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Introduction

1. Why do we have a Sensitive Expenditure and

11

1.2

Gift Policy?

Trust and confidence in public organisations is driven by competence, reliability, and integrity. Where
there is any question about any one of those things, real or perceived, trust and confidence can be
eroded. It is important that as elected members and employees of Taupo District Council we adhere to the
highest standards of integrity and are seen to be doing so.

It is the expectation of the Officer of the Auditor General that all public organisations will have a policy to
manage sensitive expenditure. TDC’s Sensitive Expenditure and Gifts Policy has been developed based on
the guidance issued by the Officer of the Auditor-General — Controlling Sensitive Expenditure: Guide for
Public Organisations.

2. What is sensitive expenditure?

2.1

2.2

Sensitive Expenditure is any Council expenditure where there may be a perceived personal benefit to
elected members or staff, or expenditure that could be considered unusual for a Council.

Sensitive expenditure will have one or more of the following attributes:

Results in a perceived or real private benefit to the individual.

. May be an unusual expenditure item for Council.
. Does not directly align with the core business of Council or has a poor link to the business purposes
of Council.

. Could be difficult to justify to the public.
. May involve a conflict of interest (legal or ethical).

. May be considered an extravagant or immoderate expenditure.

3. Purpose

3.1
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The purpose of this policy is help staff manage sensitive expenditure by:
e Setting out the principles that will guide sensitive expenditure decisions.
e Making clear the approvals required, limits and processes for managing sensitive expenditure.

e Stating how TDC will monitor and report on sensitive expenditure.
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4. Scope

4.1 This policy applies to all TDC elected members, employees (including those on contract), and Taupo
Airport Authority staff. It does not apply to Council Controlled Organisations that are legal entities in their
own right e.g. DGLT.

5. Structure of this document

5.1 The policy has been divided into three parts.

PART ONE — Section 7 to section 10 outline the broad principles around managing sensitive
expenditure.

PART TWO — Section 12 outlines general controls associated with all types of sensitive
expenditure. In addition to these, further controls specific to the type of sensitive expenditure to
be incurred are outlined in Section 13-18:

13. Credit card purchases

14. Expenses when travelling

15. Entertainment and hospitality expenditure
16. Goods and Services

17. Staff support and welfare expenditure

18. Other types of expenditure, e.g. gifts or receiving hospitality.

6. Distribution and communication

6.1  This policy will be published on Council’s intranet and internet.

Page 5 of 33
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Part 1 — Principles
/. Taking a principles approach

7.1  The Office of the Auditor-General recommends a principles-based approach to making sensitive
expenditure decisions. Although a principles-based approach requires careful judgement, it is also flexible
and more enduring and practical to administer than a large number of rules.

7.2 Council is spending public money consequently all expenditure should be subject to a standard of probity
and financial prudence expected of a local authority and be able to withstand public scrutiny.

7.3  There are principles that underpin decision-making about sensitive expenditure. Expenditure decisions
should:

¢ have ajustifiable business purpose that is consistent with the public organisation’s objectives. A
justifiable business purpose means a reason that would make clear sense, supported by evidence of
the need for the spending and evidence that a range of options have been considered;

e  preserve impartiality. Impartiality means decisions based on objective criteria, rather than based on
any sort of bias, preference, or improper reason;

¢ be made with integrity. Integrity is about exercising power in a way that is true to the values,
purposes, and duties for which that power is entrusted to, or held by, someone. It is about
consistently behaving in keeping with agreed or accepted moral and ethical principles;

¢ be moderate and conservative when viewed from the standpoint of the public and given the
circumstances of the spending. It includes considering whether the justifiable business purpose could
be achieved at a lower cost;

¢  be made transparently. Transparency in this context means being open about the spending, and
willing to explain any spending decisions or have them reviewed; and

¢  be made with proper authority. This means that the person approving the spending has the
appropriate financial delegation to do so, for the type and amount of spending and follows correct
procedures.

7.4  These principles should be applied together. None should be applied alone, and no principle should be
treated as more important than any other.

8. Deciding when sensitive expenditure is
appropriate

8.1 Improper expenditure could harm the reputation of, and trust in, the Council so in deciding what
appropriate sensitive expenditure is, elected members and Council staff need to take account of both
individual transactions and the total amount of sensitive expenditure.
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8.2  Even when sensitive expenditure decisions can be justified at the item level, the combined amount spent
on a category of expenditure may be such that, when viewed in total, Council could be criticised for
extravagance and waste.

9. Responsibilities

9.1 Overall responsibility for this policy rests with the Mayor, Councillors and the Senior Leadership. This
group must make it clear to staff what is and is not acceptable sensitive expenditure and model those
behaviours to the highest standard.

9.2 ltis the responsibility of all elected members and staff to ensure that they are familiar with and apply this
policy to all sensitive expenditure they may incur.

10. Applying judgement

10.1 Inthe absence of a specific rule for a given situation all elected members and staff are expected to
exercise good judgement by taking the principles in this policy into account in the context of the given
situation.

10.2 All elected members and staff are required to ensure transparency in both sensitive expenditure and
remuneration systems, to avoid any trade-off between the two. Items of expenditure that may not be
justified under the principles of this policy should not be included as part of an employee’s remuneration
for the purposes of avoiding scrutiny against sensitive expenditure principles.
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Part 2 — Controlling sensitive

expenditure

11. Controls

111

11.2

11.3

This section outlines TDC’s expectations of elected members and staff when spending council funds on
anything that may be considered sensitive.

General control criteria applicable to all types of sensitive expenditure are specified in Table 1 and must
be met.

Further controls specific to the type of sensitive expenditure to be incurred are outlined in Section 13-18,
which cover:

e Credit card purchases

e Expenses when travelling

e Entertainment and hospitality expenditure
e Goods and Services

o  Staff support and welfare expenditure

Other types of expenditure, e.g. gifts or receiving hospitality.

12. General controls for all types of sensitive
expenditure

121

12.2

123
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If the general control criteria outlined in Table 1 cannot be met, then reimbursement must be expressly
authorised by the Chief Executive who will carefully consider the principles outlined in Section 7.3 before
approving reimbursement. Such exemptions are to only be issued in exceptional circumstances.

Expenditure incurred by, or on the direction of, the Mayor or other elected officials (not explicitly
approved by Council), will be reviewed by the independent Chair of the Risk and Assurance Committee or
its equivalent for compliance with this policy. If the Chair is not an independent, then the expenditure
shall be reviewed by an independent member of the Audit and Risk Committee or its equivalent. In the
case of manager approval, the “one up” principle must be applied to the maximum extent possible.
However, in the case of the Chief Executive approval is required from the Mayor.

For the avoidance of doubt, approval must be given and recorded before the expenditure is incurred,
wherever practical.
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Table 1 — Control requirements for all sensitive expenditure.

Control Requirements for all Sensitive Expenditure

BEFORE incurring expenditure

Person seeking approval

Approver

Has a justifiable business purpose? Ref 7.3

You are satisfied that the proposed expenditure meets
all of the principles referenced in section 7.3 and are
satisfied it complies with this policy in all respects?

Is moderate and conservative? Ref 7.3

Budgetary provision exists?

Manager has advised there is budgetary provision?

You have delegated authority for this level of
expenditure?

You will not personally benefit from this expenditure?

As approver you will NOT personally benefit from the
expenditure. NOTE: If you will personally benefit, or
be perceived to benefit, a more senior manager who
does not benefit must approve the expenditure.

AFTER incurring expenditure

Person seeking reimbursement

Approver

Claim submitted within 1 month?

Claim submitted within 1 month?

Expenditure claimed does not exceed pre-approved
amount? If exceeded, provide an explanation.

Expenditure claimed does not exceed pre-approved
amount?

- If exceeded, an explanation should be provided.

- If exceeded, check new amount does not exceed
budget.

The following is uploaded with the expenditure claim
in CIA:

- business purpose for the expenditure stated.

- original GST receipt/invoice with required fields
including seller’s name, GST number (if
applicable), date of invoice, total amount, and
detailed line items with description of expenditure
and amount of each item.

- lists those people who benefited.

Note: credit card statements and EFTPOS receipts are
not sufficient for reimbursement purposes.

Claim accompanied by:

- stated business purpose?

- original GST receipt/invoice with date, time
amount, and description of expenditure

- lists those people who benefited?

Note: credit card statements and EFTPOS receipts are
not sufficient for reimbursement purposes.

Issued for one person only?

NOTE: If claims related to more than one person it
should be made by the most senior person and list the
other individuals to whom the expenditure relates.

Ensure separate claims are issued for each person
wherever possible.

NOTE: If claims related to more than one person it
should be made by the most senior person and list the
other individuals to whom the expenditure relates.
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13. Council credit cards and purchasing cards

13.1 Bank credit cards and purchasing cards create the risk that expenditure, including sensitive expenditure, is
incurred before it is approved. TDC therefore tightly manages the issue and use of credit cards.

Credit Cards Management
13.2 The issue of credit cards to the Mayor and Chief Executive is authorised under this policy.

13.3 The General Manager responsible for the finance function may approve the issue of additional cards to
staff where appropriate.

13.4 Before authorising the issuing of additional cards, the General Manager responsible for the finance
function must be satisfied that they are strictly necessary to cover either regular travel or for
administrative efficiencies, e.g. payment of properly authorised purchases from overseas.

13.5 The Finance Manager will be responsible for the acquisition of cards on the direction of the General
Manager responsible for the finance function.

13.6 The Chief Executive will decide whether existing cards are no longer required. On instruction issued by the
Chief Executive, the Finance Manager will be responsible for cancelling, securely destroying card/s and
advise the issuing bank of its cancellation.

13.7 The credit card is to be stored securely and the card details, such as card number and expiry date
restricted to the staff involved in its administration. Card details for cards in an individuals name should
not be shared with others.

13.8 Should a card be lost, misplaced, or subject to fraud, the card holder should notify Finance team who will
cancel the card immediately and seek a replacement.

Credit Cards Purchasing

13.9 When making internet purchases the cardholder, or staff with the appropriate delegated authority on
behalf of the cardholder, will ensure that:

e Purchases are made only from established reputable companies known to Council.
e Internet sites are secure and the vendor is reputable.

e The procurement complies with Council’s procurement policy and procedure.

e A copy of the online order form and invoice is printed to support payment.

13.10 For current credit cards, the credit card limits and transaction limits are set by the General Manager
responsible for the finance function.
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13.11 Changes to the credit card limits will be approved by the General Manager responsible for the finance
function.

13.12 The use of Council credit cards for private expenditure or credit is prohibited.
13.13 Credit cards cannot be used to obtain cash advances.

13.14 Credit card payments must be authorised like other invoices and in accordance with the Delegations
Manual. Therefore prior to asking a credit card holder to make a transaction on the behalf of a staff or
elected member, the person requesting the expenditure must provide written approval from a one-up
manager with appropriate delegated authority to the person making the credit card transaction with the
exception of purchases made by, or on behalf of, the Mayor and the Chief Executive. A one-up manager
can be at any level of the organisation, as long as they have the necessary delegated financial authority™.
The Chief Executives credit card expenses will be subsequently reviewed and approved by the Mayor. The
Mayor’s credit card expenses will be subsequently reviewed and approved by the Chair of the Risk and
Audit Committee.

13.15 All credit card transactions must be supported by original documentation to explain and corroborate
transactions. For all entertainment and travel transactions the business reason and other parties (if any)
must be recorded along with the purpose of the meeting.

Unauthorised credit card use

13.16 The use of credit cards shall comply in all respects with the policy requirements specified for specific areas
of expenditure (below).

13.17 Unauthorised use of credit cards will be notified to the staff member’s Manager for investigation and to
the Finance Manager who will consider if cancelling the card is appropriate. If justifiable reasons,
consistent with the principles of this policy, cannot be provided the matter may be escalated and managed
in accordance with TDC’s Fraud Policy.

14. Expenses when travelling

Principles

14.1 TDC elected members and staff may need to incur travel and accommodation costs while travelling in New
Zealand or overseas for work. Before incurring this expenditure elected members and Council staff should
consider technology-enabled solutions as opposed to travel where appropriate.

14.2 Expenditure must have a justifiable business purpose and be moderate and conservative. Expenditure for
travel and accommodation should be economical and efficient, having regard to purpose, distance, time,
urgency and personal health, security and safety considerations.

! The written approval for credit card payments from someone with delegated financial authority, along with the receipt, are
to be loaded onto CIA alongside each individual transaction.
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Travel Advances (cash)

14.3 Where TDC elected members or staff are required to travel overseas for work, if may be necessary for
them to receive cash advance in the local currency.

14.4 Should a travel advance be necessary, the travelling elected member or staff member will complete an
application for the necessary amount of cash to be obtained having regard to the circumstances of travel
via Ci Anywhere. This cash advance is to be approved in advance by the staff members’ manager
(Mayor/Chair of Risk & Assurance committee for elected members) with the appropriate delegated
financial authority. The travel advance will be paid to the staff member into their nominated bank account
on the next available creditors payment run.

14.5 Upon return from travel the elected member or staff member must complete the advance return
reconciliation, returning any unused cash, and provide receipts for expenditure incurred.

Air travel

14.6 All air travel requires one-up approval in advance from a manager with the appropriate delegated financial
authority, with the exception of international travel which must be approved by the Chief Executive.

14.7 Elected member international travel must be approved by Council before booking.

14.8 To the extent practicable, air travel is to be booked well ahead of the actual travel date, so the expenditure
is the most cost-effective possible.

14.9 Discounted economy or economy class and/or a discount airline is to be the first choice for journeys
where the uninterrupted flight time is 5 hours or less, except where the distance or hours travelled, work
schedule on arrival, or personal health, safety or security reasons make premium economy/business class?
appropriate.

14.10 For international flights that exceed 5 hours, premium economy travel may be booked following approval
by the Chief Executive for staff, or the Mayor for elected members. Before determining whether a
premium economy/business class fare is appropriate, flying long distance in economy class and arriving
earlier to allow rest-up should be considered if time allows.

14.11 For international flights that exceed 10 hours, business class travel (excluding Air New Zealand), may be
booked following approval by the Chief Executive for staff, or the Mayor for elected members. Before
determining whether a business class fare is appropriald.1l1te, flying long distance in economy class and
arriving earlier to allow rest-up should be considered if time allows.

14.12 In all circumstances business class travel on Air New Zealand or first-class travel for other airlines is
prohibited.

14.13 Air-travel is to be booked in accordance with the Travel Guidelines (A3434467).

2 Air New Zealand Business Class is prohibited as this is their first-class service.
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14.14 Any person (staff or elected members) travelling internationally on Council business must provide a report
to the Mayor or Chief Executive upon their return detailing the benefits of the trip.

Airline membership clubs

14.15 The Mayor and Chief Executive will be entitled to Koru Club or equivalent airline membership to reflect
the need to travel on Council business. Council will pay for the membership.

14.16 The payment for airline fees for membership clubs is not considered remuneration.

14.17 Council payment for membership of airline travel clubs for other staff requires the express approval of the
Chief Executive. Membership must be supported by a clear business purpose and reviewed annually.

Airline Loyalty rewards

14.18 Although TDC staff or elected members may claim air points from work related travel TDC will not seek
staff to transfer accrued air points to TDC as the costs of managing this process will outweigh the
benefits3.

Accommodation

14.19 Where accommodation is required for business purposes one-up approval from a manager with the
appropriate delegated authority will be provided in advance of booking.

14.20 Where accommodation is required for business purposes accommodation will be booked in advance using
TDC's Travel Guidelines (A3434467).

14.21 To the extent practicable, accommodation is to be booked well ahead of the actual travel date, so the
expenditure is the most cost-effective possible. This must take into account the location of the
accommodation relative to the event/work location, the standard of the accommodation [which should be
modest] and security issues. The use of “5 star” or “luxury” accommodation requires the express approval
of the Chief Executive, prior to the booking being confirmed.

14.22 Wherever possible use is to be made of Council’s preferred suppliers and negotiated corporate rates.

14.23 Where any staff member chooses to stay in private accommodation reimbursement will be made directly
to the hosts at up to $60 per night.

14.24 Supplementary costs, such as minibars/videos will not be reimbursed by Council.

3 TDC staff book travel using an online system (Orbit) which does not have the ability to add air point details at the time of booking,
although staff may add their air point details subsequent to booking. Although it may be possible for staff to accrue some small benefit
from claiming air points from work related travel, the cost of monitoring and managing transfer of air points from staff to TDC would
outweigh the benefit to be received by TDC, particularly in light of the small number of staff who travel by air on a regular basis.
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14.25 All charges for business related telephone calls, faxes, email and internet access made by an elected
member or staff member while travelling on Council business will be reimbursed where documented
evidence is provided e.g. receipts.

14.26 Accommodation check-out times are to be observed. In the absence of extenuating circumstance, any
additional costs as a result of failing to check out on time are the responsibility of the elected member or
staff member.

14.27 Reasonable expenses will be met for unexpected events e.g. overnight expenses due to a cancelled plane
flight.

Non-air transport

14.28 Staff are to use the most effective and efficient means of transport suitable for the requirements of the
trip.

14.29 Wherever possible staff and elected members are to use a Council vehicle.

14.30 The use of taxis is to be moderate, conservative and cost effective relative to other transport options.
Wherever practicable and cost effective, shuttle, bus services or Uber are to be used in lieu of taxis.

14.31 Corporate taxi cards can be issued prior to travel via Business Support team and allocated for individual
use for a period of time. All use of taxi cards is to be transparent with the purpose of each trip recorded on
the account and expressly only for business purposes, even if used while travelling for business.

14.32 Rental cars are only to be used if it is impracticable or uneconomic to use a Council vehicle. Council
requires that the most economical type and size of rental car used, consistent with the requirements of
the trip. Any fine [parking or traffic offences] incurred while using a rental vehicle are the responsibility of
the driver.

14.33 Private use of a rental car is only permitted in exceptional circumstances and requires the express
approval of a one-up manager with the appropriate delegated financial authority. All additional costs as a
result of private use are the responsibility of the elected member or staff member.

Use of Private Vehicles

14.34 Staff are expected to always use a Council vehicle for Council business if one is available. Council will not
pay for travel by private motor vehicle where travel by other means is more practical and cost effective.

14.35 Without exception, pre-approval is required from a one-up manager in all instances where reimbursement
by Council is claimed, and shall only be provided when a council vehicle is either not available or not
practical. Approval to use a private vehicle is conditional upon the owner having appropriate insurance
cover for the vehicle while it is being used on Council business. The Council accepts no liability for
insurance or any fines [parking or traffic offences] incurred while using a private vehicle on Council
business. These are strictly the responsibility of the driver.

14.36 All reimbursement claims for use of a private motor vehicle must be made via CiA, Councils Enterprise
Resource Planning (ERP) system and at the approved IRD kilometre rates.

14.37 Refer to TDC'’s Vehicle Policy to understand when private use of TDC funded transport is allowable.
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14.38 Any fines incurred while travelling will be at the cost of the person incurring the fine.

Meals while travelling

14.39 While on Council business Council will meet the costs of meals (including drinks) up to the values outlined
in Table 2 below. Separate meal expenses will not be met where a meal has been provided as part of the
meeting, conference, training etc.

Table 2 — Maximum meal allowances while travelling.

Meal allowance for staff or Elected Member Maximum per head (including beverages)
Breakfast $30*
Lunch $30*
Dinner $80*

* These values are maximum limits and TDC expects that even within these limits that Moderate and Conservative
principles apply (refer to section 7).

14.40 Within the above meal allowance Council will pay for one beverage with a meal; this may be alcoholic for
the evening meal (cocktails excluded). Casual drinks before or after the evening meal are to be paid for by
an elected member or staff member.

14.41 For out of town travel with no overnight stay involved, breakfasts and evening meals will only be provided
or reimbursed if there is an early/late departure or return. (What constitutes an early/late departure or
return will vary according to an individual’s circumstances, but generally fall outside 7:00am — 7:00pm).

Tipping
14.42 Council will not reimburse elected members or staff for tipping while they are on business in New Zealand.

Council will reimburse elected members and staff for moderate and conservative tipping during
international travel only in places where tipping is local practice and it is appropriate in the circumstances.

14.43 A daily tipping allowance is to be agreed with by a one-up Manager in advance of the travel. Any unused
allowance for tipping is to be returned to Council upon the completion of travel. The percentage of
gratuities allowed is outlined in TDC’s Travel Guidelines (A3434467).

Other travel considerations

14.44 The use of communications technology [e.g. cell phones, telephones, email and internet access] should be
moderate. Reasonable private use to clear email and communicate with family members is permitted.

14.45 Private travel [extended travel] linked with official Council travel shall only be permitted by elected
members and staff with the express prior approval of the Mayor or one-up Manager with delegated
financial authority [as applicable]. This travel may be undertaken before, during or at the end of Council
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travel, provided there is no additional cost to Council and the private travel is only incidental to the
business purpose of the travel.

14.46 As a general principle, travel cost of accompanying spouses, partners or other family members are a
personal expense and will not be reimbursed by Council. In those rare instances where the involvement of
a spouse directly contributes to a clear business purpose and pre-approval has been obtained, then
Council may contribute to all or part of the additional costs.

14.47 The cost of stopovers will only be reimbursed where they are pre-approved and have a clear business
purpose.

15. Entertainment and hospitality expenditure

15.1 Section 15 outlines rules regarding Council funded entertainment and hospitality. Rules and guidance
regarding receiving entertainment and hospitality are described within clauses 18.22 to 18.28.

15.2 Entertainment and hospitality can cover a range of items from tea, coffee and biscuits to meals and
alcohol. It also includes non-catering related items, such as Council funded entry to sporting or cultural
events.

15.3 Council staff or elected members will not purchase or hire corporate boxes. Attendance at others’
corporate boxes should only be accepted following General Manager or Chief Executive approval to do so.
In determining whether acceptance is appropriate the General Manager will consider the principles
outlined in clause 7.3.

Principles
15.4 The principles of a justified business purpose, moderate and conservative expenditure should be applied.
15.5 There are the following business purposes for Council providing entertainment and hospitality:

e Building relationships.

e Representing the organisation. E.g. attending and presenting at conferences with associated meals.

e Reciprocating hospitality where there is a clear business purpose and is within normal bounds —
acceptance of hospitality is expected to be consistent with the principles and guidance for provision
of hospitality. E.g. hosting international visitors.

e Recognising significant business achievement. E.g. annual organisational wide staff awards.
e Building revenue. E.g. hosting organisers of large events, e.g. [ronman, Supercars.

e Supporting the Council’s internal organisational development may in some circumstances also be a
legitimate business purpose for moderate expenditure.

15.6 All entertainment and hospitality expenditure (internal or external recipients) must be pre-approved
wherever practical by a more senior manager with appropriate delegated financial authority, that will not
be attending the event or receiving the hospitality. Where the Mayor is in attendance pre-approval will be
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sought from both the Mayor and the Chair of Risk and Assurance Committee wherever practical. The
approving person will ensure the request is appropriate and consistent with the contents and principles of
this policy. When seeking pre-approval the following information should be provided to the approving
manager: date, venue, expected costs and recipients, and benefits derived and/or reasons for the event.

Entertainment and hospitality — internal attendees only

15.7 Expenditure should be conservative and moderate. This means Council will meet the costs of meals
(including drinks) up to the values outlined in Table 3, which is consistent with clause 14.39.

Table 3 — Maximum meal allowances for staff only events.

Meal allowance for staff or Elected Member Maximum per head (including beverages)
Breakfast $30"
Morning or afternoon tea $15"
Lunch $30°
Dinner $80"

A These values are maximum limits. TDC expects that even within these limits that Moderate and Conservative principles
apply (refer to section 7) and that internally catered events are expected to cost less than the limits described in Table 3.

15.8 Expenditure is to be pre-approved in accordance with clause 15.6 wherever practical.
Food & Catering

15.9 Council will provide catering for staff on a moderate and conservative basis to be monitored by the
manager approving the expenditure.

Some examples of times it may be appropriate for staff catering to be provided include:

o A meeting exceeds 4 hours. E.g. where there is an all-day training event organised for staff, away
from a location with easy access to food, or where timing of the day doesn’t allow for a break longer
than 30 minutes.

e Where Elected Members are required in chambers for meetings/workshops in the morning and the
afternoon.

e Ateam event, e.g. annual team building event.

e Annual Council staff awards.
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Alcohol

15.10 For events attended by only Council staff or elected members, Council funded expenditure on alcohol will
only be approved when it is being consumed along with food and is strictly limited to one drink per
person, which is consistent with clause 14.40 (alcohol while travelling). This expenditure is to be pre-
approved by a more senior manager with appropriate delegated financial authority, that will not be
attending the event or receiving the hospitality.

This expenditure is to occur only infrequently for special occasions, e.g. annual team building event,
annual Christmas party, farewell of a staff member.

Entertainment and hospitality — internal and external attendees

15.11 Infrequently Council may determine it is appropriate to provide manakitanga to our guests for one of the
business purposes outlined in clause 15.5 and the expenditure must be moderate and conservative.
Examples of when it may be appropriate for council to provide hospitality or fund catering include:
catering at publicly held community meetings or at marae; entertaining guests when bidding to host major
events; hosting international guests, when a business meeting can only be practically held during a meal
times.

15.12 Expenditure is to be pre-approved in accordance with clause 15.6.
Food & Catering

15.13 Food and catering expenditure must be moderate and conservative and within the limits set by Table 3
(refer to clause 15.7) unless otherwise approved by the Chief Executive.

Alcohol

15.14 Alcohol expenditure must be moderate and conservative, which means it is included in the maximum
total meal cost as per Table 3 (refer to clause 15.7) unless otherwise approved by the Chief Executive.

16. Goods and services expenditure

Loyalty reward scheme benefits/prizes

16.1 Loyalty rewards accruing to staff as a result of carrying out their official duties are to be considered the
property of Council and used for Council benefit wherever possible.

16.2 Staff making procurement decisions should not personally receive any loyalty rewards as a result of those
decisions. Any rewards that are personally received should be recorded on TDC’s gift register (A911421).
In the event staff who have received rewards are involved in making procurement decisions relating to the
company that issued those rewards then the staff member should complete a Conflict of Interest form in
accordance with TDC’s Procurement Policy.

16.3 Where a reward/prize is obtained by chance and without inducement it may be retained by the individual.
Generally, prizes received from a free competition entry obtained while undertaking Council business may
be retained by the individual but must be recorded on Council’s gift register (A911421).
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16.4 Prizes received from competitions at training or conference events or through membership of professional
bodies are treated as the property of the individual. However, where their value exceeds $100, they are to
be recorded on the TDC gift register (A911421).

16.5 Insituations where receiving a prize or loyalty reward could be perceived as inappropriate, even if Council
rather than the individual would benefit from it, Council expects the prize or reward to be declined.

Private use of TDC assets

16.6 Any physical item TDC owns, leases, or borrows is considered an asset for the purpose of this guide. This
includes photocopiers, mobile devices, computer equipment, laptops, office furniture, uniforms, and
stationery, cars, plants, topsoil etc.

16.7 Corporate vehicles (provided outside remuneration and employment contract arrangements) should not
be used for private purposes. The driver, not the organisation, will pay any fines (parking or traffic
offences) incurred while using a corporate vehicle unless the fines relate to an aspect of the condition of
the vehicle outside the driver’s control. Any misuse of corporate vehicles will be escalated to the relevant
manager.

16.8 Use of TDC assets for staff use for their private business/commercial activities is prohibited.

16.9 Use of TDC assets for staff use for their private personal use is to be limited to the following
circumstances:

e Limited reasonable personal use for of TDC devices, e.g. laptops and phones, in accordance with TDC
Device Policy;

e Use of TDC computer monitors and cables when directed to work from home e.g. during a pandemic.

TDC use of private assets

16.10 Council may decide that reimbursing staff for use of private assets is appropriate for reasons such as cost,
convenience or availability. Council may also decide to do this in circumstances where it would not
regularly use an asset if it acquired it directly, for example private motor vehicles.

16.11 Pre-approval by the relevant General Manager is required. In assessing the request, the General Manager
will pay particular attention to the principles of a justified business purpose and preserving impartiality
and integrity.

16.12 Staff members must not approve or administer payments to themselves for the Council’s use of their
private assets. Payments must be authorised by one-up approval by a manager with delegated financial
authority.

Private use of TDC suppliers

16.13 Council, in limited circumstances, enables staff to obtain goods or services from a supplier on the same or
similar basis to Council, and staff are thus able to obtain the goods or services at a discounted price not
otherwise available to them. This is treated as the private use of official procurement processes.
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16.14 The selection of suppliers must be in Council’s interest and not affected by the availability or possibility of
purchasing privileges for staff.

16.15 Staff may make moderate use of any preferential access to goods or services through Council’s suppliers
under the following conditions:

e Staff involved in the selection of preferred suppliers completes a Conflict of Interest form in
accordance with TDC’s Procurement Policy.

e All orders are to be used on a cash sale basis only and the staff member must pay in full for the goods
and services directly to the supplier at time of supply.

e Staff may not use Council purchasing privileges on behalf of any third party. This includes family
members or friends.

16.16 In rare circumstances a Council order may cover expenditure with a personal component e.g. travel or
accommodation booking. In this case payment to Council for the personal component must be made on
the confirmation of the cost or the receipt of the invoice from the supplier [whichever is the earlier].

16.17 Elected members may have preferential access to goods or services through Council’s suppliers on the
same basis as staff, provided there is no real or perceived conflict of interest.

16.18 TDC staff are authorised to obtain goods or services from a supplier on the same or similar basis to Council
at discounted rates, where they receive discounts up to a cumulative amount of $100 per annum per
supplier.

Sale of surplus assets to staff

16.19 When a TDC asset become obsolete, worn out, or surplus to requirements TDC may dispose of it.

16.20 When disposing of an asset staff will do so in a manner that maximises return for TDC or is for charitable
purposes. Assets are not to be disposed of at a discounted rate to staff if TDC can achieve better value
through another method of disposal.

16.21 Assets are to be disposed of at a justifiable market rate. For significant assets this may require a valuation
or tender. Significant is defined as assets likely to be over $1,000 in value.

16.22 Information Technology assets that are fully depreciated (have no book value) may be disposed of by
donating to charitable organisations that specialise in supporting community organisations with IT
equipment.

16.23 Staff disposing of the assets will not benefit from the disposal.

16.24 If the TDC is unable to sell or find an alternative use for its assets, assets may be offered to staff rather
than being taken to a landfill.

17. Staff support and wellbeing expenditure

17.1 Public organisations can provide for staff support and wellbeing in various ways, in a way that benefits
both TDC and staff.
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17.2 To support staff wellbeing, Council holds two organisation wide social functions each year. Each event is
to have a maximum budget of $20 per head per invited employee or Elected Member, to be spent within
discretion of the Chief Executive.

Financing TDC social club activities

17.3 Council may make a prudent and reasonable monetary contribution to a social club[s] events where they
support organisational development and staff wellbeing. This may be in the form of an all-purpose grant
towards the club’s annual budget, or it may be a grant or subsidy for a specific event. Any social club
contributions will be at the Chief Executive’s discretion.

Sponsorship of staff

17.4 Staff taking part in an activity that is not part of their job — such as a sporting event — may be sponsored by
Council through the provision of, or payment for, goods or services (for example, a t-shirt or an entry fee).

17.5 Sponsorship should have a justified business purpose, which could include both publicity for the Council
and its objectives and organisational development. The cost to Council must be moderate and
conservative. If the sponsorship does not have justified business purpose, the cost is a donation.

17.6 Sponsorship will be provided through a club rather than directly to the staff member if required

17.7 Sponsorship of people who are not staff must be undertaken in a manner that is transparent. It is also
preferable that, if non-staff are sponsored, the sponsorship is of an organisation they belong to, rather
than directly of the individual.

Clothing

17.8 Council will pay for health and safety related clothing e.g. Personal Protective Equipment. Other clothing
and uniform expenses will be in accordance with TDC’s Uniform Policy.

Care of dependants

17.9 Care of dependants is a personal and private expense of staff members. In exceptional circumstances, the
Chief Executive may authorise the reimbursement of actual and reasonable costs. Examples of this might
include when a staff member is unexpectedly required to perform additional duties at very short notice,
or when a dependant unexpectedly requires additional care that the staff members cannot provide at that
time due to the nature of their duties.

18. Donations, Koha and Gifts

Donations

18.1 A donation is a payment (in money, goods, or services) made voluntarily and without expecting
reciprocation.

18.2 TDC requires donations to be:
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e Lawfulin all respects.

e Disclosed in aggregate in the Council’s annual report.

o Appropriately documented in TDC’s Enterprise Management System (CiA).

e Made to a recognised organisation by normal commercial means [not to an individual].
e Notin cash.

e Non-political.

Koha

18.3

18.4

18.5

18.6

18.7
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Koha is a thought, a contribution, an expression of manaakitanga and aroha to the marae or kaupapa. In
the context of the TDC, the giving of koha upholds tikanga Maori and is generally given by way of a
financial contribution.

Koha is not a form of payment for goods or services, nor reimbursement for specific costs associated with
hosting an event at a marae. Reimbursement of these costs should occur upon receipt of an invoice. See
TDC’s Remuneration for Maori Cultural Expertise Policy for further advice.

When giving koha on behalf of TDC ensure:
e The activity or event associated with koha has a justifiable business purpose.
e That koha is given transparently.

Koha as a financial contribution may be in the form of cash or direct credit, with direct credit being
preferrable. The Finance Team require 5 working days’ notice to process a direct credit payment. If the
koha is by direct credit it is good practice to print a remittance slip to be presented in an envelope at the
time of the event.

When applying for koha from the TDC Finance Team use the TDC Koha Approval Form.

The amount of koha given on behalf of Council should reflect the occasion and the prestige of Council in
its relations with Tangata Whenua and approved by the relevant Group Manager on advice from the Iwi
and Co-Governance Manager.

The following is a guide to help determine the types of activity where koha may be given:
Marae visit — The koha from council will depend on the reason for the visit.
o If the marae visit is for a notable occasion, it is appropriate for council to provide a koha. This may

range from $200 — $350.

o If the marae visit is for a kaupapa that is business as usual or runs over one or more visits and
requires an initial powhiri to welcome staff, the initial marae visit koha may be around $100 -
$150. Following the initial visit, subsequent visits will not usually require a koha, but costs
associated with that kaupapa are reimbursed.

Taupd District Council Sensitive Expenditure and Gifts Policy | September 2024 | Version 2.0
Document ID Set: 009


https://tauponz.sharepoint.com/sites/Resources/Lists/Internal%20Policies%20and%20Guidelines/DispForm.aspx?ID=9&e=a0OZLF
https://taupo.t1cloud.com/T1Default/CiAnywhere/Web/TAUPO/ECMCore/Rendition/Get?docsetId=478&renditionType=orig&suite=ECM

o If the marae visit is to wananga council staff learning it may be appropriate in addition to the
above koha from council; for individual council staff to contribute a small personal koha should
they wish to do so.

Tangihanga — the koha will depend on the person being farewelled and their relationship with the TDC.

18.8 TDC does not usually give koha to an individual person. Should koha be given to an individual it must be
given when the Council (the payer) gets no benefit or advantage in return. If the Council gives koha in
exchange for services or goods the receiver is liable to pay income tax on the koha and TDC is obliged to
deduct withholding tax prior to payment to the individual.

18.9 For guidance on how to give koha following tikanga Maori see TDC’s te reo Maori me ona tikanga strategy
and guideline.

Gifts

18.10 Gifts usually take the form of a tangible object, but might also be in the form of, for example, free use of a
corporate box at a sporting event, meals or hospitality or privileged access to goods or services.

18.11 The giving of gifts must be appropriate, transparent and reasonable.

18.12 All gifts, as defined in 18.10, given or received by staff or elected members exceeding $100 should be
recorded on the TDC Gift Register (A911421) with a record of the recipient, the person/organisation
gifting, and the reason for the gift.

Giving Gifts
18.13 Gifts may be given in appropriate circumstances such as:
e Thank you for giving a speech or presentation.
e Farewells.
e Asan expression of support or sympathy.
e To promote international relations when gift-giving is customary.
e Or other circumstances as approved by the Chief Executive.

18.14 Expenditure on farewells and retirements includes spending on functions, gifts and other items and
should not be extravagant or inappropriate to the occasion and be pre-approved by the Group Manager.
For further explicit guidance on Council providing hospitality and entertainment refer to section 15.

18.15 TDC may offer an expression of support or sympathy and cover the cost of flowers or a gift basket, up to
the value, including courier charges, of $125 in the following cases: on the occasion of: i) an employee’s
serious illness, hospitalisation, or accident; ii) a bereavement of an employee or employee’s immediate
family such as parent, child or sibling, iii) birth of an employee’s baby; iv) the passing of an individual of
significant civic standing or someone who has made a significant contribution to the Taupo District. Gifts
for other events (including engagements, weddings, birthdays, Easter and Christmas) will not be paid for
by TDC.
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18.16 A thank you gift for a speech or presentation should not exceed $100.

18.17 TDC acknowledges long-service from staff through the giving of greeting and gift cards. When staff have
been employed by TDC for longer than 5 years’ the following applies:

Years of Service Long Service Recognition

5 years and 10 years Greeting card.

15 years Greeting card and $100 gift card.
20 years Greeting card and $200 gift card.
25 years Greeting card and $250 gift card.
>25 years At Chief Executive’s discretion

18.18 When staff with less than 5 years’ service leave council’s employment, the relevant manager may arrange
a staff collection at their discretion.

18.19 When staff who have more than 5 years’ service leave TDC’s employment, the following applies:

Years of Service Leaving Function and Present

5 -9 years Council morning tea.

10— 14 years Council morning tea and $100 towards leaving gift.
15— 19 years Council morning tea and $150 towards leaving gift.
20+ years Council morning tea and $200 towards leaving gift.

18.20 Purchase gifts in accordance with the thresholds outlined in 18.17 and 18.19. These purchases should be
pre-approved by a one-up manager. Gifts exceeding these thresholds, or outside of the above criteria,
requires the approval of the relevant Group Manager.

18.21 Gifts may be given to promote international relations when gift-giving is customary, or when the Mayor
has assessed the specific purpose or occasion warrants gift-giving. The value of the proposed gift must
not be inappropriate or excessive to the occasion or reason for it being given.

Receiving Gifts
18.22 The receiving of a gift is not strictly sensitive expenditure however it nevertheless is a sensitive issue.

18.23 Gifts may be accepted by Taupo District Council, it’s staff or elected members except when acceptance
could be perceived as a means of influencing a council decision-making process. Gifts may only be
accepted infrequently and if they inexpensive and openly distributed by suppliers and clients. Infrequent is
defined as no more than three times in any 12 months period and inexpensive as having a monetary value
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of less than $100. In all instances staff must inform their manager or supervisor that they have received a
gift for service or appreciation.

18.24 From time to time elected members or staff may be invited to social events so that they can build
appropriate business relationships. The decision as to whether to accept the invitation requires
consideration of whether attendance would:

e Benefit a business relationship of Taupo District Council;
e Be consistent with the guiding principles of this policy set out in part one; or
e Could be perceived as a means of influencing a Council decision-making process.

Members/staff must be aware of the line between appropriate relationship building and compromise, and
should consult with the Mayor or relevant General Manager cases of doubt as to whether to accept an
invitation to an event.

18.25 Before accepting a gift or accepting an invitation, staff and elected members should consider whether it is
appropriate to accept the gift in light of 18.22 and 18.24. Where it is necessary, in the circumstances, to
decline a gift, the following steps should be taken in order to preserve the relevant working relationships
of Taupo District Council and the person or organisation involved:

e Thank the person or organisation for the gesture of the gift and acknowledge Taupo District Council’s
appreciation; and

e Explain that due to Taupo District Council’s policy, the gift cannot be accepted.

18.26 If, upon review of the Gift Register, it is identified that staff or an elected member has received gifts that
may be perceived as intended as influence Council, the matter will be escalated to the relevant Group
Manager for review and, if necessary, investigation.

18.27 In no circumstances should elected members or staff accept cash or solicit a gift by virtue of their position.
Refer also to the Code of Conduct for Elected Members, “Benefits, Expenses and Resources”. Staff
Receiving Gifts

18.28 The acceptance and retention of any gift with an estimated monetary value exceeding $100 by Council
staff must have the express approval of the relevant Group Manager and be recorded in Taupo District
Council’s Gift Register [A911421].

Pohiri and Mihi Whakatau

18.29 A departing staff member may be offered a pohiri/powhir or whakatau, by the organisation they are
joining. A pohiri/powhiri is a formal Maori welcoming ceremony that usually takes place on a marae. In
more recent times, pohiri/powhiri have also been held in other locations e.g. a workplace when
welcoming a new kaimahi (employee) to their workplace.

18.30 A whakatau is similar to a pohiri/powhiri though slightly less formal, and can be held at any location
including the marae, workplace, public spaces, etc.
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18.31 It is customary for TDC colleagues to travel to the receiving organisation to participate in the
pohiri/powhiri or whakatau and formally ‘hand over’ the departing staff member. This can often involve
Council expense in terms of time, travel, accommodation as well as a koha (where required) as part of the
pohiri/powhiri or whakatau process.

18.32 Under this Policy the manager, colleagues and direct reports (if any) of the departing staff member are
authorised to attend mihi whakatau but any associated expenditure should be in keeping with the
remainder of this policy.
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Part 3 — Training, monitoring &

reporting, & review
19. Training of this Policy

19.1 Itis the responsibility of each manager to ensure new staff members are explicitly made aware of this
policy, confirm that new staff have read the policy, and manage staff compliance with this policy.

20. Monitoring and reporting

20.1 Council will monitor compliance to assure itself that this policy is being appropriated adhered to.

20.2 Internal compliance reviews will be undertaken by someone independent to those responsible for
implementing the controls.

20.3 Reviews of sensitive expenditure will be undertaken as detailed in Table 4 below and the findings reported
at least twice yearly TDC’s Risk and Assurance Committee.

Table 4 — Monitoring and assurance activities.

Type of Monitoring and reporting
expenditure
Credit card use Credit card expenditure is considered at high risk for misuse.

Credit card transactions will be reviewed and reported monthly to the General
Manager responsible for the finance function.

The review will:

) Seek to confirm that no private expenditure has been placed on credit
cards (clause 13.12).

) Seek to confirm that there have been no inappropriate cash
withdrawals (clause 13.13).

1)) Seek to confirm credit card transactions have been authorised by a
more senior person with the correct delegated financial authority as
per (clause 13.14).

Page 27 of 33

Taupd District Council Sensitive Expenditure and Gifts Policy | September 2024 | Version 2.0
Document ID Set: 009



Type of
expenditure

Monitoring and reporting

V)

Seek to confirm credit card transactions have been supported by
original documentation (invoices, receipts) and that the business
reason and attending parties are recorded (clause 13.15).

Travel expenditure

Travel expenditure will be reviewed and reported monthly to the General Manager
responsible for the finance function.

The review will:

1)

1)

1)

V)

V)

)

Vi)

Vi)

IX)

Check that any cash advances required for international travel have
been appropriately authorised and reconciled (clauses 14.4 and 14.5).

Check that air travel required has been booked for the appropriate
class of travel, appropriately authorised, and reconciled (clauses 14.6 -
14.12).

Check that all associated accommodation costs have been
appropriately approved (clauses 14.19 to 14.27).

Spot check reimbursement mileage claims for use of private vehicle to
confirm that no Council vehicle was available or suitable and
appropriate approvals (clause 14.29,14.34 - 14.38).

Check that amounts loaded onto taxi card have received manager’s
preapproval prior to issue by Business Support (clause 14.31).

Confirm the business purpose of taxi trips have been adequately
recorded by undertaking spot checks (clause 14.31).

Check the hire of rental cars has been appropriate (clause 14.32 and
14.33).

Check that claims for reimbursement of meals while travelling are
appropriate (clauses 14.39 to 14.40).

Check that ‘other travel consideration’ e.g. use of personal phones
while travelling, guidance has been appropriately followed (clause
14.44 to 14.47).

Entertainment and
hospitality

Entertainment and hospitality expenditure will be reviewed and reported monthly
to the General Manager responsible for the finance function.

The review will:
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Type of
expenditure

Monitoring and reporting

i) Confirm that pre-approval was attained in accordance with clause 15.6
and that meal and beverage claims do not exceed the amounts
specified in clause 15.7 and 15.10.

i) A random sample of specific individuals will be taken to test whether
the frequency of hospitality and entertainment claims do not exceed
the frequency specified in clause 15.9.

Loyalty rewards
and prizes.

The receipt of loyalty rewards and prizes will be reviewed and reported monthly to
the General Manager responsible for the finance function.

The review will:

i) The Procurement Manager will review TDC's gift register to confirm
there are no recorded conflicts with current or upcoming procurements
(clause 16.2).

Private use of TDC
assets

The private use of TDC assets will be managed on a by exception basis, i.e. if staff
are observed inappropriately using council assets this will be escalated to their
manager (clauses 16.6-16.9).

TDC use of private
assets

TDC use of private assets will be reviewed and reported monthly to the General
Manager responsible for the finance function.

The review will:

i) Take a random sample of mobile phone reimbursement claims to
confirm the amount claimed is consistent with the business use and
have been appropriately approved.

Private use of TDC
suppliers

Staff may sometimes obtain goods or services from a supplier on the same or similar
basis to Council, and staff are thus able to obtain the goods or services at a
discounted price not otherwise available to them. E.g. Torpedo 7 discounts.

Such purchases are made by the staff member at point of sale and cannot practically
be monitored. However, staff are required to declare conflicts of interest through
TDC’s Procurement Policy. No monitoring is proposed under the Sensitive
Expenditure and Gifts Policy.

Sale of surplus
assets to staff

Appropriate disposal of TDC assets will be reviewed and reported monthly to the
General Manager responsible for the finance function.

The review will:
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Type of Monitoring and reporting
expenditure

i) Randomly review recently disposed assets to confirm accordance with
clauses 16.20-16.24.

Other expenditure | Monitoring of ‘other expenditure’ will be reviewed and reported monthly to the
General Manager responsible for the finance function.

The review will:

i) Randomly sample donations to confirm adherence to clause 18.2.

Koha As koha is often made as a cash contribution it is considered high risk.

The giving of koha will be reviewed and reported monthly to the General Manager
responsible for the finance function.

The review will:

i) Confirm the quantity of koha given is in accordance with clause 18.7.

Gift register Staff and elected member receipt of gifts will be reviewed and reported monthly to
the General Manager responsible for the finance function.

The review will:

i) third tier managers will be emailed to ask if they are aware of any gifts
or event invitations that they or their staff have received over the
previous month. The responses will be compared against entries in the
gift register.

i) review the previous twelve months’ entries in the TDC gift register to
identify any potential emerging areas of concern and ensure policy
outlined in clauses 18.23 and 18.24.

21. Fraudulent activity

21.1 Inthe event that an elected member or staff have acted inconsistently with the principles or procedures
within this policy, the matter may be escalated and managed in accordance with TDC’s Fraud Policy.
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https://tauponz.sharepoint.com/sites/Resources/Lists/Internal%20Policies%20and%20Guidelines/DispForm.aspx?ID=7&e=hnxOI1

22. Review of this policy

22.1 This policy will be updated on a three-yearly basis by the document Custodian, reviewed by the Executive
Team and approved by the Chief Executive. Reviews may occur more frequently should the internal
assurance processes described in Section 20 identify the need to do so.
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23. Other relevant policies and guidelines
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Asset Disposal Policy [A2441376]

Catering Expenses — Guidance document for staff [A3147268]

CE Financial Delegations to Staff (A2931287)

Code of Behaviour Policy

Code of Conduct (elected members) [A2621954]

Conflict of Interest Guideline (staff) [A2668257]

Expenses Policy 2022-2025

Fraud Policy 2021

Information Management Policy

Making a Protective Disclosure

Remuneration for Maori Cultural Expertise Policy

Vehicle Policy [A3250186]
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https://tauponz.sharepoint.com/sites/Resources/Lists/Internal%20Policies%20and%20Guidelines/DispForm.aspx?ID=29&e=4hnDsG
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https://www.taupodc.govt.nz/repository/libraries/id:25026fn3317q9slqygym/hierarchy/our-council/governance-documents/documents/Taupo%20District%20Council%20Code%20of%20Conduct%202020-2022.pdf
https://taupo.t1cloud.com/T1Default/CiAnywhere/Web/TAUPO/ECMCore/Rendition/Get?docsetId=319&renditionType=pdf&suite=ECM
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https://tauponz.sharepoint.com/sites/Resources/Lists/Internal%20Policies%20and%20Guidelines/DispForm.aspx?ID=11&e=E0z349
https://tauponz.sharepoint.com/sites/Resources/Lists/Internal%20Policies%20and%20Guidelines/DispForm.aspx?ID=46&e=bWH4K5
https://tauponz.sharepoint.com/sites/Resources/Lists/Internal%20Policies%20and%20Guidelines/DispForm.aspx?ID=9&e=a0OZLF
https://objective.taupodc.govt.nz:8443/objective/#item=A3250186

NEED HELP?

If you need help don’t hesitate to reach out to the TDC Risk Advisor.

We want you to be successful in reaching your goals and will do whatever we
can to help you understand how to better manage risks to these.
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