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1.
Purpose

1.1
This document sets out the policy and procedural guidelines governing the operation of the official gift range.

2.
Scope

2.1
The policy applies to those officials identified in Section 5.3.

3.
References and Authority

3.1
Departmental Submission - 29 May 1995 [file reference A1120]


3.2
Letter to the Premier from the Leader of the Opposition - 5 August 1996 [file reference A1120]


3.3
Guidelines for the Financial Management of the Office of the Minister - August 1992

7.3 Delegations and Policies - Department of the Premier and Cabinet

7.4 Official Gift Range Processes
4.
Definitions

4.1
"Gift range" refers to the gift items purchased (or obtained on consignment) by Protocol Queensland.


4.2
"Official visit" - For the purposes of this policy (see paragraph 5.5), an official visit refers to those visits which come under the responsibility of Protocol Queensland (eg Commonwealth Government "Guest of Government" visits and visits to the State by foreign diplomatic and consular representatives based in Australia.


4.3
"Eligible officials" - refers to those officials listed in 5.3.


4.4
"Obsolete stock" refers to those items which are no longer deemed suitable for inclusion in the gift range.

5.
Guidelines

5.1
The gift range is to be managed and operated by Protocol Queensland.  The Director, Protocol Queensland (DPQ) has the sole authority to incur liability for expenditure with respect to gifts selected for the gift range.


5.2
Gifts purchased (or obtained on consignment) for the gift range are intended to be used primarily for presentation to foreign dignitaries visiting Queensland or for presentation by government officials when travelling overseas on official business.


5.3
The following eligible officials, or their delegates (shown in brackets), may access the gift range:



5.3.1
Governor (Official Secretary, Government House);



5.3.2
Premier, Cabinet Ministers, Speaker of the Legislative Assembly, Leader of the Opposition (Policy Advisor or Private Secretary) and Parliamentary Secretaries;



5.3.3
Chief Executive Officers (including those listed below), Deputy CEOs and Divisional and Branch Directors of Government Departments:

· Chair, Public Sector Management Commission;

· Auditor-General;

· Parliamentary Counsel;

· Parliamentary Commissioner for Administrative Investigations (ie the Ombudsman).



5.3.4
Officers in charge of Queensland Government offices in foreign countries.


5.4
All gift items (except those issued as per paragraph 5.5) are to be provided, on a user-pays basis, at cost price plus a margin (in accordance with Public Finance Standard 320) to cover the costs incurred by Protocol Queensland in operating the gift range.


5.5
Gifts items issued for presentation to foreign dignitaries visiting Queensland on an official visit (refer paragraph 4.2) are to be debited to Protocol Queensland.


5.6
All items purchased (or obtained on consignment) for the gift range should be manufactured in Australia, preferably in Queensland.  Gifts may incorporate the Queensland Government Corporate Logo, the Queensland Coat of Arms, the State Badge or other official emblems of Queensland.


5.7
Where possible, the gift range should comprise minimum stocks (for display purposes) supported by arrangements with suppliers to provide additional stock as required.  In negotiating the purchase of gift items, every effort should be made to ensure that such items are obtained at the best possible price.


5.8
A gifts register is to be maintained on a perpetual inventory basis detailing information on gifts purchased (or obtained on consignment) as well as disbursements of stock and the balance on hand.  Disbursement details should, where possible, include the names of persons to whom each gift was presented.  Regular stock-takes are to be undertaken, in accordance with the Delegations and Policies of the Department of the Premier and Cabinet. Any discrepancies in stock to be advised to the Director of Financial Services by memorandum and a Losses and Write Off Declaration form.


5.9
Gift items deemed to be obsolete stock should be disposed of in accordance with the Delegations and Policies of the Department of the Premier and Cabinet.

6.
Responsibilities

6.1
The Director, Protocol Queensland (DPQ), is responsible for:

· managing the operations of the gift range;

· arranging the selection and purchase of gifts;

· authorising the issue of gifts;

· determining obsolete stock and arranging disposal of same.

7.
Procedures

7.1
Purchase of Items for the Gift Range


7.1.1
When selecting items for the gift range, the guidelines outlined in 5.6 and 5.7 are to be observed.  The appropriateness of items to be included in the gift range should also be carefully considered prior to purchase.  Such consideration should take into account the position of the person for whom the gift is intended (ie whether he/she is a Head of State, a Head of Government, a Minister, a government official, a company director, etc) as well as their cultural background.  The suitability of items should also be considered.  Items that are likely to date or go out of style quickly should be avoided as should fragile items unless suitably packaged.



7.1.2
As new or additional items are purchased for the gift range, relevant details are to be entered into the gifts register database.  These details include:

· Item description;

· Purchase order number;

· Name of supplier;

· Date received;

· Quantity received;

· Purchase price per item.


7.2
Issue of Items from the Gift Range



7.2.1
Government officials wishing to obtain items from the gift range should contact the Protocol Queensland on the following number:





Tel: (07) 3224 7586


7.2.2
Before any items can be issued from the Gift Range, the following documentation and the details outlined in 7.2.3 must be provided to the Protocol Queensland:




(a)
Premier and Ministers





A Purchase Order from Ministerial Services Branch (MSB), Department of the Premier and Cabinet




(b)
Eligible officials from within the Department of the Premier and Cabinet and the Department of State Development




A Gift Form signed by the eligible official.




(c)
Other eligible officials





A Department of the Premier and Cabinet Gift Form, signed by the eligible official (or delegate).



7.2.3
In addition to the above documentation, the following details are also required before any items can be issued from the Gift Range:

· A description of each gift item and the quantity required, and

· The names of the person or persons to whom the gifts are to be presented or the purpose for which the gift items are required.



7.2.4
Following receipt of the required documentation and gift details, a Gift Form is prepared for signature by the DPQ (or his delegate).  Before authorising the issue of gifts, the DPQ should ensure that the request complies with these guidelines, particularly in regard to the intended purpose and appropriateness of the gift/s.



7.2.5
Person collecting the gift items must sign the Gift Form to acknowledge receipt of the items before removing them from the gift store.

7.3.1 A copy of the signed Gift Form is then forwarded to Financial Services Branch (FSB) who arrange for invoices/debit notes to be issued to the relevant Department/Division or to MSB (in the case of the Premier or Ministers).

7.3.2 As items are issued from the gift range, relevant details are entered into the gifts register database.  These details include:

· Item description;

· Date of issue;

· Quantity issued;

· Minister or eligible official to whom gift/s issued;

· Cost Centre to which gift/s are to be charged;

· Person/s to whom gift/s are to be presented.

7.3.1 Security Provisions
7.3.1 Access to the Official Gift Range display room (Rm 4.13) and B2 Storeoom, Executive Building, is limited to the Director, Protocol Services Officer and Protocol Services Assistant. All other Protocol staff and visitors must be accompanied by one of the authorised officers at all times.

8.
Attachments


8.1
Attachment A - Gift Form.
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