reporting on the performance of agencies consistent with the 2008-09 Budget documentation (Service Delivery Statements), annual reports for 2008-09 should continue to refer to outputs and output performance measures. 

Agencies were required to maintain their current output structure (including output performance measures) in the 2009-10 Budget process.
- Tabling Requirements and Online Publication
Agencies should note the changed tabling requirements (in particular, production and print requirements and the reduced number of copies required for tabling) and the minimal requirements in relation to online publication of annual reports.
In particular, refer to sections 24 and 29 for further information.

- Interpreter Service Statement
The requirement for annual reports to provide an interpreter service statement was not included in the previous guidelines, however it should be noted as a requirement.

Refer to section 8.3 for further information.

- Retrenchments
In previous years, the Guidelines have included the requirement for agencies to report on the number of Voluntary Early Retirement packages taken each year.

There is a further requirement for agencies to report on the number of retrenchments made in the year.

Refer to section 15.3 for further information.

- Shared Services 

New ‘standard’ text for departments to include in their annual report has been developed.
Refer to section 17.1 for further information.

- Carbon Emissions

Reporting on Carbon Emissions was required for 2007-08 annual reports although the requirement was not included in the Annual Reporting Guidelines.

Refer to section 17.2 for further information.

- Community Engagement

The requirement for agencies to report on Community Engagement activities ceased on completion of the Community Engagement Improvement Strategy.
- Disclosure of Budget versus Actual Results

The disclosure of budget versus actual financial results is an optional requirement for departments and statutory bodies in 2008-09 annual reports. It will become a mandatory requirement for departments and is highly recommended for statutory bodies for 2009-10 annual reports

Detailed information has been included in section 12.3 of the guidelines.

1.10. Non-financial Performance Information
The Queensland Audit Office (QAO) completed a performance management systems audit of departments on Enhancing Accountability Through Annual Reports.  The overall objective of this audit was to determine whether annual reports complied with prescribed requirements and fairly represented achievements against planned performance in terms of economy, efficiency and effectiveness. 

Recommendations arising from this audit were taken into consideration in the determination of the annual report requirements.

More explicit requirements for reporting of non-financial aspects of performance information are detailed in section 11.
More information:

· Auditor-General of Queensland Report to Parliament No. 1 for 2008: Enhancing Accountability Through Annual Reports
http://www.qao.qld.gov.au/pages/publications/pub_ag.html 

1.11. Review of Whole-of-Government Reporting Arrangements
The policy positions presented in this document are consistent with the recommendations from the joint Department of the Premier and Cabinet (DPC) and Queensland Treasury Review of Whole-of-Government Reporting Arrangements which were approved by Cabinet on 10 December 2007 (Cabinet Decision No. 2918 – Submission No. 6077).

The aim of the review was to streamline whole-of-Government reporting, while maintaining Government’s accountability to Parliament and the Queensland public.

1.12. Future Changes in Whole-of-Government Policy

- Services and Service Standards
Under the Government’s new Performance Management Framework (PMF) ‘agency objectives’ and ‘performance indicators’ will be used in agencies’ strategic plans, the 2010-11 Service Delivery Statements (SDS) and 2009-10 annual reports. ‘Services’ and ‘service standards’ will be used in 2010-11 SDS and 2009-10 annual reports - ‘Outputs’ and ‘output performance measures’ will cease to be used.
- Right to Information

Current Freedom of Information (FOI) laws are being overhauled to give people greater accessibility to information and provide greater transparency and accountability.

Two new Bills - the Right to Information Bill and the Information Privacy Bill - will:

· make more information readily available 

· provide equal access to information for everyone 

· protect individuals' privacy.

Currently, reporting on FOI is optional.  Reporting against Right to Information will be considered with the introduction of the new legislation. 

- Capital Works

The substantial investment in infrastructure for Queensland means that containing costs and delivering projects on schedule and to specification is a critical requirement in meeting agency objectives and delivering services to an increasing population in Queensland.  

The Auditor-General’s Report to Parliament No. 1 for 2008 identifies that agencies should include the following information for each major project:

· the original and revised budget

· scheduled and revised completion, and

· progress to date.

It is proposed that agencies will be required to include information in relation to capital works in 2009-10 annual reports. This is not a requirement for 2008-09 annual reports.

- Probity and Propriety
The Auditor-General’s Report to Parliament No. 1 for 2008 identifies that with the use by governments of contracted arrangements, such as public private partnerships and outsourcing of services, it is becoming increasingly important that these arrangements are clear and transparent.

Accountability could be enhanced by including details of contractual arrangements as matters of public interest, where third parties are used to help the government and agency in achieving their outcomes and goals.

The Auditor-General identifies that agencies should disclose the following information:

· details of the service provider and the arrangements entered into, and

· an assessment of performance against the service delivery standards established in the arrangements for rewards, incentives and penalties.

It is proposed that agencies will be required to include information in relation to probity and propriety in 2009-10 annual reports. This is not a requirement for 2008-09 annual reports.

1.13. Review of the Financial Legislation
Queensland Treasury is reviewing the Financial Administration and Audit Act 1977 and its subordinate legislation
- ‘Principles-based’ financial legislation
The prescriptive requirements for annual reporting will be removed from the subordinate financial legislation and compliance with the Annual Reporting Requirements will be legislated.
- Date to table annual reports

In the interests of timely reporting, the timeframe for lodgement of annual reports by Ministers in the Legislative Assembly will be reduced from four and a half months to three months after the end of the financial year – a six week reduction.

Agencies will have three months to table the annual report (signed by the Minister) in the Legislative Assembly.  Under the new financial legislation, there will be no requirement for the Minister to receive the annual report 14 days prior to tabling.  The date that an annual report is submitted to the Minister for signing is to be agreed between the agency and the Minister.

- Statement by the Chief Financial Officer on Internal Controls

The requirement for departments with regards to a Statement by the Chief Financial Officer on internal controls will not be effective until 1 July 2009 – therefore not a requirement of 2008-09 annual reports. 

More information:

· Information on the review of the Financial Administration and Audit Act 1977 and its subordinate legislation
http://www.treasury.qld.gov.au/office/services/governance/fin-admin-review.shtml 


	Legislative Requirements

	Legal Requirement for Annual Reports
	1.14. The Financial Administration and Audit Act 1977 (FAA) requires that all departments and statutory bodies prepare annual reports and table them in the Legislative Assembly each financial year.

The Financial Management Standard 1997 (FMS) provides specific requirements for information that is to be disclosed in annual reports. These requirements are have been reflected in PART A     Minimum Content Requirements of these guidelines.

1.15. Individual agencies may also need to report on additional statutes.  Agencies should refer to the Administrative Arrangements for the relevant acts that apply to their agency.  An agency’s previous annual report may also assist in guiding this process. 

More information:

· Financial Administration and Audit Act 1977 and the Financial Management Standard 1997
http://www.legislation.qld.gov.au/LEGISLTN/ACTS/1993/93AC028.pdf

· Administrative Arrangements
http://www.premiers.qld.gov.au/policy/machinerygovt/

	Queensland Government Performance Management Framework
	1.16. Agencies are currently in a period of transition to the Queensland Government Performance Management Framework. The new framework will commence from the 2009-10 year and will be implemented in stages over time.

1.17. Under the Performance Management Framework, an agency’s:

· strategic plan will describe the agency’s overall objectives (including its contribution to whole-of-Government objectives – ambitions and targets) and how it will know if it has achieved those agency objectives (performance indicators)

· operational plan will translate those agency objectives into the services (outputs) that it will provide to its clients, and the standards for those services (performance measures)

· contribution to the Budget documentation (Service Delivery Statement) will discuss the resources that the agency will apply to delivering those services (outputs), including estimated actual performance (against performance indicators and performance measures) for the year preceding the Budget, and

· annual report will include reports on actual non-financial and financial performance (against the same performance indicators and performance measures) for the year. 
More information:

· A Guide to the Queensland Government Performance Management Framework

http://premiers.govnet.qld.gov.au/performance/index.html 
· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet


pm@premiers.qld.gov.au 
Tel: 303 30604

	Financial Reporting Requirements
	1.18. The Financial Reporting Requirements (FRRs), issued by Treasury, contain the Treasurer's Minimum Reporting Requirements (MRRs) and assist agencies with the preparation of financial reports and other financial management matters. 
1.19. The FRRs provide updates on new and revised accounting policies and standards and additional guidance and advice on the interpretation of such policies and standards.
1.20. For departments, section 40(1) of the FAA states that an accountable officer of a department must prepare the department’s annual financial statements for each financial year under the FRRs and section 97 of the FMS specifies these requirements.

1.21. For statutory bodies, section 98 of the FMS details the statutory body requirements for annual financial statements.
More information:

· Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines)

http://www.treasury.qld.gov.au/office/knowledge/docs/fin-reporting-req/index.shtml
· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au

	Other Statutory Requirements
	1.22. Throughout the guidelines, other statutory reporting requirements that apply to all agencies have been incorporated.

1.23. Some agencies are also subject to separate legislation that may specify additional or different reporting requirements. It is the responsibility of each agency to meet any statutory reporting requirements that apply specifically to an agency. Agencies should particularly refer to their guiding legislation and previously published annual reports.


	PART A     Minimum Content Requirements

	Accessibility
	1.24. The annual report must contain: 

· a table of contents (including explanatory text for relevant sections if appropriate), and

· a glossary to make clear the meanings of any abbreviations and acronyms used (the glossary is traditionally placed at the end of the report before the index).

For particularly large annual reports, an alphabetical index should also be included covering the contents of any appendixes as well as the contents of the main body of the report. However a comprehensive table of contents will generally be sufficient to enable readers to navigate most annual reports.

1.25. Public Availability

Section 95(1)(l) of the FMS requires that the annual report provides information in relation to its public availability. The following information should be included:

· the address of the website for the agency, and the specific website address for the annual report (refer to section 29)

· details (title, telephone, facsimile, email address) of the contact officer(s) to whom enquiries are to be addressed for further information, and

· an International Standard Serial Number (ISSN) - the ISSN for the annual report does not change between years of production (an ISSN may be obtained from http://www.nla.gov.au/services/issn.html).

1.26. Interpreter Service Statement
The Queensland Government Multicultural Policy:  Multicultural Queensland – Making a world of difference, and the Queensland Government Language Services Policy require agencies to provide access to interpreter services to their clients when requested. Agencies are also required to make budget provision to ensure their funded non-government organisations have sufficient resources to access interpreters when delivering services.

Agencies must include a statement regarding availability of interpreter services in the annual report.  Sample text is provided for agency use:
The Queensland Government is committed to providing accessible services to Queenslanders from all culturally and linguistically diverse backgrounds. If you have difficulty in understanding the annual report, you can contact us on either (07) xxxx xxxx or freecall 1800 xxx xxx and we will arrange an interpreter to effectively communicate the report to you.
More information:

· Queensland Government Multicultural Policy 2004 incorporating the Queensland Government Language Services Policy
http://www.multicultural.qld.gov.au/media/maq_making_world_difference_policy.html 

· Contact:
Kelly Yip, Senior Policy Manager, 


Multicultural Affairs Queensland



kelly.yip@multicultural.qld.gov.au   Tel: 3405 5657

1.27. Copyright Notice
All copies of work published with the authority of the State Government are required to include the symbol © accompanied by the name of the copyright owner and year of publication.

©  State of Queensland (Agency Name) 2009

	Letter of Compliance (formerly Letter of Transmittal)
	1.28. In the Auditor-General’s Report to Parliament No. 1 for 2008, it was noted that, “Accountable officers and their Ministers are responsible for ensuring compliance with the prescribed requirements established under legislation and associated guidelines.  Legislation requires that information contained in an annual report is compliant with its prescribed requirements and fairly represents the agency’s performance.  This gives Parliament the information needed to make informed decisions.”

1.29. To provide assurance that all information in the annual report complies with the relevant legislative requirements and associated policy and/or guidelines, a letter of compliance - signed by the accountable officer or statutory body, addressed to the relevant Minister(s) - must be included in each annual report.
1.30. The letter of compliance must include the following information:
· the date the accountable officer or statutory body approves the final text of the report for printing 

· the financial year to which the annual report relates 

· certification that the annual report meets the requirements of the financial legislation (FAA and the FMS)

· certification that the annual report meets the requirements (in particular with regard to reporting on governance, performance, and other specific information and the statutory obligations administered) set out in this document (Annual Reporting Guidelines for Queensland Government Agencies) and outlined in ATTACHMENT B   Compliance Checklist - Annual Report.

A Letter of Compliance template is included as ATTACHMENT A   Template – Letter of Compliance. 

More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet


pm@premiers.qld.gov.au 
Tel: 303 30604

	Introductory Information
	1.31. Agencies should ensure annual reports are part of a streamlined reporting process that removes or reduces redundant information, while not impacting adversely on accountability and governance.

All agencies have a strategic plan, which provides the foundation for annual reports. Agencies are expected to present meaningful, complete and accurate information with an emphasis on quality.

1.32. Annual reports should commence with one or more sections that provide introductory information about an agency:

· for departments, this may be presented in sections such as the ‘Director-General’s report’, ‘About the department’, ‘Departmental Overview’, or similar

· for statutory bodies, this may be presented as the CEO’s / Commissioner’s or other executive’s report, ‘About the (organisation)’ or similar.

Introductory information should be strategic in nature and its overall focus should be towards the achievement of the Government’s objectives for the community (ambitions and targets).

1.33. Regardless of the way this information is presented, the minimum disclosure requirements for agencies are:

· Agency role and main functions

· the relevant act under which the agency was established (if applicable) and information about the establishment of the agency (such as date it was established and reference to any guiding legislation) (required by section 95(1)(a) of the FMS)

· legislation administered by the agency

· a concise explanation of the agency’s statutory role or purpose, including information about the agency’s main functions and powers - terminology may vary but it should include statements of vision, purpose and objectives where they exist as well as principle functions and services provided (required by section 95(1)(a) of the FMS)

· the location of the agency’s principal place of business and significant regional bases or regional offices (required by section 95(1)(b) of the FMS)

· an outline of the agency’s strategic directions (including reference to new services/investment initiatives) and how they contribute to the Government’s objectives for the community (ambitions and where appropriate, targets).

· the linkages between Government objectives for the community, statutory obligations, and agency objectives and services (outputs) - refer to sections 11.4, 11.5 and 11.6
(agencies should use agency objectives and strategy to underpin information reported and provide the context for agency activities and performance)
· Operating environment

· an outline of the nature and range of the agency’s operations and a summary of significant operations that occurred during the year (required by section 95(1)(f) of the FMS)

New initiatives that the agency has developed during the reporting period should also be reported, including the outcome of and significant learnings from, significant evaluations or reviews.

Operations and initiatives should be presented in the context of the agency’s objectives with commentary on how effectively they contributed to those objectives.

· a review of the progress in achieving the agency’s statutory obligations (required by section 95(1)(e) of the FMS) - refer to sections 11.5 and 11.6
· a discussion of opportunities and challenges in relation to the operating environment of the agency including:

· a brief discussion of environmental factors impacting on the agency (e.g. demographic factors, Australian Government policies, changes and trends in the regulatory or political environment - including social, economic and environmental factors - at the federal, state and/or local government level) and the agency’s response

· major or significant departmental initiatives, major policy changes and/or issues impacting on service delivery. Discuss new policy initiatives in this section. Also discuss new services to be delivered within existing resources.

· a summary of the agency’s systems for obtaining information about financial and operational (non-financial) performance (required by section 95(1)(j) of the FMS)

· summary of matters of interest to key stakeholders and stakeholder engagement (required by section 95(1)(f)(iv) of the FMS)

· for statutory bodies, the number of meetings of the body (required by section 95(1)(f)(v) of the FMS).

· External Scrutiny
· information on the most significant developments in external scrutiny (audits and reviews) of the agency and the agency’s response, including particulars of reports on the operations of the agency by the Auditor-General (other than the report on financial statements), a Parliamentary committee or the Queensland Ombudsman, including any assurance of shortcomings that should be considered in assessing performance. 
· Machinery of Government changes

· details relating to Machinery of Government changes (refer to PART C     Machinery of Government) including:

· how the new agency is meeting the commitments made to the community in the superseded strategic plan(s) of the former agency or agencies, and

· identification of the changes in terms of either policy initiatives or efficiency and effectiveness benefits (the reasons for the change and its impact on service delivery).

· Review of proposed forward operations (required by section 95(1)(h) of the FMS)
· plans and priorities

· proposed changes to operations and the need to continue current operations

· the objectives identified in the agency’s strategic plan for the next financial year (see section 23), and

· likely trends and changes in the operational environment including significant challenges facing the agency in the immediate future.

More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet



pm@premiers.qld.gov.au 
Tel: 303 30604

	Agency Performance
	1.34. Performance Assessment and Reporting - Better Practice Guide published by the Australian National Audit Office states, “Performance information in agency annual reports, by itself, does not facilitate accountability . . . it is important that annual reports have an appropriate focus and that the performance information is accompanied by sufficient background information and analysis . . . presented in a form that promotes interpretation”.

1.35. In the Auditor-General’s Report to Parliament No. 1 for 2008, it was noted that, “Accountability for performance information relates to how efficiently and effectively the agency has carried out its operations and is aimed principally at reporting value for money.”  

In the report, QAO suggests that annual reports need to be able to answer questions such as:

· “Has the agency achieved what it was intended to do?”

· “Is this performance better than last year?”

· “Is this good enough?”

· “Were these activities needed in the first place?”

· “Could the agency have done this for less money?”

1.36. In the Auditor-General’s Report to Parliament No. 4 for 2007: Are departmental output performance measures relevant, appropriate and a fair representation of performance achievements? it was noted that, “The reporting of performance information is a cornerstone of parliamentary accountability and should not be considered just a compliance exercise. Performance information tells the Parliament and the community what government is planning to do and what it achieves. Performance information should be balanced, addressing the department’s key activities and should report both the good and not so good achievements.”

More information:

· A Guide to the Queensland Government Performance Management Framework - refer to section on Reporting 

http://premiers.govnet.qld.gov.au/performance/index.html 

· Reporting Performance: A guide to preparing performance information for annual reports, Audit Office of New South Wales
http://www.audit.nsw.gov.au/publications/better_practice/better_practice.htm
· Disclosure and Transparency Frameworks (HB 405-2004), Standards Australia
http://www.saiglobal.com/shop/script/Details.asp?DocN=AS0733759351AT
1.37. Government Objectives for the Community
The Government is required to prepare and table a statement of the Government’s broad objectives for the community. Toward Q2: Tomorrow’s Queensland (Toward Q2) currently addresses this requirement. The Government’s vision for Queensland is framed around five ambitions and within each of these areas, the Government has identified 10 measurable targets for 2020.

Annual reports should demonstrate how agency objectives and outputs align with the Government’s ambitions (and targets where appropriate).
Departments have been allocated lead and contributing responsibilities for the Government targets. The annual report provides an opportunity for agencies to report on any progress taken toward achieving the targets. The amount of information need not be excessive as there the information will also be reporting at the whole-of-Government level.

To ensure consistency in reporting in relation to Toward Q2:

· reference to any of the ambitions must reflect the exact wording of the explanatory text as it was published in the Toward Q2 publication.

Example:
Strong – Creating a diverse economy 



powered by bright ideas

· references to any of the Q2 targets must reflect the exact wording of the target as it was published in the Toward Q2 publication, including the relevant ambition.  There should be no abbreviation of the targets.

Example: 
Green - Cut by one-third Queenslanders' 


carbon footprint with reduced car and 



electricity use.
In addition to the Governments objectives for the community stated in Toward Q2, from time to time the Government will release whole-of-Government plans or announce specific initiatives to address a particular issue for Queensland. These additional priorities and/or targets should also be incorporated in agency annual reports. An example may be achieving priorities and performance targets set as part of the Council of Australian Governments’ (COAG) reform agenda. 
More information:

· Toward Q2: Tomorrow’s Queensland 

http://www.thepremier.qld.gov.au/tomorrow/index.aspx 
· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604

1.38. Agency Objectives and Performance Indicators

Agencies must disclose:

· their objectives, as per the agency’s strategic plan (required by section 95(1)(a) of the FMS)

· a description of how the achievement of objectives is measured (i.e. what performance indicators are used to assess overall performance of the organisation in achieving its objectives), consistent with the agency’s strategic plan (required by section 95(1)(g) of the FMS)

· the agency’s progress towards achieving its objectives (goals) for the year, including details about the department’s actual performance in relation to its goals measured using the performance indicators in the department’s strategic plan, including brief explanatory notes for any significant variations between the target and actual non-financial performance

Descriptions of processes and activities should be avoided. Rather, reporting should be aimed at providing an assessment of how far the agency has processed towards outcomes and any learnings
Where performance targets are longer-term and not achieved in the reporting period of the annual report, agencies should report the most recent, available data with an explanatory note
· informative commentary including explanations of under / over performance, lessons learned and actions taken to improve 
· information about how efficiently and effectively the agency has carried out its operations, including a review of the agency’s progress in benchmarking and achieving best practice and cost-effectiveness in carrying out its operations

· review of results over previous years including trend data, analysis and discussion – for example, benchmarking (required by section 95(1)(i) of the FMS)

· provide evidence of value for money.

More information:

· A Guide to the Queensland Government Performance Management Framework provides information on agency objectives and performance indicators 

http://premiers.govnet.qld.gov.au/performance/index.html 
· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604

1.39. Agency Outputs and Output Performance Measures
In the Auditor-General’s Report to Parliament No. 4 for 2007: Are departmental output performance measures relevant, appropriate and a fair representation of performance achievements? it was noted that “To fairly represent output performance, departments need to report publicly on output performance measures that are relevant and appropriate and are used consistently over time. It should be clear to stakeholders whether the department has achieved the objectives and performance targets for the output.”

Further to this, the report recommended that departments:

· provide sufficient information to enable a meaningful and informed assessment of the measures and targets and level of performance achieved by the output

· ensure accompanying notes to the output performance measures clearly explain the context, meaning and any limitations in the measures reported, and

· clearly explain the context, meaning and any limitations in the measures reported using statistical standards and conventions.

1.40. Agencies must disclose:

· a brief outline of the outputs provided by the agency (required by section 95(1)(a) of the FMS) including an appropriate output description for each output.

The output description should be a short statement of the service or product provided in no more than a few sentences and must include an output objective. The output objective should demonstrate how the output contributes to the achievement of agency objectives identified in its strategic plan, and in turn, the Government's objectives for the community (ambitions and if relevant, targets).

The following questions may help to clarify the output objective (ie. the intended result or benefit of the output):

- what is the expected benefit to Queensland of Government investment in this output?

- why is there support for the delivery of this output by Government?

- why does Government choose to fund this output?

· a description of how the outputs are measured (ie. what performance measures are used to assess overall performance of the organisation in delivering its outputs), consistent with the agency’s SDS and operational plan

Output performance measures should be relevant and meaningful for the general public to demonstrate the efficiency and effectiveness of the output.

· actual performance of each output (which aligns with the output performance measures and targets contained in the Service Delivery Statements) including brief explanatory notes for any significant variations between the 2008-09 budgeted v 2008-09 actual non-financial performance (ie. the SDS sets out output performance targets for departmental outputs and contributions to outcomes, and the annual report reports on achievement)

· information about how efficiently and effectively the agency has carried out its operations, including a review of the agency’s progress in benchmarking and achieving best practice and cost-effectiveness in carrying out its operations (required by section 95(1)(i) of the FMS)

· provide evidence of value for money.

More information: 

· A Guide to the Queensland Government Performance Management Framework provides information on agency objectives and performance indicators 

http://premiers.govnet.qld.gov.au/performance/index.html 
· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604


	Summary of Financial Information
	1.41. The former Public Accounts Committee (PAC) report, Annual Reporting in the Queensland Public Sector (December 2001, Report No. 59), recommended that Ministers encourage agencies to include a summary of agency financial performance and position in the annual report (particularly if the audited financial statements are included in electronic form only).

1.42. There is no prescribed format, but the summary should provide a useful snapshot of the agency’s financial position in an easy to read format.
The Auditor-General’s Report to Parliament No. 1 for 2008 suggests that at a minimum, agencies should include:

· a brief financial summary with explanations against budget appropriation in total and by service – refer to section 12.3
· a statement of whether the agency is operating within its budget and achieving reasonable value for money

· assurance that the agency is minimising its costs and risks in relation to its liabilities and contingent liabilities

· key financial ratios (exemplifying performance) with an explanation of the significance of each, and

· a preface to the financial statements including management’s comments and discussion of the results. 

More information:

· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au
1.43. Disclosure of Budget versus Actual Results

The disclosure of budget versus actual financial results is an optional requirement for departments and statutory bodies in 2008-09 annual reports. It will become a mandatory requirement for departments and is highly recommended for statutory bodies for 2009-10 annual reports.

The format of the comparison is to be consistent with the presentation of the financial statements.

To provide a higher level of accountability to all interested users of agency financial information, it is an optional disclosure requirement in annual reports to include a comparison between their original budget and actual results for the Income Statement and Balance Sheet, and to provide reasons for significant variances.  The disclosure relates to:

· the parent entity statements only, and

· for departments, their controlled funds only.

The reasons provided for significant variances (both positive and negative at the line item level) should clearly differentiate between variances resulting from Machinery of Government changes where applicable, and other variances.

There may be instances where the agency experiences significant variances between the original budget which was formulated and the final audited results for the previous year.  If the agency considers that disclosing a revised budget in addition to the original budget (ie. the original budget adjusted only for the previous year’s audited actual results) will assist in explaining variances, then this information may be included in the comparative report.  However, explanations are also required to explain the variances between the original published budget and the revised budget.

For statutory bodies disclosing this information, it is expected that the original budget would be the first budget signed off by the board or Minister, depending on the authority required under the body’s enabling legislation. 

More information:

· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au

	Governance – Management and Structure
	1.44. Organisational Structure
Agencies must disclose information about their organisational structure (required by section 95(1)(f)(iii) of the FMS).

For departments, a high-level organisational chart of the agency incorporating a summary of activities and responsibilities of each division or its equivalent should be used.

Information should also be included on any significant changes to the organisational structure that occurred during the reporting period. Refer to PART C     Machinery of Government for specific information in relation to Machinery of Government changes.
For statutory bodies, the names, appointment criteria in terms of statutory requirements and basis or term of appointment for members of the body must be disclosed.

For a controlled, associated or trustee body of the agency – the authority for its establishment and the way it is to be audited for the FAA must be disclosed.

1.45. Executive Management

Agencies must disclose information about their management structure (required by section 95(1)(f)(iii) of the FMS) including:

· profiles of executive team (including names of senior executives and their responsibilities), and

· senior management groups and/or committees and their roles.

1.46. Related Entities
Agencies must disclose information about other bodies formed or acquired by the agency including their roles, functions, responsibilities, achievements and costs (required by section 95(1) of the FMS).  This information is a mandatory requirement, however if sufficiently disclosed in the financial statements it is not necessary to repeat the information.

An agency’s annual report must include a list of entities controlled by the agency, together with:

· a statement of the functions of each entity
· details of financial reporting arrangements for each entity, and

· if an entity has been exempted under a regulation from audit by the Auditor-General, the way in which the regulation provides for the entity’s audit.

1.47. Schedule of Statutory Authorities or Instrumentalities
An agency’s annual report must include a schedule of statutory authorities or instrumentalities that were part of the department during the financial year or final period to which the report relates (required by section 95(2) of the FMS), together with details of:

· legislation under which the authorities or instrumentalities were established, and

· whether the transactions of the authorities or instrumentalities are accounted for in the agency’s financial statements.
1.48. Boards and Committees
For those government boards that are not statutory bodies, information is to be disclosed in the relevant administering agency’s annual report. The relevant administering agency is the agency that controls the funds of the board or committee.

The administering agency must disclose information about boards and committees (and any committees or sub-committees of the parent board) including:

· a description of their roles, functions, responsibilities and achievements during the financial year

· the costs associated with remuneration.

The information on costs includes the total remuneration payments made to the chair and members of each board or committee for the current financial year (that is the total sum paid out in fees [meetings and special assignments] and total on-costs). On-costs include travel, accommodation, motor vehicle allowance, any consultancy fees, airfares, hiring of motor vehicles etc.

More information:

· Welcome Aboard: A Guide for Members of Queensland Government Boards, Committees and Statutory Authorities is part of the Governing Queensland suite of policy and administrative handbooks designed to explain in an open way the processes of Queensland Government. 

http://www.premiers.qld.gov.au/About_the_department/publications/policies/Governing_Queensland/ 
· Remuneration of Part-time Chairs and Members of Government Boards, Committees and Statutory Authorities.
http://www.psier.qld.gov.au/policies/remunrates.shtml 
· Contact:
Office of the Executive Director, Public Sector 


Industrial and Employee Relations (PSIER), 


Department of Justice and Attorney-General



psier@dir.qld.gov.au 

Tel: 322 52449

1.49. Public Sector Ethics Act 1994

For departments and public service offices, an implementation statement giving details of the action taken during the reporting period to comply with certain sections of the Public Sector Ethics Act 1994 (refer to Section 23 and Schedule) must be disclosed in the annual report. This may include the policy and practices on the establishment and maintenance of appropriate ethical standards of the department or public service office.
More information:

· Public Sector Ethics Act 1994

http://www.legislation.qld.gov.au/LEGISLTN/CURRENT/P/PublicSecEthA94.pdf 

· Contact:
Donna Andrews, Principal Advisor, Public Service 

Commission



Donna.Andrews@psc.qld.gov.au
1.50. Whistleblowers Protection Act 1994
For departments and public service offices, Ministers must disclose public interest disclosures received by the department or public service office in accordance with the Whistleblowers Protection Act 1994 (refer to Sections 30-31 and Schedule) in the annual report.
More information:

· Whistleblowers Protection Act 1994

http://www.legislation.qld.gov.au/LEGISLTN/CURRENT/W/WhistleblowA94.pdf 

· Contact:
Donna Andrews, Principal Advisor, Public Service 

Commission



Donna.Andrews@psc.qld.gov.au

	Governance – Risk Management and Accountability 
	1.51. Risk Management
Agencies must disclose the name, membership, remuneration (if applicable) and activities of any committees established for the agency’s risk management, including, for example, the agency’s audit committee (refer to section 14.2), risk management committee and/or governance committee (required by section 95(1)(k) of the FMS).

Other information relating to risk management that agencies may disclose includes:

· risk management philosophy and application

· information on systems of internal controls, monitoring and reporting, and
· external accountability (such as random sampling, audits and peer review to provide consistency checks). 

More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604
1.52. Audit Committee
Agencies must disclose information relating to their audit committee including:

· name, membership and remuneration (if applicable) of the audit committee

· a description of the audit committee’s role, functions, responsibilities and achievements during the financial year

· a statement that the audit committee has observed the terms of its charter and had due regard to Queensland Treasury’s Audit Committee Guidelines.

More information:

· Audit Committee Guidelines: Improving Accountability and Performance
http://www.treasury.qld.gov.au/office/knowledge/docs/improving-performance/index.shtml 
· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au
1.53. Internal Audit
Agencies must disclose whether an internal audit function has been established.  If no internal audit function has been established, the reasons for not establishing must be disclosed. 
For agencies that have an established internal audit function, the following information must be disclosed:

· a description of the role and functions

· approach taken to identifying areas of significant operational or financial risk and arrangements in place to manage those risks

· achievements of internal audit during the financial year

· a statement that internal audit has had due regard to Queensland Treasury’s Audit Committee Guidelines.

More information:

· Section 4.5 (Internal Audit) of the Audit Committee Guidelines: Improving Accountability and Performance
http://www.treasury.qld.gov.au/office/knowledge/docs/improving-performance/index.shtml 
· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au

	Governance – Human Resources
	1.54. Workforce Planning, Attraction and Retention 
The annual report must include an assessment of the agency’s effectiveness in planning, attracting, developing and retaining its workforce to achieve its objectives. Agencies must disclose information relating to their (required by section 95(1)(f)(iii) of the FMS):

· workforce profile including full-time equivalent (FTE) staff establishment, permanent retention rate and permanent separation rate (refer to data definitions below)
· workforce planning framework and key strategies (including management development) and how these have ensured skills and knowledge have been retained and enhanced during the reporting year

· key workforce policies (such as flexible working arrangements etc), and

· industrial relations and workplace health and safety.

Data Definitions

Full-time equivalent is calculated by the numbers of hours worked in a period divided by the award full-time hours prescribed by the award/industrial instrument for the person’s position.  For example, a person working 20 hours per week in a position prescribed as 40 hours has an FTE of 0.5.  An organisation’s FTE is the sum of all FTE’s.  MOHRI business requirements mean that this period is the last full fortnight of a quarter.  

Permanent retention rate means the percentage of permanent employees still employed after a period of time.  For example, if an organisation had 100 permanent employees 12 months ago and 90 of those employees are still employed, the permanent retention rate is 90%.  Given that this metric is required for annual reports, the period should be 12 months

Permanent separation rate is calculated by dividing the number of permanent employees who separated during a period of time by the number of permanent employees in the organisation.  For example, if 7 permanent employees departed from an organisation of 100 permanent employees over a period of time the permanent separation rate would be 7%.  Given that this metric is required for annual reports, the period should be 12 months.

NB.  The sum of the separation rate and retention rate will not necessarily combine to make 100%.    An example is that one small part of an organisation (eg branch, location, age cohort etc) may have an excessively high separation rate but overall, the organisation still maintained a high retention rate.

More information:

· An integrated approach to workforce planning (at central, local and regional levels) is a continuous process that commences with the retention of current employees and moves towards the attraction and selection of the future workforce. The Workforce Planning Toolkit is available to assist agencies through this process.
http://www.opsc.qld.gov.au/manage/manage.shtml 

· Contact:
Workforce Profile - Sonia Godsave, Executive 


Director, Workforce Futures Policy and 



Performance, Public Sector Commission



Sonia.Godsave@psc.qld.gov.au
  Tel: 3033 0684



Workforce Planning - Pat Thorpe, Principal 


Advisor, Workforce Futures Policy and Performance, 

Public Sector Commission



Patricia.Thorpe@psc.qld.gov.au
  Tel: 3224 5514
1.55. Voluntary Early Retirement (VER)

For departments and public service offices specified in the Public Service Act 2008, Directive No.11/05 Voluntary Early Retirement (VER) requires that each department or public service office disclose in its annual report the number of VER packages taken by employees in the financial year and the total monetary value of the severance benefits, including incentive payments, as specified in Schedules B and C of the Directive.

More information:

· Directive No. 11/05 Voluntary Early Retirement (VER)
http://www.opsc.qld.gov.au/resources/directives/directives.shtml#Separation 

· Contact:
Public Sector Industrial and Employee Relations 

(PSIER), Department of Justice and Attorney-


General



psier@dir.qld.gov.au 

Tel: 322 52658



For enquiries about public service offices, refer to the Public 


Service Commission

1.56. Retrenchments 

For departments and public service offices specified in the Public Service Act 2008, Directive No.10/05 Retrenchments requires that each department or public service office disclose in its annual report the number of retrenchments made in the financial year and the total monetary value of the severance benefits.

More information:

· Directive No. 10/05 Retrenchments
http://www.opsc.qld.gov.au/resources/directives/directives.shtml#Separation 

· Contact:
Public Sector Industrial and Employee Relations 

(PSIER), Department of Justice and Attorney-


General



psier@dir.qld.gov.au 

Tel: 322 52658



For enquiries about public service offices, refer to the Public 


Service Commission

1.57. Initiatives for Women
For departments, activities that improve the quality of life of women must be disclosed in the annual report. 
While the specific details of the following reporting requirements may be amended in future, the following information should be provided for general reporting purposes, for example under ‘Staff Profiles’ or a department’s comparable section:
· the representation of women at salary levels in the department

· the percentage of women on boards and statutory authorities
· activities in the department that promote the balancing of work and family responsibilities, such as implementation of an explicit Work and Family Policy, flexible working hours and leave arrangements, provision of parenting facilities in the workplace, working from home and telecommuting, part time and job share opportunities

· initiatives to support women’s career development in the department, such as a mentoring program, a women-in-management program, a profile of participation by women in professional development and training courses, acting higher duties opportunities, job rotation, work shadowing and multi-skilling

· programs and opportunities for increasing women’s participation in non-traditional fields (such as mining and construction)

· an outline of other activities, new or continuing, which separately benefit women as internal and/or external clients.

More information:

· Office for Women 

http://www.women.qld.gov.au/ 
· Contact:
Alexandra Winter, A/Manager Policy, Office for 


Women


alexandra.winter@women.qld.gov.au


Tel: 3872 0750

	Governance – Operations
	1.58. Consultancies
For departments and statutory bodies, the following information about consultancies must be disclosed (required by section 95(1)(eb) of the FMS):

· consultancies expenditure broken down into categories relevant to the agency, and

· the total cost of consultancies.

Many individuals, partnerships and corporations provide services to agencies under contracts for services. However, not all such contractors should be categorised as consultants for the purposes of annual reporting. Consultants are distinguished from other contractors by the nature of the work they perform. 

A whole-of-Government review was undertaken in 2002-03 into the reporting of expenditure on consultants. The review found that departments and statutory bodies were generally experiencing difficulties in defining consultancy as opposed to contractor expenditure and that this was leading to significant inconsistencies in the reporting of expenditure on consultants.

Departments and statutory bodies must carefully consider the nature of the task being performed when defining whether the expenditure is in the nature of a consultant or a contractor.  Refer to the publication, Revised Definition for Consultants and Contractors (see More Information below).

More information:

· Queensland Government Marketplace – Better Purchasing Guides (in particular; Engaging and Managing Consultants, and Revised Definition for Consultants & Contractors)
http://www.qgm.qld.gov.au/02_policy/better_purch.htm#two

· State Procurement Policy
http://www.qgm.qld.gov.au/02_policy/spp.htm 

· Contact:
Queensland Purchasing



betterpurchasing@qgcpo.qld.gov.au  



Tel: 1800 631 991

1.59. Overseas Travel
For departments and statutory bodies, accountable officers and statutory bodies must disclose information in relation to overseas travel.

Please note that:

· agencies are to record ‘staff travel’ and 'client or other travel’ in the general ledger under separate account codes

· generally, this can be interpreted as agencies should only disclose ‘travel’ expenses in the Notes to and forming part of the Financial Statements of Annual Reports if the expenses are material

· if an agency does report ‘travel’ as a separate line item in the Notes to and forming part of the Financial Statements in the annual report, and the line item reflects ‘staff and client or other travel’ (rather than ‘staff travel’ only), then this needs to be disclosed in a note against the line item

· if agency officers act as travel escorts for clients (such as children in care, patients, witnesses or people in custody), agencies should code escorts and clients separately

· costs of consultant and contractor travel expenditure is to be included in the costs of the project for which they have been engaged.

To ensure overseas travel costs are reported consistently and accurately, the template illustrated below must be used in annual reports to disclose:

· for

· departments, the name of the officer and their position

· statutory bodies, the name of member and their office or position

· the destination and reason for travel, and

· the cost of the travel (travel, accommodation and on-costs), including an indication of contribution from other agencies or sources.

The following specific circumstances should be noted:

· when the same officer travels to the same destination more than 2 times in a financial year, it is permissible to list the multiple trips as one entry - however a notation must be included to indicate that the one entry incorporates multiple trips (state how many trips).

· when many officers travel for a particular purpose on the same trip, it is permissible to list the trip as one entry – however all of the relevant officer’s names and positions must be included in the entry (or as a footnote to the entry).

	Overseas Travel

Name of officer/ member and position

Destination

Reason for travel

Agency cost

Contribution from other agencies or sources

XX

XX

XX

$ XX

$ XX   (source)




	
	More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet


pm@premiers.qld.gov.au 
Tel: 303 30604
1.60. Information Systems and Recordkeeping
Sound recordkeeping practices underpin good corporate governance and public authorities in Queensland are required to report on their recordkeeping reforms.

Under the Public Records Act 2002 public authorities are required to make and keep full and accurate records of their activities and have regard to recordkeeping policies, standards and guidelines issued by the State Archivist. Chief Executive Officers are responsible for ensuring compliance with these provisions. 

Agencies are required to report on their compliance with the provisions of the Public Records Act 2002, Information Standard 40: Recordkeeping and Information Standard 31: Retention and Disposal of Public Records in their annual report.

More information:

· Queensland State Archives

http://www.archives.qld.gov.au/ 
· Contact:
Queensland State Archives


info@archives.qld.gov.au 
1.61. Waste Management
For departments, section 40 of the Environmental Protection (Waste Management) Policy 2000, which is subordinate legislation to the Environmental Protection Act 1994, requires each department to prepare and implement a waste management plan, and to report on that plan in the annual report.

The information to be reported by each department will be dependent on the indicators that have been targeted to measure by that department. Officers in each department have responsibility for coordinating their department’s waste management plan. 

More information:

· Waste Management, Environmental Protection Agency
http://www.epa.qld.gov.au/environmental_management/waste/waste_management/waste_management_laws/ 

· Contact:
James Gooding, Senior Project Officer, Facilities 

and Eco-Efficiency, Department of Environment and 

Resource Management


james.gooding@epa.qld.gov.au
  Tel: 3227 6358 

	Other Prescribed Requirements
	1.62. Shared Services

The following section outlines the standard text for departments to include in their annual report.  It also includes the non-financial reporting requirements for departments with responsibility for shared service providers (SSPs). (Note:  References to SSPs include CorpTech.)  Financial reporting requirements for SSPs are outlined in the Financial Reporting Requirements (FRRs).

Standard text for all departments (except those with direct responsibility for shared service providers)

Reference to shared services should be included in the area addressing corporate service functions – typically in the governance section of the department’s annual report.
During 2008-09, the Shared Service Agency provided <insert functions> to <insert department name>.  The activities of the Shared Service Agency and CorpTech are reported in the annual report of the Department of Public Works. 

Note:  In addition, departments may wish to report on specific business improvement initiatives undertaken in collaboration with the Shared Service Agency and CorpTech.

Standard text for departments with responsibility for shared service providers

The following text outline should be followed by departments with responsibility for SSPs, ie: Department of Public Works (Shared Service Agency and CorpTech), Queensland Health (Queensland Health Shared Service Provider), and Department of Education and Training (Corporate and Professional Services).

Reporting on SSPs should be included as a separate section under the ‘Performance’ section of the responsible department’s annual report.

<insert SSP vision/mission>

<insert governance and accountability arrangements for SSP including information on the senior management team, board of management and committees>

<insert SSP name> provided corporate services to each of the following agencies with an expenditure budget of $ <insert expenditure budget>

•
<insert client agencies>

The corporate services provided by <SSP name> and documented in operating level agreements with its client agencies include:

•
<insert corporate services provided by SSP>

Approximately <insert number of FTE staff> delivered these services during the 2008-09 financial year.

<insert strategic direction of SSP from business plan>

Significant achievements during the year of operation include:

•
<insert performance highlights for the year>
More information:

· Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines)
http://www.treasury.qld.gov.au/office/knowledge/docs/fin-reporting-req/index.shtml 

· Contact:
Declan McNamara, Director, Shared Service 


Strategy & Reporting, Queensland Treasury


declan.mcnamara@treasury.qld.gov.au 


Tel: 3234 0548
1.63. Carbon Emissions

In 2007-2008 the Premier committed Queensland Government agencies to annually reporting on their carbon emissions (more commonly referred to as greenhouse gas emissions).  To ensure this reporting is undertaken efficiently and consistently, agencies are required to use a standard template provided by the Department of Public Works when reporting their emissions in their 2008-2009 annual report.  

The template requires agencies to report on greenhouse gas emissions linked to the areas of  i) vehicle use, ii) electricity consumption, and iii) air travel – as these are the key emission-related activities for most agencies.  There is provision in the template for additional emissions to be reported if required.  The template will provide agencies with the standard text commentary, and a data table that will need to be populated, together with necessary explanatory notes.

The Department of Public Works (DPW) will provide agencies with the appropriate emissions conversion factors and any relevant data records it holds; however it is the responsibility of individual agencies to gather, collate, validate and process the information necessary to enable accurate and meaningful reporting of their greenhouse gas emissions in their annual reports.

The template and relevant data can be obtained by contacting the Technology and Development Division in DPW at: ContactUs.TandD@publicworks.qld.gov.au.  
More information:

· Contact:
Bob Walters, Program Manager – EnergySmart 


Buildings Program, Department of Public Works
bob.walters@publicworks.qld.gov.au 

Tel: 3224 4271

	Optional Information that may be reported
	1.64. As a general principle, the Government’s preference is for annual reports to be streamlined and not contain optional reporting information, particularly where that information is a duplication of information that is publicly reported elsewhere.

1.65. Corrections to Previous Annual Reports
If the previous annual report of an agency contains any significant statement on a matter of fact which has proved to be wrong in a material aspect, the annual report should include information to correct the record.

However, if the error is material in nature, it may be more appropriate to re-table a correction statement within the following year with regards to the error (see section 26 for further information).

1.66. Freedom of Information
As detailed in the Freedom of Information Act 1992 and the Freedom of Information Guidelines, agencies may choose to incorporate data regarding Freedom of Information activities over the reporting period (based on the data collated to satisfy statutory requirements), although there is no formal requirement to include this information in the annual report. 

The statement of affairs must be published in a way approved by the Minister—the Attorney-General and Minister for Justice. Approval has been given for the statement of affairs to be either incorporated into an agency’s annual report or published as a separate document.

There is no set publication manner or style for either statements of affairs or policy documents. Agencies may wish to follow their own ‘corporate style’ for publications. Excessive detail, the use of jargon, and unexplained acronyms should be avoided.
More information:

· Freedom of Information Guidelines, prepared by the Department of Justice and Attorney General
http://intranet.govnet.qld.gov.au/law/FOI_guidelines.pdf

· The Department of Justice and Attorney-General is the lead agency for Queensland Freedom of Information policy
http://www.foi.qld.gov.au/index.htm
· Contact:
Kaye McKeemish, Manager, FOI and Privacy, 


Department of Justice and the Attorney General


kaye.mckemmish@justice.qld.gov.au 



Tel: 90323
1.67. Privacy Policy
Under the Queensland Government's Privacy Policy, there is no obligation for government agencies to report on their Privacy Plans in annual reports.

However, agencies may choose to incorporate information about the implementation of the Queensland Government’s Privacy Policy within their agency in their annual report. 

More information:

· The Department of Justice and Attorney-General is the lead agency for Queensland Privacy
http://www.privacy.qld.gov.au/ 

· Information Standard No. 42 – Information Privacy 
http://www.qgcio.qld.gov.au/qgcio/architectureandstandards/informationstandards/Pages/index.aspx 

· Contact:
Kaye McKeemish, Manager, FOI and Privacy, 


Department of Justice and the Attorney General


kaye.mckemmish@justice.qld.gov.au 



Tel: 90323
1.68. Indigenous Matters

There is no statutory obligation to include material relating to Indigenous persons issues impacting upon agencies.

However for some agencies, these matters form part of their core activity and it is relevant for disclosure in their annual reports.

Other agencies may choose to include activity and achievements in these areas in their annual reports if appropriate or desirable.

Agencies that have developed a Reconciliation Action Plan (RAP) may report progress in the annual report. A RAP is a tool to help organisations build positive relationships between Indigenous and non-Indigenous people). 

More information:

· Contact:
Pauline Peel, Deputy Director-General, 


Aboriginal and Torres Strait Islander Partnership


Pauline.Peel@premiers.qld.gov.au   Tel: 3235 9495
1.69. Native Title
There is no statutory obligation to include information relating to Native Title in agency annual reports.

However for some agencies, these matters form part of their core activity and it is relevant for disclosure in their annual reports.

Other agencies may choose to include activity and achievements in these areas in their annual reports if appropriate or desirable. 

More information:

· Contact:
Jim McNamara, Executive Director, Indigenous 


Services (including Native Title), Department of the 

Environment and Resource Management


James.Mcnamara@nrw.qld.gov.au  Tel: 3406 2291

	Financial Statements
	1.70. The accountable officer of a department must prepare the annual general purpose financial statements under the Financial Reporting Requirements (FRRs) (required by section 97 of the FMS). The FRRs contain the Treasurer's Minimum Reporting Requirements (MRRs) and assist agencies in the preparation of their financial reports. 
In preparing its annual financial statements, a statutory body must have regard to the Treasurer's Minimum Reporting Requirements (MRRs) (required by section 98 of the FMS).

1.71. The financial statements included in the annual report must be those as certified by the Auditor-General (see section 19.3).
More information:

· Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines)
http://www.treasury.qld.gov.au/office/knowledge/docs/fin-reporting-req/index.shtml 

· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au
1.72. Certification of Financial Statements

Agencies are required to include the certification of financial statements in the annual report.

For departments, the annual report is to include a copy of the certification of the financial statements signed by the accountable officer and chief finance officer according to section 39 of the FAA.

For statutory bodies, the annual report is to include a copy of the certification of the financial statements signed by the Chair of the statutory body and the person responsible for the statutory body’s financial administration according to section 46F of the FAA. 
1.73. Independent Auditors Report

The Queensland Audit Office is required to conduct a financial and compliance audit of each department or statutory body’s financial statements to assess whether they are true and fair, and check their account keeping methods to ensure they meet prescribed requirements. 

The Queensland Audit Office will provide an Independent Auditor’s Report which is required to be included in the annual report following the Financial Statements (required by the FAA).

1.74. Remuneration Disclosures

The former Public Accounts Committee (PAC) report, Annual Reporting in the Queensland Public Sector (December 2001, Report No. 59), recommended that Ministers ensure remuneration details are reported in accordance with Government policy.

For departments, the Financial Reporting Requirements (FRRs) require the disclosure in the notes to the department’s financial statements of the aggregate remuneration of senior executive officers. For application of this disclosure, refer to Part B, Section 6.3.1 (‘Employee Expenses’) of the FRRs.

Statutory bodies are required to comply with Part B, Section 6.3.1 (‘Employee Expenses’) of the FRRs for this purpose.


	PART B     Production and Publication

	Production
	1.75. Production Cost Containment

Containing costs is to be a prime consideration in preparing annual reports. In line with this principle, full details of costs associated with producing annual reports, including in-house staff and associated overhead costs, are to be identified and compiled, and reviewed annually by the accountable officer or statutory body before subsequent publications.

Agencies must keep associated costs to produce annual reports to a minimum. This may be achieved in a number of areas including:

· in-house production of annual report

· size of report - emphasis should be on reporting the performance of an agency, rather than documenting activity

· printing only the minimum quantity to meet tabling requirements (refer to section 24), and

· minimal use of photographs.

Agencies should consider their carbon footprint in the production of the annual report. 

The Government’s preference is for annual reports to be published online with only very limited, low-cost print runs to satisfy the needs of significant stakeholders (eg. Queensland Parliament and copies required for legal deposit) or stakeholders that are not able to access the online version.

Options include internal printing, external printing, CD-ROM (with cardboard cover / case) or memory sticks (flash memory cards).

1.76. Copywriting, Design and Web Services

External consultants are not to be engaged to write copy (ie. content) for agency annual reports.

The decision on whether to engage external contractors for design and layout of the annual report is at the discretion of each accountable officer or statutory body.

An external design agency may be contracted to design and layout an agency’s annual report however, the quality of production achievable through internal agency desktop publishing systems is sufficient for the minimum standard of annual report presentation.

The decision on whether to engage external contractors for online publication of annual reports where there is no in-house expertise in web design (apart from reproducing the hard copy annual report as a PDF file or files) is at the discretion of each accountable officer or statutory body. 
More information:

· Contact:
Communication and Marketing Services, 


Department of the Premier and Cabinet
annual.reports@premiers.qld.gov.au Tel: 3224 4265


	Design and Layout
	1.77. Cover Templates (outside cover and CD-ROM)

For agencies that follow the Queensland Government Corporate Identity, the outside cover design is mandatory. Communication and Marketing Services in the Department of the Premier and Cabinet is responsible for designing and distributing the cover templates (outside cover and CD-ROM) for use by all Queensland Government agencies.

Agencies should note that the mandated outside cover design applies to the outside front and outside back cover only.

Departments will be responsible for individualising their own covers by inserting photographs, and the final cover artwork design must be submitted for sign-off by the Department of the Premier and Cabinet (annual.reports@premiers.qld.gov.au).

Other agencies that do not follow the Queensland Government Corporate Identity (ie. they have their own logo and corporate branding) are required to follow the general format and presentation requirements for annual reports. 

1.78. Format for Paper (tabled) copies

Annual reports must be produced in a form that can be reproduced easily and inexpensively.

Annual reports are to conform to the standard A4 size, and should be portrait in orientation.

Cover - outside front and outside back cover must be manufactured in Australia and either:

· printed on standard paper stock (white 80gsm) using the cover template (see section 21.1)

(Note – if producing front and back cover on standard paper stock, clear plastic binding covers (front and back) to protect the document)

or

· printed on a heavier environmentally sustainable paper stock (white up to 250gsm) (foil stamping, spot varnish, embossing and other complex procedures such as die-cutting are not permitted)

(Note – the choice of varnish should consider factors such as cost containment. Some varnishes / finishes may make an environmentally sustainable paper stock no longer recyclable) 

Internal Pages - white copy paper 80gsm or white environmentally sustainable paper 80gsm (manufactured in Australia)

Binding - plastic or metal comb binding.

Requests by agencies to use other formats should be forwarded to annual.reports@premiers.qld.gov.au for consideration before proceeding.

1.79. Multiple Volumes

If an agency’s annual report comprises more than one volume, each volume should be clearly labelled as to its contents and include a notation that there are other volumes available and the means to obtain a copy of them.

1.80. Use of Colour 

Cover - all core Queensland Government department annual report covers for 2008-09 will be in full colour. 

Internal Pages – departments must only use one or two-colours (of their choice) in the presentation of their annual report content on internal pages. 

It should be noted that a colour can be used at various tints (recommended tints 20%, 40%, 60%, 80%, 100%). Dark tints should be used sparingly as text can be difficult to read and may not photocopy.

For statutory bodies, there is no limit in relation to the number of colours used.

Photographs - can be reproduced in monotone or duotone.

1.81. Use of Photographs

There are no restrictions on the number of photographs used on internal pages. Images used in Queensland Government productions or publications should reflect Queensland's cultural diversity.

It is recommended that any photography used in the annual report is appropriately captioned to explain its relevance.

1.82. Content Design

The internal content design elements are at the discretion of each agency. However, agencies should:

· develop a logical sequence of information

· use clear and consistent headings along with appropriate charts, graphs and tables to enhance and support key messages, and

· use comprehensive navigation aids through the report for users to easily identify information of interest (ie. section headings, icons etc).

More information:

· Contact:
For technical queries regarding the annual report 

artwork - Communication and Marketing Services, 

Department of the Premier and Cabinet 
annual.reports@premiers.qld.gov.au Tel: 3224 4265

	Queensland Government Corporate Identity
	1.83. The Queensland Government corporate identity must be used in all annual reports. The following points provide a brief outline of relevant sections of the corporate identity requirements. 

1.84. If an external design agency is contracted to design and layout the annual report, agencies must ensure that they are provided with the Queensland Government Corporate Identity Manual and use the corporate typefaces.
1.85. Typefaces (Font)

Agencies must use the corporate typefaces Meta and Rotis Serif, which are available in graphic and production areas across government. Meta is the preferred typeface for situations where only a small amount of text is used, such as headings. Rotis Serif is the preferred typeface for large amounts of text, such as body text.

For web accessible version of the annual report, the alternative corporate typefaces (Arial and Times) are acceptable.

Please consult the Corporate Identity Manual in the first instance for further information about using the typefaces, and then contact your agency's corporate identity coordinator for further information. 

1.86. Text layout

The main body of the annual report text should be aligned left, ragged right and contain minimum capitalisation for all content and titles. Fully justified text is not to be used in the main body of text.

Headings should always use upper and lower case in a sentence format – the first letter of each word in a heading should not be capitalised. Headings should be highlighted through bolding and font size and not by underlining or capitalisation.

Annual report text should be primarily edited in accordance with the following style guides:

· Style manual for authors, editors and printers (6th edn.), Commonwealth Government, Snooks & Co (2002)

· The Macquarie Concise Dictionary, 4th Edition, Macquarie Library, Delbridge, A & Bernard, J.R.L. (2005).
More information:

· Questions about using the corporate identity standards should be directed to each agency’s corporate identity coordinator listed at http://premiers.govnet.qld.gov.au/logos/coord.html.
· Queensland Government Corporate Identity Manual
http://premiers.govnet.qld.gov.au/logos/manual.html 
· Contact:
For technical queries regarding the annual report 

artwork - Communication and Marketing Services, 

Department of the Premier and Cabinet 
annual.reports@premiers.qld.gov.au Tel: 3224 4265

	Timeframes (approval and tabling process)
	1.87. Financial Statements
Departments and statutory bodies are required to have their financial statements finalised and audited no later than two months (ie. by 31 August) after the close of each financial year (required by sections 38AA(1) and 46FA(3) of the FAA)

See section 19 for further information.
1.88. Approval by the Accountable Officer or Statutory Body
Annual reports are produced by the accountable officer or statutory body for the Minister(s). The accountable officer or statutory body must approve the annual report before submitting it to the Minister/s for approval and tabling in Parliament.
See section 9 for further information.
1.89. Approval by the Relevant Minister(s)

Departments and statutory bodies must submit a copy of their annual report to their relevant Minister(s) for approval no later than four months (ie. by 31 October) after the close of each financial year, prior to tabling in Parliament. 

However it should be noted that agencies should be working towards the shorter timeframes to be introduced under the new Financial Legislation – ie. submit a copy of their annual report to their relevant Minister(s) for approval no later than three months (ie. by 30 September) after the close of each financial year.
A copy of the annual report submitted to the Minister must be provided, at the same time, to the Policy Development and Performance Management Office in DPC for collation and exception reporting to the Performance Leadership Group on quality, consistency and compliance of non-financial information.

The copy of the annual report should be provided electronically to email:  pm@premiers.qld.gov.au.
Once approval has been received by the relevant Minister(s), the annual report must be tabled in Parliament.

1.90. Tabling of Annual Reports
The appropriate Minister is required to table a copy of the annual report of each relevant department or statutory body in the Legislative Assembly within 14 days of receiving it.

See section 24 for specific tabling requirements.

	Tabling Requirements
	1.91. There is a requirement that a minimum of 40 copies of each annual report be printed for Parliamentary tabling purposes (see table below). Copies of the report must be available in final form at the time of tabling. 
1.92. The Queensland Parliament’s tabled papers database and website provides electronic access to the contents of all tabled papers, including annual reports.  The Legislative Assembly amended standing orders to reflect the database, and the requirement for agencies to provide the Clerk with electronic versions of all tabled documents (Standing Order 26).  It is preferable that agencies provide electronic versions on the day before tabling.   

The annual report that is tabled is the official tabled paper. The electronic version that is provided to the Table Office must be identical to this. 
Electronic versions must be:

· in searchable PDF format (not a scanned image)

· consistent in content and otherwise with the paper copy to be tabled

· provided as a single document only
· below 5MB in size - that is, low resolution

Documents over 5MB should be provided on a CD-ROM and delivered to the Chamber and Procedural Services Office, Table Office, Room A.18, Parliament House, Corner Alice and George Streets, Brisbane.
· emailed to TableOffice@parliament.qld.gov.au.

Category 
Printed Quantity required
Electronic copy required

Department 

40

Yes

Board 

40

Yes

Authority 

40

Yes

Tribunal 

40

Yes

Foundation 

40

Yes

Council 

40

Yes

Other Statutory Bodies 

40

Yes

Errata and Addenda
1
Yes
More information:

· Queensland Parliament - Tabled Papers 
http://www.parliament.qld.gov.au/view/legislativeAssembly/tabledPapers/home.asp

· Standing Rules and Orders of the Legislative Assembly of Queensland
http://www.parliament.qld.gov.au/view/legislativeAssembly/documents/procedures/StandingRules&Orders.pdf

· Queensland Legislative Assembly, Tabling Reports and Other Documents - Table Office Requirements: Guidelines for Departments and Agencies
http://www.parliament.qld.gov.au/view/legislativeAssembly/procedures.asp 

· Contact:
Chamber and Procedural Services (Table Office), 

Parliament House 


TableOffice@parliament.qld.gov.au   Tel: 3406 7904


	Late Tabling of Annual Reports
	1.93. The appropriate Minister may extend, or further extend, the preparation period for a department or statutory body by written notice given to the accountable officer of the department or to the statutory body.

However, if the appropriate Minister extends the preparation period for an annual report to a period of more than six months after the end of the financial year, section 39 and 46J of the FAA requires that the appropriate Minister must, within 14 days of giving the extension, table in the Legislative Assembly a written statement (generally in the form of a separate written letter that is tabled at the same time as the report) giving reasons for the extension.
1.94. Section 95 of the FMS requires that if the preparation period for an annual report is extended, the reason for not preparing or giving the report within the required timeframes must be disclosed in the annual report.
1.95. In the instance of a Minister for a department or statutory body tabling the annual report later than 14 days after receiving it, section 46KB of the FAA requires that a written statement (generally in the form of a separate written letter that is tabled at the same time as the report) must be provided to the Legislative Assembly:

· stating the report is being tabled late

· stating the length of the delay, and

· explaining the reasons for the delay.

	Changes after Tabling
	1.96. Generally, once an annual report has been tabled in the Legislative Assembly, there should be no additions, deletions or amendments to the report.

1.97. If a change must be made after the annual report has been tabled, the same procedure should be followed as for the original copy tabled (see sections 23 and 24). The additional material should go through the tabling process and be distributed as an addendum to the original. The addendum must be provided on A4 paper. The first page of the addendum should clearly indicate the report to which it relates.
1.98. Alternatively, an error may be corrected in the annual report for the following year (see section 18.2).

	Statutory Obligation to Distribute Copies of Annual Report
	1.99. Distribution of the annual report should not occur until the annual report has been tabled in the Legislative Assembly.

1.100. Under the Libraries Act 1988 and the Copyright Act 1968 agencies are required to provide a printed copy (not CD-ROM) for legal deposit of their annual report to the following libraries as it is an official publication (not a public record):

· 1 copy to State Library of Queensland (Legal Deposit Unit)

· 1 copy to Queensland Parliamentary Library

· 1 copy to National Library of Australia 

1.101. Recommended further distribution (if applicable), preferably on CD-ROM may include:

· Department of the Premier and Cabinet Library

· Queensland State Archives

· All Directors-General, and

· Brisbane City Council Library.

1.102. Agency annual reports should be made available to the general public by electronic means where possible.  Section 39 and 46J of the FAA requires that the annual report (and financial statements) are to be available in hard copy format for those people who do not have access to electronic means, and the electronic report must state how paper copies can be obtained (refer to section 29 of the guidelines).

Hard copies of the annual report (and financial statements) could be produced internally by departments or statutory bodies as required.

	Online Accessibility Standards and Guidelines
	1.103. In June 2000, the Online Council representing the Commonwealth and all state and territory governments agreed that the Web Content Accessibility Guidelines (WCAG) would be the common best practice standard for all Australian government websites “to ensure that people with disabilities or technical constraints can use online resources provided by Australian governments”.

1.104. The Queensland Government follows the World Wide Web Consortium Web Content Accessibility Guidelines 1.0 - Priorities 1 and 2.

1.105. Queensland Government has also developed a consistent user experience (CUE) standard, which is used on all government websites.

The purpose of the standard is to ensure that visitors:

· can find the information they need quickly and easily 

· do not have to learn new navigation methods when using different agency sites, and

· are able to navigate from one site to another with familiarity. 

The standard requires that:

· agency web pages are laid out consistently, with elements such as the navigation, search button and agency name always in the same place 

· navigation is based on what visitors are likely to be looking for, rather than on how agencies are structured, and 

· the underlying techniques used to create the pages ensure they are accessible to as many people as possible. 
More information:

· Online and Communications Council

http://www.occ.gov.au/

· World Wide Web Consortium (W3C) Web Content Accessibility Guidelines 1.0

http://www.w3.org/TR/WAI-WEBCONTENT/
· Queensland Government consistent user experience (CUE) standard
http://www.qld.gov.au/web/cue/overview/

· Information Standard 26 (IS26): Internet

http://www.qgcio.qld.gov.au/qgcio/architectureandstandards/informationstandards/Pages/index.aspx 

· Contact:
Communication and Marketing Services, 


Department of the Premier and Cabinet 
annual.reports@premiers.qld.gov.au Tel: 3224 4265


	Online Publication of Annual Report
	1.106. Minimum Requirements for Online Publication

All agencies must publish their annual report on their website (or other relevant website) as soon as practicable after the report has been tabled in the Legislative Assembly.

The minimum requirements for online publication of annual reports that agencies must follow are:
· Online access to the annual report must be user-friendly, allowing quick access to the report from the agency’s home page.
· Online access to the component sections of the annual report must be available from a single webpage, a cover or landing page from which all content can be drilled down and accessed from. This page must include an image of the annual report cover.

· All content in the printed (tabled) annual report must be available online.

· A direct link must be provided from the agency’s website to Parliament’s tabled papers website database (refer to section 24.2) as the electronic version of the annual report.

· The content of the online annual report must be consistent with the printed (tabled version). Links within the annual report will help the user drill down to the information they are looking for, but links to other parts of the agency’s website should be avoided if this could cause confusion over audited (ie. the financial statements) versus unaudited information.

· The annual report must be accessible online:

· in a format that can be easily downloaded and/or printed (PDF file type). The PDF file should be available to download as the entire annual report, and/or small sections (ie. smaller files linked to from a HTML cover page), and

· in a format which provides information in alternative file type to PDF that can be easily read by assistive technology (ie. voice synthesis), such as MSWord, Rich Text File (RTF) or HTML.

A sample disclaimer is provided:

DISCLAIMER

The materials presented on this site are provided by the Queensland Government for information purposes only. Users should note that the electronic versions of the annual report on this site is not recognised as the official or authorised version. The official copy of the annual report, as tabled in the Legislative Assembly of Queensland can be accessed from the Queensland Parliament’s tabled papers website database:
http://www.parliament.qld.gov.au/view/legislativeAssembly/tabledPapers/home.asp

· Agencies must provide information in relation to the public availability of the annual report including details (title, telephone, facsimile and email address) of the contact officer(s) to whom enquiries are to be addressed for further information.

· Agencies must provide access to the Compliance Checklist (refer to section 30).

· Agencies should also ensure the strategic plan relating to the most current annual report remains accessible from the agency’s website for as long at the annual report stays current.

· Agencies must provide online access to at least the last three annual reports produced (refer to section 29.5).

· Agencies must establish a website analytics tool to monitor the online access of annual reports to assess the ongoing effectiveness of online annual reporting as a medium for delivering that information to stakeholders (also refer to section 31).
· Agencies must provide a link to the online location of their annual report to the central Queensland Government website (refer to section 29.4). 
More information:

· Contact:
For technical queries regarding online publication of 

annual reports - Communication and Marketing 


Services, Department of the Premier and Cabinet 
annual.reports@premiers.qld.gov.au Tel: 3224 4265
1.107. Specific Requirements for Audited Financial Information

When the financial information presented on a website includes an audit report, or when information includes financial information that has the appearance of being audited, there is the potential for audit association to be implied.

It is the accountable officer or statutory body’s responsibility to implement controls:

· to clearly differentiate and/or segregate audited and unaudited information

· to limit or prohibit the association of audited with unaudited information through the use of hyperlinks, and

· to protect the security of audited financial information.

The Queensland Audit Office (QAO) is supportive of the publication of audited financial information on an agency’s website as it provides ready access for users of the financial statements. Agencies should, however, place a disclaimer with the financial information (on the HTML cover page and in the properties of the PDF version) indicating that the statements are not to be used as an official copy and advising where an official copy of the annual report can be obtained from. 

A sample disclaimer is provided:

DISCLAIMER

The materials presented on this site are provided by the Queensland Government for information purposes only. Users should note that the electronic versions of financial statements on this site are not recognised as the official or authorised version. The electronic versions are provided solely on the basis that users will take responsibility for verifying their accuracy, completeness and currency. Although considerable resources are used to prepare and maintain the electronic versions, the Queensland Government accepts no liability for any loss or damage that may be incurred by any person acting in reliance on the electronic versions.
The official copy of the annual report, as tabled in the Legislative Assembly of Queensland can be accessed from the Queensland Parliament’s tabled papers website database:
http://www.parliament.qld.gov.au/view/legislativeAssembly/tabledPapers/home.asp
NOTE: Electronic annual reports require the following preliminary paragraph to the electronic version of the Independent Audit Report. Therefore, it may be necessary to amend the file displayed on the internet or on CD-ROM.

The paragraph below must be included between the Addressee (i.e. To the Accountable Officer [or equivalent]) and the Scope section of the Independent Audit Report.

Matters Relating to the Electronic Presentation of the Audited Financial Report
The audit report relates to the financial report of [name of agency] for the financial year ended 30 June 2009 included on [name of agency’s] web site. The Accountable Officer / Statutory Body is responsible for the integrity of the [name of agency]’s web site. We have not been engaged to report on the integrity of the [name of agency's] web site. The audit report refers only to the statements named below. It does not provide an opinion on any other information which may have been hyperlinked to/from these statements. If users of the financial report are concerned with the inherent risks arising from electronic data communications they are advised to refer to the hard copy of the audited financial report, available from [name of agency], to confirm the information included in the audited financial report presented on this web site.
It is permissible for agencies to include signatures on the independent audit report for financial statements published on websites and other electronic media.

1.108. Additional Online Content

Once the minimum requirements for online publication are met, there are many opportunities to enhance the report online.

Agencies must consider if additional online content has the potential to change the message of the reported content and avoid the potential risk of confusing users.

Online annual reports may also utilise (at the discretion of the accountable officer or statutory body):

· hot-linked navigation buttons (ie for main sections of annual report)

· a structure to give users the ability to self-select areas of interest and drill down to more detailed content

· linked text to further information, links from the notes to the main content and vice versa, and text-balloon explanations

· search facility

· additional visual representation of information

· an option to view information with or without images

· geospatial information and data visualisation 

· embedded video content, and

· audio to facilitate navigation

1.109. Queensland Government Gateway

Individual agency annual reports are linked to the Queensland Government Gateway (www.qld.gov.au/departments).

A link to each agency’s online 2008-09 annual report is to be emailed to: gateway.team@qld.gov.au.

1.110. Availability of Previous Annual Reports Online

It is recommended that agencies ensure annual reports for the past 3 years remain accessible on agency websites.

Annual reports older than three years are not required to be accessible on agencies websites, however a contact should be listed who can supply the information, and/or advise that it is available from the State Library.

	Compliance Checklist
	1.111. The Compliance Checklist outlines the governance, performance, reporting and other specific requirements for agency annual reports, and is referred to in the Letter of Compliance (see section 9).

Accountable officers and statutory bodies must publish (either as part of their annual report, or as an individual file accessible on their website) the completed checklist including references to the relevant sections of the annual report where each disclosure requirement has been addressed. 

More information:

· ATTACHMENT B   Compliance Checklist - Annual Report
· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604

	Feedback Surveys
	1.112. The former Public Accounts Committee (PAC) report, Annual Reporting in the Queensland Public Sector (December 2001, Report No. 59), recommended that public sector agencies undertake regular surveys of the readers of their annual reports and incorporate suggested enhancements where desirable in future reports.

1.113. Agencies should seek feedback from users on key aspects of their annual report including:

· presentation of content

· ease of navigation

· value of information

· style of language

· level of detail provided

· suggestions for improvement

· overall rating, and

· category of user (ie. industry professional, elected official, academia, federal/state/local government employee etc).

As annual reports are being produced primarily online, it is recommended that agencies utilise an online feedback option (user form) to receive feedback electronically. 

More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604

	Related Reporting Frameworks and Guidelines
	1.114. Various reporting frameworks can provide agencies with useful information on how to present performance information - however they do not specifically address how to comply with the legislative requirements for annual reporting in Queensland.
These references should be used by agencies as additional guidance only.

1.115. Australian Business Excellence Framework
The Australian Business Excellence Framework is an integrated leadership and management system that describes elements essential to sustainable organisational excellence. It is based on a set of 12 proven principles of leadership and management, which are translated into a set of criteria. It also includes a system of self-assessment based, on the concepts of organisational learning. 

More information:

· Business Excellence Framework 
http://www.saiglobal.com/PDFTemp/Previews/OSH/as/misc/gb/GB002.pdf

1.116. Global Reporting Initiative Sustainability Reporting Guidelines

The Global Reporting Initiative's (GRI) vision is that disclosure on economic, environmental, and social performance is as commonplace and comparable as financial reporting, and important to organisational success.
The Reporting Framework provides guidance on how organisations can disclose their sustainability performance. The Guidelines (G3) are the foundation of the framework and are applicable to organisations of any size, constituency or location.
The GRI recognise that some sectors face unique needs that require specialised guidance in addition to the universally applicable core Guidelines (G3). Sector Supplements are designed to complement the Guidelines (G3) and should be used in addition to, not in place of, the Guidelines (G3). GRI has developed a Public Agencies Sector Supplement which is currently available as a pilot version.
More information:

· Further information on GRI, the GRI Guidelines and the Public Agencies Sector Supplement 
http://www.saiglobal.com/PDFTemp/Previews/OSH/as/misc/gb/GB002.pdf

	Annual Reporting Awards
	1.117. The objective of producing an annual report is not to receive an annual reporting award.

If agencies choose to submit their annual report for an award, the annual report must be produced in accordance with the requirements detailed in the Annual Reporting Guidelines for Queensland Government Agencies.

1.118. Agencies should note that the various annual reporting award frameworks may provide useful information on how to present performance information, however they are not specific guides on how to comply with the legislative requirements in Queensland.

1.119. Queensland Public Sector Annual Report Awards

The Institute of Internal Auditors Australia Queensland Chapter conducts the Queensland Public Sector Annual Report Awards (QPSARA) annually. The aim in offering the awards is to encourage and recognise excellence in the quality of information in annual reports of public sector entities. 

More information:

· Queensland Public Sector Annual Report Awards (QPSARA) 
http://www.iia.org.au/bwWebsite/followon.aspx?PageID=669

1.120. Australasian Reporting Awards

The Australasian Reporting Awards Inc. (ARA) is an independent not-for-profit organisation supported by volunteer professionals from the business community and professional bodies concerned about the quality of financial and business reporting.
The ARA has contributed to the dramatic improvements in the quality of reporting since 1950 by: 

· preparing and widely distributing ARA criteria based on world best practice as guidelines for preparing reports

· conducting an annual seminar on reporting

· providing constructive feedback by arrangement to those that enter the awards, and 

· recognising excellence in reporting with Gold, Silver and Bronze awards. 

More information:

· Australasian Reporting Awards Inc. (ARA) (including the awards assessment criteria)
http://www.arawards.com.au/


	PART C     Machinery of Government

	Purpose of Part C Machinery of Government 
	1.121. The term ‘Machinery of Government changes’ (MOG changes) is used to describe a variety of organisational or functional changes affecting the Queensland Government.
The impact on agencies resulting from MOG changes will range from being relatively minor to substantial. Major MOG changes often involve the transfer of functions from one agency to another either because portfolios are being restructured, or because an agency is to be created or abolished.
While a MOG change may occur at any time, significant MOG changes usually occur immediately following an election.
1.122. Some common examples of MOG changes are:

· changes to the Administrative Arrangements following a decision to abolish or create a department or to move functions/ responsibilities between departments/agencies

· creation of a new statutory body, or abolition of a statutory body

· movement of functions into, or out of, the Queensland public sector.

1.123. MOG changes have implications for annual reports, particularly for abolished departments and departments with new and/or changed functions. There are specific legislative and government policy requirements in relation to annual reports that must be complied with.

This section provides guidance in relation to the annual reporting requirements for agencies affected by MOG changes.

Particular complexities may arise when agencies are involved in a transfer of functions, which are not covered in these Guidelines. Issues arising as a result may require advice from central agencies with policy responsibility for the particular matters. 

More information:

· Contact:
Organisational Performance, Public Service 


Commission



mog@psc.qld.gov.au

Tel: 303 30617
· Non-Financial Reporting impacts of MOG Changes
Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604
· Financial Reporting impacts of MOG Changes
Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au


	Abolished Departments and Statutory Bodies – Final Reports
	1.124. Abolished departments and statutory bodies must prepare a final report for the final period of the department or statutory body.

For departments, Division 2 - Abolished Departments of the FAA sets out the requirements in relation to preparation of a final report.

For statutory bodies, Division 3 - Abolished Statutory Bodies of the FAA sets out the requirements in relation to preparation of the final report.

1.125. Final reports should include ALL parts of the abolished agency prior to the MOG change up to the date of abolition. As a general rule, if information was included in the annual report for the previous reporting year, it should be included in the final report.

1.126. Non-Financial Reporting Requirements

Where an agency is abolished and its functions split between other agencies its final report should clearly indicate the changes that have occurred and how the activities are being reported and for what period.

The final report must meet the majority of reporting requirements as a normal annual report – refer to section 95 of the FMS. It is recommended that in most cases, abolished agencies treat the preparation of a final report the same as a normal annual report.

Refer to PART A     Minimum Content Requirements for details of the non-financial information that must be disclosed in a final report. 

- Letter of Compliance

The Letter of Compliance (refer to section 9) required to be included in each annual report should provide explanatory information about the MoG change.

To assist, sample text for various circumstances is included which may be used:

The XXX functions of the former department were transferred to a separate department under the government’s policy of XXXXXXX (providing increased status and focus to these two areas).

The report outlines the activities and achievements of the former Department of XXXX and the XXX Division of the former Department of XXXX.
1.127. If a MOG change occurs on a date that is not at the end of the month, it is acceptable for non-financial performance information to be reported as at the end of the month that the agency was abolished where data is not collected or available other than at the end of the month. However it must be clearly identified what period the data reported covers. This provision only applies to non-financial information.

More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604

1.128. Financial Reporting Requirements

For departments, the former accountable officer for an abolished department is required, under section 105M of the FAA to prepare final financial statements for the abolished department (certified by the former accountable officer and former responsible financial officer) and provide them to the auditor-general.

The former accountable officer must agree a date with the auditor-general for when these final financial statements must be prepared and provided to the auditor-general (s105M(1)(b) of the FAA).

For statutory bodies, the former appropriate Minister for an abolished statutory body is required, under section 105N of the FAA to arrange for the administering department for the abolished statutory body to prepare final financial statements for the statutory body (certified by the former chairperson and the former responsible financial officer) and provide them to the auditor-general.

The former Minister must agree a date with the auditor-general for when these final financial statements must be prepared and provided to the auditor-general (s105N(1)(b) of the FAA).

1.129. Instructions regarding the preparation and certification of the annual financial statements are addressed in the Financial Reporting Requirements (FRRs).

Queensland Treasury generally issue a Circular to provide guidance and example disclosure for abolished agencies when preparing their final financial statements for the final period.

More information:

· Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines)
http://www.treasury.qld.gov.au/office/knowledge/docs/fin-reporting-req/index.shtml 

· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au
1.130. Production Requirements (including timeframes)

Apart from different timeframes for production of final reports, the production and publication requirements set out in PART B     Production and Publication of these Guidelines apply to final reports.

Note that the title of the document should be: 

‘Final Report for Department XXXX for period XXX to XXX’

1.131. For departments, the final report must be prepared within one month after the agreed date between the former accountable officer and the auditor-general (section 105L(1) of the FAA).

The final report must be provided by the former accountable officer to the former appropriate Minister (or another Minister determined by the Treasurer), for the abolished department (section 105L(2) of the FAA).

A copy of the final report must be tabled by the former appropriate Minister (or another Minister determined by the Treasurer), within 14 days of receiving it (section 105Q(2) of the FAA).

For statutory bodies, the administering department for the abolished statutory body must prepare the final report for the statutory body within one month after the agreed date between the former appropriate Minister and the auditor-general (section 105P(1) of the FAA).

The final report must be provided by the administering department for the abolished statutory body, to the former appropriate Minister (or another Minister determined by the Treasurer) for the abolished statutory body (section 105N of the FAA).
A copy of the final report must be tabled by the former appropriate Minister (or another Minister determined by the Treasurer), within 14 days of receiving it (section 105Q(2) of the FAA).

	Continuing Departments with New or Changed Functions
	1.132. Continuing agencies with new or changed functions must produce an annual report.

1.133. While changes to administrative arrangements (Ministerial responsibilities) and or departmental arrangements may have occurred throughout the financial year, the annual report should be prepared on the basis of the agency structure and responsibilities as at 30 June – as if that structure has been in place for the whole financial year.

Agencies with changed functions are required to report on their new agency structure, operations and performance for the whole 2008-09 financial year, whether or not the former department continues to exist.
1.134. Non-Financial Reporting Requirements

The practice for reporting non-financial information in annual reports is different from that required for financial statements.
Annual reports should clearly identify the benefits of the MOG changes in terms of efficiency, effectiveness or economy. Agencies should also demonstrate how they are meeting the commitments made to the community in the superseded strategic plan/s of the old agencies.

- Letter of Compliance

The Letter of Compliance (refer to section 9) required to be included in each annual report should provide explanatory information about the MoG change.

To assist, the following sample text may be used:

This report is prepared on the basis of the current administrative arrangements for this department applying for the whole of the 2008-09 financial year. That is, it reflects the structure, operations and performance of the department as it now exists.

- Introductory Information

Agencies should identify new and/or changed areas and the period for which the new arrangements have been in place within the general narrative of the report.

Agencies should clearly identify benefits of changes in terms of efficiency, effectiveness or economy and identify how they are meeting the commitments made to the community in the superseded strategic plan/s of the former agency. 

More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604

1.135. Financial Reporting Requirements

Instructions regarding the preparation and certification of the annual financial statements are addressed in the Financial Reporting Requirements (FRRs).

Queensland Treasury generally issue a Circular to provide guidance and example disclosure for abolished agencies when preparing their final financial statements for the final period.

1.136. If the entity is not abolished and is transferring some of its functions out, and the MOG occurs on a date other than the end of the month, then the financial statements of the losing entity include those functions in their financial statement up until the end of the month and the receiving entity recognises the functions in its financial statements as of the first day of the following month e.g. Losing entity up to 30 April and receiving entity recognises the function on 1 May.

Agencies should include a note to the financial statements explaining the reason for the partial reporting of a function (e.g. transfer of a function as a result of a MOG change) and the impact of the MOG change on the agency. 

More information:

· Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines)
http://www.treasury.qld.gov.au/office/knowledge/docs/fin-reporting-req/index.shtml 

· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au
1.137. Production Requirements (including timeframes)

The standard production and publication requirements set out in PART B     Production and Publication of these Guidelines apply.


	New Departments or Statutory Bodies
	1.138. New agencies must prepare an annual report for the period from the agency’s formation day until the end of the financial year in which the agency was formed. 

1.139. Non-Financial Reporting Requirements

Where functions have transferred from an abolished agency to a new agency, the function reports:

· in the abolished agency’s final report for the period up to the date of the MOG change, and

· in the new agency’s annual report from the new agency’s formation day until the end of the financial year in which the agency was formed.

Where functions have transferred from a continuing agency to a new agency, the function should be reported in the new agency’s annual report, prepared on the basis that the transferred function has been in place for the full financial year.

1.140. Annual reports should clearly identify the benefits of the MOG changes in terms of efficiency, effectiveness or economy. Agencies should also demonstrate how they are meeting the commitments made to the community in the superseded strategic plan/s of the former agencies. 

- Letter of Compliance

The Letter of Compliance (refer to section 9) required to be included in each annual report should provide explanatory information about the MoG change.

To assist, sample text for various circumstances is included which may be used in various circumstances:

· Following machinery-of-Government changes implemented in XXX, the former Department of XXX was restructured. The core functions of XXXX have become the prime focus of the new Department of XXXX. The XXX section was also integrated into the new department.

· The report outlines the activities and achievements of the former Department of XXXX and the XXX Division of the former Department of XXXX.
· The Department of XXX is a new State Government department arising from the merger of the former Department of XXXX and the Department of XXX.
- Introductory Information

Agencies should the reason for new agency within the general narrative of the report and indicate the period for which the new arrangements have been in place.

Departments should clearly identify benefits of changes in terms of efficiency, effectiveness or economy and identify how they are meeting the commitments made to the community in the superseded strategic plan/s of the former agency. 

More information:

· Contact:
Policy Development and Performance Management 

Office, Department of the Premier & Cabinet
pm@premiers.qld.gov.au 
Tel: 303 30604

1.141. Financial Reporting Requirements
The newly formed department or statutory body must prepare the annual financial statements for the period from the department’s or statutory body’s formation day until the end of the financial year in which the agency was formed.

Instructions regarding the preparation and certification of the annual financial statements are addressed by the Financial Reporting Requirements (FRRs). 

More information:

· Financial Reporting Requirements for Queensland Government Agencies (including Accounting Policy Guidelines)
http://www.treasury.qld.gov.au/office/knowledge/docs/fin-reporting-req/index.shtml 

· Contact:
Financial Management Helpdesk



fmhelpdesk@treasury.qld.gov.au
1.142. Production Requirements (including timeframes)

The standard production and publication requirements set out in PART B     Production and Publication of these Guidelines apply.




	ATTACHMENT A   Template – Letter of Compliance



	ATTACHMENT B   Compliance Checklist - Annual Report


FAA
Financial Administration and Audit Act 1977
FMS
Financial Management Standard 1997
ARGs
Annual Reporting Guidelines for Queensland Government Agencies

	Summary of Requirement
	Basis for Requirement
	Annual Report Reference

	Accessibility
	· Table of Contents

· Glossary
	ARGs – section 8.1
	

	
	· Public Availability
	FMS – section 95 (1) (i)
	

	
	· Interpreter Service Statement
	Queensland Government Language Services Policy
	

	
	· Copyright Notice
	Copyright Act 1968
	

	Letter of Compliance
	· A letter of compliance from the accountable officer or statutory body to the relevant Minister(s)
	ARGs – section 9
	

	Introductory Information
	· Agency role and main functions

· Operating environment

· External Scrutiny

· Machinery of Government changes

· Review of proposed forward operations
	FMS – section 95 (1) (a) and (b)
ARGs – section 10.3
FMS – section 95 (1) (f), (e), (j)

ARGs – section 10.3
ARGs – section 10.3
FMS – section 95 (1) (h)
	

	Agency Performance
	· Government Objectives for the Community
	FMS – section 95 (1) (a) and (i)

ARGs – section 11.5
	

	
	· Agency Objectives and Performance Indicators
	
	

	
	· Agency Outputs and Output Performance Measures
	
	

	Summary of Financial Information
	· Summary of financial information
	ARGs – section 12
	

	
	· Disclosure of Budget v Actual Results
	ARGs – section 12.3
	Optional

	Governance – Management and Structure
	· Organisational Structure
	FMS – section 95 (1) (f) (iii)
	

	
	· Executive Management
	FMS – section 95 (1) (f) (iii)
	

	
	· Related Entities
	FMS – section 96 (1)
	

	
	· Schedule of Statutory Authorities or Instrumentalities
	FMS – section 96 (2)
	

	
	· Boards and Committees
	ARGs – section 13.5
	

	
	· Public Sector Ethics Act 1994
- implementation statement giving details of the action taken during the reporting period
	Public Sector Ethics Act 1994

(section 23 and Schedule)
	

	
	· Whistleblowers Protection Act 1994 
- public interest disclosures received
	Whistleblowers Protection Act 1994
(sections 30 – 31 and Schedule)
	

	Governance – Risk Management and Accountability
	· Risk Management
	FMS – section 95 (1) (k)
	

	
	· Audit Committee


	ARGs – section 14.2
	

	
	· Internal Audit
	ARGs – section 14.3
	

	Governance – Human Resources
	· Workforce Planning, Retention and Turnover
	FMS – section 95 (1) (f) (iii)
	

	
	· Voluntary Early Retirement (VER)
	Directive No.11/05 Voluntary Early Retirement (VER)
	

	
	· Retrenchments
	Directive No.10/05 Retrenchment
	

	
	· Initiatives for Women
	ARGs – section 15.4
	

	Governance - Operations
	· Consultancies
	FMS – section 95 (1) (eb)
	

	
	· Overseas Travel
	FMS – section 95 (1) (ea)
	

	
	· Information Systems and Recordkeeping


	Public Records Act 2002
	

	
	· Waste Management
	Environmental Protection (Waste Management) Policy 2000, Environmental Protection Act 1994
	

	Other Prescribed Requirements
	· Shared Services
	ARGs – section 17.1
	

	
	· Carbon Emissions
	Premier’s Statement
	

	Optional Information that may be Reported
	· Corrections to Previous Annual Reports
	ARGs – section 18.2
	Optional

	
	· Freedom of Information
	Freedom of Information Act 1992
	Optional

	
	· Privacy Policy
	Queensland Government Privacy Policy
	Optional

	
	· Indigenous Matters
	N/A
	Optional

	
	· Native Title
	N/A
	Optional

	Financial Statements
	· Annual general purpose financial statements
	Financial Reporting Requirements for Queensland Government Agencies
	

	
	· Certification of Financial Statements
	FAA – sections 39 and 46F
	

	
	· Independent Auditors Report
	FAA - sections 38AA(1) and 46FA(3)
	

	
	· Remuneration Disclosures
	Financial Reporting Requirements for Queensland Government Agencies
	






































[date of letter]











The Honourable . . . . . . MP


Minister for . . . . 


[address]


Brisbane  Qld  4000








Dear . . . . 





I am pleased to present the Annual Report 2008-09 for the [Department / Statutory Body].





I certify that this Annual Report complies with:


the prescribed requirements of the Financial Accountability and Audit Act 1977 and the Financial Management Standard 1997, and


the detailed requirements set out in the Annual Reporting Guidelines for Queensland Government Agencies.





A checklist outlining the annual reporting requirements can be accessed at [insert web address].





Yours sincerely











[Accountable Officer / Chief Executive Officer]


[Department / Statutory Body]
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