Expenses relaiing to a Leader s Qffice

- Any 51 dﬁ'?ant perso a casts (eg. pemonai overseas, STD or

This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qld).

1 answering machine -
1 fax machine

Alternatively, one of the telephone lines and/or this equipment may
be located in the Leader’s Electorate Office or Parlisment House
suite. Where a Leader shifis residence the Leader will be required -
to personally meet the costs of transfer of one telephone line. All
costs associated with the other phone/fax lines will be a charge to

the Office of the Leader.

The movement of phones within the Leader’s residence is a private
cost.

Mobiie phones

Leaders will be provided with one digital mobile phone as a[w
standard. A mobile phone and car kit will also be ppdvided-in the——

Leader’s official vehiole. N \]

These mobile services are in the name of Minisfésial Sel lc and
ate billed direct to Ministerial Services. Ail abie ) osts
will be a charge to the Office.

Patiers

If required, Leaders will be proviq{\ pa With nattonal
coverage. \\

Accounts In the name of { {7 . :
Relmbursements or upfront™p { 5w ( made for rental and
service charges and 85°amf cQ ‘o calis for the Leader’s -
private line. 5/ \/‘

Reimbursements o hm favmen will be made for installation i
costs, rental and service\il tges and up to 100% of reasonable call

costs for the official/facsin 1e line and will be a chaige to the
Office.

mobil 2 ai(ls\ ersonai\ ails to information services, or private

busiitgss us J\e) ! ¢ official/facsimile line should be identified and

will- bvﬁ persoiia cost of the Leadern _ :

P(}ldures 7 . ' :
. !

ep'nge lines in residences will be in the name of the Leader. : !

A%.n eients for Installation need to be made by the Leader or a

perscn mg af the Leader’s residence. Payment of accounts in the

Leader’s name will be made:

a,  byrelmbursement subject to the provision of documentation

4.12.1
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Expenses relaling io a Leader's Qfflce

including proof of payment and a payment voucher
authorised by the Chief Delegated Officer; or

b.  direct by Ministerial Services on the original account

- attached to a olaim for payment authorised by the Chief

- Delegated Officer. If direct payment-is required, claims

should be lodged as early as possible and Leaders-should
include a personal cheque for 15% of call costs on the private
line and any identified personal costs on the
official/facsimile line. .

See ENTITLEMENTS - Leader.

Internet Gonnecﬁon Leader

Home broadband internet conhec io ssist.j L[jising remote
access facilities to the Opposition 1{' def 13 inay choose to
be reimbursed 85% of a private Intemetlt,onp ucf on in Heu of the
reimbursement for one home telephone i, This reimbursement
would be to a maximum o\fﬁﬁ per-monthi

Once-only set up and install ogosf\‘f up to $200 may be an
official expense 1 yé\ nterne xce is not already connected,
Higher set up cost /ﬁ)i d) vi ! be considered on a case by

case basis, ﬁ
1
Costs of up to $200 fo-trans internet service to a new address
. " - may be an pffcial exper e\posts of relocating & service within a
residence yiibbg a persp ni! expense. Early termination charges oh
inten?qﬁan vilbbe b\;x pefsonal expense.

. Teléeqomin ni ns is an essential tool in the workplace
Hotw ver\ ge of telecommunication equipment carrles with i
céitain res orzlbiht;es Incorrect or inappropridte use can have

sefious co Sequences for the government. The intent of the

following policy and guidelinds 1is to clarify staff use of
ialec qunicatlons eqmpment and to establish professlonal and

(\ et%a conduct,

Policy

Staff’ may be provided with equipment/lmes for officia! duties
within reasonable limits,

<) 3 The following can bé considered & standard:

m«:7 a.  Senior Media Advisors may request the use of & hore fax
machine for official purposes. In the absence of a clear
business case to the contrary, home fax machines are to be

operated through an existing felephione line. Other Senior
Advisors will only be provided with a home fax machine on
the basls of clear business needs.

b.  Telecards/Smartcards may be requested for official use in
regional areas, _

e.  Staff who are allocated a motor vehicle and who have use of

The Opposition Handbook d121-4122
June 2007

RTI Document No.184




This document has been released uiider the RIGHT TO INFORMATION ACT 2009 (Qld)

Expenses relaling to a Leader 5 Qffice

an office mobile phone will be entitled to a hands-free kit
instailed in the vehicle.

All costs associated with transferring telephones from one
residence to another are to be treated as private in natute.

Inappropriate Use

Telecommunications usage must be able to withstand public
scrutiny and or disclosure.

Unawthotised accessing, transmitting or-storing material that might
bring the government into disrepute 1s not permitted,

Official telecommunications equipment must not be used to:

. 7
a,  Call 0055 or 1900 prefixed informatlon fines; . ( 9 -
b, maintain.or support a personal or private business; /
c. defame, harass, abuse or otherwise offend other users, [)
individuals or organisations; -
d.  download, store or distribute offensive materaai (Wa—., 77
camera, SMS or MMS); ]\;
e.  access chat lines or information services {t mcu

additional costs, /2
When using telecommunications equipmenit-(pattic rl/y riting
messages and vsing the cameta), staff shouid u\
information can be retrieved if not {jted by the wde \;
atl

ns q t can fead to

Inappropriate use of telecommun J
ation bf te munications

disciplinary action and/or the
entitlements,

It is the policy of the Queensland Gdversment that any employee
found to have used a g wverimentownkd dommutication or

information device tgdowiilo stch O{Zistribme pornography
will be dismissed. < - / ]

Personal use of Tele am wunlcations equipment

Itis acknowléag‘. that staff & often required to be on call, travel

for work ees 0 vmk away from the office for extended
peri easona personal use of telecommunications
equip pemntte \vhele jt:

\i not v s.d\icysuppart g private business,

s not interfere with the operation of the Government;

565 Tiot violate any State/agency policy or related
\t. te/Federal legislation and regulation.

Personal use should be kept to a minimum and maobile ;phone usage
will be monitored regularly.

Reimbursement for private calls may be required.

The ability to use Multimedia Messaging Service (MMS) to
distribute photos is not generally enabled on phones and is only

4.12.2
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done so for official purposes. Staff should not distribute personal
photos by MMS on official phones. .

The pnwiege of using Government devices for reasonable parsona!
use may be revoked or limited at any time.

" Relmbursements of telephone expenses

Chauffeurs are entitled, as a condition of thelr employment, to be
relmbursed for standard service and equxpms“z charges of their
private hotne tolephone plus 280 local tezzn g per calendar
year. In addition, chauffeurs may also cla e og cial calls
{eg. official STD calls and official calls i pho

Reimbursement for costs incutred /Pother taﬁ' entitled to
telephone eXpEnses as condition tﬁ jeémployritnt, will cover
standard service and equipment c pl( 5% of local, STD,
and calls made to mobile phones, Al mfe/r ational calls will require
approval on the basis that t ey are for oftiel alﬂgmoses and should
be claimed separately from ﬁ isterjal | Sej}ices

If a staff member obt gmz th s approval for a separate fax,
phone or data Ime }II cover standard service and

equipment charge @s/ OA of Ocal STD, and calls made to
tmobile phones.

Internet Connection St

Home bré&%n nte et connections assist in utilising remote

access,/ ﬁm}htles\ Opposition Network, Staff (other than

cha ffe 15} th ntitlement to telephone expenses as a

c?pch%n fihel /\.mployment may choose to be reimbursed 85%

rivate/in zi n;t ‘connection In lieu of the reimbursement for one

116 ng t Ie:{h Ime This reimbursement would be toamaximum
oﬁ Sf per ingiith. : _

up~ instaltation and transfer costs will be a personal expense,

ly termination charges on internet plans will be a personal

pg,ee

Staff who are not entitled to telephone expenses as a condition of
their employment may be reimbursed for official calls made on thelr
private residential phone if it can be shown that excessive expenses

Nee ENTITLEMENTS - Staff
Jg o entitlement to telephone expenses

(_:j have been incurred. This should not be on an ongoing basis,

Y

Reimbursements for the use of personal mobile phones will only be
considered in exceptional cases and not on an ongoing basis,

Procedures

Payment of accounts in the staff membet’s name will be made by
. relmbursement subject to the provision of adequate documentation.

4123 Office
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Policy

Telecommaunications equipment and lines wili be provided to meet
official needs.

The following .are examples of official phone costs met through
Ministerial Services:

. office phones
. fax lines

. mobile phones
. pagers and

L]

official ’I‘elecardsmeaﬁcard charges

Normal phone services provided to Members will
responsibility of and a charge to the Parliamentary Service.

Office Phones : _)

Arrangements for official requlrements for office pi nes arﬂa&&“
made through Ministerial Services.

Fax Machines

The Office will be provided with nece§aa§ x/Zac i oS for
incoming and outgoing facsimiles, Fax macthgs f i 5P }' ¢ office
staff are not provided. See TELECOMMUNIC‘ATION{ Staff,

- The use of fax stream (high volum‘c\f ng) shmi e kept 10 a

minimum and recipient lists sho I b rc 1ew east every six
months.
Mobile Phones i

The Office is prowded’wﬁ
phones provided for Xhe Use0 the ader

Vi

Staff who are Qf'owded wxﬂ\ otor vehicle as-a condition of their
employmen and whc are alst provided with a mobile phone are
entitled to/fi g s free kit installed in their motor vehicle.

nes in addition to the

Limits are set by the

Pexso I mohile photiesare not to be utilised for official purposes
excegu excepta nal cases.

fackb rry%enal Digital Asslstants

% f“ié’é” L zhe Leader of the Opposition may request up to 3
U@ffy““aevices for use by the Leader and/or staff. These
By c\s~ re alse a mobile phone and will replace a mobile phone
provided/a sultable car kit Is available. Requests for additional
Blackberry devices should be submitted to Ministerial Services.

Pagers
Up to 5 pagers with national coverage are available on request,

Satellite Phones and Conference phone

4134131 ' The Opposition Handbook
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A number of satellite phones are available from Ministerial
Services for loan purposes. Satellite phones are not provided to
Offices on an ongoing basis because of the hligh cost.

A conference phone is held by Ministerial Services for loan
© purposes.

Telecards/Smartcards

Telecards/Smartcards will be provided, if /r gu ired, for use in
regional areas, particularly where the mobitep fh? erage Is not

- available, These cards will be separate fro t issued by the
Parliamentary Service for Member’s use.- z/

Electorate Office (]
Electorate office phones are gencya he sponsibiiity of the

Clerk of the Parliament.

Procedures

Bill Payments

Genetal Office tei 1(nm anon g bills will be received, checked
and paid directly ﬁnf ria /S’&vices without the prior approval
of the Office.

Mmistenat 8 vices will rm(ethe Office with summary reports

on telecomsk m\}ion b %, Individuals will be provided with
co

ples, & their n@/mne account.
n,/ ,\ﬂz/ {L?s in these summary reports or significant variations in

bifts sk 1 be 6 ded by the Office with Ministerlal Services,

w}ea\m yims’tenal Services are available for perusal by the
uc hjL.Js ifot administratively practical to dlstrlbute copies of

<e¢ph{§le bills for landlines,

1

Q Repairs and maintenance of any approved equipment and telephone
Wmes are chargeable to the Office of the Leader,

Requests for repairs should be duected through Ministerial
Services,

@_ 4.13 Transportation

4.13.1 Fines

Policy

Leaders and staff ave to strictly observe iraffic regulations
(including parking regulations) at ail times and any costs incurred
through breaches of these regulations are to be treated as personal
costs unless there are exceptional circumstances,

The Opposition Handbook 4134132
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Expenses relating to a Leader s Office

Any requests for the payment of parking and traffic fines should be
made to Ministerial Services and include details of why the
infringement was unavoidably incurred in carrymg out official
duties.

" 4.13.2 Ministerlal parklng statlon

The Ministerial Pérking Station (MPS) facility provides six pool
vehicles, parking areas, a car wash bay and a chanffeur’s rest area.

Pool vehicles may be utilised as follows: /
by Ministers when their vehicles are out of service; .
to chauffeur the Premier's parinet; 7
for use by former Premiers and VIPs;

by the Opposition Leader, the Speaker and the Go el or /:)

o e

when their vehicles are out of service; and

e by the Premier as a self drive vehicle.
M

The MPS facility 1s used on a day to day basis for'w \zﬁﬁn and 7
general maintenance of chauffeur driven vehw[e The 5 tlon
may also utilise the facility for these purposes Z

Guidelines for the day to day operat_ions o

4. The areais to be secured by k)ckmg therroll \g!/Z tlmes
when thete are no chauffeurs present .

b,  Vehicle keys are to be secure ithe key Io kor in the Office
when the vehicle is not Is t‘i

¢ Before returning vehioles t : PO X a chdck of the vehicle
including fluids, oil (e els tyrepressure is to be
undertaken, Any damag\ wiay {ts § 10 1d be repaired prior to
return to the MPS ma Ot oqhe auﬂeurto ihe Premier,

d.  The Chauffour /o the r‘;}n e i§ to ensure that regular
servicing is ¢ 1sd o a}H\ S vehicles.

e,  Vehicles are %u led:yvit fuel cards. Temporary fuel
cards are avallable fi: Mlmsteriai Services.

f Pool vgwloti}‘b%etulned to the MPS with a full tank

of fuel
g A ff\u}the chauffeur driving the vehicle should ensure
tthe log b book Ipeated in the MPS is completed.

4,13.3 Moteor vehicles

%&’/ mbeo Tgf motor vehioles allocated to the Office and any
Tivals uge component of motor vehicles will be at the discretion of

the}’rem}cr
Approved vehicles are provided to staff for official purposes.

- Subject to the Premier’s approval the Leader may choose to forego
vehicles and reallocate funds to other priorities,

4133 - ’ The Opposition Handbook
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All official vehicles are leased through QFileet. Bxpenditure on
lease payments, running costs, any insurance excess for repairs, and
any costs assoclated with getting the vehicle to a standard to be
returned to QFleet at the end of the lease, will usually be a charge
to the Leader’s-Office,

In addition, Leaders and staff may utilise hire motor vehicles, as
- and when required, for official purposes. QFleet is often able to
assist with the hire of vehicles at discount raters)

Al staff are to take reasonable care of ve icl,s /nfl)xdmg housing
and cleaning. Fuel cards for chauffeur rwx-.m chlesﬁ\ 11 allow

the use of automatie car-wash facilities, Costs of @nf vehioles

ate considered personal costs, [ S\/

The use by staff members of th r\/n;iv ¢-yehicles for official

purposes will only be allowable wham / J

a.  exceptional circumstphtey-oxist;

b.  the prior written apptovaifrom the 7h1ef Delegated Officer
is obtained; ‘

c. the vehicle h &ompre ensive or third panty msurance
coveragoe;

d. -itis cost effect ? /
e.  the insuranc polk been endorsed to indemnify the

State Govermn\tt against certain liabilitles at law. The
indoshnjty must be\ﬁ ched to any request for approval anl

claitng fo \payme t
Leade/Zf iﬁpgﬁ/on _
The Lead/ / med with a chauffeur and 2 6 cylinder CEO level
mo or s.fe l@ i official purposes. This vehicle is also available

Sj 1vate uge/However, fuel when on leave Is a personal expense
should- not be placed on the fuel card,

-vehtcle may be used by the Leader and the Leaders® partner or
w\/rs of the Leader’s Office or the Leadet’s electorate staff,

This vehicle must not be used for any commerclal or business
related purposes, 'or to display any form of advertising,

Deputy Leader of the Oppaosition

The Deputy Leader of the Opposition is entitled to an official
vehicle up to an SES 2 level in accordance with government poticy.
This vehicle is also available for private use, However, fuel when
on leave is a personal expense and should not be placed on the fuel
card. ;

This vehicie may be used by the Deputy Leader and the Deputy
Leaders® partner or members of the Leader’s Office or the Deputy
Leader's electorate staff,”

This vehicle must not be used for any commercial or business
related purposes, or to display any form of advertising,

The Oppasition Handbook 4.13.3
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Staff

4 gylinder motor vehicles aré provided for official use by the staff
of the Office. The choice of vehicle is based on officlal need and

- the most economical lease type using whole of life costing,

With the exception of QG platéd vehicles, these office vehicles
may be aflocated to a Senior Advisor or equivalent, for personal
use. Allocation is to be approved by the Leader.

and from the Appointee's place of work, after hours use and use of,
the vehicle whilst on annual recreation leave. It includes bemg
driven by the staff member, the staff member’s partner and

office staff. It does not include private business ventures or
commercial activities of any kind, Vehicles also must not b

to display any form of advertlsing.

Personal use in relation to the motor vehicle means trévelling to ?

Fuel costs when the staff member is on annual recred omleave I.w
a personal expense and should not be placed on the fu &@7

A staff member who is provided with an aﬁict@ icle which is
also available for personal use is not permitt {n tha} Vgﬁic]e
to a relative/partner while the staff membeg\ s at-w /Eu

thess times the vehicle is fo be avatlable for of‘ic\ se

If a senior staff member who has beg é\a@:ated P 1359 use of a
motor vehicle takes teave and Ieﬁves h!s}r r.car tne office that
vehicle may be utilised by the ry 2\? men{bﬁr for home

garaging only. Private use of 2 j e re\hires the Leader’s
approval. -~ z/

Accldents / l :
All accidents are _beé 211 {d profpily to Ministerial Services.
rm

All leased vehicles & \0}) ed by Insurance under standard lease
conditions. A standar of $750 applies. The cost of
insurance exgess will geneehll be a cost to the Office. However,
unless exy@iek‘dgimumstances exist, the cost of insurance excess
when a véhiéle iS~damaged whilst belng used for private purposes
will !}e fvate cost n,d not a cost to the Office of the Leader.

Pr redures

A 1 official expenditure associated with motor vehicles wiil

be a chgige to_the Office.
@Eze-.gptgl in emergency circumstances, fuel should be
b\ irchased from the Government contract supplier.
el cards for the purchase of fuel are supplied by
Ministerial Services, Correct odometer readings must be
entered at the time of purchase of fuel to assist with re-
ordering of vehicles,
d.  All fuel for private use of a motor vehicle whilst on holidays
is a personal expense atd should not be purchased using &
fuel card,

4133
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¢  Ifthe Leader’s offlcial vehicle is unavailable, a replacement
vehicle may be utilised from the pool of vehicles locatéd in
the Ministerial Parking Station,

f.  Vehicles generatly are to be collected from QFleet, Brisbane.
Remote location collections may only be arranged if there Is
no additional cost to the public.

g, Requests for motor vehicle accessorles should be directed to
Ministerial Services and include details of any relevant
business need. If an accessory (eg. tov /bar) is for personal
use, the cost of the accessory wiil pe\ nal expense,
Any requests made in conjunction iL a pew vehicle order
should be noted on the ‘Requlsitlonaf r Mo o)r higle’ form.
An invoice for the personal ¢ s‘rwil] b fo*’. ézd to the
officer and should be paid pr  to-deliver: oﬁ;hé vehicle, At
the completion of lease agr’eex{len( th s&laccessonies will
remaln on the vehicle. Provide da perso alaccessory is fully
paid for, and remains  on the the vehi Ie at Jdase end, it will be
included in all fuu te iease\agmements without further
charge, unless Mimster alwi e&% otherwise advised.

h.  Under the mai tenance gions of the lease agreement
with QFleet, (Z)Xreplac ment tyres are provided for.
Requests fo(r re;f{} unt tVI@-a can be made through QFleet

repotis to Omcek
Examples \

A st an’accldent In an official vehicle on the way
ho e@ rkf*l‘ e full cost of repairs will be a charge to the
Oﬁk

artner o a Senior Advisor is driving the vehicle during a
Qa nly-huliday and has an accident. The Insurance excess or first

50-ofre airs will be a private cost.

ar Mimsteﬂ%
i, Ministerial 8 'wce /vides regular vehicle management

A-stafimember is moving private equipment in a teailer and an item
fails e the traller and damages another vehicle. The insurance
excess ot first $750 of repairs will be a private cost,

4.13.4 Taxfs
Policy

Taxis are to- be used for official purposes only and under no
clrcumstances are they to be used for trips of a private nature,

Cabcharge accounts are provided for officlal travel by the Leader
and staff,

Procedures

a,  The Office has a taxi account and the Office Is responsible
for ordering Cabeharge dockets.
b.  The cost of using a taxi for official purposes tnay be charged

The Opposition Handbook 4.13.4
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to the Office by using a taxi voucher.

e,  Cabcharge cards are not normally available to Leaders or
staff,

Taxi voucher books should be held by senior officers for
distribution to staff as required, Note that these are accountable
documents and as such, should be securely held and appropriately
controlled. A register of taxi vouchers held in the Office should be
maintained. When a taxi voucher is issued to a siaff member, it
should be signed for and the following information recorded in the

register:
-a. vouchér number;
b, .. date; h]
c. officer’s name; ‘ (
d, purpose (if known); and

e. destination (if known).

Staff should complete the details on the Cabcharge xou hes at t!m
time of travel and obtain a receipt on completion of they 301 Ny 53 g1

return it to the register holder so-cost and time can be co pIeted in
the register. /

Cabcharge bills are p10v1ded to the Leade Lce onthly
basis and include a copy of used vouche 3 K? is to be
checked, reconciied to the register and certifie \l% } Leader’s
Office that expenditure is iucurrcd m accer (asw with this
Handbook. Accounts are then forward ? al Services.

At the end of each month any@eﬁ% chers held by staff for
more than thres (3) months snm@/t(e n?*void

Taxi vouchers must not be presigned-and hld for later use.

In extenuvating cucv;?\ ? Evhere itis not possible to use a taxi
voucher, & staff mengbermsy pay J;cash or private credit card and
seek rennbursement g‘\ :

Cabcharge bitis the Oﬁ‘[ce otea4nonthly basis and includes a copy
of used vo'%}:te\e e bill is to be checked and certified by the
Office {l xoenditure is incurred In accordance with this
Handbaook, é.c\counts\heﬂen forwarded to Mmisterial Services.

!{nh no cirgumsiances are taxt vouchers to be issued for

pnautho\s purposes,

, is s may be used for any official business, however office
vehicles,$hould be used where possible.

e @xis may be used where a staff member is required to attend
ati~officlal function as part of their duties and it is not
dppropriate or convenient to use an office vehicle,

-d.  ‘Taxls may be used as transpori between home and work,
‘when: )

* a staff member is required to work prior to 7 am or

leaves work after 7 pm and this is not part of the staff

membets regular, formal or scheduled work hours; and

4.14-4.14.1 The Opposition Handbook
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*  astaff member is required to work on weekends and
the staff member does not have the use of an official
vehicle.

e.  The Chief Delegated Officer may approve the use of taxis for
transport home at other times in exceptional circumstances -
only.

f. Chauffeurs may take & taxi home when they have driven the
Leader and the Leader wishes to reta e ofﬁcaal car and
public transport is not easily acce.ssib xis should not be
used to return to work the next in ess, it is not
reasonable to use public transport U

All details on the taxi vouchers e\an eted, and

failure to do so may result i fﬁl@, ssue of\g bxt note by
‘Ministerial Services to reco p { 5 ?
ons!

"

Taxis are not to be used in the folibw;

& as a means of fr anspoﬁ beTWc\.n\home and work where the
staff member has use'of B30 /cmbf’ehlcle, (Note: If a staff
membet has left vehuﬁe al4vofk due to aftending an official
function for aney ning, a Ytax ksnot to be utilised as a means
of transport to Jhe ff te thy \r) xt moming untess the officer
is requireddo com nce/ng prior to 7am,) ’

* as transport fm ttich is of a private nature; |
where everlime is 0515 /r gular, formal or scheduled basis; or

d.  whefe pa%i/p‘o is reasonably available,

'4.A14 T ﬁ
ol
/@..

Le/cférs are entitled to use charter aircraft for official purposes in
jreutnstances where scheduled services are not avallable, or where
to udd soheduled services would not enable the Leader to keep an
official commitment.
vin ongine aitcraft should be used and Leaders should ensure that
aircraft and pilots are rated for all-weather flying, However, where

absolutely necessary, Leaders may be permitted to travel in single
éngine afreraft,

e o

Suitable insurance coverage or indemnity should be arranged for
Leaders when flying in a single engine aircraft or helicopter, (This
is normally orgenised by the charter firm. Where not available, this
wiil need to be organised by the Office).

During an election campaign, special attention must be paid to
ensuring that charter aircraft are not used for personal campaign
putposes (except fo the extent they are used for nortnal travel to and -
from the electorate). -

The Opposition Handbook 4.14.2-4.143
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Air charter should not become the regularly accepted form of
transport and should only be used as a measure of last resort.

‘The cost of air chatter is a charge against the Leader’s Office.

Procedures

Unless exceptional circumstances exist, Air Charter with a private
company is to be arranged through the travel provider - Qantas

Business Travel. Tf Qantas Business Travel is not able to be used

then thres (3) verbal or written quotes should be obtained,

evaluated and the final decision documented. /

4.14.2 Qantas Business Travel ™

e
The Leaders Office has a travel contract with Qantas Busi r.s/{//
Travel (QBT) for all travel. ~ n\ /)
A
-/ |

QBT booking procedures and administration informafion-can be
found as an attachment to this Handbook (Appendix*17)x-Use of ™~

o
Virgin Blue, Alliance Alr and Jetstar are encouraged wiﬁ}jﬁ 4
to]ﬁade
See EXPENSES RELATING TO A MENISTERi% }FICE:
- Domestic travel /
- Overseas travel | ' :
- Travel to and from the Sietorate
- Air charter. \\
4.14.3 Cash advances
Policy /{)W_h:‘
ovided

Cash advances 'are\;g ~for~-0vélseas travel and petty cash.
Only in exceptional Sireumstances will cash advances be made
available for pther purposedn.

Proceduras\
In excegt/w%imu nstahices contact Ministerial Services.

See é}(ﬁms\ S RELATING TO A THE OFFICE OF THE

. LEADER OF THE OPPOSITION - Overseas Travel and Petty

with another travel provider.

practical and cost effective. I@
Only in exceptional circumstances are traw{?

C 51) ‘ .
<thc Travel
. Pollb

All domestic travel must be for the purposes of carrying out official
duties. Travel for private purposes is not to be charged fo the office.
Private expenditure while travelling must not be incurred on an
official credit facility. ‘ '
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Travel associated with election campaigns may be official in nature

provided it is not used for personal campaign purposes,

Domestic travel expenditure must be approved by the Chief
Delegated Officer.

No travel insurance should be purchased. The Government self
insures for domestic travel purposes.

Domestic travelling expenditure to be charged t the Office will be
official expenditure incurred whtlst travelling ) Australia by:

the Leader;

a,
b.  staff of the Leader (including censui ants); \i
¢.  puests of the Leader {whose w nee 1. Leader believes
© on reasonable grounds will s 5t yﬂ/ﬁl@“r ofmance of the
relevant duties);
d.  parizer of the Leader when:
. -accompanying the-Leader; 04: .
. travelling sepe{ ately. o the" v‘ader but attendmg the
* same function; or \;
. attendn;g/}functzon, c nference or convenﬂon in lieu
of the
. atteny n aﬁl fo ’*c nference or convention in thelr
- own tght &s b/e of the Leader.

A Leader’s partnel may g0t any the Leader where the Leader
helieves 2 sonable g?eunds that the atiendance of the partner

will or Wsadel in the perfonnance of the relevant

iojaf i
//;f Ly

ah‘ ar cludmg Air Charter)
b\D accommodatlon
< ~allowances (fravel)

“mgals (including beverages)
taxis!car hire

f other (including official telecommunications, postage,
laundry and/or dry cleaning where travel involves at least
four (4) consecutive overnight stays)

The Leader, patiner and Official guests are only entitled to actual
expenditure,

Staff may claim either actual expenditure or travel allowances.
However, unless exceptional circurastances exist a combination of

allowances and actuals expenditure may not be claimed 6n any one-

trip (base to base), Staff must note their responsibility not to ¢laim:

a  accommodation allowances where actual accommodation for
the trip has been paid from a Government source; or

b.  meal allowances where any actual meal costs for the trip
(including hospitality) have been met from any other
Government source (eg. Business Travel Account).

The Qpposition Handbook ) 4.14.4
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Expenses relating to a Leader s Office

NB: Travel allowances will mirror the Depariment of the Premier
and Cabinet allowances (see APPENDIX 1 — Ailowances - travel).

incidental Allowances

The overnight incidental allowances as detailed in Appendix 1 may
be claimed for official travel by staif only.

Overnight incidental allowance is provided fo cover items such as :
a. newspapers, magazines;

b,  snacks including coffee, tea or drinks;

¢.  personal ilems necessary for visit; and

d.  items and services for which receipts are unobtainable,

Claims for incidental allowance should be finalised before oﬁs
part of acquitting business travel accounts as all the ne es ary
documents are available at this time. Claims made at & lat ;ite/)
may tesult in the staff member being charged an admimstraﬁon ¢ [

for the excessive processing required.

Class of Travel

Leaders and Setior Advasom ot equlvalettf, ma hve E)smess
Class whilst other officers are required to trave t\e,ne conomy
class with the following exceptions: -

N

Reasonable Limits

a.  When an officer is accomp{%g anothe{\ﬁicm who is
travelling Business Class {hon ot 0 ofticér énay also travel
Business Class. \/

b.  If the plane trip withIn usir lia ig"in excess of three (3)
hours airtime, then thal fﬁce trdvel Business Class.

The above standards oérave]osh}a\be/seen as a maximum and

officers are encourag(ed\t\ }1a el best fare economy whate possible.

Accommddation

" When trav p 1.eader is entitled to a level of accommodatlon

commensiz, te ﬁr role. The specific nature of the
accomyhs od%t on ﬁuLd be determined by the functional
requifeniont: of\ he travel. For example, the use of & suite, or a
room.yith acsl\o ni\r\lg, conference facilities may be considered where

al ospltahty or working meetings are conducted at the

Il« .
qtaff re entltled to a reasonable standard of accomimodation when
travelling, but should have regard to economy, funcnonahty and
other réghirements.

Mini-Bar

Leaders and Senior Advisors {or equivalent) may incur mini-bar
costs to a maximum of $25 per day. This amount is non-
accumulative,

4.14.4
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This expenditure is to relate solely to use of mini-bars and excludes
costs incurred in lounge or other hotel bars, These costs are
personal in nature.

Mini-bar costs fot other staff will be considered a personal expense.

Meals
A general limit for actual expenses incurred while travelling is as
follows: :
-Breakfast - $35 per persoh ineai F Qerage)
Lunch - $50 per perse? me\a a1 beverage)
{meal.an baverage)

A Dinner - $70 per 1( f

1f these rates are exceeded, the addltignal co Ar\ be deemed to be

personal unless brief details of the reagoi f higher costs are

endorsed by the Leader and lmded-‘ﬁ fhe expense claim approved

by the Chief Delegated Ofﬁ Yﬁ’gﬂz av;?age cost ofmam meals
e

alone was $44 at the aggontin nue)

Procedures '
QBT, as the current 'I‘rav m/? Provider, is to be utitised for all .
travel purposes unlebs iﬂc exomption is approved by -

Ministerialfwes on {h \ha is of business need.

Internet ook 1th Virgin Blue, Air Alliance and Jetstar
are ? wable, Co tact mstenal Services regarding payment.

Th 01{5: ) 11 éw a Business Travel Account,

\r§ here 3 primary purpose relates to the discharge of the

au ie nd~responsibilities of the Leader as the parliamontary

/ re;}res*éﬁtau e of their electorate should be arranged through the
Parliafn”éﬁtary Service and not be charged to the Office.

T he\fgllowmg procedures apply for booking fravel and assoclated
costs!

b

. complete Travel Booking Form, include full details of
purpose of fravel; '
b.  obtain approval of Chief Delegated Officer or a Senior
Advisor not travelling; and
c.  arrange booking with travel provider,

7 The Qantas Business Travel Account is an official credit facllity
and must not be used to incur private expenditure (eg. videos,
lounge har costs, eto.). On checkout, a guest copy of the account
should be requested and any personal costs should be paid for
privately,

The following procedures apply for acquitting or claiming travel
and associated expenditure.

a. A copy of all travel booking forms are to be forwarded to

The Oppositlon Handbook 4144
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Expenses relating to a Leader s Office

_ h. Attach hospitality forms and other

Ministerial Services by the end of the following month (eg.
September’s booking forms are forwarded by end of
Qctober).

b, Business Travel Accounts will be forwarded monthly by
Ministerial Services for verification, The account will have a
nominated date of return to avoid late fees.

¢.  On recelpt, check that charges agree with the respective
travél orders as per flights taken, accommodation booked
and prices quoted.

d,  Verify that there has been no duplicate or incorrect charging by
QBT or hotels. Any disputed amounts should be raised with

. QBT. Copies of any credit requests are fo be forwarded to
Ministerial Services with the monthly statement.

e.  Check that any credlis for unused or returned air tick

being credited to the account (these can take up t t

months to come through). )
f. - Identify all expenses incurred by the Leader on staff accounts
" and vice versa (for charging purposes). T —
g Identify any Departmental cost so that they may ered j
: from the Department.

tuments m/
required. \5

f

i, Acquitted accounts must be signed< y the/Chief eiegated

’ Officer and returned to Ministerial Set ices‘b,y he ue date
to avoid late fees. /

Allowances ave only claimable 2‘%%;:1&&: /i{?mentatmn has
been provided to Ministerial Séryices S wmg that the hip was
undertaken and the dates of 2{% < 3nd reburf,

Where a Leader/Staff devmt /z'ect route home for
personal reasons, the Geﬁfer}n t: H meet airfares hotne,
provided the cost i{,l g xceed the\wsts that the Government
would have besn lj loP foif {E esder/Staff had flown home as
soon &s offioial bu;ih s Wag ompieted

Where the co ts of travelling home exceed this amount, the
additional arfe unt wsidered a personal cost,

Qan{a Ciagb Membqghips .
A co te\ai has been established with Qantas.
fie ¢ cos of betship is a charge against the Leader’s Office,

11 uests s fopinembership must be signed by the Chief Delegated
eﬁ d submitted through Ministerial Services.

of entitled to Qantas Club Membership.

Examples

“Travel to the electorate with the Leader by a staff member to open

a local school fete would not normally be allowable as a charge to
the Office as it has no official purpose.

4.14.4
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Travel to Brishane by a regionally based Leader’s partner merely to
spend {ime with the Leader will not be a sufficient reason for the
travel cosis to be allowable expenditure.

The Leader and staff need to travel to Townsville for a shadow
_ cabinet meeting, The costs of the Leader and staff will be a charge
to the office but not costs of other MPs.

Travel by the Leader to speak at a political function on Opposition
policy and legislation would be allowable\yxpenditure See

EXPENSES RELATING TO A MINIST ;b OFF ICE Political
Parly meetings.

Travel to Calens by the Leader and a S r Advi K) to have
~ discussions with the Calms City Co m‘fﬁ mll aerai e a charge
to the Office. Z

A Leader and staff member tragel for ci I business, and
accommodation and some meals are\F »to fie Business Travel
Account, but a number of tﬁ‘”ﬁisﬂara.,_o ‘*ch tged to the Business
Travel Account. The aciual Tosh rof, trayel, zecommodation and all
_ meals will be a charge tg the Otfjc )Thv s?‘t{’member witl not be able

to claim allowances/for” thoge not charged to the Business
Travel Account, only &cﬁua(iz

A staff member travgkis o / business and stays with filends
or relatives, For trav \a% arices to bo paid, all expenditure for

accommodat on or meals us/ be based on allowangces,

See EJ%PBNSES ING TO THE OFFICE OF THE
ADER RG OPPOSITION
- re of omts
- @ve
l Allowances travel

Bxpur@/tl re ~ Allowable
O BENTITEEMENTS - Staff
%’PEND{X 12 - Travel Bookmg Form

4 1 Frequent Flyer points
The utilisation of any accrued frequent flyer points for future
official travel is restricted to aitline set terms and conditions but

- provides an opportunity for travel savings and is encouraged
where feasible. Ministerial Services will manage monthly frequent
flyer points statements and forward them to the relevant Leader.

~c==~7 When it is operationally convenient, travel booking officers

should redeem frequent flyer points when making travel bookings.

Tt should bo noted however, that consistent with the provisions of the
Members' Entitlements Handbook and Opposition Staff Code of
Conduct, frequent flyer points accrued as a result of official travel must
not be personally availed of by the traveller.

The Opposition Handbook 4144 - 4145
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Therefore all Leaders, Leaders' Parners, and Staff are required to
complete a Declaration Form stating that any frequent fiyer points
accrued through official travel will not be used for personal gain, This
is commonpiace in most government departments and is a requirement
of Public Service guidelmes

In addition all Leaders, Leaders' Pariners, and Staff who have Corporate
Membership will be required to sign a Re-Direction Form for their
monthly airline activity statements to be redirected to Ministerial
Services, Upon finishing employment in an office a Re-Diréction and
Cancellation letter for accrued officiat frequent flyer points will need to
be signed which wil be forwarded to the airline for action,

Please note: This re-direction and cancellation in no way im
Leaders, Leaders' Partners, or staff from' accruing and red
frequent flyer points on private travel,

Procedures

All Leaders and Leaders' Partners are to complete a F ql cﬂ*-

Declaration Form, Re-Direction Form (if an existin

Membership holder) and forward them to Mini ?emc wh the
i

Leader officially tekes up duty.

All Staffmust complete a Frequent Flyer Decliatior F, rm ?mward
it to Ministerial Services on commengcement of duty xe Ot‘uce of the
Leader of the Opposition.  Upon recgipt of an appl 1{1"01' Alrline
Club Membership, Ministerial Services will forward addltional forms '

for signature. /{

Ministerial Services will moxﬁter }I cynu 3t\e‘5 quent flyer pbints
to January 2005 and where they siii[ adwe booking officersona
quarteily basis of their avadabiitty /

Frequent flyer points ay be 'edLue ned the normal bookmg process
with QBT. Travel B\ flicers will stifl be tequired to complete a

Trip Requisition Forntpyiot & redeemmg points, See Travel Booking -
Procedures below.

On cessatl(z&%ty Ministerial Services will cancel all official travel
points cuyi ptat tha,@ne with the aitlines and remove the membership

from :he ”i(mnisterlai\@mces Corporate Plan. If applicable,

epriéint be made to ttansfer a wmembership to another

* corpothte scheing,

<§‘§z A PENDIX 11 - Frequent Flyer Points Declaration Form.
R

i,:v Twid cancelfation forms are avaiiable from Ministetial
bl'VlC

Promotlonal Schemes

Promotional schemes such as instant scratch-its for free overseas
flights or lucky door prizes won at official functions should not be
accepted personally as that would be inconsistent with provisions in

4.14.6
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the Members' Entitlements Handbook and the Dpposxtion Staﬁ‘ Code
of Conduct.

- 4,14.6 Qverseas Travel

Policy

All overseas travel must be for the purpose of carrying out official
duties and fulfilling official responsibilines in relation to the
functions and activitles of the Office, Travel for private purposes is
not to be charged to the office. Private expz d}i‘ur while travelling
must not be incuwrred on an official org dli\gt é Glsnerally,
overseas travel should be limited to one tnp per &amen{ary term
by the Leader of the Opposition onlye™ J

(/@

Official Dalegation

All overseas travel must h vew 8] nm yproval of the Premier,

(Generally, overseas travel shm\ liriitéd to the entittement of

one tiip per Parh erm by She Leader of the Opposition

only}. The submls kf) Jiust incorporate:

! a. the ob;ectn& & \m/

b.  the anticipated explici ?gneﬁt from the visit for Queensland;

¢.  the gountiles to be v]m

d the %pp% ate/le gth of travel;

e ull details of wecdmpanying persons whose costs are to be
met p;bim Tunds;

1. tq;ﬁ stim d cost (estimates of airfares, accommodation,

g) her costs are fo be provided); and
\: quev for recreation leave to be taken in conjunction

12 with ¢ ¥ tiip,
ues s are fo be provided six weeks prior to navel if possible.
1@, }requasts may be considered by the Premier on a case by case

basis .
% All requests for overseas travel and a draft itinerary are to be

\dn'ected to the Premier’s Office for approval then forwarded to
Ministerial Services. If the submissions requires further
documentation to meet the requirements above, Ministerial
» Services will lialse directly with the Office of the Leader of the

O Opposition.
Travel by the Leader's Pariner
' ‘Where travel by the Leader’s partner is required, the submission for
- approval must also set out:

a.  the specific benefit to Queens]and attributable to the pariner
travelling; and
b.  aseparate defailed itinerary for the partner.
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" returned to Ministerfal Services for stora

The Premier’s approval must specifically authorise any travel by .
the Leader’s pariner.

Recreation leave whillist overseas

Leaders or staff when travelling overseas may take recreation leave
provided alt the following conditions are met:

a. the official trip is of a period in excess of one week;

b, that the period of leave Is generally not to exceed a period of
two weeks (is. ten working days) in any twelve month
petiod. The Premier may approve longer periods;

_ ¢, there are no additional costs to the Government; and

d.  the prior approval of the Premier is obtamed \“\

Ministerial Services must be advised in writing of any ]ea ©h he”
taken prior to the commencement of the trip. &

Credit Cards

Leaders and staff may be 1ssued with a credit card for }é 4s 3537
onty. The Leadetr’s card will be a personal ca f “Pd the\staff’card
will be an official credit card. These ca 09 It he issued by
Ministerial Services immediately prior { @; %lﬁ be
ned toly after

a...,u/

~.__~

travel, /
The request for overseas travel appro”»’a (see abov } stiould include

any requiretnents for credit cards or e e de rataff
Expenditure /

Overseas travelling expendﬂu $C Q fo the Ofﬁce will be
officiat expenditure inc ;m:d Qv rw
a.  the Leader; //
b,  staff of the I ér\(inclmin;stultants),
¢.  parthet of the L* £ ywhether accompanying the Leader or
travell separately~ 5‘1& Leader but aftending the same
functi 0 or ttendmg unction, conference or convention in
: h? Yo i th\ et ot in their own right as partner of the
4 er Cosf ‘a%ulﬂted with the attendance of a Leader’s
er, when not accompanied by the Leader, at a party
olitical futiction would not be chargeable as an expense of
t\:: Officehatd
ests of the Leader (whose attendance the Leader belicves
on reasp able grounds will assist in the performance of the

< relevant duties).
Travel-costs include:

d

a.  alrfares

b, accommodation

o.  allowances (travel)

d.”  meals (incl. beverages)
e. taxis/car hire

f.

_other (incl. official telecommunications, postage, taundry,

4.14.6
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dry-cleaning, excess baggage, insurance, tips; and porterage)

Leaders and staff are entitled: to claim an incldental aliowance for
overseas travel (see APPENDIX 1 — Allowances - Travel) to cover
items such as: :

newspapers, magazings;
snacks including coffee, tea or drinks; |

a.

b.

¢.  personal items necessary for vislt; and ~_ -
d.  items and services for which receipts @n ;ainabie,
Atlowances are only clafinable after ‘a;ééiat/ "do %?entation
(eg. a signed itinerary) has been pro;id&%%x%\iﬁisjefrga Services
showing the final details of the tip wads undirtakef, (Refer to
Procedures - Acquittal _ofAdvance& N

“
Report to Parllament T et

A witten report on overse’g/s, tnqm;%“ﬁ"ﬁém ket is fo be tabled in
Parliament by the Leader witi&r} ot of their return. A copy
h

of the tabled report is(!’e be p 3@23;\1 to Ministerial Services either

prior to, of as 300171:, ssjble atter fabling.

This repott is to dqt\a I\the)aene ifSubtained from overseas travel in
addition to the detdils in‘the ?;(roval section (above), excluding
any requests for recreatma@ﬂ e. Note that the total estimated cost
of the frayelis to be incjidéd in the report and/for the actual costs
aretob ré]m;i%l‘hgxth& Public Report of Office Expenses which is
currently, "c(@ b presented to Parliament on & six monthly
baslsi'ac 'yrlance vith Section 3.8 of this Handbook. -

Reasqla\o@/l./i/ngts

‘(?\Sf jf Teavel

\Lezader@m y travel First Class, Other officers are required to travel
Business Class unless the officer is accompanylng the Leader who
is tr@]iing First Class, in which case the officer may also travel

First Class,

e above standards of travel should be seen as a maximum standard
and fravellers are encouraged to economise whore practical.
wd ) Accommodation ’

., When travelling, a Leader is entltled to a level of accommodation
commensurate to their role. The specific nature should be
determined by the functional requirements of the travel, For
example, the use of a suite, or a room with adjolning conference
facilities may be considered where formal hospitality or working
meetings are conducted at the location,

Officers are entitled to a reasonable stendard of accommodation
when travelling, but should have regatd to economy, functionality
and other requirements.
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Minl-Bar

Leaders and Senior Advisors (and equivalent) may incur mini-bar
costs to a maximum of $25 per day, This amount is non-
accumulative. This expenditure is to relate solely to use of mini-
bars and excludes costs incurred in lounge or other hotel bars.
These cosis are personal in nature.

Mini-bar costs for other staff will be considercd a personal expense.
Procedures

Booking Procedures

Once the Pramier’s approval is obtained, Offices should boo ( J N
and accommodation through Qantas Business Travel.

Private Expenditure , -/)

Official credit cards must not be used to incur prwath expendan,re
{eg. videos, lounge bar costs, ete). When overseas, o cho{jkou a
account will be provided to all travollers for payment by credit card.
Any personal costs should be paid for sepamt at t%is né All
documentation should be retained for acqui A pur \/

Travel Insurance

A travel insurance pohcy isin pia for all oﬂicl overseas trips,
No additional travel insurance 1 qui d. M #i eual Services
should be contacted for detalls. ;

Césh Advances ﬁ
e i

Cash advances shall only he it Qpéf?navelters cheques or
forelgn currency. Re ﬁis!s\for ttavellezs cheques or
foreign cash must)’ﬂ th:ms exial Services at least five
(5) days prior to 1reu—%mb{pec|al needs in terms of the
advance, time and p \1:?1\ ¢clivery and signing of the travellers
cheques, shoi d be included$ .

Acqultt? %
The }nces must oceut within two (2) weeks of

returd, 13 \%&é:llﬂﬂl of the advance Is not able to ocour within
he

\

th s-ti me fram Office must advise Ministerlal Services of the
1easo 1d expectéd date of acquittal. Before the acquittal can be
@ g ,«Jthe—mllowxng must be forwarded to Ministerial Servmes

Qary or final itinerary of trip signed by the Leader;

N{p 'opriate signed and completed Hospitality fcrms,
vellers® cheques counter-signed; :

slips showing currency exchange rates where currency was

changed (eg. US dotlars to Hong Kong doliars);

reconciliation of expenditure against the advance; and

all supporting documentation (eg. receipts, ete) for

expenditure incurred from the advance,

- o
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Acquilttance of Business Travel Accounts

- See EXPENSES RELATING TO THE OFFICE OF THE LEADER
OF THE OPPOSITION -Domestic Travel

Acquittance of Gredit Card Accounts

See EKPENSES‘ RELATING TO THE OFFICE OF THE
LEADER OF THE OPPOSITION - Credit Cards

4.14,.7 Travel to aﬁd from the Electon(?
{office or home)

Travel

The costs incurred by the Leadel.( der ofthy Leader when
travelling to or from the Leader’s B torat(hr the conducting of,
or at the conclusion of] official bu LTS /i:ej/’a/c \arge against the

Office, _ T

So that Leaders with region el clor esm?e not disadvantaged in
meeting electorate respo siblllt vel to and from the electorate
will be treated a exp ure and charged against the

Gffice subject to t 0

a,  official Opp 3 ‘110 /ez at the centre from which the - .
‘ Leader is traveliinﬂ mmt 'be completed; and
b. h‘avei\\qli:sl be b '}hé most divect, practicable, and cost

oyte,

5 e‘c‘itive
VNN

,{u ai'e tc(E-nver the/return of the Leader to thelr prmclpal place

i/d\,nc oj.le torate Office.
N0

P”bieua

g-irayel is booked through QBT the procedures for
ENSE RELATING TO THE OFFICE OF THE LEADER OF
OPPOSITION - Domestic Travel or Alr Charter should be
comu\ted

Meals on weekends

eglonally based Leaders may seek reimbursement of gctual

. expenses when they incur meal costs while performing official
duties in Brisbane and are staying at Parliament House over the
weekend, '

4 Whete & partner stays at Parliament House over the weekend with

the Leader, meal claims for the partner will only be payable where
" there is a direct connection with official duties.

Reimbursements. wil be available for times when Parllamentary
Catering is closed (i.e. Saturday and Sunday).

Actual costs will be reimbursed up to the following limits which are
based on allowance rales set out under the Directive for travel
meals.

Breakfast $19.60
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Lunch $21.95
Dinner $37.80

~ Procedures

Meal claims should be lodged using an expenditure voucher.
Receipts for expenditure must be aftached togethér with some
document to evidence the official nature of the stay (eg. A
copy/summary of the Leader's diary for the period).

415 Other

415.1 Brochures and Newsletters

Policy ' - (/

Brochures, newsleﬁets direct mail ounts and other l:ke forms oi

conditions: N\,
1. They must be related to Opposmon
* distributed as a source of informatxo tf? alten\:;a ive

government, ﬁ
: [}
2. Costs for distribution in the Leader’s elettorate Will only :

be an official cost to the o lf it is part % more

broadly targeted dlstrlbutlo e issligCan be
demonstrated o be of bioader é tonal
significance. @

KX Bxpendlture must be sona\ tha citcumstances,

4, Itmustbe c'}ea 1/ thaf p}}bhcly ¢ nded communiecatlons
have been groduced by the I r the J/Aader of the Opposition and
not by a pol:ﬂca{ pﬁy

5. Public s are not ddsigned in a manner that

mgni y\promotes the Leader or another Member
{e onally Gov iEmmen‘c practice will be a gulde to

Mes this regard.
Lhc tions that.arg attached to or included as part of pald

ments are covered under Section 4.5 - Advertlsing,

<\ 9~=‘r‘ 1—/Shadow Cabinet
2 elt 45 - Advertising

Example

A brochure by the Office detailing Opposition policy on education
and distributed to schools, businesses in the edueation field, and
media may be an official cost.

4.15.1
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Expenses relating to a Leader s Qffice

A brochure detailing the achicvements of the Leader and
distributed substantially only in the Leadet’s electorate is not an
official cost of the Leader’s Office.

A newsletter detailing results of the Leader's consultation with the
community may be an official expense, Providing that the
primary focus of the newsletter is clearly on the Leader’s
consultation, photographs and text regarding other Member's may

be included. i
A report card to the public outlining alterpdtive

policies that is obviously published by th /L er may
be an official expense. /

A newsletter that is presented as c@ fiom, na politlcal party
would not be an official expense owgye( gcid‘ental mention of
a palitical party would not in itself cavse tu\, sletter to be

considered party political. g
The Leader representing the; § Leader of the Opposition
{first) and Leader of rty (seuond is acceptable to include in

" an official pubhc?d/;l? fhice.

ok

A shadow cabinetveport i nopan/official expense {see 4.11 -
Shadow Cabinet). \/

Costs of p{\ik,ation and/obdistribution of party political

doc:n;fms a fﬁ ial expense,
1at 1*; g nted as being produced by an Opposition

v/ oﬁiclal cost,
/(tﬁ}z Be:\9 ments

thy cards and a wreath may be sent in sitvations which relate
te L‘~ ders cartying out their official dutles, The cost of wreaths
\should be kept within reasonable [imits.
Under no circumstances should cards or wreaths be charged to the
Office where the expenditure purely relates to electoral matiers,
Donations shoutd not be made under any circumstatices.

........ On State occasions, it may be appropriate for the Office to provide
] a card/or wreath on behalf of the alternative government,

If there is any doubt, the matter should be ralsed with Ministeriat |
Services before any purchase is mads,

Examples
Examples of where it is approprlate to purchase wreaths or
sympathy cards include:
The Opposition Handbook - 4.15.1-4.15.2
January 2008
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a.  death of next of kin of senior staff;

b, death or serious injury of a person of high standing in.
industry or the community; and '

¢.  state funeral.. '

4.16.3 Christmas cards

Policy

Christmas cards may be sent by the Leader to relevant persons or
organisations and are chargeable to the Office.

Christmas cards are to display the State Crest and/or Opposition

motif. /
Christmas cards for electorate, Pariy political or private pl rp
are not chargeable to the Office, .

Procedures S

purchasing and printing of cards (\ ¢ EXPENSES

a - Normal purchasing procedures are to be follolyed ( \,for fhe
RELATING TO THE OFFICE OF ?E DFR%
rice, set

OPPOSITION - Purchases).
b.  Regard should be made to the p Q{j)o int for
Christinas cards as a guide to reﬂsonab Qsis

¢.  Numbers and costs of Christmas cards should kept within
reasonable limits, [2\;\(\
d. i? be .onSz.lte

Ministerial Services shoy
doubt about costs or s ,1

where there is

Examples

Examples of where it’ pp 1ate todend Christmas cards
Includes:

. people of hi@ga g n Industry or the Community; or
. a pel who ha 1ded volunfeer services for the

pos tQ\-: nota vohmteel for a political Party)
: 4.1524@& cartl :

Polic

QI'\St of uf/in Australia,

@eneral purpose credit cards are not to be 1ssued to Leaders

ader and staff may utilise private credit cards to incur
expdnditiwe for official purposes and seek reimbursement by
providing adequate supporting documentation. The supporting .
documentation must be sufficient to allow Ministerial Services to
charge costs to appropriate expenditure codes and ensure
expenditure complies with this Handbook.

Interest and other charges levied on private credit cards are not
allowable expenditure and cannot be reimbursed. Late fees on

4.15.2-4.154 The Opposition Handbook
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Expenses relating to the Qffice af the Leader of the Opposition

official cards will be a personal cost except where delays are
outside of the cardholder’s control.

Leaders and staff may be issued with a credit card for overseas use
only. These cards will be issued by Ministerial Services
immediately prior to travel and must be returned to Ministerml
Services for storage immediately after travel.

The ptimary use of these cards is for official overseas travel. By
utilising official credit cards overseas, the need Tor substantial cash
advances is negated and staff ate not requir g '} exfend subslantlal
private funds and seek reimbursement. It 1131 of the
staff issued with these credit cards to ens %h expend;ture
incurred utilising such cards {s st ctiy“/m aceor e/cé with this
Handbook. Holders of official credi Zards are ruliy\a ountable for
all transactions associated with the use-df theoar
N
Officers who use their official credit cards ifi g/ manner other than
as is prescribed by this Ha d%h&}‘ifjb‘iall,_ﬁubject to the discretion of
the Leader, have thelr ca % 1\?0!( ch d/or suffer any other
disciplinary action wyvh is degnicd to be necessaty.

Leaders and Staff t ay

Fuel card, Toli c /{ 1 , Qabdarge) to incur expenditure for
authorlsed pnrpos S o

The following requlreme*. /ppiy to the use of official credit cards

overseas. (\I /?
a he card is usédfo pay the accumulated travelling costs of

b°r ons, full details must be provided.
195% nature of the expenditure must be cleanly
mcIi ated’on’the duplicate copy of the charge docket. -
El su ting documentation, including invoices, must be
agpend to the charge docket,

( member o be utilised to meet any expenditure incurred by
“~the Leader. Bg, if the Leader and staff member have a meal
“together whilst travelling on_official duty overseas, the

official staff credit card cannot be ufilised to meef the cost of

\> the Leader’s meal, However the Leader may incur staff costs

on thelr card.

o.  Cards are nof to be used for private expenditure,

il Cards ave not to be uscd for the purchase of itemns of'a capital
nature.

g.  Cards are not to be used to obtain cash advances or cash
withdrawals.

h.  All travel and entertainment expenditure incurred in the

- cowse of travel must be approved by the Chief Delegated

Officer,

Procedures

Staff

The Oppositton Handbook 4,154
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Expenses relating to the Office of the Leader of the Opposition

Subsequent to a written request by the Leader, nominated staff will
be issued with an officlal credit card for overseas use only by the
Director, Ministerial Services. A minimum of 1 week’s notice is
required for the issue of new cards. Al new credit ¢ard applicants
will receive training and are required fo sign a “Conditions for Use”
form before receiving their card, Detailed documentation is
provided to card holders at time of issue of cards.

Cards will be issued by Ministerial Services just prior to officlal
overseas: travel and are required fo be retirned to Ministerial
Services for safe custody at the end of the official overseas travel.
Ministerial Services will issue a receipt for tha return of the card,

Cardholders are responsible for the safe custndy of their card at nl
times and must report lost or stolen cards immediately as pe
foliowing;

a. . Leader: USA 1800 307 7309 (Freecall)
Elsewhere Call USA collect 1 636 722 r}L
~ Within Austratia: 132221 N\ e
b.  Staff: TUSA 1800 307 7309 (Freecali)
" Elsewhere Call USA collect 1 6 722 'm
Within Australia: 13 2221 0
A written report outlining the circumstanceg ofc hedos of aéredit
card is to be provided o the Director, Ministerjal < s pon the

officer’s retrn: from overseas or w;thm 24 hour Ioss being
reported.

All purchases are to be recorded n ednt Card nsaction shest,
Charge dockets and source documen tie te to be retained with
the transaction sheet,

Monthly credit card sta}gmenic wiil b warded by Ministerial
Services to the Office yhlch must pb rathe following verification
for each itemised charg ;gu e tg" Ministerial Semces by the

nominated date \Vitt\n
a.  the appropriate tra g(:m sheets with relevant transactions

highti ‘te ,
b. thea/: fre dcc%and source documentation (te. invowes)

c, or h sp1tahty xpenses, a fully completed hospitality form
(¢ EXPENSES RELATING TO THE OFFICE OF THE
~—LBAD R\) THE OPPOSITION — Entertamment Leader
of Staff) attdched;
reasoirs-for Incurring expenditure indicated; and
<thu chidf Delegated Officer’s authorlsation (see EXPENSES
RELATING TO THE OFFICE OF THE LEADER OF THE
QPPOSITION -~ Delegations), for expenditute Incurred in
the course of ovetseas travel,

Upon termination of employment, any official credit cards in a staff
membet’s possession must be returned to Ministerial Services for
cancellation,

4154 The Oppositlon Handbook
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Leader (Special Use Credit Card issued by Ministerial
Services for Overseas tise Only)

a.  Monthly card statements highlighting official expenditure !
are to be forwarded to Ministerlal Setvices by the due date to '
avold late fees. .

b. A personal cheque to Ministerial Services for all private
expenditure must be attached to the statement. Personal costs
are not to be paid by Ministerial Services and subsequently
recovered. . } o

6 Supporting documentation (le. charge é!ocké}? irivoices and
receipts) for all official expenditu sbﬁ(?fatteya@.

d.  For hospitality expenses, a figl}pgm Iet{) esp'gal_ity form
(see EXPENSES RELATING T FFICE OF THE

)/THE U
LEADER OF THE OPPOS T@’[ﬁ%ﬁtﬁfm Leader or

Staff) is to be attached,
e.  The Chief Delegated Officer’s autlzo

)r& is required,

4156.6 Petiy cash v _ J

Policy ﬁ _
The Gffice of the y ope\s;t a Petty Cash Imprest system
1

- o 2eifipln
1o be used for ihe el } 561 2 t or purchase of items of an
insignificarit nature ungd h‘,r\pﬁ r expenditure. In all cases, petly

(!
2
cash must be used for\oﬁ'@t purposes.and expenditure must be

properly avfthotised priopto tise.
The folfﬁivhag il ﬁ o the use of petty cash:

85 8]
a. éi(@est}z)f $500 applies;
.S 8 pett /
. a e

b cash voucher must be prepared for each
i Laur ient {(see APPENDIX 15)

e 1& ma"igxén fimit of $50 (including GST) applies to any-one

‘2 fransyetion/voucher;

meet the $50.00 limit per transaction;
ash must be kept in a lockable container which is under the
control of a designated officer;

f. apetty cash book musl be mainfained and reconciled on at
least a monthly basis, The reconciliation is to be signed and

- counter signed by an independent checking officer, verifying
that the reconciliation is correct and that the reported cash on
hand is accurate, This is conducted by the Office;

g, any difficulties In reconciling must be notified to Ministerial
Services Immediately;

h.  all petty cash must be approved by a delegated authorising
officer other than the person receiving the payment; (the
Chief Delegated Officer may authorise thelr own
expenditure.) and

i, full documentation must be maintained for ALL transactions

- and ALL expenditure must be fully explained.

qﬁa” are not to split receipts into lesser amounts in order to

Petty cash Is not to be used for:

The Opposition Handbook - 4.15.4-4.15.5
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a.  personal short-term loats;

b.  travelling expenses eg. meals, car hire (note: airport car
parking and taxis whilst travelling ate acceptable
expenditure.);

¢.  entertainment (minor purchases for in-house meetings are
acceptable);

d,  the purchase of alcohel;

e.  personal expenditure sg. purely personal items and all items
tisted under EXPENDITURE - NOT ALLOWABLE.

£ purchase of bufk stamps (more than 50)
(See oxpenses relating to Leader’s Office - Other - Statnps)

Procedures

A detaxled statement/reconciliation, together with the sup
documentation, attached to an expenditure approval form shou efw
submitted to Ministerial Services, as required for regdtipment, bu{\
at least quarterly, before the end of September, Dec b ikMarch
and June.

Detalls of procedures for petty cash adminis r&é?/ue pravided to

the Office. (7
Examples of expenses for which p tf?cash\aya\ sed include:
4. newspaper accounts; />\

b.  reimbursement for pur xh;a/,ses ot tea a d\biscuits,

¢.  reimbursement of /small Zb s 3 catering and

Examples

Springwater accounts;

d.  stationery needs/that>canho met through the normal
processes ¢g. {t mf\ ;pecm “nature, urgent or out of hours
reqturement“

e. taxis (only when the use of Cabcharge vouchers is not
practicable); and e\>

£ suppl c@for ofﬁcml in~house meetings.

See VL/?)IX \Sampie of Petty Cash Vouchel

4. 15\/% %

27
< te Pus ﬁﬁasmg Policy sets out the basic objectives that
.\1% rchasing in the State Government. These objectives are!

o advance governiment priorities;
To achigve value for money; and
¢. . To ensurs probity and accountabilities for outcomes,

The local purchasing instructions for the Department of the
Premier and Cabinet and associated agencies wiil apply to the
Office of the Leader of the Opposition except where policies and

4.15.5-4.15.6 The Opposition Handbook
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procedures are set out in this Handbook.

Procedures

Goods and services for oﬁiclal purposes may be procured by the
Office by!

a requisitionforder.
b,  direct payments.
c.  credit facility (eg. Business Travel Accdurit, credit cards for

Overseas use). <
RequlsltlonslPurchase Orders
As a general rule goods and service WLLBe p ocuredt red, vy means of
a Requisttion/Purchase Order. Regu sit g (lga be completed in
the Office and forwarded to Minist t\w_,,eg See Appendix 3 -

_ Requisition for Goads and Services). A teﬁ atjvely, a responsible
officer may forward 1eques§°’f6‘ Nun,.etenas Setvices via e-mail and

the appropriate documentat! Wb ﬁggfmpleted by Mlmsteual
" Services and processed \

All requisitions mys l;a pproved by an authorised person (the
Chiel Delegated t,/a taff’ member with expenditure
delegation or Iviinisteu r (.(es staff with an expend1tme

delegation) as they™ a\ basis for an Office- incurring
expendlture.\ ; '

In the case of\equip en rchases, tlocnmentation Is to be altached
justi in wh ment is required. (This could be a memo or
tio wziﬁen on the requisition form).

of qulsnion, Mindsterial Services verifies that the
{ ia rdance with this Handbook and will issue an
‘il pu;thse order, )

pufchases of assets over $300 in value-(eg. mobile phones,
photo oplers, TV and alt computer equipment) Ministerial Services
withobtain quotes, select the supplier and place the order. For other
putchases such as minor assets <8300 (eg.-brlefcases, calculators)

\/\nd purchases of other gpods and services (eg. repair of minor

quipment, photos) the Office may choose to obtain quotes, select
the supplier and provide defails on the requisition, or on request,
Ministerial Services will do this for the Office,

As a general rule, all assets >$300 will be delivered to Ministerial
Services for asset registration purposes. (Large items may be an
exception).

For goods dellvered/services rendered direot to the Office,
Ministerial Services Is to be notified that this has ocenrred,
Wotification may be by means of a copy of a delivery docket or any
other decumentation indicating :eceipt of goods or rendering of
service,

Generally, invoices relating to orders will be sent directly to
Ministerial Services by the supplier. However, if recelved by the

The Opposition Handbook 4.15.6
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Expenses relating to the Office of the Leader of the Opposition

Office, the invoice is to be forwarded on fo Ministerial Services for
payment, There is no need to complete a voucher in this case as the
approval for expenditure has already been provided on the
requisition form.

Direct Payments

There will be occasions when goods and services will not be )
obtained by a requisition/order. This will occur in the case of:

8.  procurernent 6f minor goods and services {other than petty i
cash items) where the iteny is required urgently (eg. engaging/
the services of a locksmith); or

b,  recutrent purchases such as: , ' Vs
. computer service charges *V
. subscriptions e
. rent payment /)
’ utility charges &M
L]

monthly newspaper account

— 7
Payment of these types of claims are made on an EQ@ ure

Approval voucher.

See APPENDIX 6 - Expendlture AI:JprmraKu /

For minor goods and services, the voucher should b-cdm p} leted by
the Office, and slgned by the ap }e\priate offic x\b.,fore being
forwarded with relevant inveice{to Wé Servmes for

payment. . A /}\ /
Vouchers for recurrent payme 1t°, geilg ally Wikl be completed and

approved by Ministerial Sewlcespff‘ iters 1-}qere may be instances
where the Office wili receive inc lee/ fof & recurrent claim {eg.
- monthly newspaper account) \Th §\w I aecessitate the Ministerial
Office compléting the vouc eganiobt iining the required approval.

Expenditure using pett, {Eifs ifferent procedures.

Sce BXPENS RELATIN 'I'O THE OFFICE OF THE
‘LEADER TH OPPOSITION Patty cash.

Credlt Facilities

Expqui(u\te}oredit facilities such as credit cards (for overseas
uge)y-and busx oS3 travel accounts, have specific detalled
V}ems for approval and payment,

fequi

_ j xPENSES RELATING TO THE OFFICE OF THE
EADER OF THE OPPOSITION:

- ;redit Cards

- Domestic Travel

- Qverseas Travel

4.15.7 Security

Personal Security

415.6-4.159 ' The Oppostifon Handbook
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Personal Securlty Leader

Temporary personai security arrangements may he made available
to Leaders under specific circumstances from time fo time subject
to the approval of the Premier,

Home Security

Whete considered necessary, and subject to. the approval of the
Premier, the costs of the provision of a hom §é"unty system toa
Leader, to a2 minimum standard recom ded/b the Police
Department or the Government Security e? ;oeo will be- acharge

the Office of the Leader,

to the Office
. : e 59 .
The monitoring and maintenance of-thg system axga\li a charge to

Upon ceasing to be a Leader, Minist ilal’ Qed will cease to pay
for any ongeing security services, H(m exgr,/ Security equipment
that has been instailed wil net»be réfiioved. Ministerial Services
will contact the security pro dcr . ad advide that security services
are no longer required fifi}l rit er sdourity services required by the
former Leader wil]}ae /'z pepsanal cost, (An exception to this will be
if a Leader conti ues to & nti ed-o security as a Minister or on

the recommenda m ne Eeutity Intelligence Branch of the
. Queensland PohceS ce

Office Seé\'
The e of™~ dex of the Oppasmon is to have as a
mimm s a’?asonabl standard of security in line with functional

rec uiremc/ é ;
A‘tiv\e\f on-it Secu:ity Intelhgence Branch of the Queensland
ogic}, Servicg/ hould be sought to determme appx opriate levels of

“’EEE_“/

6 8 Stamps

If large amounts of stamps (more than 50) are required to be held
by the office, a postage imprest or franking machine is required
for accountability purposes as stamps may be converted into eash.

Ministerial Services can assist in setting up these services If
required,

4.15.9 Stationery

Day to day stationery will be a cost fo the Office of the Leader of
the Oppositlon. .

Stationery and other requirements of the Office should be ordered
through an account set up by Ministerial Services.

Stationery normaily provided to Members will be the responsibility
of and a charge to the Parliamentary Service.

The Opposition Handbook 4.15.7
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Procedures

A stationery catalogue and order forms are available from
Ministerial Services and the supplier.
Ordering is to be done direct to the supplier on the order

forha,

Stationery is delivered dircet to the office and will have an
invoice attached. Goods delivered should be checked against
the invoice and the invoice noted accordingly.

A monthly statement will be forwarded to the office.

The statement is to be reconclled to the invoices,
Reconciled statements are to be forwarded to Ministerial .
Services for payment together with an approved expenditu{g\'\\

form and original invoices relating to the statement, < J
a -

=

4.15.7
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Entitlements

5.0 Entitlements

5.1

Staff
611 Chauffeurs

Allowance in lieu of Overlime

Chauffeurs are entitled to an allowance i@yﬁ ¢ paid

fortnightly as part of salary.

Other Allowances - ﬁ? -
Allowances such as meals an \fﬂé/\;ﬂh)e claimable as

applicable under the relevant directives (B z:.paghnent of Industrial
Relations, Office of the Py ’i‘ichatgjggh omiissioner), A sample
Travel and Overtime al”@..l_;owan%“ Claim Yorm is at
APPENDIX 16, Any claims\néed’ to be”fully substantiated (eg.

proof of travel).

Chauffeurs will alst be @{E?ed to Sldim an allowance or actual and

1'easonableexpen§e{ ithi _the’fi?its contained under EXPENSES

RELATING TO THE RF{ OF THE LEADER OF THE

OPPOSITION — Domestig Aravel), for hunch, when they are

required totrav IGW’B tsbane for a period of less that 12 hours
fromy

and they-gre abseh he office between the hours of 11.30am
S '
Se

0pm
PENBIX 163 Travel and overtime meal allowance claim form

Y

" /Relpbingeimsnt of Home Telephone expenses
Y

01‘7

<l;2iicym /

C}{‘dl ffeurs are entitled, as a condition of their employment, to be
retmbeirsed for standard service and equipment charges of their
private home telephone plus 280 local telephone calls per calendar

\\/{ear. In addition, chauffeurs may also claim for other officlal calls

N

eg. official STD calls and official calls to mobile phones).

Prosedures
See TELECOMMUNICATIONS - staff, for the procedure.

Suifs

. Policy

Chauffeurs are entitled to the relmbursement of the purchase price
of one suit, consisting of one coat and one pair of trousers {or
equivalent for females) up to the value of $460, per each catendar
year (Jan 1st to Dec 31st),

The Opposition Handbook . ’ 5.0-511
August 2002
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Eniitlentents

Reimbursement will be made on fhe basis of itemised proof of

" reimbursement as speeified in their employment contract ot et

This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qid),

" As an alternative to the suit, up to four paits of replacement suit

trousers may be purchased, up to the value of $460.

In addition to the above, a once-off reimbursement of the purchase -
price of one suit, consisting of one coat and one pair of trousers (or
equivalent for females) up to the value of $460, will be provided in
the first calendar year of employment,

Procedures

payment.

84.2 Other Staff ' .

"~

Senlor Advisors have an entitlement to a home telephorfe hry o
er

of engagement. They may opt to receive reimbursement for’anO
internet connection in Heu of a telephone line. ;e‘nem eniof-—

Advisors may also be entltled to personal use of \guvpffig 1ai

cylinder vehicle. \\J;

Senior Media Advisors may be provided with siewspaners deltvered

to their home address for offical purposes. <</ ,
Senior Advisors are usually allocated a mubile p y thelr - ]
Office,

Senior Advisors (or equal) are entié\le\myé\up to $25 per

day when fravelling,
See EXPENSES RELA I O THE FFICE OF THE
LLEADER OF THE OPPOS Iénq
- Motor vehicies \\
{ sta

- Telecommunipatic

5.2 Leaders
Compu?f}%% . | |
Leaders-ar entitle?i‘tcg‘d/esktop PC or alaptop to undertake official |
dutiess
Peripheral equlpment is supplied on the basis of business needs. |
@t Cards
I eadﬁfg“ may be issued with general purpose Credit Cards for
rsg/ravei only.
See EXPENSES RELATING TO THE OFFICE OF THE LEADER
OF THE OPPOSITION - Overseas Travel and Credit Cards .
Entertalnment -
Leaders are authorlsed to entertain,
51,252 The Oppositlon Handbook
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Entltlements

See EXPENSES RELATING TO THE OFFICE OF THE
LEADER OF THE OPPOSITION - Entertainment — Leader. -

Expenditure Authorlsation

Leaders do not have an expenditure delegation,

See EXPENSES RELATING TO THE OFFICE OF THE LEADER
OF THE OPPOSITION — Delegations

Partner’s Expenses i{/}

Leaders may incur expenditure for their pa fir ot &{ rposes
Eg. where the partner of & Leader i3 requ d o alf # meetings,
enterfainment, conferences and conveiti ns in al capacity
See BXPENSES RELATING TO ‘Eééﬂ F}::I—? THE LEADER
OF THE OPPOSITION — Partner’s .ap )

Relmbursement of horfe tnﬂo:tm /\penses

Home Telephone

Leadets may regat

Z,?ibwmg wa standard for thelr residence:

5

'Ll‘nes
1 official lineffax line

1 private 1&\
Equ @

3\ eli ac ine
lfam acki /

1 eih 134'aL jpne of the telephone lines and/or this equipment may

< cz}lccated‘“m the Leader’s Electorate Office or Parliament House
& Wiefe a Leader shifts residence the Leader will be required

0 eﬁmally meet the costs of transfer of one telephone fine. All

( costg phsociated with the other phone/fax line will be a charge to the
\ Office,

\\}'he movement of phones within the Leader s residence is a prlvate
cost, .
Officlal Phone

S Leaders will be provided with ong digital mobile phone as a
. standard. A mobile phone and car kit will also be provided in the
Leaders’ official vehicle.
Pagers
If required, Ministers will be provided with a pager with natfonal
coverage.
Relmbursements
The Opposition Handbook 3.2

March 2002
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Entltlemenis

1(5, ﬁj/cgticlusx
Vehidle

Reimbursements or upfront payments will be made for rental and
sorvice charges and 85% of the cost of all calls for the Leadet’s

private line.
{

Reimbursements or upfront payments will be made for installation
costs, rental and service charges and up to 100% of reasonable call
costs for the official/facsimile line and will be a charge to the
Office. '

Internet Connection

Home broadband internet connections assist in utilising remote
access facilities to the Opposition Network. Leaders may choose to
be reimbursed 85% of a private Internet conncction in lieu of{tlL?e\

" remimbursement for one hotne telephone line, This relmburs

gnf
would be to a maximum of $100 per month. (
Newspapers ) ' “O

Leaders are entitled to home delivery of newspapers a{\applopuale .
For regional Leaders this would include fo the Pa ha@cn a")
Annexe when resident.

Staff

Appointment of staff is to be in accordance with limiifs pptgved by
fthe Premier,

See HUMAN RESOURCE MANAGEMENT -~ Oftjee staff.
Travel Entitiements i \/

Ministerial Services will pay a mg vel dxnenses for Leaders for
overseas and domestic tr ave\ /

Mini bar can be utilzs cl 6% maxunu n.of $25 per day.

When overseas, L¢ c%sw/a} -Claint daiEy out of pocket’ expenses
to cover Incidental ite

See APPE FTX lxilo wancés — Travel,
Trav‘ey K:fm; legtorate
The o;i”‘\an tred by the Leader, or pariner of the Leader when

travejiing to o r%g the Leadet’s Blectorate for the condusting of,
of, Official business are a charge against the

€

Thkaﬁer is provided with & chauffeur and 6 cylinder CEO level
motot vehicle for official purposes. The Deputy Leader is entitted

. to an official vehicle to SES2 level standard.

a.  This vehicle is also avatlable for private use. However, fuel
when on leave Is a personal expense and should not be placed
on the fuel card.

32

The Opposition Handbook
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Entitlements

This vehicle may be used by the Leader and the Leaders’

pariner or members of the Leader's Office or the Leader’s
electorate staff. . :

. This vehicle must not be used for any commercial or

business related 'purposes or fo display any form of
advertising,

o o

Fuel cards will be provided. ﬁ '
Toll cards will be provided if there @7&&&111&&

5

The Opposition Handbook
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Ministerlaf Services

6.0 Ministerial Services
8.1 Contact officers for inquiries

Ministerial Services

3224 6922

764 330

Manager, Human Resources \\\ 3224 4255
413 448 920

Manager, Finance and Aﬁmlnish at{s 3224 4123
0417 183993

Dlrectdtf

Manager, Tnformation Tech \ng 3224 7633

0408 750 828

Manager, Administ ;{ti)x ‘ 3225 8381

K . 0412288 55

Financial cconntah 32222839

Senio/rh ‘(‘oua!gta ¢ _ ' 3224 8214

H!ET Cosispitant 3225 8290
~/ -

Acegul tsﬁ sie/Recelvable 3224 6515

) ' 3224 4836

O ------- _ . 34043620
T 3404 3621
Py EfasmglAsset Managementhehic}es 3224 6514

O 3404 3623
3224 8439

Secretary/Reception T 3224 4453

/ w Commonwealth Bank (Lost or Stolen Cards) .
O — . USA 1800 307 7309 (Freecall)

Blsewheie call USA collect 1 636 722 7111
- Within Australia: 132221

IT Facilities MauagerlIT Help Pesk 3224 6358

Qantas Business Travel 1300 659 198
The Oppostion Handbook : 6.1
- June 2007
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Ministerial Services

6.2

Ministerial Services - role

The financial management function for the Office of the Leader of
the Opposition is undertaken by Ministerial Services. The Director-
General, Depariment of the Premier and Cabinet is the Accountable
Officer with respect to the appropriations for the Office.

Ministerial Services manages the personnel function associated

. with Opposition staff and assists the Leader in meking

appointments. Ministerial Services is responsible for liaising with
the Leader in relation to staff administration which includes the
recruitment, appointment and termination processes for all™~

positions within the Office.. f

Leaders and their staff should note the role of Ministerial Stvices”
on behalf of the Director-General, Department of the Premiey and
Cabinet, as the Accountable Officer, to define predetermined /-
standards, to oxamine documentation, and to se i’c‘“ﬂdd'tmna
information or explanation where necessary to ensu *hzahestj

standards of probity are malntained,
Ministerial Services provides the followmg 56 Zce/s

Financlal Management

& the establishment and maintenance of adeyuate sccounting

systems, procedures and records-fo pmperly \c?c{;unt for the
expenditure of the Office Zac o& c\:}; nis Handbook;
{Such systems may be pa ate fm{ /1 independent of
Depattmental accountm q st

b.  the maintenance of z% bsicha v records which are
required to be maintain for\t]{c/ urposes of meeting legal
obligations ?d ﬂ )'ing proper financial

accountability; e
¢.  the verificatidn dnd pa menLo?accounts in accordance with
this Handbook; <| :
d. the report ng of Opposition expenditure;

¢. the préc §oes ing of a]i tlaims for expenditure, properly

ap;}ré\f/ea nd\‘%tlﬂed as being in accordance with this
Han

ook,
f, <<;1;§m in budget preparation, control and proviston of
dgeta,[ v:ce,

re uﬁed“?
repa:a lon of the relevant Financial Statements as
cribed In this Handbook together with all other
tat ments and returns to be prepared in accordance with
Cabinet direction or other applicable statutory provisions;
and
L. " preparation of Fringe Benefits Tax returns,

preparatio }\Qf' monthly budget reports for the Ofﬁce and for
/ 1. Department of the Premier and Cabinet in the formats

6.2

The Opposition Handbaok
March 2002
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Minlsterial Services .

Administration Management

a.  The mainténance of accountability over Opposition assets
and gifis

b, Motor vehicle fleet management;
c. Travel Services;
d.  procurement research;

e.  the procurement of goods and se: Oﬁice,
f. - contract management {not employ en c
g.  Telecommuincation Services, \/

the maintenance of a Register of Pcisii_fp’ esctiptions;
advertising vacancieg] -

a

b, .

c. agsistance to the Leau ter nfig salary levels;
g i

]

-the processing o appo nis'to Offices;

. payment of sgdigries to sta mciudmg processing salary
variations; / Q

f, the maintefiarice Of, €, persomtel and establishment
records; / /

g monitoring and & ismg on conditions of employment;

h. the {na: tenance of. §‘irammg Calendar for staff;

i isting required in identifying, developing and
cr’essn\g H afiing f and development programs for staff;

j lioy Ing il dv131ng on workplace health and safety; and

éﬂs mg 5 reqmred in developing proposals for staffing

esta {s/hment changes above the approved establishment
level, .

Xvisory/

clarification and advice regarding this Handbook; and
b, /advise on effective and effictent administration of the Office,

Information. Technology

a,  the management of Service Lovel Agreements for I’E‘

&

/ \ services;
preparation of 1T sirategic plans,

Q‘
T

monttoring the performance of the Opposition netwotk; and
the management of security of the Opposition nstwork.

Government Changes

a.  Management of government change précesses for
Ministerial Offices and the Opposition Office.

The Opposition Handbook ) 6.2

_ June 2007
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Appendix 1

Allowances - Travel
Effective | September 2006
Absences not extending overnight

Three levels of entitlements - Capital Citles & High Cost Country / Tier 2 Country (Centre
Cairns) / Other country cetitres.

{8)  Absence from headquarters or home is at Lunch - $21.95f20.05/29:({5
least 12 hours An employee shall be paid Dinner - $37.80/34.55/3455
allowances for costs Incurred in purchasing

lunch and dinuer.

(b) Absence from headquarfers or home is -
less than 12 hours, No allowance is Lunch - $21 95@5@0
payeble execept in the following circum- ks\/ ) j
stances. _Dinner - $37.80/34.55/34.55
- An employee is required to purchase an e T

expensive meal as an integral part of
travel (eg catered lunch during a 1 day
conference); OR .

- An employee returns after 6:30pm and
incurs the cost of purchasing a meal.

(¢) Breakfast Allowance, An employee ig.not
entifled to the payment of a bres.;kfa i
allowantice exgept in situations wlfﬁ:re\heg\\grea fast - $19.60/17.50/17.50
employee has fo depart from hgré;»»/be ore
6.00am and it is not practicabld fof the
employee to have breakfast %t%oéy and

must purchase it during thejourne; \
V4 .

Absences extending overnigl 0 j
Allowance - Breakfast Kg  $19.60/17.50/17.50

Allowance - Lunch $21,95/20.05/20.05
Allowance - Dinnerﬁ\n $37.80/34.55/34.55
Incidental Overym lowatic . $14.95

i _ As per current Directives from Minister for
()ver'seas Mlzzén\ State Developmient, Employment and
Datly Petson .%lowa ¢ %ﬁaﬂ‘ only) . - IndustriaiRelations,
Daily ou

"y for the Country as determined by the
Commissioner for Taxation. (Schedule is
available from Ministerial Services.)

nyc 3{ t expenses (Leaders only) Reasonable overseas incidental expense rate

Allowances
- Basic Equipment - staff only {(not to be
. claimed more than twice In a 3 year period) $248.00
- Tropical climate (not to be claimed more -
than once in a 3 year petiod) $186.00
- Cold Climatic {not to be claimed more than
once in a3 year perlod) $248.00

Allowances - Travel
June 2007
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Appendix 2

Office _ | | \*\

Review of Monthly Reports @.e Month bfxx

Certification ON%wing

filcer

o

I certify that to the best of m! wledge \7

1} transactions posted to the Office appear Te »as?le
. 2) an examinafion of the budget Osition Has been undertaken;
3) where a d screpancy has fw rred Thayenofified Ministerial Services; and

4) Taxi accounts for Leader d sta been teconciled to the ledgel and
are for official purposes 6 1!

< Sig a@ ‘ Date

Plr?gs’_gg}?ﬁd returt to Minister]al Services within thirly-one (31) days for audit pur-
posgs. .
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REQUISiTION FOR GOODS AND SERVICES

This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qld):

MSB0OO7

Office:

Reg. No:

Recommended Supplisr:

ABN: AN

Address: /< V / o~
~ l/

?hone No: Fax No: / ;:7 \/

el l l
-a Eou=—d

7 K
WAEAVE
i
N
N
YA
i

RN
Contact Ofﬁ07 % Phone No

| approve thig

elb

#ture In accordance with the Queensland Opposition Handbook

Signaturz“\

B

The m{chaae 8 is-in ack

Purchasing tructions
Accredited rb Date
Charge Codes .
1L AGCOHt | CenlicaTay [Footal
e =il st Order No
Fixed Asset No.

Prlnt Name

Expecied deliver date

_ Requisition for goods and services

Mareh 2002
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Please complete the following areas:

Offlce

Detalls of Requirements - items fo be purchased or equipment to
be repaired Including Ministerial Services Asset number. S
An Estimated Cost of goods to be purchased or an hourly cail out

rate per hour for repairs of equipment, (An amcy?nust be
or

Order will b

included.) /5
Recommended Supplliers Detal forred

npany’to provide
goods and services. If app Q\/ {V/ .
. Authorlsed Officer. 6 v .
.~ - Attach quotes obtained, ;ﬁi@ of printing. @""’ | ‘
.. Forward the signed Re@ on form to: \p
. Ministerial Se i
-/

Attn: Pum@fﬁcer ' Y//RM

had by Purchasi}xé?dfﬁcer and forwarded to supplier.
> rAN N

- ~
For goads received by the Ofﬁge the defive\rdaéat or other similar documenta-
tion is to be endorsed as "Good: ?ée%d//l\order for payment” and signed and
dated by the recelving Ofﬁf . '

Delivery Dockets and Inwol 4{2}7& Immediately forwarded to the Purchasing
N/

Reguisttion for goods and services
March 2002
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Appendix 4
M8BO0S

N e

G S 2 SaiS e

" DEGLARATION OF GIFTS MADE

LEADER / STAFF

Reglster Number: ﬁ />

* Form only required for gifts over $300 wholesale ((i} -

Office: (&_M%:J
Name: ‘\»& 3:7 -

. Fla
‘Date gift made: /'4%

7Y
L ) .
Description of gift; /> :

To whom the gift was given: &

Y .
M : / j /‘\>
anufacturer's wholesale vaie)of Wa‘? the.

Value of gift in Australian dollgrsi= L‘\ /

I certify that the/s%ovéapropgrly records the presentatloﬁ of the gift in accor-

dance with @Qa\easlaﬁdv pposition Handbook.
Signatu/r:i - Date:
/) l—\?

NS

Declaration of gifis made
February 2005
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Appendly 5

Department of the Premier and Cabinet #4SB005

DecIaration of Glﬁs Recelved

LEADER / STAFF

Register Nu b~r:/ Z/ ?

Offlce: : AT

' v 4
Name: - e = ,7
Date Recelved: Ox\ {”

S
Description of Giff: '\@ \f e ~/
From whom the Gift was receiv \ /> \ < '

Please provide detalls opn{e cific w(hess(} pectations expressad by the

donor in relation to thi giﬁ? —_

Date:

PURCHASEQE GIFT BY LEADER/STAFF:

[ would § o rohas the above gift for the value deterl‘nined {less $300)
[ 1Ye

z jfmms. SERVICES: _
fﬁcturcr‘ wholasale value of the Gift in the place of origin? $

Whatw !d be the current market value in Australia? (GST inclusive) $
o}

Signature: : Date:

Declaration of gifis recelved

February 2003
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Appendix § contluied

MINISTERIAL SERVICES:

| acknowledge recelpt of $ . for the purchase of the uift by Leader/Staff.
Receipt Nu'mbe;': | '

Signature: , - Date:

o , - L )
Is the Gift of historic or public use or vaiue? [ ] Yes i o

Do they intend to retain the gift?

Attach response from Museum/Gallery

Date Gift Received:

- |Date Sent for Valuation:

Name of Valuer:

Date Returned from Valuer: a%/ AN

Gift Location:

L, p - , acknowledge recelpt of the following gift
|y — -
ratur@e AR
f

Office of the <

Signature: : Date:

Declaralion of gifis received
February 2005 -
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Appendix &
Department of the Premier and Cabinet MSBOD4

. Document Number:

EXPENDITURE APPROVAL

Office:

Financial Year: : Urgent payment require/{Zyy i f20
(L7

" Return Chequs to: Phone: : <

PAYG: Yes/No ' \\/

[s]e
S

),
/A
ls A h\)( !ys[ve)

(\/\ w Gﬁﬁ%ount $

S

N
_ A\!#RQJAL TOTAL ($
E SN /GEST inclusive)
I certify that:- ;’\;' ~// '
~ Expenditure is appr% nagcordanee with the Queensland Opposition
Handbaok; 1.? g /> '
- All supporting docume atl%n i attached;
- The purpose of any.ifadvel o '~°rﬁef/tainment is refated to officlal business (unless
specifically detaii}ai{)y’é?‘}dS N r
- Where applicabé a/{g! d ‘Tax Involce is attached.

APPROVED: S%t{
g

)

;
Name/(please prin
PREPA?E9 BY;

b (pte;}ss:@'m) - Date
? /\\\ Phone—— ;

| lglriisT\ERlALERVIGES OFFICER:
‘ .

Date ..

ceilify fhat:
<-<€pp ovad by gompetent authority; - arlthmellcally correct;
- ﬂc?’orrate of charge corract; - niot previously paid;
.\dls\cougtsfailowances correct; - verification of goods suppliedfservices rendered;
- Iny !cg;frequts[tlons altached; - - expenditure Is recorded against correct codes.

= s e T
- Clalms for Domestic Travel - See Overleaf
~ Procedures for Completing Expenditure Approval - See Overleaf

Expenditure approval
March 2002

RTI Document No.234




This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qld)g

Appendix 6 coniluued

PROCEDURES FOR COMPLETING EXPENDITURE APPROVAL:

1. Please complete the following areas on the front of this form:.
(a) Office ' '
(b) Date cheque Is required (If urgent payment required), or leave blank
() Financial Year (e.g. 1997/98) . '
{(d) Vendor (Le. name of parson/business to be paid)
(e) Particulars (give brlef description of goods/services) .
(H Amount (VERY IMPORTANT that this is given)
{g) Certificate of approving-person '
(h) Prepared by detalls

2. Atiach ALL relevant recelpts, invoices, entertalnment forms, fravd f rmé?c. ¢ 'fhis
axpenditure approval ]

3. Only one vendor can appear on an Expenditure Approval, / .

4. The Chlef Delegated Officer MUST sign for all expenditur_e@at ng ditectiyto -

him/her and expenditure for entertainment and travel.

-

= - S dent 2 ~.->‘-.‘ _:*"E': >
lloW;rib;a ta o\s ire payahle In accor-

da@e@lﬁh reg.ev;. t Directive. Ministerial
'Servia\g -d%, Zcontacted for detalls, ltis
" {the ing 1N 2‘5 ar's responsibility to deter-
: app ishe Is entitied to claim this
gncs
R :

ance is payable where an
Officer is away from thelr normal place of dut
overnight. Public Service rates apply. - -
Ministerial Services should be contacted for
detalls, T :

Tcerty frat ~,

- {ha p@r viously claimed this allowance for the above period; _

- Th\ireggi for the above mentioned period was for Official purposes as defined in the
.Quasnsland Opposition Handbook; and ' -

- | have notgai ed allowances on this form for trips where the actual cost of meais or

accommodation were met from another government source.

Signature: Date:

NOTE: This form is not valid uniess signed by the person clalming the allowance.
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Appendiv 7

HOSPITALITY CERTIF!CATlON |
OFFICE - | DATE OF EUNGTION
VENUE ' : ' COST OF FUNCTION(esT netustey__|

with the Queenstand Opposition Handbook

REASCN FOR HOSPITALITY and its ccnnect!on wth oﬂlcial?ré}in accordance

/*\.\\ '\//

ATTENDEES: Only people for whom expénditure was c( It d
*Include self #include employes assoclate

T

CALCULAT!ON Please calculate propo( ? cubject to FBT
Col (1) + Col {2) x Total Cost = A oo E tto FBT
Col(4) - : ount cade 53030 for FBT Compcnent)
/‘-\ S (53030)

Baianc

_\_\_,, /__ {(53010) Total $
M (Code balance {63010} fo P4)
&%

See overleaf for more # s‘ va @n a;kgtlonal page If necessary (eg. guest list)

Name of v wiits / . Organisation of Partic;pantc
J -

CERT lgéiﬁ@ NANDAEPROVAL == e 02 e
Certificatloﬁi\t\,jalmant Approval of Expenditure:
/cﬁify at tie above hospitality was ||The above expenditure Is approved for
fo/ offlclal purpt purposes in accordance with ||paymeént In accordance with the

the Qt’e:;nsland Opposition Handbook ||Queensland Opposition Handbook.
andt \I formation above represents . :
the truedetalls In retation to event.

Signature of Clalmant Date

Signature of Chief Delegated Officer  Date

(if clalmant Is Chief Delegated Officer; this signature will suffice for Expenditure Approval)

Haspltality certification
February 2005
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Appendix 7 continued

Organisation of Participants

Entertalnment cerlification .
February 2005
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Appendiv 8
MSBO10

ACCOUNT CREATION FORM

for access to the Opposition Office Network

CONDITIONS OF USE FOR ACCOUNT CREATION

| acknowledge that | have received, read and understoad the Info mation Securily
Documents relating the Opposition Office Computer Network a gr to the
Guldslines as outlined in policies on: /

- Information Security + Electronic Mall - m 2 nt r

Staff Name:
Telephone No: étop set No
The following access rights are avaifg x all *0“;;) sitlph Staff on optlcns
-Please tick the ac g rights feg ired

Tick rﬁard isﬁle \ )

AN
etwork Fanail address
N: !Opp__ om Drive aé‘t.%;é‘" /

""""""""" 'é‘i;%? Wy

Bner: (s} ared)
Spyf? Printer QLe\9fﬁame

M—

“~ .
Appli‘c‘«" on ngended by the Office Manager, Name:

@mﬁ% — Date;

[CITEC-ACTIONE-Mall new address to: MSBINFO@premiers qld.gov.au | Date:
- { Job: Name:

Infarmation security document
March 2003
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Appendix 9
REGISTER OF PECUNIARY INTERESTS OF STAFF OF THE
OFFIGE OF 4« vvvnesanrinnernness e e

STATEMENT OF PECUNI NTERESTS

Surnate: ' Other Names: /> .

Note: Refer to the *Guidslines for Pecuntary Interast’ when comp[eﬂ/ his (S\ at}er@ht

1 Shareholdings En Pubﬁc and Private Companies

Dependants

| Q

2, Famlly and Business Trusts a

O A '35?;"
‘Lg ‘sﬁr!:d;. < %«.j. %" i = i
Nam SEMorTine N\ /of its Oparation Beneﬂcial Interest
pany /. /™ ,

Officer KK/ { , /7
Partner : / /));/ ’

Dependants < V(““““J

e of TrusUNomie Nature of ItOperatIon Beneﬂciat !nterest -

= ﬂ y N§
/ - Company
Officér O .

N

Partnet w

Dapendants

Statement of pecuniory interesis '
March 2002
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Appendix ¢ continned

3. Rea! Estate

Locatton Purpose for wh[ch owned
Officer
Partner s
Dependants - o - / / / > N

4, Registered Directorshlps of Companies b ) /
Name of Company (A Actlvitlas/o/f Company
Oﬁicér - A 7 /\7
N e rl \ -
- & /d
Partner -
Dependants

ature of interest

Activilias of Partnarsh[p

lidlealn o el nlereviand
we | O]
_Paﬂne.r . | \'{\\5

~7

6 apﬁ}ttas _

R
’ Nature of Liability * Creditor

Officer

Partner

Dapendants
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Appendix‘!? conlinued

Type of 1nveslmnt - dy inwhlch lnvestment Is
held

Officer

Partner / / /\
Dependants / < / / A

8. Savings or investment Accounts

Officer o ) ~ X : /
Partner / / s D
Dependants } &(\/ / ,/f'>v

Pariner TN ~/ /
Dependants // / ) L_:;/

(/ mure of lncome Source of Incoms

Statement of pecuniary inferests
March 2002
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Appendix 9 co:élfmred

‘|Pariner

Dependants : _ _ 7~

Partner ' !" \\//w
Dependants - N .
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Appendix 10

REGISTER OF PECUNIARY INTERESTS OF STAFF OF THE

OFFICEOF ......ouns e G eereen e  a

OTIFICATION OF ALT OF INTERES

Surname: Othér Names: / > '

Note: Refar to the "Guldelines for Pecuniary. Interest” when comp eﬁ§h S ée ent.

' |Catego ’ ‘ Detalls °

Category

!cérﬂfy that th/e/ éomaai} nprovided In this statement, properly reflects, as faras | am
aware, my Rebistorable Inferests, and the interests of my pariner, and any other depen-
dants, and § ¢ the.nformation provided Is in accordance with the Guidelines for

Pectinlary-Intarest.

()~

\Sig@ﬂrg of Officer | Date

N
ab

Notlfication of alteration of inferests
Afgrch 2002
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- Appendix 1l

MINISTERIAL SERVICES

Frequent Flyer Points Declaration Form

Office;

(Pigase print} Q/ /

| declare that any membership benefits which may@cﬂe\ rom any air- - .
line rewards program, during the course of oﬁ" c| s./‘wn/ e used for offi-
cial purposes only. | will not use any such ac\rugl}i;e u%h‘i/iyer points for

personal.use,

I will not accept any other bensfits fre
course of official business. N

I fui!y understand that th
fits as a result of reward%(p
breach of the Quesnsland £

~ Slgned:

Q@ Uy&i{hemes offered in the

) .
%’\ u\S t{(\ar points or accaptance of bene-
Oﬁ i{)r personal use will constifute a

n .

mot
st ndbook

&’/,

]

Date:

(\

A
Please ety

A forn to the Human Resource Consuitant, Mmistenai
Sarvices. %

D=
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Appendix 12

TRAVEL BOOKING FORM _ MsBoH

Office: ' : Trip Req. Nbr:

fa booking is cancelled, the paper alr tickets must bs returned in order to clalm a refund

Traveller Reason for fravel and its connectlon with 6ﬁ2cia! duties:

77 -
N/

v
N
TRAVEL CONSULTANT: 2 QFFLCER_
AIR TRAVEL | /) \ ﬁ
Traveller AiTmel ] Class Pep. Data W JTom /Arnvat Cost &
Fit Nbr ) Tim Time {GST Inclusive
| ‘\ A /
: \\ /
A ' AN Y
o Va4

A £ \\\//
ACCOMMODATION /@ />

Traveller | Hotel | City | A ;iv,al\\ Depgt / TNo. of Nights Room Rate $
rd

ate Pate (GST Inclusive)
A VA S =
S

SPECIAL SER‘(I\‘\S\(@ RENTAL, AIR CHARTER, RAIL TICKETS, COACH
etc

Cormnpany Tivpe Bick Up Alrport Drop Off Alrport or
/\ - N orClyDate | CityDate

1 certify that the above trave! Is for official purposes in accordance w!fh the Queensland

Opposition Handbook.

Authorising Officer. Date:

Travel booking form
March 2602
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Appendix 13

=21 This proposal no. relates to the
Department of Public Works only.

Office
Address : .
Contact Name PhoneNo___ | 04L7
: Ema 1 AR
Request Type (mark applicable box) "7 \/

Change of furniture (eg. new desk)
Change. of finlshes {eg. carpet)

aof fl o/ \an office tayout

Business Case StatementfReason for Chan

$

leentAgency

Th/ePn—, lar

Project Scope (eg. reamove wa i%ﬁ {677 et) Estimated Costs'f*
Estimated Cost™  $ :b F! & Cost: $ '

Funding Source
Timeframe for completion:
Work requlred is urgent

_______________________ 0 50 OSSOSO SN A IR WO o 35
Minlsterial § be ate | Dept. of Public | Date| The Premier Date
% __Works
APPROVAL PROCESS
________ Z__XX __.1.4.1 1. Forall projects complete Section 1.

. of Staff in area to be modified:
mp!oyment Il weeks:

e/n‘

E‘Date\< >Client Agency Date | Ministerial Services Date

Date 2. For all projects, complete Section 2 and include final
estimates and sketches.

the' .

pleted.

The form A must be completed for any office accommoda-
tion™project for Ministerial Office accommodation. This
form is mjf o be completed for minor works (eg. repalr
thole in carpet). .

All prices are to be Inclusive of GST.

* the costs [isted above are an indication only and can-
not be confirmed until preliminary documaniation is com-
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Appendix 14

OPPOSITION OFFICE
ADMINISTRATIVE DELEGATIONS

. Expenditure in excess of $1,500,000 will require an approval authority in
accordance with Ministerlal contract expenditure delegation fimits \approved by

Expenditure Councll;
eé)?re’&nr—

</
b
.

o’ expenditure

- Expenditure not exceeding $1,500,000 rhay be approved by t
General, .Department of the Premier and Cabinet;

- Expenditure not exceeding $150,000 may be approved /io/y;h
General, Governance Division, Department of the Prenjier.a

.

ty Director-
net;

\g_\m\/
oo

-

Lo
&

. The persons holding the positions mentionad belgwﬁmgy apyro
not exceeding the value shown: -

| 4
Nominated Offlcer in Sp @ Value
Position . Posltion sf? &

gy
Chief Delegaied Officer &
6 ' & )
‘ o erally not more than $10,000 but must not
&- ‘\m@fn 360,000, GST linclusive)
/f \\ '
M- - o)’?f' rNg
. . e \/_ A
. !

" Zt not be more than $2,000 plus $50

th
/ '1\«’(?: y cash, GST inclusive)
\% $50 petty cash
\ NG ‘ (GST inclusive)

(i Si/gZatu?é‘wo i?] normally be Chief of StafffSentor Policy Advisor.

(i) & (i) ,~@ti n otherthat stated in (i), so that minor payments can be met in the
absenc\~c>f the-Chief Delegated Officer and Nominated Posktion ().

Lea@ature:

QOffice:

(iif)

Date:

Approved: A Date:
(Director-General, Department of the Pramier and Cabinet or Delegated Officer)

Please print on white paper

Adminlstrative Delegation form
June 2007
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Afpendix 15
PETTY CASH VOUCHER '
Name: : Da’r\ </ /
: GSTZ (:PGST ./ GST
Partlculars of Claim Excl Inclusive
$ . / )3 $

.\/

(Note: Attach valid tax Involeés where nece
APPROVAL

/\ \. ; |
| certify that the above claim 1e l G itify that the sum of $ Is
due and payable and ap e and payable to me and | acknowl-

vant expenditure in accor i%a\u( rch; / ladge receipt of that sum.
Queensland Opposihory-!

O lj’arti‘c{llars of Charge

" RTI Document No.248
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Appendts 17
Travel booking procedures '

Reference: Opposition Handbook, Sectlons 4124
and 4, 12 B.

All domestic and overseas travel must be for the pur-
poses of carrying out official duties. Travel for private
purposes is not to be charged to the office. Private
expenditure while travelling must not be Incurred on
an official credit facilliy.

All Official travel bookings should be accurately
recorded on a Travel Booking Form and approved
prior to depariure by the Leader or a non- iravellligﬁ

Senior Advisor.

The following Information is to ba provided to AM!:\(A
when making offictal reservations for Hote ~-Car- Car-htre
and Alr Travet,

AMEX Travel Consultants:
3258 0994
1800 644 379 after hours

1. {dentify your Office. -

2. The traveller/s name.
Your hame and telephone number,
Inform AMEX which Office you are caEh g H’

Quote the Booking reference n?r\ 09\} cat ed iop right of

the traval booking form).
a.  AMEX will read back the bookidg to\r;hgz he zeuracy of the book-
: Ing, at the sama time AMEX wil tonfirm (whe; available) the servic-

oW

es and advise the bookin ,éffiééf of '1 4 eg Alr,
Accommodation, Car hlr nft rmatt oi3-8hould be recorded on lhe
hooking form.

b.  Confirmation of services by~ o an Itinerary will be conﬂrmed by -

fax.
Aif Reservatio /&
A

When contact] rican Express consultant please be prepared to
provida the fol owing nf ation in conjunciion wtth steps i85 .

8, Dat dep rture

7. DZ a?iu élAmvai ities.

8. mgs\o ale"De,,zrture or Arrlval ime required. -

9, ravel (réfer to the Handbook 4,12.4 for Domeshc and
4.12.6 oéarseas travel). ‘

10.  Type of tickat {Electronic or Paper Ticket). Please note: that if Paper
tickets are required, a delivery date and location must be provided.

. Fare lype, Refundable or non Refundab[a (Business class Is always
refundabls).

Hotel Reservations

Travel booking procedures
March 2002
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Appendix 17 continued

overseas as this documentat
- card statement. e\

This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qld)

'Whan contacting your American Express consultant pleass be preparedto . -

provide the foliowing informalion in conjunction with
steps 1-5. )

6.  City where Accommodation Is required.

7. - Your Preference of Hotels as well as’an alter-
natlve. If you do not know any hotels in the cily
. please state the area of the clty where the
traveller wants to stay. (eg. airport, downtown,
suburbs},

8. Room type (refer to the Handbook 4.12.4 fo
Bomestic and 4.12.6 for Overseas travel).

9.  Arrval date and time (fime is most importaﬁ
particutarly If the traveller Is arrlving Ea

night).
10. ChecKing out ime and date.
e&

11.  Any spacial request (conference room fac
King size bed, smoking or non-smekiug, et
12. Fare lype, Refundable or non Refyndabls {nusiness class is always

refundable). /\
}MPORTANT. All travellers ar /e?cm age aIways chtain a copy of the
accommodation account frot X upo: hecking out, speclaily when
10, Ii er Ired for acquitfing the credit

This will give the Traveller a cha
settle any private ex aw
Car reserva zo is

When contadéting (/Zum tigan Express consultant p!ease be prepared to
provide the ol zlion in conjunction with staps 1-5,

\ ew the account for accuracy and
Have been bilted to the account.

8. fth r{)ver/s
7. tar*daslred {compact, Midsize, etc),
8. ic yu;*raddéss (city) plus dats and tims.
g, ro off address, time and date (Approx).-
10 request {2 door, 4 door, ste).

tisi

l\ TANT Changes and Canceliatlons
pdrative that all changes or cancellalions of trips or services are

OL
S

Travel booking procedires
March 2002

ade dgirectly through American Express, NOT direct with the airlines,
als or other suppliers. In doing so, AMEX will ensure In the svent of a
i{cauation that all companents of the booking are cancellad, and in the
case of changes that services previously booked are also altered.

Please document all changes/cancellations as they occur and advise
NMinisterlal Services In writing of the changes/eancellations with the
corresponding BTA, partfcularly if ticketing has occurred prior to the
changes. '

Frequent Flyer Polints redemption

This is done direct with airlines and not through AMEX. Procedures for
using Fraquent Flyer polnts for travel are at 4.12.5 in the Handbook.

RTI Document No.251
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- Workplace Health and Safety
Queensland Government . -
S Ministerial Services ' Incident Report

*Pleage note! This form Is to reglster an Incident only and does not commence the process for conslderation of

workers’ compansation. To be considered for compensation an “Application for Gompensation™, form, WorkCover
Qid wii need to bo completed. to

e Pt ROy,

._

Please Return to; Minlsterial Sarvices
1" Floor, Executive Bullding, P.O. Box 16185, City East 4002

Tetephona No. (07) 3226 8290 Facsimils Ne, {07} 3221 0794
Last Updated: 21 January 2004{

{print on white paper}

RTI Document No.252
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T

Ministeltal Senvices:
éﬁf‘%ﬁﬁa’rantm "nﬁst%s:a s

Please Return to: Ministerlal Services
1% Floor, Exacutive Building, P.O. Box 15185, City East 4602
. Telephans No. {07} 3225 8290 Facsimile No. (07) 3221 0794
Last Updated: 21 January 2004 (print on white paper)
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. Appendix 19
Resolution Process for Werkplace Behaviour Issues

f‘ Employee identifies complaint

ts employee satisfied
_ with outcome?

Has local Ieve}ul
(re olvad Issue?

‘\/.

TR

RLPROCES

~ Step 1: Minister . Empl4 fiéle Iodglng complaint with
Minlster determines < {ngqter Ll‘\) eﬁtor-eenerat DPG
whether hefshe wishes to
resolve the matter.

\

if the matter is unresalved
after 21 days of formal

lodgement complaint may
procsad to Step 2

L. Refer matter back fo
relevant manager

2. Refer malter fo external
agsncy (e.g. CMC)

3. Direct that the matter
conflnue to be dealt with
through existing internal
processes

tep!z ff‘ frashos -Genera! determines if '! Director-General Options:

tef Ehaald 14 dealt with as a grievance

/;\

Is employee satisfied with
_autcame of mediation?

Is.employee satisfied with

autcome of Investigation

- and the decislons of the
Director-General?

RTI Document No.254
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Appendix 20

‘Queensland Government a . :
Nintsterial Services Leavers Checklist

This checklist assists the office manager to finalise an employee’s invo[ﬁement with a Ministerlal Office when an employee leavas. Toprovidea
racord that obligations to an exiting employee have been mef, Ministerial Services requesls that the Office Manager compleles the chacklist and
take action where indlcated within 7 working days of the staff member leaving the Ministerfal Office. .-

If you require further Informalion or assistancs, please contac! Minlsterdal Services.

[EEmployee Details’ :

Name: YA
Position: / / A
Ministerial Office: L/ s
Léstﬂqéte_atwork: I S SR N _ ' oy (\ / /
[:Checkils Sair T

Q1 Daes the person have any diarles which were used to record the oc&@c@of\tclai duties?

(] Yes (Retumed) No - S

‘It Yas, ensure al diarles are returned fo the Ministerial Office for ﬁling- Q‘Yrﬁ“““"

Q2 Does the person have any official documents (eg correspondenge,files, etc) In thelr possession?

D Yes (Reitumed) ‘ D Ne V

ti;Yes, ensure all documents are returned to the Ministerial Offices,

QS Does the person have private use of a motor vehicie‘x\
k Yos [ N R

. o
if Yos please ensure any key/s, fuel card/s, toll card/s, aM»I@':ook!s ?\wrned.

Please provide the following detalls ﬁ/}\\/

1. Vehicle Reglstration Number ‘\/
Q4 Doss the person have any credit carl%n%s@c{ them?
|
D Yes (Returnad) < \ i\g
A

if Yes please ensure credit cards have bzaé; fned-to Minlsterial Services.
Q15 Does the person have an ofﬂcia% sports?

O v e

If Yos please notify Ministerial S@/ices\tol enstre Pessport/s are cancelled.
min

Q6 Does the parson'ha'/g any sterlal items (portable and attractive assests) that are not located I the
office {eg home us /Itdmslassuts Juch as a laptop, printer, scanner, modem, fax, mohlle phones,
blackberry, etc)? '

D Yes (F\?um d) D No
if Yes, ansure Zep‘é“mi% items are refurnad. Provide detalis below:

Asset Numberd | Asspi Dela_i_l§:7
-
™~
S .
Q7 Do any tetephona Iines, moblile phone numbers, or home numbers need to be cancellad.
Yes {Cancelled) D No '

if Yes pleass notify Ministerial Services to ensure all numbers are cancelled.
Q8 Does the pstson have any Gabcharge vouchers assigned to them?
Yes l I No
If Yes please ensure Cabcharge baok Is returned to the Ministerial Office for canceliing or reassigning to replacement person,

Pleasa refurn to Mintsterla] Servicss
Depariment of the Premler and Cablnet, 1" Floor, Execulive Bullding,
PO Box 15185, City East, 4002
Talephona No: (07) 3224 8214 Facsimite No. (07) 8221 0794
Page1of2
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Q8 Does the person have any frequent ffﬁr points accrued?
Yes (Cancelled) '

This document has been released under the RIGHT TO INFORMATION ACT 2009 (Qld) :

Appendix 20

BN

No

I Yes pleass notify Ministerial Services to ensure polnis are cancslied.

Q10 Has a Security ID card been Issued to the person?

D ~

Yes (Returnad and Dastroyad) No

if Yes, ansure it is relurned by the person and destroyed or returned to Ministerial Sarvices,

Q11 Have security access cards/keys been issued to the person?

L]

Yes (Returned)

.No

If Yag, ensure it Is refumed by the person to-the Ministerial Office or refurned to Ministerlat Services.

Q12 Does the person have work files savad to personal directories? -

[]

If Yes please ensure the files are transferred to the relevant directory.

Q13 Does the person have Logon access to the Ministerial Network (!ncludmg spe iwAcceSS)and
other software. g

[]

If Yes please confact the Ministerial Servica Desk on % 46626, or by e-mall to remove access

No

No

ased advise the access thatls

8 Plg
-currently held by the person when contacting the Sarvioe Dask, including lha 7elv! dlrﬁ[ﬂ_ﬂi to/;amof the person from the e-mal

listing.

[]

Remote Access Account fo be disabled.

No

Q4 Does the person have a Remote Access Card (SECURID), and a\cg { 5~/

If Yes please raturn the Remote Access Card and contact the Mint tenZ:i ?wji\ws Deslvon x 46626 or by e-mall fo arrange for

Q16 Does the person have any personal husiness cards?-

]

If Yes ensure cards are destroyed. /> ' \W

DNO

[zFori Completion=Pél

érsonLeaving ¥

Nama:

The aclions provided in the above checklist have besn r:.ompl < //
: Slgnature

Posltion:

/ Date: ___/ / Af

[Horm Completion & Office Managorz

Name:

Position:

The aclions provided In the above chackiist t?év%ﬁ’n p\o‘nTpleleE!, ) ;

Signature;

AN ~/ : Date: / /

Please refum to Ministerial Services
Depariment of the Premter and Cabinet, 1% Floor, Executive Buflding,
PO Box 16185, City East, 4002
Telephone No: (07) 3224 8214 Facsimile No. {07) 3221 0704

Page 2 62
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Glossary -

Glossary

Some common definitions and abbreviations used throughout the
Handbook are:

Chief Delegated Officer. The Officer who has been provided with the
primary {(highest} financial delegation - generally thefto of Staff,
odk

GS8T. Goods and Services Tax. All prices in this han #5ST inclusive

where applicable,
HRM. Huméan Resource Management.

Leader, Includes the Leader and Deputy I{ead \_): pposition except
where the context does not permit.

Members’ Handbook, The Member h;nntie\\n( Haifdbook.
Office. See Office of the Leader.

Office of the Leader, The O of the LeA consists of the Leader and
Deputy Leader and all Oppoéiti ({e f\ w]‘x ther employed on a contract or
consulting basis, who dlrecti §1 P he eader in carrying out official
dutles. Where appropriate, the e of the Leader includes the pattner of the
Leader. NB: Office of the Leade Q:??ot include electorate staff employed

by and patd for by { Paﬂqmentax ice.

Parliament H ﬁ\P En virons arliament House environs will include
Parliament Hi arhame tary Annex and Electorate offices provided
as a normal nt {u /mbers of the Legislative Assembly.

gn

Recugnis-\% ised Parties will have the same meaning as in
the Poy I! 2 e:s *Salaries Act 1998, Section 5 (2).
Ly

The Opposition Handbook
March 2002
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Index

Index

A

Accommodation ; 44
Accountability and budget process . 3.1
Advertising
Alr charter

B

Bereavements
Brochures and Newsletters

C

Cash advances

Chauffeurs

Christmas cards

Code of Conduct
Consultants

Contact officers for inquiries
Credit cards

D

Delegations
Discrimination
Domestic travel

E

Electronic mail
Employee assistance-sgrvice
Entitlements 5
Expenditure - él owab

&

Expenditure ~<Ig9{§lmwab1e 4.3
" O

© Fines ™ 4 S , 4.13.1
Frequent flye po‘i}ts 4.14.5 -
G
Gif’ts - received ' 32
Gifts — made 33

. 4d-G . The Opposition Handbook

January 2006
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S

Tndex
H
Hospitality - Leader 4.8.1
Hospitality - Staff 4.8.2
i
Information security 22
Internet Policy 0 2.3
. ((4) |
Members’ Code of Ethical Standards T e 34
Memberships of Boards, Committees, 6tCoungils “~- 3.5
Ministerlal parking station v 7 4132
Ministerial Services — role - 62
Motor vehicles 4133
0O
Office accommodation 441
Office Equipment 49
 Office of the Leaslerrole-and finofion 3.6
Office staff \/ 1.2
Oppostition recopds _ 24
Ovetseas trayel 4,146
P iiv\
Parking ~-7 442
Parliamier ta{y@wice support for the Office of the Leader 42
Partner’s eXpenses ' 4,10
4 squniary Interests Declaration 37
\pego 1] injury 13
Petty~ :Qx 4,15.5
Pe!itica Party meetings 4.8,5
%ubl'c Report of Office Expenses 3.8
tréhases 4.15.6
Qantas Business Travel 4,142
S
Security 4.15.7
Sexual harassment 1.5.3
Shadow Cabinet 4,11
The Oppositlon Handbook HS
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Glossary

]
Stamps : 4,15.8
Statlonery 4,159
Study and Research Assistance Scheme i.4
T
Taxis

Telecommunications — Leader
Telecommunications — staff

Telecommunications — office

Travel to and from the electorate (office or home)

w

Working meals

Workplace behaviour
Workplace bullying
Workplace health and safety

ry ‘ The Queensland Opposition Handbook
January 2004
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