Document 1.

FrisEg Routine K " Te Tari Taiwhenua
el Internal Affairs

Ministerial Services briefing

Rt Hon Jacinda Ardern
Minister Responsible for Ministerial Services

Title: Arrangements for Support Services to Members of the Executive
Date: 6 November 2020

It is established practice, at the start of each Parliament, to reconfirm the arrangements b\
members of the Executive to access certain services and entitlements. \

This cover briefing provides you with a suite of three further briefings seeking yo a(n)oval and
confirmation of certain arrangements so that Ministers can appropriately access théir full

entitlements. ’(\

g

Action sought ! limeframe

Note three briefings attached seeking your approval on arrangem ¢ By 11 November 2020
for support services to members of the Executive L
WO

Contact for telephone discussions (if required)

Name Position ir\ect phone |After hours Suggested
N\ Qline phone 1* contact

Morag Ingram General Manager, Mini f’\h&p 027 886 4844 | 027 886 4844 v

and Secretariat Serv"a&
Anna McKenzie | Manager, Strate%aMusiness S9(2)a) s9(2)(a)

Support W\

x‘
Return electronic document to: r@'nist ial and Secretariat Services, Level 18 Bowen House
Cohesion reference \ @}s://dia.cohesion.net.nz/Sites/SEG/OMAB/OperationalAdvicea ndBriefings2020
Ministerial database reference, \.J* M5202000089
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Te Tari Taiwhenua
Department of Internal Affairs

Recommendations
7.  Werecommend that you:

a) note three briefings attached seeking your approval on
arrangements for support services to members of the
Executive

Morag Ingram
General Manager

Ministerial and Secretariat Services ?S)

esponsible for Ministerial Services
L WK [ 29
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Priority Routine

’ L] -
—:‘ <4 Te Tari Taiwhenua

Internal Affairs
2)(a L
Ministerial Services briefing e \ \%k
.
Rt Hon Jacinda Ardern C/N »~ \ M

Minister Responsible for Ministerial Services

Title: Instruction to Members of the Executive on Ministérial Expendit“'%l/
Responsibilities (b
Date: 6 November 2020 %

Attached for your review and approval is a draft letter of instruction from you, as

n
Responsible for Ministerial Services, to members of the Executive, outlining the re&kibilities and
expectations for authorising and managing Ministerial expenditure. Q
Following your approval of the draft letter, Ministerial Services will work wi@o r office to
distribute the letter to all members of the Executive. N

AN

’ Timeframe

By 13 November 2020

Action sought

Approve the attached letter of instruction to members of t
on Ministerial expenditure responsibilities.

O
NS
Contact for telephone discussions (if required), 0}
Name Position . C) “{Direct phone |After hours Suggested
‘\\ line phone 1* contact

Morag Ingram General Manager, fal 027 886 4844 | 027 886 4844 v

and Secretariat S,e’rw =
s9(2)(a) Manager, Mini | s9(2)(a) s9(2)(a)

Entitleme’n Assurance

[
i‘nisterial and Secretariat Services, Level 18 Bowen House

Return electronic document t

f https://dia.cohesion.net.nz/Sites/SEG/OMAB/Operational AdviceandBriefings2020

Mszozooohtg

¢ VP;J”)U
ok

PP ;‘lf‘i

g
vy

M

Cohesion reference

Ministerial 4atabase re@

M
W\ZW&‘\A?
\ *WW«\/

IN CONFIDENCE Page 10f6







Te Tari Taiwhenua
Department of Internal Affairs
Recommendations

8.  Werecommend that you:

a)  approve the attached letter of instruction to members of the

Executive on Ministerial expenditure responsibilities (Appendix
A); and G

b)  note Ministerial Services will work with your office to prepare and
provide the letter of instruction to all members of the Executive.

Morag Ingram E

General Manager Q
Ministerial and Secretariat Services

\?clnda Ardern

ster Responsible for Ministerial Services
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Document 2a.

XX XXXXXXXX 2020

Hon

Minister of / for
Parliament Buildings

Wellington (b(]/
Dear Minister \%

o

I'am issuing this instruction to make clear the responsibilities of all tl@ involved in the
administration of expenditure by members of the Executive.

This letter outlines the framework for expenditure on Ministe &(&tltlements and support
services. It is important that all Ministers are familiar with ntext within which the
funding is administered and their responsibilities and ons in that regard.

Responsibilities for Expenditure by Ministers and Ministerial office Staff

Ministers are personally responsible for the way th Qb the public resources entrusted to
them. This personal responsibility cannot be avojded eéven though delegations may exist for
others to incur costs on a Minister’s behalf. ’\

>

All members of the Executive and staff i iroffices are expected to adhere by the
following principles: O

1.  Ministerial expenditure a @itlements must be in accordance with the law

All use of public resources wi l%e n accordance with the law and the principles of public
sector financial manage “This includes adhering by the:

e Public Finance B

° Members of @liament (Accommodation Services for Members and Travel Services
for Famil mbers) Determination 2020;

@ Mini Travel Services within New Zealand Determination 2020; and

° l@’lons by the Speaker of the House of Representatives 2020 where relevant.

qglole of the Department of Internal Affairs
A

propriations for Ministerial support services and entitlements are administered by the
Department of Internal Affairs (the Department). The Department provides interpretation,
guidance and rulings on the appropriateness of decisions that will result in expenditure on
support services and entitlements being incurred, and is responsible for approving all
expenditure for payment.

| expect members of the Executive and Ministerial office staff to fully support the
Department in its work and to follow any policies and procedures set out for the
administration of the funds appropriated for Ministerial support services and entitlements.



Specifically, members of the Executive and Ministerial office staff are expected to:
° work within the detailed rules and processes;

. exercise individual responsibility for judgements about reasonableness and
appropriateness;

® recognise the importance of accountability and transparency by maintaining clear
records of what was spent and why; and

» maintain a distinction between work-related and personal expenditure.

3.  Authority for approving expenditure (b(b

The Chief Executive of the Department of Internal Affairs is responsible for the.jigf%nd
efficient administration of support services and entitlements for members of @ xecutive,
and accountable for all spending within the appropriation. The Chief Exec delegates
this authority to managers within Ministerial Services who are responsngfor approving day
to day Ministerial expenditure within their delegation. . O

All expenditure relating to support services and entitlements fo \mbers of the Executive
must be approved by the relevant Ministerial Services manager. This includes expenditure
relating to Ministerial office staffing and administration, ality, travel, and the like.

Within this framework, managers within Ministerial es may sub-delegate certain
authority and responsibility to Senior Private Sec@q s in order to facilitate the efficient
financial administration of each Ministerial ofﬁc%

N\
4. Role of Senior Private Secretariess{\\C)
Senior Private Secretaries are: O

) authorised to commit expen@:re up to designated limits without prior approval;

. responsible for ensurin ’&detailed supporting documentation and explanations are
provided for all expéure;

° responsible for:

o verifyil&?t invoices, expense claims and reconciliations are appropriate and
cor@;
© ifying that expenditure is consistent with the rules and guidelines governing
inisterial expenditure, and

ensuring the timeliness of approval and reconciliation processes.

?here particular arrangements are required to support Ministerial business or intentions

hich deviate from standing policies or arrangements, Senior Private Secretaries must
consult and seek approval from the relevant Ministerial Services manager prior to expenses
being incurred.

The Department provides guidance to Senior Private Secretaries to assist members of the
Executive to meet their obligations. Reference documentation relating to the relevant
legislation, determinations and policies governing the use of public funds is available to
Senior Private Secretaries through a range of channels, including in hardcopy and on the
Parliament Intranet.



5. Role and limitations of Ministers

Irrespective of their position, members of the Executive are not empowered to incur
expenses against any appropriation for Ministerial Services in their own right, except where
a clear entitlement exists under a Determination or The Speaker’s Directions, and must
follow any authorisation or certification procedures set by the Department with respect to
such expenditure.

In particular, members of the Executive are not legally able to employ contractors or q/
make any other employment or general contractual or expenditure arrangements’\
through the relevant manager within Ministerial Services.

Members of the Executive are not issued credit cards for Ministerial expe Ith; Members
of the Executive must use their Senior Private Secretaries for the efficient financial

management of their respective offices. O(\

6. Record keeping and public scrutiny \3

Records about a Minister’s use of public resources should b to facilitate scrutiny if
required. Ministers and Ministerial office staff must provi propriate supporting

information and documentation for all expenditure.

Ministerial expenditure is released quarterly on the artment’s website. This includes
information on credit card expenses, internatjo nd domestic travel (including any
spousal international travel or surface travel , and accommodation costs for Ministers
entitled to a Wellington accommodatio ance. Ministers can expect that media will
undertake detailed scrutiny of the qu@r releases. It is imperative that Ministers and
Ministerial office staff take particular cafe to ensure that no personal expenditure items

appear on these releases. \(\

Yours sincerely b@ﬁ
3

@Q’b
>

\&

Q&n Jacinda Ardern

Minister Responsible for Ministerial Services
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Ministerial Services briefing

Rt Hon Jacinda Ardern
Minister Responsible for Ministerial Services

Title: Allocation of Crown-owned Ministerial residences
Date: 6 November 2020

The Department of Internal Affairs manages two Crown-owned properties as Ministerialhesidences,
Premier House and a residence on Bolton Street, Wellington. Premier House is the |C|al

Wellington residence of the Prime Minister, while the Minister Responsible for r(y ial Services
has discretion to allocate the remaining property.

—
-
|

Action sought

Confirm with officials your preference for allocating the Bolton Stre At your convenience

property as a Ministerial residence. @

Contact for telephone discussions (if required) O
Name Position Dire e line | After hours phone |Suggested
2\ 1* contact
Morag Ingram General Manager, {6‘ 886 4844 027 886 4844 v
Ministerial and Secreta g{\c.)
Services
s9(2)(a) Manager, MinistenM s9(2)(a) s9(2)(@)
Entitlements an@
Assurance %
Return electronic document tc& hnisterial and Secretariat Services, Level 18 Bowen House
Cohesion reference () ttps://dia.cohesion.net.nz/Sites/SEG/OMAB/OperationalAdviceandBriefings2020
Ministerial database refe\&a MS$202000092
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Te Tari Taiwhenua
Department of Internal Affairs

Purpose

1.  This briefing seeks your direction on the allocation of the Crown-owned Ministerial
residence at 38( Bolton Street, Wellington.

Background
Determinations setting out accommodation support for Ministers of the Executive

2.  The Members of Parliament (Accommodation Services for Members and Travel
Services for Family Members) Determination 2020 (the Determination) provides for
accommodation support for Ministers.

3. Under Clause 16 (2) of the Determination, Premier House Te Whare Pirimia is @)(l/
official Wellington residence of the Prime Minister. Under Clause 26 (1) oftr\
Determination, the Minister Responsible for Ministerial Services has dlscrg\?n
allocate any other available Ministerial residences.

4.  In the past, the Department managed a number of official residences behalf of the
Crown. In 2009, Ministers decided to move away from the prov' of Ministerial
residences in favour of an accommodation payment to cove ost of housing in
Wellington. The majority of Ministers moved onto the ac @modation payment and
the Department disposed of most of the properties it s Ministerial residences.

5.  The Department now manages and maintains tw n-owned properties in
Wellington as Ministerial residences. These a e,Q

° Premier House, which includes the P%g Minister’s private apartment on the
first floor and Premier Cottage in 8} ounds, and
|

g

® a residence at®@olton Stre ington.

Premier House Te Whare Pirimia - th me Minister’s official residence

6. The property in Tinakori %@ow known as Premier House, was acquired by the
Crown in 1865 with a vie\\' at it would be suitable as the official residence of the
Premier. Premier House is listed as a Category 1 on the New Zealand Heritage List

which is applied t ric places of special or outstanding historical or cultural
significance or

7. As the Pri$ﬁister’s official residence, Premier House serves two functions:
© piva
® secure venue for meetings, functions and official engagements at the discretion
of the Prime Minister.

e accommodation for the Prime Minister and their immediate family;

Q§®The Department has a small number of staff working on site at Premier House. These

staff include an Operations Manager who manages the daily operations across the
Crown-owned Ministerial properties portfolio; a Household and Functions Advisor who
provides domestic and hospitality services to the Prime Minister (as per the
entitlement in the Determination); and rostered security guards based at the
gatehouse.

! This Determination is made under the Members of Parliament (Remuneration and Services) Act 2013.
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Te Tari Taiwhenua
Department of Internal Affairs

18. As noted in the Briefing to the Incoming Minister Responsible for Ministerial Services
2020, further investment will be required over the medium to long-term to enhance
the condition and functionality of these properties as residences and, for Premier
House, as a venue for public and official functions. As this work progresses, we will
discuss our intentions with you further.

Next steps

19. Following confirmation of your preference for allocating the Bolton Street property,
we will work with the relevant Ministerial offices on the timing and process for moving
in, and that there is potential for work to be carried out on the property.

Recommendations \%qu/

20. We recommend that you:

a)

b)

c)

d)

e)

note that, under the Members of Parliament (Accommodatiorvg)
Services for Members and Travel Services for Family Memb;ss)

Determination 2020 you have discretion to allocate oﬂjc'

residences; sQ

note the Determination provides that Premier H@ is the
official Wellington residence of the Prime Ministet;

note that the Bolton Street property is v@s'}ﬂe for allocation as
a Ministerial residence, and will be aWa le for occupation from
30 November 2020; ‘\(b'

confirm with officials your p \hence to allocate the Bolton
Street property as a Mini residence; and No

note officials will d&with you intentions for long term
investment in C@%Q, wned Ministerial residences as this work

progresses. @

anager
rial and Secretariat Services

Hon Jacinda Ardern
Minister Responsible for Ministerial Services

S /s Wy 22
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