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To Mike Kirton, General Manager, Date 30 January 2019

Government Services
Chris Powell, Manager, MSB

From Partner, KPMG Ref 35501828

cc Christopher Smith, Director, Internal Audit and Risk Services

Internal Audit Memo - Ministerial Expense Ciaims (2018-19 Quarter Two)

Background

In accordance with our Ministerial Expense Ciaims Terms of Reference (ToR), signed
18 January 2019, Internal Audit was r'equested to check a sample of 25 expense
claims for compliance with key requirements, as outlined in the Queensland Ministerial
Handbook.

This internal audit was added to the 2018/19 Internal Audit Plan in response to the
Queensland Audit Office’s (QAQO) 2018 closing report to the Audit and Risk
Management Committee. Iri response, Ministerial Services Branch (MSB), developed
an internal guide titled Ministerial Services Branch Coding Guide and Compliance
Checks which outlines the requirement to check compliance of claims with the

Handbook.
Approach

Our internal audit scope covered all expense claims processed and paid within the 1
October 2018 1tc 31 December 2018 quarter.

A transaction report was obtained for the above period which detailed each payment,
reference number, cost centre, account code and a description of the expense.

Data-anlyvtics were performed over the transaction report data to enable:

o/ Transaction data to be reported by cost centre, account code and description.

e Transactions with the same description, date and amount (potential duplicates) to
be identified; and

e Claims to be searched against a series of buzzwords which may indicate
inappropriate expenditure.
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Department of Premier and Cabinet
Ministerial Expense Claims
(2018-19 Quarter Two)

Our sample of 25 claims were selected using the information obtained from the data
analytics to ensure they focused on areas of higher risk.

A total of 6,857 payments were made during the period with an average manthiy vaiue
of $3.9M. The areas of highest spend relate to recharges for payroll, office
accommodation and IT services charges.

See Appendix 1 for a Summary of the Ministerial Expenses for Octoker — December
2018.

Summary of tests performed and results

The table below lists the specific data analytic tests performed for the sample selected.
No exceptions were identified.

Tests peform B

Claim certified by approriate Ministerial officer No exceptions identified
Claim certified and checked by MSB officer No exceptions identified
Supporting documentation provided /71 TNo exceptions identified
Claim is in line with the Queensland Ministatial No exceptions identified
Handbook

Potential duplicate payments/ payments—a@%st No exceptions identified
buzzwords are appropriate
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Appendix 1
Appendix 1: Summary of the Ministerial Expenses for October — December 2018
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The contacts at KPMG in connection with this Internal Audit Report are:

Associate Director

This report is solely for the purpose set out in the Scope Section and for the information of the Depattinent of Framier and Cabinet and the Public Service Commission, and is not to be used for any other purpose or distributed to
any other party without KPMG's prior written consent.

Inherent Limitations

This report has been prepared as outlined in the Terms of Reference. The services provided in.connection with this engagement comprise an advisory engagement, which is not subject to assurance or other standards issued
by the Australian Auditing and Assurance Standards Board and, conseguently no opinions or conclusions intended to convey assurance have been expressed.

Due to the inherent limitations of any internal control structure, it is possible that fraud, citor or non-compliance with laws and regulations may occur and not be detected. Further, the internal control structure, within which the
control procedures that have been subject to the procedures we perfoimied cperate, has not been reviewed in its entirely and, therefore, no opinion or view is expressed as to its effectiveness of the greater internal control
structure. The procedures performed were not designed to detect all weaknesses in control procedures as they are not performed continuously throughout the period and the tests performed on the control procedures are on
sample basis. Any projection of the evaluation of control procedures te future periods is subject to the risk that the procedures may become inadequate because of changes in conditions, or that the degree of compliance with
them may deteriorate.

No warranty of completeness, accuracy or reliability is Given in'relation to the statements and representations made by, and the information and documentation provided by, personnel, management and stakeholders of the
Department of Premier and Cabinet and the Public Service Commission who have been consulted as part of the process.

KPMG have indicated within this report the souices ¢f the information provided. We have not sought to independently verify those sources unless otherwise noted within the report. KPMG is under no obligation in any
circumstance to update this report, in either oral o' written form, for events occurring after the report has been issued in final form. The findings in this report have been formed on the above basis.
Third Party Reliance

This report has been prepared at the request of the Department of the Premier and Cabinet and the Public Service Commission in accordance with the terms of the extension of DPC-28-2018 — Internal Audit Services dated 3
December 2018. Other thizn ourresponsibility to the Department of the Premier and Cabinet and the Public Service Commission, neither KPMG nor any member or employee of KPMG undertakes responsibility arising in any
way from reliance piaced by z'third party on this report. Any reliance placed is that party’s sole responsibility.
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To Stuart Busby, General Manager, Date 19 Decamber 2019

Government Services
Chris Powell, Manager, MSB

From Partner, KPMG Ref 38853792_1

cc Christopher Smith, Director, Internal Audit-and Risk Services

Internal Audit Memo - Ministerial Expense Claims (2018-19 Quarter Three)

Background

In accordance with our Ministerial Expense Claims Terms of Reference (ToR), signed
18 January 2019, Internal Audit was requested to check a sample of 25 expense
claims for compliance with key requirements, as outlined in the Queensland Ministerial
Handbook.

This internal audit was added to the 2018/19 Internal Audit Plan in response to the
Queensland Audit Office's (QAQ) 2018 closing report to the Audit and Risk
Management Committee. In response, Ministerial Services Branch (MSB), developed
an internal guide titled Ministerisl Services Branch Coding Guide and Compliance
Checks which outlines the requirement to check compliance of claims with the
Handbook.

Approach

Our internal audii scoge covered all expense claims processed and paid within the 1
January 2019 ta 31 -iMarch 2019 quarter.

A transaction repcrt was obtained for the above period which detailed each payment,
reference number, cost centre, account code and a description of the expense.

Data anaiytics were performed over the transaction report data to enable':
o /Transaction data to be reported by cost centre, account code and description;

1 Note that data analytic routines were only applied to a subset of the total data: those records which were
classified as ‘vendor invoices’.
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Department of Premier and Cabinet
Ministerial Expense Claims
(2018-19 Quarter Three)

¢ Transactions with the same description, date and amount (potential duplicates) to
be identified; and

¢ Claims to be searched against a series of buzzwords which may indicate
inappropriate expenditure.

Our sample of 25 claims were selected using the information obtained frem the data
analytics to ensure they focused on areas of higher risk as well as some random
sampling.

A total of 5,661 payments were made during the period with an average manthly value
of $11.57M. The areas of highest spend related to recharges for payroll, office
accommodation and travel expenses. '

See Appendix 1 for a graphical Summary of the Ministerial Expenses for January —
March 20192,

Summary of tests performed and results

The table below lists the specific tests performed for the sample selected and the
exceptions identified (including better practice observations), based on the samples
selected for testing. In summary:

+ The underlying root cause of two of the three exceptions identified is due to
differences in interpretation of the Ministeriai- Handbook requirements by Internal
Audit and the MSB. These details are further articulated in Appendix 2;

e The underlying root cause of one of the three exceptions identified is that
supporting documentation to confirni expenses incurred are for official purposes are
maintained by the claimant (per the ‘Ministerial Services Branch Coding Guide and
Compliance Checks document’). Information received by MSB includes a
certification from the agency that expenses have been incurred in accordance with
the Handbook (including for official purposes) as well as support to confirm the
accuracy of amounts claimed; and

¢ An opportunity to ensure contemporary practice is adopted as part of the approvals
process, by removing the ability to self-approve expenses from the Ministerial
Handbook, has beanidentified.

As a result of the above, internal Audit recommends:

+ The Ministeriai Handbook is updated to improve clarity around the clauses subject
to interpretation differences below; or that additional guidance material,
supplementary to the Ministerial Handbook be developed to further articulate the
intenticn of the clauses outlined.

o The contracting mechanism between MSB and agencies is updated (if required) to
ensure there is adequate clarity in responsibility between MSB and the agency

2 Note that the graphical representation in Appendix 1 was generated after excluding those records with
[Cost element name]="Approp Rev Admin”.
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International Cooperative ("KPMG International™), a Swiss entity. All rights reserved.
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Department of Premier and Cabinet
Ministerial Expense Claims
(2018-19 Quarter Three)

around maintenance of supporting documentation (for audit trail purposes) to
evidence expenditure has been incurred for official purposes.

agreed Terms of
Reference ..., . . L
The claim has been Claim certified by Two (2) observations weie identificd in relation
appropriately appropriate Ministerial to approval of expenseas for a Minister’s staff
approved in Officer member including a Chief af Staff.

accordance with the
Handbook

The items claimed for | Supporting documentation S4.1 of the’ Ministerial Handbook outlines

are appropriately provided ‘Expenditure by the Office of the Minister must
supported be for official. burposes related to the
Minister's portfolio, properly documented,
available for-audit scrutiny and reasonable for
the circumstances’. Internal Audit notes that
‘Official purpose’ is not presently defined in the
ministerial handbook. Notwithstanding, $4.6 of
the Handbook also outlines the Minister
remains responsible for the proposed
management and control of all financial
transactions.

 Scope objectives per | Tests performéd ' | Comments ' 7 : \'/

Refer to Appendix 2.

Whilst source documentation was available to
confirm the accuracy of the items claimed,
Internal Audit was unable to confirm that all
expenses selected for testing were for official
purposes as calendar / diary events are not
usually provided by the Ministerial Office
unless requested by the Ministerial Services
Branch (MSB). Internal Audit was advised
there is no onus on proof of travel as travel
bookings are made through each Ministerial
Office’s Business Travel Account (BTA) and
BTA is meant to be used for official travel
purposes.

Excluding travel expenses, the remaining
items where Internal Audit was unable to sight
evidence to confirm the expenditure was for
official purposes is outlined in Appendix 3.

Refer to Appendix 3.

The items claimed for | Claim is in line with the No exceptions identified in relation to the
are in accordance Queensland Ministerial allowable expenses claimed based on the
with the Handbook Handbook samples selected for testing.

© 2019 KPMG, an Australian partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG
International Cooperative (*KPMG International”), a Swiss entity. All rights reserved.
KPMG and the KPMG logo are registered trademarks of KPMG International.

RTIDA494 ndf - Paade Number: 7 of 50



Department of Premier and Cabinet
Ministerial Expense Claims
(2018-19 Quarter Three)

Scope objecﬁv per | Tests performe& Comments'
agreed Terms of
Reference

and the MSB Coding

entified two

twithstain sap| sing id

Segregation etween -

Guide and claimant and approver (2) instances of self-approval of expenditure by
Compliance Checks a Minister. Although the Miristerial Handbook
Internal Guide does not explicitly require Minister's to obtain

independent approval of their expenditure
claims (for example, by their Chisf of Staff),
Internal Audit recommends that at the next
scheduled update, MSB consider enhancing
current approval practices by removing the
ability to selfappreve expenses in the
Ministerial Handbook:

Appropriate evidence | Claim certified and checked No exceptions idantified based on samples
of MSB reviewing and | by MSB officer selected tor testing.

challenging (where
appropriate) the claim

Perform data Potential duplicate iNo exceptions identified based on samples
analytics over payments/ payments against 1-selecied for testing.
Ministerial expense buzzwords are appropriate

claims processed in
the scope period to
identify high or
unusual claims

© 2018 KPMG, an Australian partnership and a member firm of the KPMG network of independent member firms affiliated with KPMG
International Cooperative (“KPMG International), a Swiss entity. All rights reserved.
KPMG and the KPMG logo are registered trademarks of KPMG International.
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Appendix 1: Summary of the Ministerial Expenses for January - March 2019
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Appendix 2

: Observations Identified

25/02/19

Premier for the Premier and Minister
for Trade’s Chief of Staff

toffrom Brisbane / Adelaide

Per 84.6 of the Handbook, the D-G establishes, in
liaison with the Office of the Minister, the
appropriate level of delegation to Ministerial staff.
Per the Ministerial Office’s Administrative
Delegations, signed by the D-G, expenditure not

exceeding $30K may be approved by the Deputy
Chief of Staff.

In addition, $4.6 of the Handbook outlines the
Chief of Staff, and the Deputy Chief of Staff within
the Office of the Premier (subject to financial
delegation) may authorise all other ministerial
office expenditure for entertainment and fravel, in
addition, it also requires ‘for internal control
purposes’, all propesed expenditure that is
significant OR related to expenditure by the Chief
of Staff, should be discussed with and formally
endorsed by the Minister,

Approvals

®  The Deputy Chief of Staff approved the Chief of
Staff's claim. Whilst the claim is within the
Deputy Chief of Staff's delegation and is
expenditure able to be approved by the Deputy
Chief of Staff, the endorsement from the
Minister of the Chief of Staffs claim was not
evident.

®  Accordingly, this is potentially incensistent with
elements of $4.6 of the Ministerial Handbook
which requires, ‘for internal control purposes, (i
proposed expenditure that is significant OX
related to expenditure by the Chief of 3taft,
should be rdiscussed with ana formally
endorsed by the Minister’,

There is a-{orma! process for approval of travel,

The Minister determines and endorses the requirement
forfravei and that it is for official purposes (i.e. through
dizcussion), and onice the travel is finalised, the
appropriate deispale approves the expense through the
BTA/process,

l The expense is only approved during the BTA process

as the related costs are unknown prior to verbal approval
being obtained for the travel.

The BTA was approved appropriately for the Premier's
Office and their staff, which also included the Premiers
Chief of Staff who travelled on this BTA. Itis
acknowledged the formal endorsement by the Premier
obtained prior to the travel could not be evidenced.

1800055817

26/03/19

Employment and $808.60
Small Business
and Training and
Skills

Development

$23,004.63 | The claim relates to domestic
airfares for a Minister's staff

member

Per $4.6 of the Handbook, the D-G establishes, in
liaison with the Office of the Minister, the
appropriate level of delegation to Ministerial siafi.
Per the Ministerial Office's Administrative
Delegations, signed by the D-G, expenditure not
exceeding $10K may be approved by (1= Chief of
Staff.

Approvals

® | /Approval jarthe portion of the expense relating
tn the Minister's office was within the Chief of
Ctatt's delegation of $10K.

*  Notwithstanding, the Chief of Staff approved
the total value of the American expense claim
to the value of $23,004.63,

*  Approval was also provided by the Director of
MSB, 84.6 of the Handbook outlines the
Director of MSB can approve expenditure of up
to $100K on behalf of a Minister. Where
practical, the Minister must personally authorise
their own expenditure within 45 days. It appears
that approval from the Director MSB was
sought under this clause of the Handbook.
However, Internal Audit interprets this clause as
relating to the Minister's personal / direct
expenses.

®  The Handbook also outlines that the Chief of
Staff and the Deputy Chief of Staff within the
Office of the Premier, subject to delegation,
may authorise all other ministerial office
expenditure for entertainment and travel. This
authorisation from the Chief of Staff and Deputy
Chief of Staff from the Office of the Premier
was not provided.

Approval for the Minister's staff expense (which formed
part of the BTA approval) was provided by the Chief of
Staff and Director MSB (delegation to $100k) on 18
March 2019, with the Minister approving on 16 April
2019,

At the time of the audit, the Ministerial approval had not
been received, as it was still within the 45 day timeframe
and had not yet been received from the Ministerial
Office.

The department’s interpretation of $4.6 of the Handbook
is that the Director of MSB delegation to approve
expenditure of up to $100K on behalf of a Minister
relates to the expenditure incurred by a Minister's office
on behalf of the Minister (i.e. not just the Minister's
personal/direct expenses).

Notwithstanding the above, the Minister approved
the expenditure on 16 April 2019, therefore the
process outlined in the observation operated as
expected, and all procedures under the Queensland
Ministerial Handbook were correctly and
appropriately followed.

Ministers and their offices operate in an environment of
rigorous accountability and their actions and expenditure
are llkely to come under close public and parliamentary
scrutiny. Ministerial Services will continue to scrutinise
documentation provided by ministerial offices and seek
explanation where necessary to help support the highest
standards of probity.

No further action is deemed necessary on this
transaction and no exception is noted.

© 2019 KPMG, an Australian parinership and a member firm of the KPMG network of independent member firms affiliated with KPMG
five (“KPMG | !
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Appendix 3: Documentation to support expenses for official purposes

1900055836

20/03/2019

Minister for Fire and
Emergency
Services

$2,970.00

$2,970.00

The claim relates to the cost of an air charter
for 4 passengers who were guests of the
Minister for Fire and Emergency Services

S4.13.5 of the
Handbook on ‘Air
Charter’ outlines
Ministers are entitled to
use charter services for
official purposes when
scheduled services are
not available, or if using
scheduled services
would not enable the
Minister to keep an
official commitment. Use
of an Air Charter should
not be the regularly
accepted form of
transport and is only to
be used as a measure
of last resort.

Evidence was provided to support the cost of
the charter. However, evidence could not be
sighted to substantiate the claimable
expenditure type, that is, 'use of Air Charter t¢
be used as a measure of last resort'.

Internal Audit notes the Ministe has certifie

that the expenditure is in accordance with the
Ministerial Handbook.

s i finie Gl
The ro'e of Ministeriai Services is to ne documentation
rrovided by Ministe/ial Offices, seeking additional
information er expianation where necessary, as an additional
laver/of assurance to ensure the highest standards of probity
arz met.

The Minister or Leader are responsible for the proper
nanagement and control of all financial fransactions of the
office.

All claimants are responsible for ensuring claims are for
official purposes and in accordance with the handbook.

A statement of compliance with the Queensland Ministerial
Handbook is signed off by a delegated officer in the relevant
office when approving claims.

This is outlined in the MSB Coding Guide.

The Handbook does not require evidence that the use of an
air charter was a measure of last resort.

The process outlined in the observation operated as
expected and all procedures under the Queensland
Ministerial Handbook were correctly and appropriately
followed.

Ministers and their offices operate in an environment of
rigorous accountability and their actions and expenditure are
likely to come under close public and parliamentary scrutiny.
Ministerial Services will continue to scrutinise documentation
provided by ministerial offices and seek explanation where
necessary to help support the highest standards of probity.

No further action is deemed necessary on this transaction
and no exception is noted.
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The contacts at KPMG in connection with this Internal Audit Memo are:

Partner

Associate Director

This report is solely for the purpose set out in the Scope Section and for the information of the Department of Premier and Cabinet and the Public Service
Commission, and is not to be used for any other purpose or distributed to any other party without KPMG's prior written consent,

Inherent Limitations

This report has been prepared as outlined in the Terms of Reference. The services provided in Sannectionwith-this engagement comprise an advisory
engagement, which is not subject fo assurance or other standards issued by the Australian Auditing and Assurance Standards Board and, consequently no
opinions or conclusions intended to convey assurance have been expressed.

Due to the inherent limitations of any intemal controt structure, it is possible that fraud, error or non-compliance with laws and regulations may occur and not be
detected. Further, the intemal control structure, within which the controf procedures that have been subject to the procedures we performed operate, has not been
reviewed in its entirely and, therefore, no opinion or view is exprassed as to its effectivengss of the greater intemal control structure. The procedures performed
were not designed to detect all weaknesses in control procedures as they are not perfarme continuously throughout the period and the tests performed on the
control procedures are on sample basis. Any projection of the evaluation of controf procedures to future periods is subject to the risk that the procedures may
become inadequate because of changes In conditions, or that the degree of compliarice with tham may deteriorate. No warranty of completeness, accuracy or
reliability is given In relfation to the statements and representations made by, and the inforration and documentation provided by, personnel, management and
stakehalders of the Department of Premier and Cabinet and the Public Serviea Commiissionwho have been consulted as part of the process. KPMG have
indicated within this report the sources of the information provided. We have not sought toindependently verify those sources unless otherwise noted within the
report. KPMG is under no obligation in any circumstance to update this report, In eitiwer oral or written form, for avents occurring after the report has been issued in
final form. The findings In this report have been formed on the above basis.

Third Party Reliance

This report has been prepared at the request of the Depariment of the Pramier and Cabinet and the Public Service Commission in accordance with the terms of
the extension of DPC-28-2018 — Internal Audit Services dated 3 December 2018. Other than our responsibility to the Department of the Premier and Cabinet and
the Public Service Commission, neither KPMG nor any member or employee of KPMG undertakes responsibility arising in any way from reliance placed by a third
party on this report. Any reliance placed is that party's sole responsibility.
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Private and Confidential 9 April 2020

Christopher Smith
Director Internal Audit and Risk Services
Department of the Premier and Cabinet

Ministerial Expenses Review - Quarter 1

Dear Chris

We are pleased to advise you that we have completed the Department of Premier and
Cabinet (DPC) Ministerial Expenses Review for FY20 Quarter 1. Fieldwork for this
engagement was conducted in November 2019. We hereby present you with the memo
summarising our work for this review.

2. Data Analytics Results

3. Testing Outcomes

We wish to take this opportunity to thank DPC management and staff for their assistance

during this review.

4. Potential Improvement Opportunities

If you have any questions regarding our report or the work that it describes, please
contact me on ’

Yours sincerely

Partner

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.
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1. Engagement Overview

Background and Objective

The Queensiand Ministerial Handbook (the Handbook) sets out the common policies, practices and procedures:to be adopted in Ministerial Offices. Ministerial Services
Branch (MSB) within the Department of the Premier and Cabinet (DPC) is responsible for maintaining the Handbook and, with the approval of the Premier, issuing
amendments. The Handbook is a publicly available document. MSB is also responsible for maintaining the publicly available Queensland Cpposition Handbook (the
Opposition Handbook).

Section 4 of the Handbook covers expense claims relating to a Minister’s Office and sets out allowable expenses for Ministers, Assistarit Ministers and Ministerial office
staff. The Handbook also sets out allowable expenditure for Ministers’ partners, guests and former Premiers. Similarly, section 4 of the' Opposition Handbook details
allowable expenses by the Leader of the Opposition; their office and staff.

The Queensland Audit Office's 2018 Closing report to the Audit and Risk Management Committee identifieda control deficiency regarding the lack of formal policies over
compliance checking and limited evidence of MSB checking compliance with the Handbook for expenses incuired. In response,:MSB developed an informal guide titled MSB
Coding Guide and Compliance Checks which defines MSB’s responsibilities for assessing whether Ministerialexpense claims are in accordance with the Handbook.

MSB has plans to implement Service Now, an online expenditure portal that will provide greater visibility overihe expenses claimed, approved and rejected during the
current financial year.

The objective of this internal audit was to assess the compliance of ministerial expense clairs eccurring in Q1:FY20.

Scope and Approach - Summary of Outcomes
The key focus areas for this review included: This review is the first of four reviews that EY will perform across
. o . \ . ) FY20, focusing on expense claims processed by the MSB in FY20 Q1.
- Performed data analytics over ministerial expense claims processed during the scope period L . ) ) )
to identify transaction patterns and/or outliers for further testing. Internal Audit identified an opportunity for improvement relating to
) ok - the delineation of Parliamentary and Ministerial expenses,
Used the results of the data analytics to select a sample of 23 claims and assessed whether particularly when Ministerial Offices incur expenses while attending
they were processed in line with the relevant Handbook, sgecitically whether the claims: Parliament (e.g. when a Minister is travelling for a Regional
- Were approved in line with the relevant Handbsok. Parliament).
- Were supported by required documentation. Internal Audit acknowledges that there are controls in place to
. . > . . mitigate the risk of Parliamentary expenses being incorrectly
~ Were in accordance.wn;h thg rglevant tlandbook and the MSB Coding Guide and classified as Ministerial Office expenses, including the approval of
Compliance Checks internal guide. Ministerial Office budgets and monitoring of expenditure against the
~ Assessed whether there was aporopriate evidence of MSB reviewing and challenging (where approved budgets.
appropriate) claims. Further details are provided in section 3.
Sample testing covered the period 1 July 2019 to 30 September 2019. This internal audit will
be delivered quarterly as part of ongoing monitoring.

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.
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2. Data Analysis and Trends

Overview

Below is an overview ‘of“:Ministerial expense claims processed by MSB between 1 July 2019 and 30 September 2019,

$13.7M $5.8M

Value of claims processed Value of claims excluding

by MSB in Q1 FY20. salaries and wages,
allowances, Super, levies

and depreciation.

Figure 1. Percentage of Total Expenditure Value by Expense Type
excluding salaries and wages, allowances, Super, levies and depreciation.
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Observations

3. Testing Outcomes

The delineation of Parliamentary and Ministerial expenses is not clearly defined in MSB’s guidelines. Section

4,1.1 of the Ministerial Handbook states that “expenditure that is incurred by the Minister in relation ta
duties as the parliamentary representative of their electorate should not be charged against the Cffice of
the Minister”.

MSB management advised that due to the scale of expenses for the Regional Parliament heid during 3 to 5
September 2019, Parliament House, the Premier’s Office and DPC agreed to split the costs of travel
between Parliamentary Services and the relevant Ministerial Offices. In addition, MSB management advised
this agreement has occurred for previous Regional Parliaments, including the previous one in 2011.

Following Regional Parliament, MSB processed $132k worth of Regional Parliament related expense
claims. MSB issued a debit note worth $72k to Parliament House on 3 December 2019. The remaining
$60k was paid for by MSB through the relevant Ministerial Offices"budgets. MSB management advised that
the remaining $60k was related to costs incurred to support Ministers’ ministerial duties while in
attendance at Regional Parliament.

We could not determine if the $60k covered by MSB was made up of Ministerial expenses only. MSB
management advised that they rely on theapproval by the Minister or staff with the right delegation of
authority to identify and decline the approval of expenses that are not in line with the requirements of the
Handbook.

It is acknowledged that there are various controls to mitigate inappropriate classification of expenses
incurred by a Ministerial office, including the approval of Ministerial Office budgets and monitoring of
Ministerial Office experiditure to ensure it does not exceed budget.

We selecteda sample of 25 ministerial and opposition expense claims that were processed between1:July 2019 and 30 September 2019 Tor testing. We identified
one improvement opportunity as:detailed below.

f Improver:n‘e‘n‘,t‘opportunity‘

» There would be value in MSB reviewing
and updating the M\SB Coding Guide
and Compliance Check to clarify how
expenses incurred by Ministerial
Offices while a minister is attending
Regional Parliament should be
classified.

Management comment:

Agreed. The MSB Code Guide and
Compliance Check will be reviewed and
updated to clarify how expenses incurred
by Ministerial Officers when attending
Regional Parliament will be classified.

Responsible officer:

Director, Ministerial Services

Implementation date:
30 June 2021

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.
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The work we performed did not constitute an external audit or review in accordance with standards which apply to external
auditing and accordingly does not express any form of assurance under those standards. Our work was performed in line
with EY standards of internal audit which comply with International Standards for the Professional Practice of Internal
Audit.

Inherent Limitations

Due to the inherent limitations of any internal control structure, it is possible that fraud, error or non-compliance with laws
and regulations may occur and not be detected. Further, the internal control structure, within which the control procedures
that have been subject to internal audit operate, has not been reviewed in its entirety and, therefore, no opinion or view is
expressed as to its effectiveness of the greater internal control structure. An internal audit is not designed to detect all
weaknesses in control procedures as it is not performed continuously throughout the period and the tests performed on-the
control procedures are on a sample basis. Any projection of the evaluation of control procedures to future periods is subject:
to the risk that the procedures may become inadequate because of changes in conditions, or that the degree of compiiance
with them may deteriorate.

We believe that the statements made in this report are accurate, but no warranty of completeness, accuracy, cr reliability is
givenin relation to the statements and representations made by, and the information and documentation brovided by the
Department of Premier and Cabinet's management and personnel. We have indicated within this report tine sources of the
information provided. We have not sought to independently verify those sources unless otherwise noted with the report. We
are under no obligation in any circumstance to update this report, in either oral or writter form, for events occurring after
the report has been issued in final form unless specifically agreed with the Department of Premier and Cabinet. The findings
expressed in this report have been formed on the above basis.

Third party reliance

This report is solely for the purpose set out in Section (refer to "Scope” section) of this report and for the Department of
Premier and Cabinet's information, and is not to be used for any other purpise or distributed to any other party without
Ernst & Young's prior written consent.

This report has been prepared at the request of the Department of Premier and Cabinet management to perform services as
detailed in our scope statement. Neither Ernst & Ysung rerany member or employee of Ernst & Young undertakes
responsibility arising in any way from reliance placed by a<bird party, including but not limited to the Department of Premier
and Cabinet's external auditor on this internal auditrepart. Any reliance placed is that party's sole responsibility.

Liability limited by a scheme appreved under Pisessional Standards Legislation. "
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Private and Confidential 16 June 2020

Christopher Smith
Director Internal Audit and Risk Services
Department of the Premier and Cabinet

Ministerial Expenses Review - Quarter 2

Dear Chris

We are pleased to advise you that we have completed the Department of the Premier and
Cabinet (DPC) Ministerial Expenses Review for FY20 Quarter 2. Fieldwork for this
engagement was conducted in January 2020. We hereby present you with the memo
summarising our work for this review.

We wish to take this opportunity to thank DPC management and staff for their assistance
during this review.

If you have any questions regarding our report or the work that it describes, please
contact me on

Yours sincerely

Partner

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.
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1. Engagement Overview

Background and Objective

The Queensiand Ministerial Handbook (the Handbook) sets out the common policies, practices and procedures to be adopted in Ministerial Offices. Ministerial Services
Branch (MSB) within the Department of the Premier and Cabinet (DPC) is responsible for maintaining the Handbook and, with the approval of the Premier, issuing
amendments. The Handbook is a publicly available document. MSB is also responsible for maintaining the publicly available Queensland Qppositior Handbook (the
Opposition Handbook).

Section 4 of the Handbook covers expense claims relating to a Minister's Office and sets out allowable expenses for Ministers; Assistant Ministers and Ministerial office
staff. The Handbook also sets out allowable expenditure for Ministers' partners, guests and former Premiers. Similarly, section 4 of the Opposition Handbook details
allowable expenses by the Leader of the Opposition, their office and staff.

The Queensland Audlt Office’s 2018 Closing report to the Audit and Risk Management Committee identified a conirol deficiency regarding the lack of formal policies over
compliance checking and limited evidence of MSB checking compliance with the Handbook for expenses incuired. In response, MSB developed an informal guide titled
MSB Coding Guide and Compliance Checks which defines MSB's responsibilities for assessing whether Miriisterial expernse claims are in accordance with'the Handbook.

MSB has plans to implement Service Now, an online expenditure portal that will provide greater visibility over the expenses claimed, approved and rejected during the
current financial year.

The objective of this internal'audit was to'assess the compliance of ministerial expense claims occurring in' Q2 FY20.

Scope and Approach Summary of Outcomes
The key focus areas for this review included: Testing identified two expense claims as potential instances of non-
. . . . \ compliance with the relevant Handbook. Though the claims were
Per_forme_d dat_a analytics over ministerial expense.clalms processed d'ur;v;;g the scope approved in line with requirements they were not supported by
period to identify transaction patterns and/or outliers for fiither testing. adequate documentation that enabled confirmation of compliance
Used the results of the data analytics to select a sample of 25 ¢laims and assessed whether with requirements detailed in the relevant Handbook.

they were processed in line with the relevant Handbook; specifically whether the claims: Further details are provided in section 3.

- Were approved in line with the relevant Haiidbook. - Two potential improvement opportunities for consideration during

- Were supported by required documentatioi. the implementation of DPC’s new expense recording and processing
) ) . . system, and enhancements to expense guidance documentation
- Were in accordance with the relevant Handbook and the MSB Coding Guide and are detailed in section 4.

Compliance Checks interna! guide.
: . o . Additional analysis of changes between Q1 and Q2 is provided on
~ Assessed whether there was appropriate evidence of MSB reviewing and challenging page 4.

(where appropriate) claims.

Sample testing covered the period 1 October 2019 to 31 December 2019. This internal audit
is delivered quarterly as part of ongoing monitoring.

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.
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2. Data Analysis and Trends

Overview

Presented below is-an overview of Ministerial expense claims processed by MSB between 1 October 2019 to 31 December 2019.

- $13.8M $5.4M 6535 5560 65 142

Total value of claims Value of claims excluding Number of claims ~ Number of claims Number of Number of expense
processed by MSB in salaries and wages, v processed by MSB  excluding salaries and Ministerial types used by MSB.
Q2 FY20. allowances, superannuation, in Q2 FY20. wages, allowances, Office cost (e.g. Travel Allowance,
levies and depreciation. o superannuation, levies and centres Media Services, etc.)
depreciation.
Figure 1. Percentage of Total Figure 2. Percentage of Total Expenditure
Expenditure Value by Expense Type ‘alue by Ministerial Office

excluding salaries and wages, allowances,

excluding salaries and wages, allowances,
superannuation, levies and depreciation.

superannuation, levies and depreciation.

G 7 Bremier and Winister foy Trade 16.51%

Subscriptions 0.23% fetlpister for Environment and L. 2
Travel T From Elect 057% 1 fiin

Mobile Phone 0.975% =, ) ‘

Traval Allow-Ng PRT 1.11%

gt Police A Mi

Ararhey-Sesuraland Mimster for justice
EXi X

- e AT . \ o
o Prop Rentals 23:47% Hiinigren for Fire and Emégancy Sarvices

3%

fMedia Services 1.57% .

Travel Accomn .. T.75% =
Miscellangous Exp __
121%™

Ttivistarfar Mousing and Punlic ...
328%

Travel Afare Inter . P .
o Mindsterfor Coratnities and...
2.01% i
MV Hire'Q Fleet ___ T
255%

Fringe Benefits Tax

3.16% Minister fo

Property Patking:__— nfadster for Health ang pinist. .
3.94% 3.57%
79

R

tdlvitster-for drnovation ank Touri..

“ e s -
Trave) OS Airfare __ ... Comp Facility dgt = Oppasition 512%
5.26% 16.82% o . :
Winisraffor Matural Resoufees, Mine
retrdster for Emplovenent and Small Business an..  ~ s Fremiar Treasurer and Minbter far Aba
Travel AFare Intrd 6.5% — N L0455 ) .
Minister for Transport and Maln Roads ¢
4.15%, ! !

. < S Agriculturyl Indostoy Develppment and Flibesiss i E

H k4 425 -~ a . . .

/ [ o o - Minister for State Devetopment, Infrastructure and Planning

Secondments Dept 9.05% — Prop-Other Fee & Exp 2.27% 4.47%

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.

RTID494 ndf - Paae Number: 22 of 50



2. Data Analysis and Trends (cont.)

Q1 - Q2 analysis of trends

The total number and value of expense claims processed by MSB remained steady from Q1 to Q2 at approximately $14m across 6500 claims. Key differencesin

expense types claimed between Q1 and Q2 include:

$68k decrease in annual licence fees. MSB officers advised this is a result

$100k increase in expenditure related to secondments. MSB officers advised - : ! nu
of licences being paid in July, at the commencementof the 20719-20

this was driven by the appointment of the Premier’s Chief of Staff, on

secondment from DPC, in late September.

$33k increase in expenditure related to pager, phone and fax due to a bill

incurred in September that was paid in Q2 rather than Q1.

financial year.

$67k decrease in intrastate air travel, and $35k decrease in overseas air
travel. MSB officers advised this was due to Queensland Parliament shut
down over December, when many Miriisters and staff take holidays.

Key figures

excluding salaries and wages,
allowances, Super, levies and
depreciation.

Value of claims
processed by
MSB

Number of claims
processed by
MSB

Average expense
claim value

Highest value
expense type

Q1
$5.8M
5535
$1,040

Property
Rentals (22%)

Q2

$5.4M
5560

$965

Property
Rentals (23%)

$ Millions

Figure 3. Ministerial expenditure by value and number of claims Q1 - Q2 FY20
(Excluding salaries and wages, allowances, Super, tax, levies and depreciation)

n
°
c
2
0.5 13
£
-
0.0 0

Jul Aug Sep Oct Nov Dec

Value of Claims «Number of Claims
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3. Testing Outcomes
Testing Approach ‘

We selected a sample of 25 -ministerial and opposition expense claims that were processed between:1: October 2019 to 31:December 2019 for testing. Testresults are

detailed below:

Outcomes

Two expense claims tested did not have adequate supporting documentation to evidence that MSB had performed
relevant verification activities to determine that the expenses were compliant with the relevant Handbook.
Information about the two expenses is provided in the table below.

‘ ~ Expenss = Approved by an ; :
Expense Type Amount appropriate ‘ Supporting documentation provided
; Delegation?: ‘
‘ .. Invoice from air charter company. However, there was no evidence
L . that travel by air charter was required {e.g. print-out illustrating that
Air Charter $2,33166 . ¥ . no scheduled services were availafie}. Section 4.15.5 of the

Opposition Handbook states air charier an be used when no
- scheduled services are avaiiabie.

Invoice for Right telfiformationas requested by the Opposition.
B . There was no eviderice thai; relevant enquiries were made to confirm
$50.80 o ¥ | thiswas for officiai purposes related to the role of the Opposition,
- ratherthan a political party request. Political party expenditure is
. disaliowed by section 4.3 of the Opposition Handbook.

Miscellaneous
Expense

The MSB Coding Guide and Compliance Checks guide statesthat “the Ministerial Services finance officer will check all
documentation attached to claims or invoices o ensure that based on the information provided by the Offices, the
expense is in accordance with the relevant handbook.

MSB management advised that where additional information is needed, confirmation is generally sought through
phone call between the MSB and claiinant. However, this process has not documented on the expense claims or their
supporting documentation;

No requirement for MSB to
document actions taken to verify
that the expenditure is allowable in
accordance with the relevant
Handbook.

No requirement for claimant to
document official purpose for
expenditure on supporting
documentation provided to the
MSB.

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.
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4. Potential Improvement Opportunities

Potential Improvement Opportunities -

Based on the testing outcomes detailed in'section 3, the following activities are suggested to improve processes to assess compliance of ministerial expense claims.

Potential Improvement Opportunities . Management comment . ~ Responsible Officer Implementation
.. ... ... ... | Date -
1 Revise the MSB Coding Guide and Compliance Checks ~ Agreed. The MSB Code Guide and Compliance Director, Ministerial 30 June 2021
guide to include a requirement to document any Checks Guide will be updated to include the Services
additional information provided by claimant requirement to document any additional
(including email or telephone correspondence) to information to justify the purpose of thiz expense
justify the purpose for the expense incurred. incurred.
Additionally, when the Ministerial/Opposition
Handbooks are updated the requirement to
provide supporting decurnentation e.g. emails
trying to book commercial flights, evidence of
booking pricesses before making air charter
requests, willbe included.
2 Consider the following functionalities during the Agreed. M3B will consider updates to the current Director, Ministerial 30 June 2021
implementation of the new expense recording and form and/or process to make the expense claim Services
processing system: details even more transparent.

Recording the justification behind the decisions
made when assessing expense claims that require
Jjudgement,

Require the relevant financial delegate
responsible for approving the expense claim to
document the officizl purpose (i.e. name of
meeting, coriferetice; official event) for
expenditure incurred on the information that is
provided to MSE for review.

© 2020 EY Australia. Liability [imited by a scheme approved under Professional Standards Legislation.
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The work we performed did not constitute an external audit or review in accordance with standards which apply to external
auditing and accordingly does not express any form of assurance under those standards. Our work was performed in line
with EY standards of internal audit which comply with International Standards for the Professional Practice of Internal
Audit.

Inherent Limitations

Due to the inherent limitations of any internal control structure, it is possible that fraud, error or non-compliance with laws
and regulations may occur and not be detected. Further, the internal control structure, within which the control procedures
that have been subject to internal audit operate, has not been reviewed in its entirety and, therefore, no opinion or view is
expressed as to its effectiveness of the greater internal control structure. An internal audit is not designed to detect all
weaknesses in control procedures as it is not performed continuously throughout the period and the tests performed erithe
control procedures are on a sample basis. Any projection of the evaluation of control procedures to future periods is-subject
to the risk that the procedures may become inadequate because of changes in conditions, or that the degree of compliaince
with them may deteriorate.

We believe that the statements made in this report are accurate, but no warranty of completeness, accuiacy ot reliability is
given in relation to the statements and representations made by, and the information and documentatico provided by the
Department of the Premier and Cabinet's management and personnel. We have indicated withinthis repert the sources of
the information provided. We have not sought to independently verify those sources unless otharwise noted with the report.
We are under no obligation in any circumstance to update this report, in either oral or written form; for events occurring
after the report has been issued in final form unless specifically agreed with the Department of the Premier and Cabinet. The
findings expressed in this report have been formed on the above basis.

Third party reliance

This report is solely for the purpose set out in Section (refer to "Scope" section) of this report and for the Department of the
Premier and Cabinet's information, and is not to be used for any ottier purpose or distributed to any other party without
Ernst & Young's prior written consent.

This report has been prepared at the request of the Department of the Premier and Cabinet management to perform
services as detailed in our scope statement. Neither Ernsi & Young nor any member or employee of Ernst & Young
undertakes responsibility arising in any way fror reiiance placed by a third party, including but not limited to the
Department of the Premier and Cabinet's exiernal auditor on this internal audit report. Any reliance placed is that party's
sole responsibility.
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Private and Confidential XX June 2020

Christopher Smith
Director Internal Audit and Risk Services
Department of the Premier and Cabinet

Ministerial Expenses Review — Quarter 3

Dear Chris
We are pleased to advise you that we have completed the Department of the Premier and Cabinet
(DPC) Ministerial Expenses Review for Quarter 3 FY20. Fieldwork for this engagement was

conducted throughout May 2020. We hereby present you with the memo summarising our work for
this review.

We wish to take this opportunity to thank DPC management and staff for their assistance during this
review.

If you have any questions regarding our report or the work that it describes, please contact me on

3

Yours sincerely

Partner

© 2020 EY Australia. Liability limited by a scheme approved under Professional Standards Legislation.
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1. Engagement Overview

Background and Objective

The Queensland Ministerial Handbook {the Handbook) sets out the commbn policies, practices and procedures to be adoptedin Ministerial Offices. Ministerial Services Branch {MSB)
within the Department of the Premier-and Cabinet (DPC) is responsible for maintaining the Handbook and, with the approval of the Premier, issuing amendmants. The Handbook'is a
publicly available document.-MSB is also responsible for maintaining the publicly available Queensland Opposition: Handbook (the Opposition Handbok}.

Section 4 of the ' Handbook covers expense claims relating to a:‘Minister’s Office and sets out allowable expenses:for Ministers, Assistant Ministers and Ministerial office staff. The
Handbook also sets out allowable expenditure for Ministers’ partners, 'guests and former Premiers. Similarly, section 4 of the Opposition:Handook cetails allowable expenses by the

Leader of the Opposition, their office and staff.

The Queensland Audit Office’s 2018 Closing report to the Audit and Risk Management Committee identified a control deficiency regarding the lack of formal policies over compliance
checking and limited evidence of MSB checking compliance with the Handbook for expenses incurred. In'response, MSB developed-an informal:guide tltled MSB Coding Gu:de and
Compliance Checks which defines MSB’s responsibilities for assessing whether Ministerial expense claims are in accordance with the Handbook.

The objective of this internal audit was to:assess.the compliance of ministerial expense claims occurring in Q3 FY20.

Scope and Approach

The key focus areas for this review included:

» Performing data analytics over ministerial expense claims processed during
the scope period to identify transaction patterns and/or outliers for further
testing.

» Using the results of the data analytics to select a sample of 25 claims and
assessed whether they were processed in line with the relevant Handbook,

specifically whether the claims:
» Were approved in line with the relevant Hanabook
» Were supported by required documentation.

» Were in accordance with the relevant Handbook and the MSB Coding
Guide and Compliance Checks internal guide.
» Assessing whether there was-appregiiate evidence of MSB reviewing and
challenging (where appropriate) claims:

Sample testing covered the period 1 January 2020 to 31 March 2020. This
internal audit is delivered quarterly as part of ongoing monitoring.

Summiary of Quicomes

Testing identified two expense claims as potential instances of non-compliance with the
Ministerial Handbook. The expense claims were both approved by the appropriate stakeholder
in line with financial delegations. However, one was not supported by adequate
documentation to enable confirmation of compliance with requirements detailed in the
Ministerial Handbook. The second expense claim was for a purchase that did not follow the
guidance detailed in the Ministerial Handbook. Further details of these two claims are
provided in section 3.

Fieldwork Impacts

Fieldwork and reporting for this internal audit was'conducted.during the
COVID-19 pandemic. Stakeholder interviews were performed via
videoconference and testing was undertaken using electronic documents to
accommodate the remote working arrangements imposed at DPC.and EY. We
wish'tothank DPC’s staff for their proactive and accommodating attitudes and
their help in finalising fieldwork and reporting.

/\\
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2. Data Analysis and Trends

Overview

Presented below‘i,s:ran“overv‘iew; of ministerial expense claims processed by MSB between 1 January 2020 to 31 March 2020.

- $11.3M $3.8M

Total value of claims Value of claims excluding

processed by MSB in Q3 salaries and wages, allowances,

FY20. superannuation, levies and
depreciation.

4497 4314

Number of claims Number of claims excluding
processed by MSB in salaries and wages, allowances,
Q3 FY20. superannuation, levies and

65 ~ 70
o I
Nuraber of Number of expense types

Ministerial Office used by MSB in this
cost centres used in quarter. (e.g. Travel

Figure 1. Percentage of Total Expenditure
Value by Expense Type

excluding salaries and wages, allowances, superannuation,
levies and depreciation.

MY Repuirg
MY Fuel O ete 5.58% ~ 0%
Other Revepue 1.02% —
ravel Afare Inter 1.24% ~

Fhare Pager & Fox 1 §3%

Media Services 18%

Miscetluneous Exp 186% -

MY Hive 0 Fleet 2585 .

Fringe Senefits Tox ___

467%

Teavel Afare lofry
457

Property Pasking .-
4485

Prop-Diher Foe £ Exp 10 54%

Secondenents Qept 11.46% —

Lo Prep Rentals 27.55%

Coms Fanility Mq1 12.15%

depreciation. this quarter. Allowance, Media Services,

etc.)

Figure 2. Percentage of Total Expenditure Value
by Ministerial Office

excluding salaries and wages, allowances, superannuation,
leviesand depreciation.
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2. Data Analysis and Trends (cont.)

Q2 - Q3 analysis of trends

The total number and value of expense claims processed by MSB in Q3 declined further from Q1 and Q2, despite the average value of expense claims increasing.
expense types claimed between Q3 and Q1 and 2 include:

Further declines in travel expenditure related to the closure of Queensland Parliament from November to January, and the travel restrictions that were puiin place in March due

Key differences in

>
to the COVID-19 pandemic. Overall a $290k (54%) decline in Q3 from Q2 figures, compared to a 14% decline between Q2 and Q1.
> $19k (59%) decrease in taxi cab expenditure from Q3 to Q2, due to similar reasons as listed above. This is compared to a $5k (19%) increase between Q2 and Q1.
> $2k (47%) decrease in entertainment expenses between Q3 and Q2. However Q3 expenses are in line with Q1 expenses (only a $350 or 15% increase), due to a doubling in

expense entertainment in Q2, likely due to seasonal festivities.

Figure 3. Ministerial expenditure by value and number of claims Q1 - Q3 FY20

e a1 @2 a3

flgu res | 2.0 - 3

Value of

claims $4.5M S4.3M $3.8M
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expense S760

claim value
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L
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~\J
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Value of Claims e NUumber of Claims
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expense Rentals (28%) Rentals (30%) (34%)

type

Thousands
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3. Testing Outcomes

Testing Approach

We selected a:sample of 25:ministerial and opposition éxpense claims that,wére processed between 1 January 2020 to 31 March 2020 for testing. Test results are detailed below.

Testing Outcomes

One expense claim that was tested did not have adequate supporting documentation to evidence that the expense was compliant with
the Ministerial Handbook.

~ ‘ "~ Approved by an - :
Expense . : . . .
-Expense Type : appropriate Supporting documentation provided
" Amount .
Delegation?
Invoice for repairs to a laptop. There was no evidence that information on how
the laptop became damaged was provided whén requesting the repair. Section
I A “Erequiri .
P&E Maintenance $642.09 : v 4.8 of the Ministerial Handbook states that, for equipmentiequiring repair or

maintenance, “details of how damage [toquipment] occurred is required to
be provided to Ministerial Services wheare the damage is not normal wear and
tear”.

MSB advised that the responsibility for retrieving information, such as details of how damage occiirred, has not been formally
communicated and as such it is not clear whether DPC Information Services should-provide this, or if MSB should request these details on

receipt of a claim.

PootCause =

Roles and responsibilities for
requesting and documenting
supporting detail as required by
the Handbook have not been
defined and communicated to
those involved in submitting and
processing expense claims.

One expense claim for the purchase of gifts for an interstate visit did not aiign with the procedure documented in the Ministerial
Handbook. Section 3.8 of the Ministerial Handbook states thatgifts made on behalf of the State are normally selected from the Official

Gift Range.
G  Expense Approved byan i : : :
Expense Type apeiopriate Supporting documentation provided
Amount \ .
: i Delezztion? :
Invoice for gifts purchased from a Queensland supplier “Dare Original”, for an
Donations $105.00 e v overseas Trade Mission. Gifts made on behalf of the State are normally

NonCash selected from the Official Gift Range in accordance with Section 3.8 of the
Ministerial Handbook.

MSB advised that Protccol Queensland stopped maintaining the Official Gift Range in 2019, however the Ministerial Handbook has not
been updated to reflect this change.
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4. Potential Improvement Opportunities

Potential Improvement Opportunities

Based on the testing outcomes detailed in section 3, the following activities are suggested to improve processes to assess compliance of ministerial exnen<e claims.
Potential Improvement Opportunities - Management comment - Responsible Officer Implementation Date

Revise internal policies and procedures (e.g. the MSB
Coding and Compliance Guide) to clearly define roles and
responsibilities for requesting and documenting details of
how damage occurred to equipment requiring maintenance

i or repair, in accordance with Section 4.8. Include how this
information is required to be communicated or
documented (i.e. email attachment with repair request, or
MSB to make a phone or email inquiry when processing
claims).

Revise Section 3.8 of the Ministerial Handbook to undate
the reference to Protocol Queensland’s Official Gift Range
and instead include detail on where gifts may be purchased
in lieu of the Official Gift Range.
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The work we performed did not constitute an external audit or review in accordance with standards which apply to external auditing and
accordingly does not express any form of assurance under those standards. Qur work was performed in line with EY standards of internal
audit which comply with International Standards for the Professional Practice of Internal Audit.

Inherent Limitations

Due to the inherent limitations of any internal control structure, it is possible that fraud, error or non-compliance with laws and
regulations may occur and not be detected. Further, the internal control structure, within which the control procedures that have been
subject to internal audit operate, has not been reviewed in its entirety and, therefore, no opinion or view is expressed as to its
effectiveness of the greater internal control structure. An internal audit is not designed to detect all weaknesses in control procedures as it
is not performed continuously throughout the period and the tests performed on the control procedures are on a sample basis. Any
projection of the evaluation of control procedures to future periods is subject to the risk that the procedures may become inadequate
because of changes in conditions, or that the degree of compliance with them may deteriorate.
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We believe that the statements made in this report are accurate, but no warranty of completeness, accuracy or reliability is given iri '
relation to the statements and representations made by, and the information and documentation provided by the Departinent of the '
Premier and Cabinet's management and personnel. We have indicated within this report the sources of the information provided. We H
have not sought to independently verify those sources unless otherwise noted with the report. We are under.no obligation in any :
circumstance to update this report, in either oral or written form, for events occurring after the report has 5een issted-in final form unless !
specifically agreed with the Department of the Premier and Cabinet. The findings expressed in this repor: have heen formed on the above !
basis. :
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Third party reliance

This report is solely for the purpose set out in Section (refer to "Scope” section) of this report and for the Department of the Premier and
Cabinet's information, and is not to be used for any other purpose or distributed te any other-party without Ernst & Young's prior written
consent.

This report has been prepared at the request of the Department of thé Premier and Cabinet management to perform services as detailed
in our scope statement. Neither Ernst & Young nor any member or erapiayee of Ernst & Young undertakes responsibility arising in any way
from reliance placed by a third party, including but not limited to the Department of the Premier and Cabinet's external auditor on this
internal audit report. Any reliance placed is that party's soie responsibility.
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Department of the Premier and Cabinet

Agenda: New Minister briefing

Venue: Room 1, Level 40, 1 William Street
Time: 10:00am, Wednesday 13 May 2020
Attendees:

e  Minister Butcher

e lan Hutcheons, A/Chief of Staff

e Filly Morgan, Deputy Director-General Corporate and Government Services
e  Stuart Busby, General Manager Government Services

e Leighton Craig, Cabinet Secretary

e Chris Powell, Manager, Ministerial Services Finance

Time Topic Presenter
10:00 am Welcome and introduction: Filly Morgan
e Role of Minister and relationshig with the
department N
10:05 am Cabinet, Executive Council and Parliament Leighton Craig
10:15am Integrity Matters Filly Morgan

¢ Code of Conduct
¢ Directorships and shaieholdinigs
¢ Declaration and Coiflicts of Interest

¢ Lobbyists
e Post separation employment
10:25 am Right to Information, Privacyand Records Stuart Busby
Management N
10:30 am Ministerial Services: Chris Powell

¢ Ministerial Handbook
¢ HumanResources

e Finance

o _Entitlerments

¢ | Reporting

10:45 am Clgse
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Queensland Government

New Minister’s Orientation

May 2020

RTID494 ndf - Paacde Niimber: 36 of 50



Queensland Government

Ministerial Services

Ministerial Services provides corporate support for Ministerial Offices, which includes:

e human resources

e finance

e information technology and telecommunication
e accommodation

e motor vehicles

The Ministerial Handbook

The primary reference document for the administration of Ministerial Offices is the
Ministerial Handbook, which is available on the Ministerial lniranet and internet
(www.premiers.qld.gov.au/publications/categories/policies-and-
codes/handbooks/ministerial-handbook.aspx).

There is a lot of public interest and scrutiny in Ministerial entitlements—please contact
Ministerial Services for advice if you are unsure or if(it is an out of the ordinary request.

Human Resources

e The appointment of Ministerial staff needs to be discussed with the Premier’s Chief of
Staff and approved by the Premier’s Office.

e Itis best not to make offers to staff befere those discussions including any offers of
salary levels and other entitlements.

e Generally, offices have approximately 8 to 10 staff—one Chief of Staff, Senior Advisors,
advisors, admin staff, Executive Assistant/Office Manager and a Chauffeur.

e Generic position titles are used across offices to maintain consistency.

¢ In some instances, a Deparimental Liaison Officer (DLO) may be appointed by the
department to facilitate corrimunication and liaison between the ministerial office and
the department. Thisiequires the Premier’s approval for the position before
appointment. DLQ2’s are’'not appointed in all instances as the need varies between
portfolio departivients.

Budgets

¢ Budgets. are provided and training provided to the Chief of Staff and Executive
Assistant/Office Manager.

* Thefour key principles underpinning criteria for the incurring of expenditure by the
Office of the Minister are:

the expense must be for official purposes

the expense must be properly documented

the expense must be available for audit scrutiny

the expense must be reasonable for the circumstances.

14
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Queensland Government

Credit cards
e Credit Cards are issued for Minister’s overseas travel and for specific purpose corporate
use approved by the Director-General, only Premier’s Office hold such a card at present.

Entertainment

e Ministers are authorised to entertain and receive a specific budget ferthis.

e Prior approval from the Premier is required if staff are to entertain./This is\usually given
to Chiefs of Staff

Expenditure authorisation

e  Minister or Chief of Staff can approve the Minister’s expenditure,

e  Minister must authorise all entertainment claims where they-are the Host. Authorised
staff approved to entertain must sign the entertainirient certification, which is then
approved by the Minister.

e Minister or Chief of Staff must authorise all travel claims.

e Chief of Staff cannot authorise their own experditure or expenditure incurred on their
behalf.

e Partner’s expenses and FTB implications costed as for Minister.

Travel entitlements
e Entitled to First Class for overseas tiravel’and Business Class for domestic travel.

e Travel to and from Electorate —a blj‘dget is provided for this for regional based
Ministers to cover costs incitrred when travelling to or from the Minister’s electorate
for the conducting of Ministerizi-business and it is only for economy travel.

¢  Assistant Ministers have a/separate budget to the Ministerial Office for things such as
travel, car, accommeodiatioitand phones, but not staff.

Gifts
e All gifts must b2 declared if valued over $150 retail. Gifts can be retained if $350 or
under.

IT equipment standards

e jPad

¢ iPhone and car kit for official vehicle
e Laptop with built-in modem

15
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. Queensland Government

Ministers may also request:

A home security system. QPS carry out a security assessment

Motor vehicles

One official chauffeur driven vehicle from CEO range.

Other entitlements:

A Cabcharge card

Up to 2 lines for official purposes in their residence. These can be used for any
combination of telephone, fax or internet service.

— one official line rental and service charges and 100 per cent call costs
— up to $100 per month for internet service

— one private line rental and service charges.and 85 per cent call costs
Home newspapers or an online subscription

Free membership to Qantas Chairman’s lounge,including frequent flyer programs and
free RACQ membership are offered by these companies.

16
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Queensland Government

If the Minister has not submitted a Conflict of Interest Management Plan, or obtained
Integrity Commissioner advice prior to a Cabinet or Cabinet committee meeting, the
Minister should err on the side of caution and declare the conflict and withdraw ficm the
meeting for consideration of the matter.

Transparency
Ministers are not to accept any gift offered in connection with the discharge of their office
except as permitted within the Ministerial Handbook (refer to section 3.:6).

To avoid falling under an obligation to those in the hospitality or travel industry, a Minister
will not knowingly accept travel or hospitality sponsored wholly or partiy by any person,
organisation, business or interest group which carries on the business of travel or
hospitality, where such acceptance would create an obligation and is not related to the
business of the Minister's portfolio; unless the travel or hospitaiity is approved by the
Premier, or unless it is provided at rates which are openiy available to groups of people
other than Ministers of the Crown, or by reason of its triviality could not reasonably be
construed as creating an obligation.

Use of public resources

Ministers shall make economical use of the public resources that are made available to
them as office holders and will make every endeavetr to prevent misuse by other persons.
Those resources must only be used in connection with official duties and not for personal
benefit.

Caretaker conventions

Ministers and their departmental public servants are bound by the caretaker conventions, in
particular, that during the pericd after the dissolution of the Legislative Assembly, Ministers
should not, except in cases of urgeircy, make any new significant appointments, enter into
new contracts or undertakings that would bind an incoming Government, or embark on any
new policy initiatives that wouid bind an incoming Government. Ministers should be aware
that a breach of this convention justifies an incoming government reviewing such
appointments, contracts i initiatives.

Post Ministerial Employment

In accepting their appointment, Ministers undertake not to take personal advantage, in any
future employment, of information obtained as a Minister which is not publicly available,
including confidential information on pending contracts or dealings. This does not apply to
statutory appointments, nor does it apply to information that a Minister may have of
another Minister’s department which is not confidential.

Ministers should note that unlawful disclosure of confidential information, including
Cabinet-in-Confidence information, may constitute an offence under the Criminal Code.

23
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_Queensland Government

5. Transparency and scrutiny

It is vital to parliamentary democracy that the public has confidence in the integrity of the
decision-making process of Parliament. To ensure transparency, public scrutiny and public
confidence, it is necessary that each member disclose their pecuniary interests on a
continuing and ad hoc basis when the need arises.

7. Appropriate use of entitlements

Members are provided certain entitlements to assist them to discharge their duties and
responsibilities. Members are to ensure that they comply with any guidelines for the use of
these entitlements.

EXTRACT FROM PART 3 OF PUBLIC SECTOR ETHICS ACT 1594

Division 2 The ethics values

6. Integrity and impartiality

In recognition that public office involves a public trust, public service agencies, public sector

entities and public officials seek to promote publiccanfidence in the integrity of the public
sector and—

a. are committed to the highest ethicai standards; and

b. accept and value their duty to provide advice which is objective, independent,
apolitical and impartial; and

c. show respect towards all persons; including employees, clients and the general
public; and

d. acknowledge the primacy of the public interest and undertake that any conflict of
interest issue will be rasolved or appropriately managed in favour of the public
interest; and

e. are committed tohonest, fair and respectful engagement with the community.

7. Promoting the pubiic good

In recognition that tie public sector is the mechanism through which the elected
representatives delivar programs and services for the benefit of the people of Queensland,
public service agencies, public sector entities and public officials—

a. accept and value their duty to be responsive to both the requirements of
governrment and to the public interest; and

. accept and value their duty to engage the community in developing and effecting
official public sector priorities, policies and decisions; and

c. accept and value their duty to manage public resources effectively, efficiently and
economically; and

d. value and seek to achieve excellence in service delivery; and

e. value and seek to achieve enhanced integration of services to better service clients.

26
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Queensland
(zovernment

Ministerial Services

Ministerial Services provides the Corporate Support for the
Ministerial Offices, which includes:

e Human Resources

e Finance

e Information Technology and Telecommunication
e Accommodation

e Motor Vehicles
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Ministerial Handbook

* The primary reference document for the administration of
Ministerial Offices is the Ministerial Handbook, which is available
on the Ministerial Intranet and internet
http://www.premiers.ald. .20V.3 1/ z
am@m@@%@sf@’%amm@m mit m&; ;;3% ”mdm@\agm

* There is a high level of publicinterest and scrutiny of ministerial
entitlements and budgets

* Contact Minjsteriai Services for advice if you are ever unsure
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Human Resources

Queensland
Government

* Ministerial Staff approved by the Premier’s office

* Ministers need to consult with the Office of the Premier
regarding the need for a Departrnent Liaison Officer (DLO)

RTID494 ndf - Paae Number: 46 of 50




Fmancg: Budget, s Queensland
Entertainment and Travel Government

 All Ministerial Offices are given a budget

° Ministers are authorised to entertain and receive a specific budget for
entertainment

* All travel costs must be approved by the Minister or Chief of Staff.

° Ministers, Assistant Ministers and staff may claim allowances for meals
and incidental expenses if travel involves an overnight absence

° Conditions can be found in the Ministerial Haondbook.
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2 Queensland
WRI Government

Finance: Gifts

 All gifts must be declared if valued over $150 retail. Gifts can be
retained if S350 or under.
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Entitlements T

L

3%%? Queensland

Government

Ministers are entitled to:

iPad

Laptop with Wireless Modem

Up to 2 lines for official purposes intheir residence.
a Cabcharge card

Home/online newspaper subscription

Free membership to Qantas Chairman’s lounge, including frequent
flyer programs and free RACQ memberships

Access to Queensland Government Air (QGAir)
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. %% Queensland
Reporting U Government

* Public Report of Ministerial Office Expenses

oThese are tabled by the Premier every 6 months. Ministerial Services will
send out information at the appropriate time

)

{

e Proactive Disclosure

oQuarterly proactive disclosure = Ministerial expenses, gifts, Government
Airwing travel, fleet, CEO staffing levels, ministerial office staff numbers
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