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Charter
Reviewed by the Risk and Assurance Committee February 2023

1. Objectives

The primary objective of the Risk and Assurance Committee (Committee) is to assist the
Matamata-Piako District Council (Council) in fulfilling its overall responsibilities relating to
financial reporting, external audit, internal audit, compliance reporting and risk reporting, and
report any areas of concern to Council.

The Committee will review:

1.1 The integrity of Council’s financial management and reporting processes.

1.2 The scope, timeliness and effectiveness of Council’s internal audit programme.
1.3 The scope and timeliness of Council’s external audit activity.

1.4 Council’s process for monitoring compliance with laws and regulations.

1.5 Council’s risk management activities and their effectiveness.

2. Authority

The Council authorises the Committee within the scope of this Charter, through the Chairperson,
to:

21 Seek any information it requires from any employee of Council

2.2 Obtain outside legal or other professional advice from within Council allocated resources
or with the approval of Council should additional unfunded resource be needed.

3. Composition

The Chairperson must be suitably qualified and shall be an independent appointment with skills
and experience, including governance and leadership, to provide value for Council. The
Committee size will be determined by Council and must include members who have appropriate
skills and experience, may include a second independent member.

4. Term of Membership

The Committee membership may be reviewed by Council but otherwise will be appointed for the
term of Council.

5. Meetings

5.1 The Committee will meet at least four times per year, and such additional meetings as
the Chairperson shall decide to fulfil its duties. In addition, the Chairperson is required to
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call a meeting of the Committee if requested to do so by a majority of Committee
Members, Council or the external auditors.

5.2 The Committee will be supported by Council’'s Governance Support Officer who shall be
responsible, in conjunction with the Chairperson, for compiling the agenda and circulating
it, supported by explanatory documentation to Committee Members prior to each
meeting.

5.3 The Governance Support Officer will also be responsible for keeping the minutes of
meetings of the Committee and circulating them to Committee Members and to the other
members of Council.

54 A quorum shall consist of a majority of the Members.

5.5 The Committee will adopt Standing Orders to support its objectives and responsibilities.

6. Responsibilities

The responsibilities of the Committee aligned to the Committee’s objectives are:
6.1 Financial Reporting

6.1.1 Review the performance of Council’s financial and non-financial activities against the
Long-Term Plan and Annual Plan.

6.1.2 Review the accuracy and completeness of Council’s interim and annual financial
statements and Annual Report in accordance with Council’s policies, relevant accounting
principles and relevant accounting standards.

6.1.3 Review all significant changes in accounting policy or activities that could have a material
impact on Council’s financial statements or Annual Report.

6.1.4 Recommend the adoption of the Annual Report to Council.

6.2 External Audit

6.2.1 Recommend the appointment or reappointment of external auditors to Council.

6.2.2 Review and recommend the proposed external audit scope, plan, and fees to Council.

6.2.3 Monitor the performance of the external auditor, including enabling Council to meet
statutory reporting deadlines.

6.2.4 Review the external audit recommendations and the appropriateness of management’s
response and monitor the timeliness and effectiveness of management’s implementation
of these recommendations.
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6.2.5 As required, meet with management and/or the external auditors to discuss the audit
arrangements, audit process, audit opinion or audit report.

6.3 Internal Audit

6.3.1 Review and approve the proposed internal audit programme and the terms of reference
for each internal audit within that programme.

6.3.2 Monitor the delivery of the internal audit programme.

6.3.3 Review the internal audit recommendations and the appropriateness of management’s
response and monitor the timeliness and effectiveness of management’s implementation
of these recommendations.

6.4 Compliance with Laws and Regulations

6.4.1 Review the effectiveness of Council’s system for monitoring compliance with laws and
regulations, including management’s report on any non-compliance and actions taken to
address this non-compliance.

6.4.2 Review reports from regulatory agencies independently assessing Council’'s compliance
with laws and regulations.

6.5 Risk and Internal Controls

6.5.1 Review the effectiveness of Council’s framework to identify, treat, monitor, and report on
risks to Council’s activities, Annual Plan and Long-Term Plan.

6.5.2 Review the effectiveness of Council’'s system to implement the Safety and Wellness
Charter and achieve the mission of “Home Safe Every Day”.

6.5.3 Review the effectiveness of Council’'s control environment, including Council employees
understanding the importance of internal controls and their role in identifying and
reporting on risks.

6.5.4 Review the effectiveness of Council's framework for business continuity, including the
vulnerability of Council’s information technology systems to threats.

6.5.5 Review the effectiveness of Council’s insurance arrangements to mitigate insurable risks.

7 Other Responsibilities

71 Regularly update and make recommendations to Council on Committee activities within
the scope of this Charter.
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7.2

7.3

7.4

7.5

7.6

Perform other Risk and Assurance responsibilities as requested by Council.

Review all Council policies within the scope of this Charter.

Review and recommend the Committee’s Charter to Council for approval.

Annually review the performance of this Committee against this Charter, including
recommendations to management on improved content or presentation of reports.

Council's external auditors or Risk Manager will have independent access to the
Committee Chairperson at any time.
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Sensitive Expenditure Policy

Department Finance and Business Services
Policy Type Internal

Date Adopted XX October 2025

Review Frequency Three Yearly

Next Review Date October 2028

Policy Supersedes N/a

Policy Reference CM 3094897

Introduction

Sensitive expenditure is any spending by an organisation that could be seen to be giving private
benefit to employees, elected members and other individuals (‘you’) additional to the business
benefit to the organisation. Examples include expenditure related to travel, accommodation, and
hospitality, and as Matamata-Piako District Council (MPDC, Council, ‘we’, ‘our’) spends
ratepayer money we need to take particular care with these areas of spend. Care must also be
taken with expenditure that is unusual or is not closely related to our purpose and/or functions.

As a publicly accountable body, there is an expectation that all of our expenditure should be
reasonable and subject to a standard that would be expected of a local authority and be able to
withstand public scrutiny, (the ‘front page of the newspaper’ test). We will take 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. At the start of the policy section (below) we describe the relevant
principles we must consider when making decisions about sensitive expenditure.

The purpose of this policy is to:
e Set out clearly the principles and decision guidelines for sensitive expenditure.
o Set out clearly defined limits for sensitive expenditure.
e Ensure that sensitive expenditure is assessed, authorised and reviewed consistently for

all employees and elected members.

Coverage / Scope

This policy applies to all employees and elected members of Council, as well as any other
individuals who may incur expenditure on Council’s behalf or seek reimbursement from Council
for expenditure incurred.
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Policy

Principles applicable to sensitive expenditure

To be able to withstand the ‘front page of the newspaper test’, our expenditure decisions
must:

- Have a justifiable business purpose that is consistent with our 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.

- 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.

- 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.

These principles should be applied together, and no principle should be treated as more
important than any other. Expenditure incurred should be reviewed and approved on a
‘one-up’ basis for compliance with this policy.

The responsibilities of employees and elected members

Employees and elected members are responsible for complying with the principles,
procedures and other controls of this sensitive expenditure policy. Managers should
provide guidance and make it clear to employees what is and is not acceptable sensitive
expenditure.

Good controls and judgement

Our controls have regard to the guidance set out in the Office of the Auditor General’s
‘Controlling sensitive expenditure: Guide for public organisations’ October 2020
and will be reviewed following any subsequent updates.

Set controls and procedures, and any relevant forms to be used are included as
appendices to this policy.
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Effects and Risks

e This policy provides assurance that we have appropriate principles, guidance, clearly
defined limits and internal controls in place to ensure that all expenditure is reasonable
and subject to a standard that would be expected of a local authority and able to withstand
public scrutiny.

o Failure to follow this policy may result in damage to Council’s reputation, financial loss,
legal action, employees facing disciplinary action, or elected members being removed
from office.

e Our biggest risk with sensitive expenditure is that we will lose the trust and confidence of
the people we serve. 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 we are
adhering to the highest standards of integrity and are seen to be doing so.

Monitoring, Measurement and Review

o New employees and elected members should be guided through this policy on induction,
and all employees and elected members should be reminded of the policy at least
annually. The Finance and Business Services Manager will be responsible for this.

e Contractors likely to spend on behalf of Council or seek reimbursement of costs will be
made aware of this policy at time of induction.

e The Chief Executive will report any identified or potential departures from this policy to
the Risk and Assurance Committee and/or Council in a timely manner.

e We will formally review this policy on a three-yearly basis, unless there is a need to
change the policy sooner.

Relevant Information

Local Government Act 2002

Employment Relations Act 2000

Human Rights Act 1993

Privacy Act 1993

Protected Disclosures (Protection of Whistleblowers) Act 2022
Learning and Development Policy

Gifts Policy

Preventing Fraud and Corruption Policy

Managing Conflicts of Interest Policy

Protected Disclosures — Whistleblower Policy

Fraud and Corruption, Conflicts of Interest and Protected Disclosures brochure
Koha Approval Process Map (to be developed)

Substandard Performance, Misconduct and Disciplinary Policy
Vehicle Policy

Computer User Form

Employee Handbook
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Appendix 1
Set controls and procedures
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19. Other types of expenditure — communications technology.............c...cccooociiiiiiiniis 23

20. Other types of expenditure — gifts and prizes ................c.cccocoiiiiiniii e, 23

21. Issue and operation of Council credit cards, store purchasing arrangements and fuel
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22. Sustainability Considerations in Expenditure Decisions.................ccccoviiiiiiiiicnicens 28

Attachments Page 10

Item 7.4

Attachment B



30 September 2025

3
Komiti o te Morearea me te Timaru | Risk & Assurance Committee 9“

te kaunihera G-rohe o
matamata-piako

district council

1.1

1.2

1.3

1.4

1.5

1.6

1.7

1.8

1.9

General controls for sensitive expenditure

All requests for learning and development and associated travel related costs must be
submitted to the People, Safety and Wellness (PSW) team using the approved ‘Learning
and Development Request’ form (or any future learning and development request process
in place at the time).

All claims for reimbursement of employees for expenses must be submitted using the
approved ‘Request for reimbursement’ form.

All claims for reimbursement should be submitted promptly after the expenditure is incurred
(ideally within one month), to ensure that the claimant and approver can be expected to
have a reasonable recollection of the expense and related detail should any explanation
be required.

Claims relating to sensitive expenditure need to be separate claims for each person
wherever possible. Where a claim relates to more than one person (e.g., joint travel), it
should be made by the most senior person and list the other individuals to whom the
expenditure relates.

Claims and supporting documentation relating to sensitive expenditure need to be in
English (or independently translated before payment).

Employees and elected members are required to exercise careful judgement regarding all
Council related expenditure, in the context of the principles set out in this policy.

Sensitive expenditure will only be reimbursed or the expense paid by Council if it is deemed
to be reasonable, actual and has been incurred directly in relation to Matamata-Piako
District Council business.

Itemised GST compliant invoices/receipts and other supporting documentation must be
submitted for all sensitive expenditure. Eftpos receipts and bank/credit card statements
alone are normally not sufficient supporting documentation, as they usually do not include
sufficient detail so that the person approving the expenditure can assess compliance with
the principles of this policy. In very rare cases where appropriate supporting documentation
is not available or has been lost, consideration will be given to accepting an appropriately
documented explanation of the expenditure and why the documentation is not available.
The documented explanation must be signed as accepted by the authoriser of the
expenditure and retained on file with the other payment documentation.

If claims for sensitive expenditure required a business case and/or budget before the
expenditure was authorised, the claimant and authoriser must include a written explanation
and evidence of approval for any claim for costs 10 per cent or higher in cost than agreed
budget, in the final supporting documentation for the payment.

All claims for reimbursement and expenditure must clearly state the business purpose of
the expenditure and any other relevant information to enable the person approving the
expenditure to assess compliance with the principles of the policy. For example, this may
include the number and/or names of people included in the claim for reimbursement.
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2.1

22

23
24
25

2.6

27

2.8

29

2.10

Approval of sensitive expenditure

Before approving sensitive expenditure, the approver must be satisfied that the
expenditure is for a justified business purpose and the other principles set out in this policy
have been adequately met.

To determine the appropriateness / reasonableness of sensitive expenditure, the principles
set out at the beginning of this policy must be applied.

Approval should be given before the expenditure is incurred, wherever practical.
Approval must be within delegated authority and budget provisions.

Approval must be given on at least a ‘one-up’ basis, meaning it must be approved by a
person senior to the person who will benefit or might be perceived to benefit from the
expenditure, wherever practical. As outlined in this policy, in some circumstances approval
must also be obtained from the Chief Executive (or Mayor/Group Manager as appropriate),
refer for example clauses 2.7 and 2.8.

Where approval is required from a person more senior than your direct manager, this can
be achieved by;

e requesting Accounts Payable to transfer the requisition up to the required authoriser for
approval (when using On-Line Requisitioning)

e attaching the written/emailed approval to the requisition through the quotes section
(when using On-Line Requisitioning)

o attaching the written/emailed approval to the payment/reimbursement request form

e obtaining that person’s signature on the invoice or payment/reimbursement request
form.

The sensitive expenditure of the Chief Executive and any Councillor will be approved by
the Mayor.

The Mayor’s sensitive expenditure will be approved by a Group Manager, before the raising
of and approval of a purchase order by the PSW team, if required. The Chair of the Risk
and Assurance Committee will also be provided with details of the Mayor’s sensitive
expenditure by the Finance and Business Services team before each committee meeting
for their retrospective review and approval. This will generally be aligned with a Risk and
Assurance Committee meeting to potentially enable confirmation and evidencing of this
control via the Chairs report or other appropriate reporting means.

Subject to the approvals in clauses 2.7 and 2.8, the financial approvals of the Mayor’s,
Councillor’'s or Chief Executive’s sensitive expenditure will be actioned in the corporate
financial system (known as Authority) by purchase order or following completion of a
‘Request for reimbursement’ form. A member of the PSW team will raise any purchase
order and the People, Safety and Wellness Manager will approve the purchase order or
reimbursement form.

In exceptional circumstances, and still in keeping with the principles of this policy, the
Chief Executive (or Mayor/Group Manager as appropriate) will have discretion to grant an

6
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3.1

3.2

3.3

3.4

3.5

3.6

3.7

exception to this policy. Any use of this discretion must be well-documented and provided
with the supporting documentation for payment.

Travel and accommodation expenditure

Elected members and employees may need to incur travel and accommodation costs while
conducting Council business elsewhere in New Zealand or overseas.

We recognise that travel is often an essential component of conducting business
effectively. The following requirements balance the need for staff and elected members to
represent Council interests nationally and internationally while ensuring appropriate
controls and transparency. These requirements reflect our unique operating environment
and wider connections while adhering to the principles of justifiable business purpose,
proper authority, and moderate and conservative expenditure, which are particularly
relevant for travel and accommodation expenditure.

Travel and accommodation expenditure should be economical and efficient, having regard
to purpose, distance, time, urgency and personal health, security and safety considerations
and the domestic circumstances of the employee or elected member that may be impacted
by the travel on Council business.

Where there are technology-enabled solutions as an alternative to travel in person these
should be considered at an early stage and where appropriate utilised.

Air travel

Most air travel is related to learning and development and is booked by the PSW team
following submission of an approved ‘Learning and Development Request’ form. The form
must set out the rationale or business purpose for the learning and development and
document the total estimated costs of the learning and development and any associated
travel costs. This form must be approved by the employee’s manager or team leader in the
first instance, with any further required Group Manager and Executive Team approvals
managed by the PSW team in accordance with the Learning and Development Policy and
established associated processes and threshold requirements.

In some cases air travel arrangements, particularly for the Chief Executive, executive team
and elected members, fall outside the normal circumstances relevant to the Learning and
Development Policy, and is booked by the PSW team after the appropriate approvals have
been secured on the ‘Travel Arrangements Request (not associated with Learning and
Development) form’.

Approvals of forms required by clauses 3.5 and 3.6 must be at the correct level.

e For all employees below executive team level, by the employee’s team leader or
manager and then higher as necessary, as described in clause 3.5 above.

e For Group Managers, by the Chief Executive.

e For the Chief Executive and any Councillor, by the Mayor as per clause 2.7.
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3.8

3.9

3.10

3.12

3.13

e For the Mayor, approval is by a Group Manager with retrospective review and approval
by the Chair of the Risk and Assurance Committee as required by clause 2.8.

o For international travel where the required Council resolution has been obtained (refer
clause 3.13), the Chief Executive may approve the form in keeping with the decision of
the Council.

If actual costs are 10 per cent or more higher than the estimated costs that were approved
on the original approval form, the PSW team must advise this to the original approver, and
the original approver’s approval of the additional costs evidenced.

Where possible, air travel and accommodation are to be booked well ahead of the actual
travel date, so the expenditure is most cost-effective.

When booking the flights the most cost-effective flights will be booked, having regard for
the employee or elected member's work schedule on arrival, personal health or
circumstances, and safety or security concerns. Where considered appropriate, approval
may be given for the employee or elected member to travel the day before, or with flexible
travel arrangements, with this approval to be provided by the approver of the travel and
evidenced on the travel approval form. Otherwise, the cost of any upgrade or additional
costs due to the employee’s or elected member’s choice of airline / travel date / flexible
arrangements will be met by the employee or elected member.

Koru Club membership for the Mayor and the Chief Executive will be paid by Council for a
term not exceeding the electoral term for the Mayor or the Chief Executive’s employment
term (or else re-paid pro-rata). This recognises the regular need for air travel to Local
Government New Zealand (LGNZ) Rural / Provincial meetings in Wellington and the
annual LGNZ Conference, etc. Koru Club membership for other employees or elected
members would need to be supported by a clear business purpose and approved by the
Chief Executive (or Mayor as appropriate).

Air points (and other travel-related loyalty schemes) — Air points may be used by
individuals, recognising the trade-off that time of travel can often be outside work hours
and in recognition that Air New Zealand air points can only be accumulated for the benefit
of an individual and not a corporate entity. Any use of air points for corporate travel would
involve time-consuming administrative processes and reconciliation of an individual’s air
point’s account. It is essential that any accumulation of air points comes at no extra cost
to Council and that the personal benefit that comes from accruing air points does not
influence or incentivise in any way the booking of travel. This provision applies to other
travel-related loyalty schemes such as those of rental car companies and hotel chains, as
long as a similar basis applies.

International Travel

All Council-funded international travel must be authorised by resolution of Council. The
resolution must include the rationale or business purpose for the travel, list the employees
or elected members to travel, and document the total estimated costs associated with the
travel.
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3.14 If the traveller believes a council-paid upgrade in seat class such as to premium economy

3.15

3.16

3.17

3.18

3.19

3.20

3.21

3.22
3.23

or business class is warranted, or that a stopover/s is required on the basis that it is
necessary for appropriate comfortable travel, this must be provided for in the Council
resolution. Any private travel or incidental costs as part of a stopover is to be at no cost to
Council.

Meals and accommodation when travelling

All accommodation is to be booked by the PSW team on the same basis as described
above for air travel. The same application and approval requirements will also apply.

Accommodation is to be booked well ahead of the actual travel date, so the expenditure is
most cost-effective. This must take into account the location of the accommodation relative
to the event, the standard and price of the accommodation (which should be moderate and
conservative), any special access or other needs of the employee / elected member and
security issues.

Where an employee or elected member chooses to stay in private accommodation, their
manager (or Mayor / Group Manager as appropriate) may approve reasonable claims for
expenditure incurred in return for hospitality received by employees / elected members
staying privately. The reimbursement should not exceed $80 per night including GST (if
any).

Reasonable meal costs (including non-alcoholic beverages) will be paid/reimbursed with
the total cost per person, per meal, (including GST) not expected to exceed:

e $40 for breakfast
e $30 for lunch
e $70 for dinner

Under normal circumstances, alcoholic beverages will not be paid / reimbursed by Council
except at self-pay networking events at the discretion of the Chief Executive (or Mayor /
Group Manager as appropriate). Any payment / reimbursement in this instance must meet
the principles of being moderate and conservative and having a justifiable business
purpose, as well as aligning with behaviour that is seen as professional.

Where meals are provided as part of the meeting, conference, learning and development,
etc., no reimbursement shall be provided if employees or elected members choose to dine
elsewhere.

Travel costs, including meals, for 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 at the discretion of the Chief Executive (or Mayor / Group Manager as
appropriate).

Council will not pay / reimburse for any minibar, movie or other hotel costs.

All charges for business related telephone calls, email and internet access made by an
employee or elected member while travelling on Council business will be reimbursed, as

9
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3.24

3.25

3.26

3.27

3.28

3.29

3.30

3.31

41

4.2

43

well as a reasonable charge for personal calls. Where employees or elected members
have a Council issued mobile device, this should be used in preference to the hotel's
facilities as these will result in additional charges.

Accommodation check out times are to be observed. Any additional costs as a result of
failing to check out in time are the responsibility of the employee or elected member.

Charge-back of any allowable expenses outlined in this policy to your own room must be
itemised on the invoice so that they can be assessed against this policy.

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

Tipping

Council will not reimburse employees or elected members for tipping while they are on
business in New Zealand. Council will reimburse employees and elected members for low
to moderate tipping during international travel only in places where tipping is local practice
and supporting documentation can be provided.

Other travel matters

Private travel (extended travel) linked with official Council travel. Employees and elected
members may, with the approval of the Chief Executive (or Mayor / Group Manager as
appropriate), undertake private travel before, during or at the end of Council travel,
provided there is no additional cost to the Council.

Private costs incurred related to private travel, travelling spouses, use of minibars etc.,
should, whenever possible, be paid by employees / elected members at the time. In the
rare circumstances this is not possible, they may be invoiced for the additional costs to be
paid in full by the 20th of the month following invoice date.

Travel time outside of normal working hours will not be paid, unless approved by the
employee’s manager.

Council will not advance cash to employees or elected members for travel related
costs. Instead, reimbursement for expenses incurred should be sought in accordance with
the provisions of this policy.

Rental cars, taxi and rideshare services, and motor vehicles

On rare occasions a rental car may be a cost-effective travel means. These are only
available for business travel outside the district, and where a Council vehicle is not
available or practical. Any rental vehicles must be booked by the PSW team, following
written permission from the Group Manager.

Council requires that the most economical type and size of rental car be used, consistent
with the requirements of the trip.

Council expects the use of taxi services to be cost effective relative to other transport
options. Wherever practicable shuttle or bus services are to be used in lieu of taxi services.
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The following reimbursements for taxi, shuttle or bus services will be reimbursed on
provision of receipts:

e Airport to hotel

o Airport to conference venue (and return)

e Hotel to conference venue (and return)

* Hotel/conference venue to/from official conference related events
e Hotel to airport

Council recognises that rideshare services (such as Uber) may provide cost-effective
alternatives to traditional taxi services. The same approval and reimbursement processes
that apply to taxis shall apply to rideshare services.

Employees and elected members using rideshare services must obtain and submit
electronic receipts showing journey details, purpose, and cost. Where rideshare services
are charged through an app linked to a credit card (as they usually are) and if the app is
set up to use a personal credit card, care must be taken to distinguish legitimate business
expenses from personal expenses.

The choice between taxi, rideshare, shuttle, or public transport should be based on cost-
effectiveness, safety, and efficiency considerations.

Any fines (parking or ftraffic offences) incurred while using a rental vehicle are the
responsibility of the driver.

The use of Council vehicles is covered in Council’s Vehicle Policy.

Private vehicle use - employees

Please refer to Council’s Vehicle Policy as to the acceptability of the use of a private motor
vehicle for business purposes. Council pool vehicles should normally be used for all work-
related travel. Private vehicles should only be used when pool vehicles are unavailable or
not practical in the circumstances.

Reimbursement for use of a private motor vehicle by employees should be claimed using
a ‘Request for Reimbursement’ form and will be paid at the current mileage reimbursement
rates.

Private vehicle use — elected members

Elected members are entitled to claim a vehicle mileage allowance for eligible travel in
accordance with the provisions set out in the Local Government Elected Members
Determination that is current at the time of the travel.

Eligible travel for Matamata-Piako elected members includes travel to the following:
e Council meetings (including extraordinary, urgent meetings).

¢ Standing Committee meetings if an appointed member of that committee or where
requested to attend by Council or the Mayor.
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e Meetings pursuant to a Council resolution.

e Meetings of outside organisations or committees, including

local authority

committees, to which an elected representative is appointed by Council or the Mayor.

e Zone 2 meetings of Local Government New Zealand.

e Council workshops (all Councillors are requested to attend).

e Non-Council workshops (where appointed to attend by resolution).

« Civic Functions (where official invitation issued) and citizenship ceremonies.

e Conferences and seminars (where appointed to attend by resolution).

e Long Term Plan, Annual Plan and Annual Report meetings (including public meetings).

o Meetings where Councillors/Committee members are requested to attend by Council or

the Mayor.

e Working party meetings (including working groups and briefing sessions).

e Any of the following that meet the requirements of the Local Government Elected

Members Determination for payment of the vehicle mileage allowance:

- Meetings with Council officers
- Consultative group meetings
- Meetings arranged to discuss Council business

- Specified site visits

e Any of the above meetings re-convened to another day.

4.13 Council has set a 100km per day limit on any mileage claim (except for Zone 2 meetings,
LGNZ events, joint local authority meetings, the Hauraki Gulf Forum and other meetings
where you are an appointed or otherwise authorised Council representative).

4.14 No mileage allowance/reimbursement is payable if attendance is via audio/audio visual

means.

4.15 Reimbursement for use of a private motor vehicle by elected members should where
possible be claimed using the portal mechanism that has been established for this purpose,

or alternatively the claim form.

Car parking expenses

4.16 Employees or elected members should consider the most cost-effective options for
parking. Reasonable car parking expenses related to business will be reimbursed on

provision of receipts.

5. Entertainment and hospitality expenditure

5.1 Entertainment and hospitality expenditure decisions require careful judgment within the
context of our business needs and public accountability. Rather than imposing rigid
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5.3

5.4

monetary limits that may not accommodate varying circumstances, this policy provides
guideline amounts that should be considered when planning such expenditure. Decision-
makers should apply the following assessment criteria when considering entertainment
and hospitality expenditure:

e Does the expenditure advance Council's objectives and serve a clear business
purpose?

e |s the expenditure proportionate to the potential benefit and appropriate to the
occasion?

e Can the expenditure be publicly defended as moderate and conservative if scrutinised?
e Have alternative, more economical options been considered?

e Has appropriate pre-approval been obtained, and will the expenditure be transparently
documented?

While guideline amounts are provided in this policy, decision-makers must use their
judgment, considering these criteria, to ensure expenditure remains appropriate in each
specific context. Exceptions should be rare, documented, and have clear justification.

Entertainment and hospitality can cover a range of items such as coffee, biscuits, catering,
meals, alcohol and gifts. Expenditure on entertainment and hospitality is sensitive because
of the range of purposes it can serve, the opportunities for private benefit and the wide
range of opinions on what is appropriate. Specific business purposes of entertainment and
hospitality expenditure have been identified as follows:

o building relationships
e representing Matamata-Piako District Council

e reciprocity of hospitality where there is a clear business purpose and the expenditure is
appropriate and reasonable — acceptance of hospitality should be on the same basis.

e recognising significant business achievement
e building revenue

e l|earning and development programmes

e appreciating employees

All entertainment and hospitality expenditure must be pre-approved in writing (where
practical) by your manager, and the expense or reimbursement must always be supported
by clear documentation. This documentation must identify the date, venue, reason for the
event, costs, recipients and the specific business purpose for the expenditure. Where the
cost of entertainment or hospitality is expected to be more than $100, pre-approval of the
event and approval of the expense or reimbursement must be sought from the Chief
Executive (or Mayor / Group Manager as appropriate). The monetary limits on catering
expenditure set out in the section below entitied ‘Potentially Allowable Expenditure’
must be noted, as should the requirements in clause 5.13 around any spend on alcohol.
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5.9

Consideration must be given to any taxation consequences resulting from proposed
expenditure, as this may result in a higher cost being incurred than initially expected.
These include:

e Any cash payments to employees are considered monetary remuneration and may be
subject to PAYE.

o Gifts such as flowers, restaurant meals, accommodation and vouchers may be subject
to Fringe Benefit Tax (FBT). If the employee can enjoy the entertainment benefit when
he or she chooses, and the benefit is not consumed or enjoyed in the course of
employment duties, then it will likely be subject to FBT. GST is also payable on the
value of FBT.

e Generally FBT does not apply to an event that is on Matamata-Piako District Council’s
premises or for which the time, place and venue are controlled by the Council rather
than the individual.

If a manager is unsure of the taxation implications of a particular payment for or on behalf
of an employee, then they should seek advice from Finance and Business Services.

Non-allowable expenditure

The use of Matamata-Piako District Council’s funds should not be authorised for the
following:

o Entertainment expenses that are, or may be perceived to be lavish or extravagant under
the circumstances

e The purchase of property, goods or services for personal use or for a non-business
reason

e Events to promote or celebrate an election campaign of an individual Councillor or
candidate

o Events to celebrate birthdays, personal anniversaries of employees or elected members
(except for the recognition of long service as covered elsewhere in this policy).

e Food, barista-made coffee or any other refreshments (other than the standard tea,
coffee and milo provisions supplied in our buildings) for routine employee catchups,
team meetings or work breaks.

Potentially allowable expenditure

Basic morning and afternoon tea supplies in the form of tea, coffee, milo, milk and sugar
will be supplied in the tea rooms for staff and elected members use.

Meals or refreshments for employees that have been required to work additional hours
over a mealtime due to an emergency/network recovery situation or for any other justified
business purpose in accordance with the employee’s employment agreement.

Catering may be provided for onsite meetings where the meeting runs for a duration of
more than four hours, or where the provision of a meal is considered necessary to keep
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5.11

5.12

5.13

5.14

5.15

5.16

the attendees present and engaged in the meeting. The total cost per person (including
GST) should not generally exceed:

e $12 for morning/afternoon tea
e $25 for lunch
e $40 for dinner

If a catered lunch or dinner is being provided, then morning or afternoon tea should not
normally also be externally catered unless special circumstances exist. The meeting
organiser may use petty cash to purchase a suitable light snack for the meeting, e.g.
crackers, biscuits, or fruit.

The dollar limits provided for in clause 5.9 and the provision set out in clause 5.10 will also
apply to the provision of catering for Council and committee meetings and workshops.
Catering will be provided for the required attendees of those meetings where the meeting
runs over normal mealtimes.

Meals and/or refreshments for meetings offsite where there is a justifiable business
purpose. The total cost per person (including GST) should not generally exceed:

e $30 for lunch
e $70 for dinner

Expenditure on alcohol for certain Matamata-Piako District Council events or occasions
may be approved at the discretion of the Chief Executive (or Mayor/Group Manager as
appropriate). Council’s Drug and Alcohol and Vehicle policies must be adhered to.

Approval may be given by the Chief Executive (or Mayor/Group Manager as appropriate)
for expenditure related to one-off team celebrations of business achievements, or for team
building exercises. This approval must be sought in advance and be clear on the number
and identity of the participants, the per head budget, and the total allowable cost. The dollar
limits set for per head cost in sections 5.9 and 5.12 of this document should be the upper
limits for per head cost in this case too, and the principles of being moderate and
conservative and having a justifiable business purpose must be met.

Approval may be given for entertainment expenditure or gifts provided to an employee as
an award or prize (e.g., prizes awarded in line with Council’s ‘Cheers’ programme). Such
expenditure shall be reasonable, including having regard to the likelihood that it may be
subject to FBT. The expenditure must be coded to the GL master code 3005 in Council’s
financial systems to enable any FBT to be accounted for.

Approval may be given on an annual basis by the Chief Executive for a maximum amount
per person that Matamata-Piako District Council will contribute towards the cost of Council
hosted Christmas functions (including employees and elected members). The maximum
amount that has been determined in this context as moderate and conservative and
aligned with justified business purpose, will be inclusive of transport, venue, catering,
alcohol, decorating, entertainment and cleaning, and must not exceed $80 per head
including GST. Partners may be invited to attend at their own cost.
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5.18

5.19

6.1

6.2

6.3

6.4

6.5

6.6

6.7

Approval may be given on an annual basis to provide up to $1,500 in total, across Council,
for organisational employee wellbeing, safety or employee recognition initiatives.

Council events

Council currently hosts a number of events (including for example, Citizenship ceremonies,
Anzac Day services, Business Night Out awards, etc.). Attendance at these events, in
order to represent the Matamata-Piako District Council is expected for some elected
members and employees (as determined by the Chief Executive (or Mayor/Group Manager
as appropriate), as well as those involved in the organisation of the event. As such, Council
will cover any costs of admission to the event for these elected members or employees.
Council will not cover the cost for the spouses / partners of these elected members or
employees to attend.

Moderate refreshments and/or alcohol may be provided for elected members, employees
and guests at these events at the discretion of the Mayor or Chief Executive.

Goods and services expenditure — disposal of surplus assets

This section covers the disposing of assets that are not covered by the terms and
conditions of employment or the provisions of any other contract that has been entered
into, e.g. for the renewal of an asset.

Sale of surplus assets — as part of normal business Council will from time to time dispose
of assets. Typically, this is when the assets have become obsolete, worn out or surplus to
requirements. Any disposal must be both transparent and fair, and meet any requirements
for disposal of assets within Council’'s Asset Capitalisation Policy.

The principles of preserving impartiality and integrity are particularly relevant. Council
expects employees disposing of assets not to benefit personally from the disposal. All
disposals are to be handled in a manner that ensures the employee’s personal judgement
or integrity are not compromised.

To ensure transparency, fairness and receipt of best value for Council, the disposal of
assets which have become obsolete, worn out or surplus to requirements, shall normally
be conducted on the open market or by way of trade-in on a replacement asset, unless the
assessed value of the assets are minimal (less than $1,000).

The assessment of market value will be made by the manager responsible for the sale of
that type of asset. The IT Manager will oversee the sale of all computer or electronic
equipment. The Customer Services Manager will oversee the sale of all mobile phones
and accessories, and the Property and Community Projects Manager will oversee the sale
of furniture and fittings.

Surplus vehicles and plant will normally be sold through a vehicle auction house, tender,
or sale by public advertising, and will be the responsibility of the Kaimai Valley Services
Operations Support Manager.

Assets with an assessed market value of less than $1,000 can be sold on a more
discretionary basis after confirming they have no further Council business purpose. Ideally
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71

7.2

these assets would be made widely available for sale to employees at reasonable price on
an open and transparent basis. The weekly staff bulletin would be a means of achieving
both aspects of this — the check of no further council business use and the open and
transparent sale basis. Alternatively other recognised sales or ‘community good’ channels
could be utilised to achieve a disposal while looking to minimise any administrative burden
in the disposal process.

Care should be taken in any clause 6.7 process to ensure good process around the
collection of any sale proceeds. The Finance and Business Services Team will be able to
recommend a suitable process that safeguards Council and any individuals involved. If
staff are purchasing disposed assets any payment should be receipted at a Council
customer services counter and a receipt issued.

Payment for the purchase of assets must be made before possession is taken.

The policy provisions set out in clauses 6.7, 6.8 and 6.9 should also be applied to the sale
of any assets (such as stereos) seized by Council in the course of its noise control
regulatory responsibilities.

Assets with an assessed value over $1,000 will only be offered for sale to employees at
the discretion of the Chief Executive, having regard to the principles above.

Goods and services expenditure — loyalty reward scheme benefits, and impartiality
and integrity

We will preserve impartiality and integrity by ensuring:

o Employees and others making direct procurement decisions for Council do not, in
general, personally receive loyalty rewards as a result of their decisions.

e The selection of suppliers is in the entity’s best interests and is not affected by the
availability or possibility of purchasing privileges for employees and elected members.

Loyalty reward schemes provide benefits to customers who utilise particular suppliers. It is
crucial that employees and elected members do not compromise the impartiality and
integrity of Council spending for personal benefit. Wherever possible and reasonably
practicable if Council is either directly or indirectly paying for the purchase it is Council that
should benefit from any reward. Because Council utilises particular processes, controls
and systems for its spending there should in fact be limited opportunity for employees and
elected members to inappropriately accrue loyalty points for their own personal benefit.
However, in some cases, loyalty points can accrue to a personal account without any
circumvention or breakdown of Council’'s normal processes, controls and systems and
without any reasonable means of Council receiving the reward benefit. Where this is the
case, provided there is no extra cost to Council, and where the personal benefit that comes
from accruing the loyalty points does not influence or incentivise either the spend or the
choice of supplier, the loyalty points can be retained and utilised for personal benefit. A
specific provision is included in clause 3.12 of this document in regard to Air points and
other travel-related loyalty schemes which should illustrate this general provision further.
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9.2

9.3

10.

10.1

Where other rewards or prizes are obtained by chance and without inducement, they will
be the property of Council. If there is no business use for the reward/prize received, it may
become the property of the individual, after consideration in line with Council’s Gift Policy.

Goods and services expenditure — private use of Council assets

Any physical item owned, leased or borrowed by Council is considered a Council asset for
the purpose of this policy. This includes photocopiers, telephones, cell phones, cameras,
any means of accessing the internet, stationery, plant and equipment.

Where the personal use of Council assets by staff or elected members would likely result
in just minimal additional expenditure, wear and tear, potentially negative public
perception, risks to the asset or service capacity, or health and safety issues, then the use
may be agreed by discussion with your manager.

Where the manager considers the personal use of Council assets may result in more than
just minimal additional expenditure, wear and tear, potentially negative public perception,
risks to the asset or service capacity, or health and safety issues, then approval should be
sought from the Chief Executive (or Mayor / Group Manager as appropriate).

The personal use of Council assets should be short-term only, unless otherwise approved
by the Chief Executive (or Mayor / Group Manager as appropriate).

The costs to Council of private use will be recovered, unless it is impractical or uneconomic
to separately identify those costs.

Council assets cannot be used in any private business that any employee or elected
member may operate.

Goods and services expenditure — Council use of private assets

Council may decide that reimbursing employees 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 fully use an asset of the same type if it acquired it directly.
Examples include private motor vehicles, private cell phones and private computers.

The main issue associated with Council’'s use of private assets is the risk of the Council
paying or reimbursing amounts that inappropriately benefit the employee or elected
member. Therefore, pre-approval at the Group Manager level is required. In assessing
the request, the Group Manager will pay particular attention to the principles of a justified
business purpose and preserving impartiality and integrity.

Employees must not approve or administer payments to themselves for the Councils use
of their private assets.

Goods and services expenditure - Private use of Council suppliers

From time-to-time employees may qualify for discount-priced goods for private purchases
through a Council supplier that they would not otherwise be able to access. The Council
expects that the availability of such privileges will not impact on an employee’s decision in
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respect of their choice of suppliers for Council purchases (refer to Managing Conflicts of
Interest Policy). Private use of suppliers must not be taken into account when choosing
Council suppliers. The selection of the suppliers must be in the best interests of the Council
at all times (refer to the Procurement Policy).

Private use of Council suppliers is subject to:
e The use of such privileges being moderate in regard to both value and quantity.

e Any discount being offered by the supplier must be the same discount offered to all
Council employees and not be particular to individual employees.

o Staff utilising any purchasing privileges only for themselves and not for other third
parties, including family and friends.

e Council not being used as a source of credit. Any purchases should be made on a cash
sale basis only with the employee to arrange and pay for the goods and services directly
with the supplier (i.e. the supplier should not invoice Council for the goods/services).

e Council’s resources, including staff time, should not be used to procure goods or
services for employees’ personal benefit

e The private use of Council fuel or store cards is prohibited.

In some circumstances a Council order may cover expenditure with a personal component,
e.g. travel or accommodation booking. In this case, Council will code the personal
component to the on-charging account (19800.1000.1000) and issue an invoice to the
employee for the personal component. Payment to Council should be made as soon as
possible, but at least by the 20th of the month following the invoice date.

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

Employee support and welfare expenditure — clothing and personal protective
equipment (PPE)

Employees must pay for their own clothing other than clothing they are required to wear
as a corporate uniform, or health and safety related clothing and/or PPE.

Group Managers will determine what teams or individual staff are required to wear a
corporate uniform, and the nature of that uniform, with consideration of levels of public
interaction, practicality, prudent cost, and any organisational guidelines. Where a corporate
uniform is determined to be appropriate, the manager will approve purchase of the
uniforms as necessary.

Any health and safety related clothing or PPE requirements must also be agreed by the
Group Manager, again considering the prudence of the need for the clothing and/or PPE,
and any organisational guidelines, and the manager then approving purchase consistent
with that determination.
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Employee support and welfare expenditure — care of dependants

The care of dependants is a personal expense of the employee. In exceptional
circumstances such as when the employee is unexpectedly required to perform additional
duties at very short notice, the Chief Executive may authorise the reimbursement of actual
and reasonable costs.

Employee support and welfare expenditure — remote working / home office
expenditure

Reimbursement for home internet, power, or other utility costs will generally not be
provided except in exceptional circumstances approved by the Chief Executive.

Where, due to exceptional circumstances, an employee is required to work remotely due
to Council direction (rather than by choice), reasonable equipment costs may be covered
following written approval from their manager and the Chief Executive (or Mayor/Group
Manager as appropriate).

Employee support and welfare expenditure — farewells and retirements

Expenditure on farewells and retirements includes spending on functions, gifts and other
items when employees or elected members are leaving or retiring from Council.

Most farewell functions will be provided at the cost of the employee leaving with assistance
from their close work mates or team / group. Farewell gifts will be organised by a work
mate and funded by work mate contributions. Other than where the Chief Executive has
used their discretion, as outlined below, there will be no cost to Council for farewell
functions or gifts.

Council spending / contribution to farewells or retirements is allowable at the discretion of
the Chief Executive (or Mayor/Group Manager as appropriate), on a pre-approved basis,
and with regard to the number of years of service completed with Council. This would not
normally be considered unless the employee concerned has at least 30 years of well-
regarded service with Council.

Expenditure on farewells and retirements should not be extravagant or inappropriate to the
occasion. In the rare circumstances that a Council contribution is approved under clause
14.3 the Council contribution should be limited to a fairly simple morning tea for an
appropriately chosen audience and a gift, or a contribution to a gift, of no greater cost than
$200 excluding GST. The principle of moderate and conservative expenditure is
particularly relevant.

Employee support and welfare expenditure — recognition of long service

Expenditure on the recognition of long service includes spending on functions, gifts and
other items when employees or elected members have completed a significant number of
years of service with Council.
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15.3

16.

16.1
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17.2
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to the occasion. The principle of moderate and conservative expenditure is particularly
relevant.

For every tenth year of service from 20 years onwards, the employee will be invited to a
morning tea with the Mayor and Councillors, Chief Executive, Group Manager and their
Manager to acknowledge their service. They will be invited to bring their spouse/partner
and a small number of work mates. The employee will receive a certificate recognising the
service and a gift to the value of $250 excluding GST.

Employee support and welfare expenditure — sponsorship of employees or others

Utilising ratepayer funds for sponsorship must have a justified business purpose, which
could include the promotion of Council’s objectives. The cost to Council must be moderate
and conservative.

Any sponsorship should be within existing budgets and must be moderate. Any
sponsorship provided by Council must be pre-approved by the Chief Executive.

Other types of expenditure — donations

A donation is a payment (money or by way of goods or services) made voluntarily and
without the expectation of receiving goods or services in return.

Council must ensure that any donations gifted to a third party are transparent and subject
to appropriate scrutiny.

Donations may be appropriate in circumstances where:

e There is a clearly identified relationship between the Council and the recipient of the
donation; and

e |t can be clearly demonstrated that the donation or gift satisfies the compliance
obligations of this policy and is justified in terms of its alignment with the Council’s
objectives.

For donations, Council requires these to be:
e lawful in all respects

e made to a recognised organisation (not to an individual) by normal commercial means
and non-political

o for donations of money, these should be paid directly to the recipient’s bank account,
following completion of a ‘Request for payment to a supplier’ form, setting out the
rationale for the donation, and be approved by the Chief Executive.

e for donations of goods or services, a journal request form should be completed
(recognising the donation as an expense coded to resource 622), and supporting
documentation attached including the rationale for the donation, approved by the Chief
Executive.

o disclosed in aggregate in the Council’s annual report (i.e. coded to resource 622).
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Other types of expenditure — koha

Koha is a gift, a token, or a contribution given on appropriate occasions in the context of
Maori tikanga, and without the expectation of receiving goods or services in return. It could
include money, vouchers or goods and services.

It is important to note that in Maori tikanga, koha is as much about the act and timing of
giving as it is about the dollar value.

Council must ensure that any koha gifted to a third party is transparent and subject to
appropriate scrutiny.

The gifting of koha may be appropriate in circumstances where:

There is a clearly identified relationship between the Council and the recipient of the
koha; and

It can be clearly demonstrated that the koha satisfies the compliance obligations of this
policy and is justified in cultural terms.

For payments of koha:

General

No payment is to be made as “koha’ (i.e. tax free) when the actual circumstances
surrounding the payment carry an obligation to pay tax (e.g. goods / services are being
provided). It must be an unconditional gift.

Any koha given on behalf of Council should reflect the occasion and Council’s relations
with Tangata Whenua.

When employees or elected members are attending a gathering / cultural event in a
personal capacity, then any koha will be the personal responsibility of the employee or
elected member concerned.

If there is a group or collective of Council representatives, only one koha should be
given that represents the Council as a whole.

Payment will often be made to a recognised organisation (e.g. a Marae Committee
holding a function) but may also in some circumstances be made to an individual (e.g.
on attendance of a tangihanga, koha may be paid to the family of the deceased).

Approval of koha and form of payment

Payment, whether it be by bank payment or cash, can be requested following
completion of a ‘Request for payment to a supplier’ form, setting out the rationale for
the koha, and be approved in accordance with the koha approval process map. As much
advance notice as possible should be provided, recognising that in some circumstances
such as tangihanga, the opportunity for advance notice will be limited.

Ideally the intended recipients should be asked to provide verification of their bank
account, and payment should be made directly to the recipient’s bank account. In this
case, the act of giving the koha at the function can still be achieved by presenting a
certificate / letter informing the recipient that funds have been deposited into their bank
account.
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18.7

18.8

18.9

19.

19.1

19.2

19.3

19.4

20.

201

e Cash should not be used for koha unless necessary. This recognises security concerns
as well as practical difficulties with no bank in Te Aroha. However, it is also recognised
that koha in cash is sometimes the most culturally appropriate means of providing the
koha, especially when offered at the time of a pdwhiri, hui, or tangihanga.

Any koha should be within existing budgets and must be moderate and conservative in the
circumstances.

When determining the appropriate amount for koha, the guidance in the koha approval
process map must be followed and consideration should be given to:

¢ The significance of the occasion

e The mana of those involved

e Precedent from previous similar occasions
e The number of Council attendees

e Council's relationship with the recipients

e Regional and cultural expectations

All koha should be coded to resource code 429 with a description that includes the details
of the recipient, and a brief description field for context (e.g., “tangihanga for kaumatua of
mana whenua iwi”) so the cultural reasoning is visible in our records.

Cultural advice should be sought from appropriate staff or community representatives
when uncertainty exists about koha protocols or amounts.

Other types of expenditure — communications technology

Communications technology such cell phones, telephones, and email and internet access
is widely used in the Council workplace. While some personal use of this technology may
be unavoidable, excessive use incurs costs, including lost productivity to Council. Where
it is administratively possible and cost-effective Council will require reimbursement of
personal use.

Council’'s policies on general and personal use of communications equipment are
contained within Council’s Computer User Form and Employee Handbook.

Excessive use will be monitored by managers and reported to the Executive Team as soon
as practical.

Elected members may claim an Information or Communication Technology allowance in
accordance with the provisions set out in the Local Government Members (Local
Authorities) Determination that is current at the time.

Other types of expenditure — gifts and prizes

A gift is usually given as a token of recognition of something provided by the recipient or
may be given as a tribute (for example flowers given on the passing of an immediate family
member). A prize may be provided as an incentive to encourage participation.
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20.2

20.3

20.4

20.5

20.6

20.7

20.8

21.

21.2

Gifts given to employees or elected members for long service or on retirement are covered
in sections 14 and 15 of this policy.

On the passing of an immediate family member or spouse/partner of an employee or
elected member, a request can be made to the PSW team to send flowers (up to a
maximum value of $100 including any delivery fee), or to arrange a donation in lieu of
flowers (see section 17). It must be arranged centrally by the PSW team to avoid
duplication.

The giving of gifts and prizes must be appropriate, transparent and reasonable. All
expenditure must be pre-approved in writing (where practical) by your manager, and the
expense or reimbursement must always be supported by clear documentation. This
documentation must identify the reason for the gift or prize, the intended recipient (if known
at that stage), the number and value of the prizes to be awarded (if applicable) and the
specific business purpose for the expenditure.

The giving of any other gifts or prizes of more than $50 (including a total cumulative spend
of more than $50 on multiple smaller gifts or prizes for the same business purpose)
requires the pre-approval of the Group Manager, Chief Executive or Mayor.

Any gifts or prizes awarded to employees should be coded to the GL master code 3005 in
Council’s financial systems to enable any FBT to be accounted for.

Any prizes awarded to the public as part of a promotion should be coded to activity budgets
using resource code 425.

The receiving of a gift or prize is not strictly sensitive expenditure however it can be a
sensitive issue. Receiving cash gifts is unacceptable in any circumstances. Other specific
requirements in regard to the receiving of gifts are covered in Council’s Gifts Policy.

Issue and operation of Council credit cards, store purchasing arrangements and
fuel cards

Using credit cards, store purchasing arrangements and fuel cards are a common method
of payment for sensitive expenditure. Another common method, p-cards (purchase cards),
is not utilised by Council.

Credit cards

The issue of credit cards is tightly restricted, with just three cards currently on issue. These
are:

Credit Limit
Total Council Credit Limit $20,000
Allocated to:
Accounting Systems Team Leader $15,500
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Mayor & Executive Support Team Leader $3,500
District Library Manager $1,000
21.3 Should the need for an additional credit card, or an adjustment to Council’s credit limit

214

215

216

21.7

21.8

21.9

arise, a business case should be submitted to the Executive Team for consideration. The
Chief Executive may approve the issue of additional cards (and limits) or an adjustment to
an existing limit where they are satisfied that doing so will lead to administrative efficiencies
while not exposing the organisation to undue risk. The Chief Executive or Group Manager
Corporate, People & Relationships, may, on request from the Finance and Business
Services Manager, approve a change in the allocation of Council’s credit limit between
existing allocated cards. This will normally be a temporary change of allocation between
the existing cards to cover a large payment.

The cards are only allowed to be used for:
¢ International and online purchases

e Purchases / registrations / subscriptions where credit card is the only reasonably
practicable payment option in the circumstances.

Credit card payments must be requested in advance of payment using the ‘Request for
payment to a supplier form and authorised in accordance with normal financial
delegations. Approvers must consider the value of the purchase in New Zealand dollars
to ensure delegations are adhered to.

All credit card transactions must be supported by taxable supply information (where
appropriate) or other original documentation to explain and corroborate transactions.

Note that in limited circumstances, the documentation may not be available until after the
payment is made, at which point it should be attached to the payment request form. Any
significant variances to the amount approved on the request for payment form should be
noted and retrospectively approved by the original approver (if total is still within financial
delegation).

A detailed reconciliation of supporting documentation for each credit card is to be done in
the first instance by the cardholder before forwarding all documentation to the Finance and
Business Services Manager for review and approval in the Authority financial system.

In reviewing these reconciliations, the Finance and Business Services Manager should be
vigilant of:

- Unusual transactions, merchants or spending patterns
- Transactions near card limits

- Weekend / holiday transactions

21.10If concerns are identified these must be immediately followed up on to ensure adequate

explanation and / or if necessary to initiate the reporting required under Council’s
‘Preventing Fraud and Corruption Policy’.
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21.110n the card holder’s cessation of employment, the card will be returned to the Finance and
Business Services Manager who will cancel the card with the bank and destroy the card.

21.12The use of Council credit cards for private expenditure or for cash advances is not
permitted under any circumstances.

21.130nline purchasing decisions must follow the same principles as other sensitive
expenditure. Before making online purchases:

Confirm that online purchasing is the most cost-effective option

Verify the legitimacy and security of the website/vendor

Ensure appropriate pre-approval has been obtained

Credit card details must not be saved on internet websites for future purchases

Print and attach all receipts and confirmations to the ‘Request for payment to a supplier’
form

Clearly document the business purpose of the purchase on the payment request form.

Store Purchasing Arrangements

21.14Council has some store purchasing arrangements in place with local retailers:

e Four Square Te Aroha — account number is quoted.
¢ New World Morrinsville — account number printed on authorisation cards.
¢ Bunnings — store charge cards

e The Warehouse — BizRewards cards

21.15These cards are only issued to a limited number of named staff with details of any card
issued recorded on a register held by the Finance and Business Services team. Credit
limits are restricted to what is required for practical operational purposes and this detail is
also held by Finance and Business Services. The Four Square Te Aroha account is
restricted and only available on an as-needed basis, after approval of that use, perhaps on
an ongoing basis, by a Group Manager.

21.16The following requirements apply to these arrangements:

All purchases made using these arrangements should only be for minor, or ad hoc or
emergency purchases. All major, non-urgent, purchases should be planned and follow
the usual procurement and approval processes.

Receipts should be obtained for all purchases made using store account arrangements
and sent to Accounts Payable within three (3) working days, with appropriate coding
and explanation for expenditure provided as appropriate. For store charge cards,
purchase orders should be subsequently raised within the Authority system for all
purchases.

26

Attachments

Page 32

Item 7.4

Attachment B



3
Komiti o te Morearea me te Timaru | Risk & Assurance Committee 9“

30 September 2025 clanare ekl

district council

21.17 A reconciliation for the store account purchasing arrangements is done by the FABS team
utilising the transaction dockets. Each reconciliation must be approved on a one-up basis
by the Accounts Payable Team Leader or higher.

21.18In preparing and reviewing these reconciliations the staff members concerned should be
vigilant of:

- Unusual transactions or spending patterns
- Transactions near card limits
- Weekend / holiday transactions

21.191f concerns are identified these must be immediately followed up on to ensure adequate
explanation and / or if necessary to initiate the reporting required under Council’s
‘Preventing Fraud and Corruption Policy’.

Fuel Cards

21.20BP and Z fuel cards, specific to a vehicle, are held in each vehicle. Each fuel card is
restricted to the fuel type for that vehicle and purchases of engine oil. In addition a small
plant and emergency fuel card is held at a service station in each of the three towns.

21.21The cards must only be used for the vehicles they are allocated for and where the small
plant and emergency cards are used the purchase must be signed for detailing what plant
or vehicle they were used for. Where purchases are not signed for, KVS fleet staff utilise
GPS tracking reports to identify what vehicle or plant the purchase relates to. This is
important in ensuring that all transactions are properly coded to the correct vehicle or plant
asset code in Council’s financial systems.

21.22The KVS fleet staff carry out a comprehensive reconciliation of the fuel card invoices and
the CSV files that are imported into the Authority financial system. This ensures that all
data is correctly coded to the correct vehicle / plant. When complete the process
documentation is signed by the KVS Manager before forwarding to FABS for entry into the
Authority financial system.

21.23In preparing and reviewing these reconciliations the staff members concerned should be
vigilant of:

- Unusual transactions or spending patterns including weekend / holiday transactions or
purchases from out of region service stations

- Transactions near card limits

- Unexpected fuel types being charged to fuel cards (this risk should already be minimised
due to the fuel type restriction)

21.241f concerns are identified these must be immediately followed up on to ensure adequate
explanation and / or if necessary to initiate the reporting required under Council’s
‘Preventing Fraud and Corruption Policy’.
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Regular internal audits

21.25Internal spot audits of credit card, store purchasing and fuel card transactions will be
conducted six-monthly by the Procurement Specialist, with findings reported to the Risk
and Assurance Committee.

21.26The importance of this internal audit is that it is carried out by a person not normally
involved in these transactions and forms a key part of the fraud assessment framework.

21.27Particular focus should be placed on the appropriateness of the type of transactions on the
credit cards and store purchasing accounts including consideration of whether more
appropriate procurement methods should have been used.

21.28Consideration should be given to each credit card holder's continuing need for a card and
their current limit.

21.29There should also be focus on the risk of personal transactions being carried out using
these mechanisms, including (with the fuel cards) sample-based consideration of the
reasonableness of the volume of fuel purchased over a period of time given the expected
metric of litres per 100kms for that particular vehicle.

22. Sustainability Considerations in Expenditure Decisions

22.1 When making sensitive expenditure decisions, consideration should be given to
sustainability implications, including:

e Environmental impact

e Social responsibility

e Long-term cost implications

o Alignment with Council's sustainability objectives

22.2 Where multiple options exist, preference may be given to more sustainable alternatives
even if they incur marginally higher costs, provided they still represent value for money and
can be justified as appropriate expenditure of public funds.

22.3 Disposal of surplus assets should prioritise reuse and recycling where practical, with
sustainability considerations documented in disposal decisions.
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Relevant forms

The current forms can be found in Content Manager - search by title of the form or CM number

as noted below.

Appendix 2

Form Use when Submit
completed
form to

Learning and Development Submitting a request for learning and PSW

Request (CM 2807493) development and associated travel

arrangements

Travel Arrangements Request Submitting a request for travel PSW

(not associated with Learning arrangements, not associated with

and Development) learning and development. This would

(CM 2385919) usually apply to elected members,

executive and other staff representing
Council at meetings and working parties.

Request for payment to a Making payments to suppliers that: FABS -

supplier e need to be paid by Visa or Accounts

(CM 2184371) International telegraphic transfer, | Payable

or

e require payment outside of
Council’s normal monthly
payment run.

Request for reimbursement Requesting reimbursement of expenses | FABS -

(CM 2777648) to staff including mileage. Accounts
Payable

Elected Member Claims — these are now made via the Portal
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To minimise the cost of borrowing used to fund the capital development of the
Community’s assets

Our vision is

Council’'s commitment is to:

Council’s commitment

Minimise our long term borrowing costs within approved risk parameters
Minimise our exposure to adverse wholesale interest rate and credit margin
movements, maturity and interest rate re-pricing concentrations

Maintain appropriate liquidity levels and manage cash flows to meet known
and reasonable unforeseen funding requirements.

Minimise exposure to credit risk

Comply with, monitor and report on financing/borrowing covenants and ratios
under the obligations of our lending/security arrangements and this policy
Comply with the requirements of the Local Government Act 2002

Management of borrowings

Council will:

Consider and approve its forecast borrowing requirements by approving its
Long Term Plan and each Annual Plan.

Manage financial assets and debt on a net portfolio basis (borrowings less cash
instruments).

Prudently and effectively manage borrowings and liabilities having regard to:
- Interest rate and credit margin exposure

- Liquidity and funding exposure

- Counterparty credit exposure

- Debt repayment

- Borrowing limits and financial covenants

- Security arrangements

(Procedural guidance on each of these matters is set out in appendix one).
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o Delegate authority to the Chief Executive Officer to initiate any actions in terms
of this policy, including the authority to execute any documents on behalf of
Council.

This policy covers internal and external borrowings. Any other Council liabilities are
managed in the course of the Council’s day-to-day operations.

Borrowing limits

Council will:
. Ensure that the following parameters are not exceeded:
Item Borrowing [limit] -7 ¢ d [BJ2]: We have presumed there is no need to
Net external debt' as a percentage of total revenue? <175% ~_ | change these LGFA limits.
Net interest® on external debt as a percentage of total revenue <15% h
Ci d 3
Net interest on external debt as a percentage of annual rates <20% { [ER3R2J:Confirmed ]
income* (debt secured under debenture)
Liquidity: (Liquid investments + external debt + unutilised committed >110%
debt facilities) / external debt

Interest rate exposure

Movements in interest rates can affect Council’s financial performance and funding
requirements. Interest rate risk management seeks to minimise interest costs and
risks as interest rates change.
To manage interest rate risk on debt Council will:
¢ Utilise mechanisms including
o setting risk control limits on fixed and floating rates
o setting risk control limits on the use of interest rate instruments (under
the guidance of independent external advisors) on a portfolio basis

1 Net external debt is defined as external debt less liquid financial assets and investments. Liquid financial
assets and investments are defined as cash, bank deposits and any fixed interest and equity investments
that are held for other than strategic purposes._For LGFA reporting purposes borrower notes are deducted
from external debt to determine net external debt.

2 Revenue is defined as earnings from rates, government grants and subsidies, user charges, interest,
dividends, financial and other revenue. Revenue excludes non-government developer contributions and
vested assets (including found assets and the revaluation of derivatives and assets).

3 Net Interest is defined as the amount equal to all interest and financing costs less interest income for the
relevant period.

4 Annual Rates Income is defined as the amount equal to the total revenue from any funding mechanism
authorised by the Local Government (Rating) Act 2002 together with any revenue received from other
Local Government Authorities (LGAs) for services provided and for which the other LGAs rate.
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Liquidity and funding

Financial assets and funding sources need to be managed to ensure that Council can
meet all of its obligations as they fall due.
Council will:
e Utilise mechanisms to manage liquidity and funding risk including:
o cashflow management and forecasting,
o maintenance of unutilised committed stand-by and debt facilities and
liquid funds,
o having risk control limits that enforce spreading of funding maturities,
o pre-funding of existing and forecast debt requirements,
o accessing long term debt where available and cost effective, to assist
with spreading of term profile of funding risk

Credit exposure

Prudent credit management can reduce Council’s risk of loss from a counterparty
failing to meet its obligations. Liquidity risk for borrowings is relevant for the undrawn
portion of any committed, stand--by or bank-debt facility, where the counterparty has a
contractual obligation to provide funds to Council. Credit exposure from derivative and
other financial contracts relates to the default of the counterparty leading to non-
payment of their contractual obligations. To manage these risks, Council will:

e Set limits on the acceptable credit rating for counterparties.

e Ensure legal documentation is independently reviewed by Council’s legal

counsel.

Debt repayment

Council will:
e Make debt repayment decisions driven by Council’s liquidity profile, contractual
terms, debt levels and sustainable funding needs. External debt is managed on
a net portfolio basis.
e Only borrow externally when it is commercially prudent to do so.
o Determine the cashflows to be used for the repayment of debt or reduction in
borrowing requirements.

Security for debt

Council will:
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o Offer security over borrowing by way of a charge over rates and rates revenue
through the Debenture Trust Deed.

e From time to time, may offer alternative security over specific assets, with
approval by Council and Trustee.

Source of funds
Council considers the following to be appropriate sources of funds:

e any New Zealand registered bank of suitable credit worthiness (as defined within
the credit exposure section of the policy)-

e Council reserves, special funds, or surplus cash available for internal borrowing

e borrowing secured by the Debenture Trust Deed-

e lease to own arrangements — the counter parties shall be the open market

e Council issued commercial paper and bonds to the New Zealand Local
Government Funding Agency (LGFA), LGFA stand-by facilities that is secured by
the Debenture Trust Deed.

Financial support and lending activity to Council Controlled Organisations
(CCO) and Council Controlled Trading Organisations (CCTO)

B i forCouncil Controlled O
= )

Controllod Trading Oraanisations.

and-Council

To better achieve its strategic and commercial objectives, Council may provide
financial support in the form of:

e Guarantees, subscribing for shares as called or uncalled capital provided to a
wholly owned or multi-council owned CCO upon Council approval.

Guarantees of financial indebtedness to CCTOs are prohibited, but financial
support may be provided by subscribing for shares as called or uncalled
capital. Council does not lend money, or provide any other financial
accommodation, to a CCTO on terms and conditions that are more favourable
to the CCTO than those that would apply if Council were borrowing the money
or obtaining the financial accommodation, without charging any rate or rate
revenue as security.

e Ddebt funding directly or indirectly to CCO/CCTO’s. Indirect lending is where
the CCO/CCTO becomes a member of the LGFA and Council provides the
financial support.

1pn||nni| gt X7 of fi ial-indebted to CCTO's-are pr hibited—but-financial

support-may—be—provided-by—subseribingfor—sh as—ca
ribing—for—shares—as—ea

[}
D
D
R
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Any financial support or lending arrangement to a CCO or CCTO must be approved by
Council.

All lending arrangements must be executed under legal documentation (e.g. loan,
guarantee) reviewed by Council’s independent legal counsel and approved by Council.

New Zealand Local Government Funding Agency Limited (LGFA)

Despite anything in this Policy, Council may borrow from the LGFA and, in connection
with that borrowing, may enter into the following related transactions to the extent we
consider necessary or desirable:

e Contribute a portion of our borrowing back to the LGFA as an equity contribution
to the LGFA. For example, in the form of borrower notes.

e Provide guarantees of the indebtedness of other local authorities to the LGFA and
of the indebtedness of the LGFA itself.

e Commit to contributing additional equity (or subordinated debt) to the LGFA if
required.

e Secure our borrowing from the LGFA and the performance of other obligations to
the LGFA or our creditors with a charge over our rates and rates revenue.

e Subscribe for shares and uncalled capital in the LGFA.

Financial exposure to the LGFA is to be reviewed annually and reported to the Audit
and-RiskRisk and Assurance Committee and Council.

Management procedures, reporting and policy review

The Group Manager Busi Suppert-Corporate, People and Relationships will:

e Approve documented treasury and operational procedures for borrowing activities,

which will be administered by the Finance and Business Services Manager.

The Chief Executive Officer will:
e Ensure reporting requirements set out in appendix one of this policy are met.Repert

The Risk and Assurance Committee will:

- {Commented [BJ4]: Included in above bullet point. ]
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e Formally review this policy at least every three years (in line with the review of the
Long Term Plan), or more often as necessary to respond to legislative or other
changes.-

Council will:

+—Receive recommendations from the Risk and Assurance Committee and review
and adopt this policy at least every three years (in line with the review of the Long
Term Plan), or more often as necessary to respond to legislative or other changes.

ow-of Torm Plan.
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Appendix one
LIABILITY MANAGEMENT POLICY PARAMETERS

Interest rate exposure
Objective

To manage and minimise our costs and risks arising out of interest rate movements
associated with our borrowing activities.

Policy parameters

Forecast gross core external debt is the amount of total core external debt that is
expected to remain outstanding for a period greater than one year. When approved
forecasts are changed (signed off by the Group-ManagerBusiness-Suppert-Group
Manager Corporate, People and Relationships or equivalent), the amount of interest
rate fixing in place may have to be adjusted to ensure compliance with the policy
minimum and maximum limits.

The Group Manager Corporate, People and Relationships Greup-ManagerBt
Suppert—can consider and approve alternative debt forecast scenarios that make
assumptions around such matters as, the delivery and timing of the capital expenditure
programme and transition to Waikato Waters Limited, Local-Waters Done-Well-when
designing the interest rate hedging strategy. However, the interest rate risk position
is measured and reported against the base debt forecast approved by the Group
Manager Corporate, People and Relationships. Greup—Manager—Business
Support.

Exposure to interest rate risk is managed and mitigated through the risk control limits
below. Council’s forecast gross core external debt should be within the following
fixed/floating interest rate risk control limits.
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