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1 INTRODUCTION

As Accounting Officer, the Chief Executive of the Maze Long Kesh Development Corporation
(MLKDC) has responsibility for maintaining a sound system of internal control that supports
the achievement of the overall policies, aims and objectives of MLKDC, whilst safeguarding
public funds and assets.

This Financial Policies and Procedures manual sets out the system of internal controls within
MLKDC.

1.1 Background

MLKDC was established by the Strategic Investment and Regeneration of Sites (Maze/Long
Kesh Development Corporation) Order (NI) 2011, an order issued under the Strategic In-
vestment and Regeneration of Sites (NI) Order 2003, hereatfter referredto as the 2003 SIRS
Order. MLKDC's full designated powers took effect from 10 September 2012, with the ap-
pointment of the Chairman and Board.

For financial and policy/administrative purposes MLKDC is classified as an executive Non -
Departmental Public Body of The Executive Office (TEO) and for national accounts purposes
MLKDC is classified to the central government sector.

MLKDC is therefore under the direction and control of TEO, and is financed from within
TEO’s Departmental Expenditure Limit (DEL). The Board of MLKDC is accountable, through
its Chair, to the First and deputy First Minister.

MLKDC does not carry out its functions on behalf of the Crown, it does not enjoy Crown im-
munity, and the property it holds is not held on behalf of the Crown.

1.2 Roles & Responsibilities
MLKDC's statutory object is defined under Article 16(1) of the 2003 SIRS Order, and it is:
to securetheregeneration of the Maze Long Kesh site.

The 2003 SIRS Order defines the means by which this is to be achieved, or such of them as
MLKDC deems appropriate, under Article 16(2), as the following:

¢ bringing land and buildings into effective use;

e encouraging public and private investment and the development of industry and
commerce;

e creating an attractive environment;
e ensuring that social, recreational, cultural and community facilities are available.

The functions, duties and powers of MLKDC are set out in Schedules | and Il of the 2003
SIRS Order. For the purpose of achieving its statutory object, MLKDC is empowered by Ar-
ticle 16(3) to undertake the following functions:
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a)

b)

c)
d)
e)

f)

9)
h)

hold, manage and dispose of land and other property;

carry out the development or redevelopment of land, including the conversion or
demolition of existing buildings;

carry out building and other operations;
provide services and facilities;
act with other persons, whether in partnership or otherwise;

give financial assistance to other bodies or persons doing or intending to do specified
works in line with its objects, or anything which the MLKDC considers will benefit its
site;

carry on any business or undertaking;
carry out studies, investigations and research; and

generally do anything necessary or expedient for the purposes of its object or for
purposes incidental to those purposes.
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2 FINANCIAL POLICY FRAMEWORK

2.1 Introduction

The Financial Policies of MLKDC have been formulated with reference to the policy and leg-
islative framework within which it has been created. These include:

e The Northern Ireland Public Procurement Policy (NIPPP);

o The Strategic Investment and Regeneration of Sites (NI) Order 2003 and the Strate-
gic Investment and Regeneration of Sites (Maze/Long Kesh Development Corpora-
tion) Order (NI) 2011; and

¢ MLKDC’s Management Statement and Financial Memorandum (jointly referred to as
MSFM).

The Board of MLKDC are required to make sure policies and procedures that will ensure the
efficient and effective operation of MLKDC while ensuring that all necessary Corporate Gov-
ernance requirements have been adequately met.

2.2 Management Statement

The Management Statement sets out the broad framework within which MLKDC will operate,
including the rules and guidelines relevant to the exercise of MLKDC’s functions, duties and
powers. The table in Appendix 1 lists the key requirements for financial policies as definedin
the Management Statement.

2.3 Financial Memorandum

The Financial Memorandum sets out in greater detail certain aspects of the financial provi-
sions that MLKDC is required to observe. The table in Appendix 2 lists the key requirements
relating to financial policies that are contained in the Financial Memorandum.

2.4 Risk Register

The accounting records should meet the requirements for security and integrity of data as
laid down in the Department of Finance (DoF) Guidance on Corporate Governance and Sys-
tems of Internal Control. There should also be adequate controls over cash and resourcesto
reduce sufficiently the risk of under or over spending of approved budgets. MLKDC’s risk
register is updated regularly. It describes each risk, what the current controls are in place to
mitigate the risk, the MLKDC official responsible for monitoring the risk and any action re-
quired.
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3 FINANCIAL POLICIES

3.1 Introduction

MLKDC has established Financial Policies that address areas of risk as well as operational
efficiency and effectiveness. This document intends to act as a reference point detailing all
Financial Policies that have been approved by the MLKDC Board.

3.2 MLKDC Corporate and Business Planning Process

Consistent with the timetable for public spending reviews, MLKDC normally submits to TEO
a draft corporate plan, covering three years ahead, and a business plan for the year immedi-
ately ahead, on an annual basis. MLKDC agrees with TEO the issues to be addressed in
the plans and the timetable for their implementation and delivery. The plans reflect MLKDC’s
statutory duties and within those duties, the priorities set from time to time by TEO Ministers.
In particular the plans demonstrate how MLKDC contributes to the achievement of the Exec-
utive’s Programme for Government (PfG) outcomes and TEQ’s targets.

These plans are approved by the Board and, following approval by TEO, will be made avail-
able to the public via the MLKDC website (ww.mazelongkesh.com).

The Business Plan will typically include, for the relevant 1-year period:
e Key objectives, associated performance targets and the strategy for achieving them;
e Forecast ofincome and expenditure;
e Forecast efficiency savings;
e Alternative scenarios to take account of uncertainty.
The Corporate Plan should typically include, for the relevant 3-year period:
e Strategic context, Vision;
e Themes and planning assumptions underpinning MLKDC’s activities;

e Strategic Objectives, Key Targets, Priorities and Summary Resources;

3.3 Budgeting Procedures

Each year, in light of decisions by TEO on the MLKDC corporate plan, the Department will
send to MLKDC:

¢ A formal statement of any funding provision planned by TEO as approved by the Min-
ister in the light of competing priorities across the department; and

e A statement of any change in policies affecting MLKDC.

MLKDC’s approved annual Business Plan will take account of its approved funding provision
and any other forecast receipts, and will include a budget of estimated payments and re-

4
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ceipts, together with a profile of expected expenditure and of draw-down of departmental
funding and/or other income over the year.

3.4 Accounting System

MLKDC currently operates a computerised accounting system and business case register.
The computer system used is Sage 200 with the added benefit of the Project Accounting
module. IT Assist hostthe MLKDC Virtual Server. The financial management system will be
backed up by IT Assist each day, with separate weekly and monthly backups also taken.

3.5 Reporting Performance

MLKDC produces monthly management resource accounts. These are reviewed by the CEO
and presented to the Board regularly; a copy is also available for TEO. Under paragraph
3.6.3 of the MSFM, MLKDC is required to reportto TEO on its progress in helping to achieve
TEQ’s policy objectives. This operational report meets the requirements and covers perfor-
mance against the business plan approved by TEO. An agreed template is used each quar-
ter.

At the end of each financial year, MLKDC publishes an annual report of its activities, togeth-
er with its audited annual accounts. The Northern Ireland Audit Office (NIAO) carry out the
annual external audit and presents a Report to Those Charged with Governance (RTTCWG)
to the Board, outlining any weaknesses found during the course of their audit.

3.6 Internal Audit

MLKDC has established arrangements with an external firm of Chartered Accountants for
the provision of internal audit services. This is in accordance with Treasury’s Government
Internal Audit Standards adopted by the Department of Finance (DoF) with effect from 1
April 2013. This was further revised with effect from 1 April 2016.

The audit plan is prepared by the internal audit provider in conjunction with the Chief Execu-
tive and approved by the Audit & Risk Assurance Committee each year. Any Internal Audit
reports produced are presented to the Audit & Risk Assurance Committee for review.

3.7 VAT

MLKDC is VAT registered in relation to its VATable activity. MLKDC’s VAT registration
number is GB152 8801 10.
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4 INCOME

4.1 Grantin Aid

As stated above, MLKDC receives a formal statement from TEO outlining the year ahead
funding provision. In order to meet liabilities as they arise, MLKDC must request, on a regu-
lar basis, a draw-down from these funds.

The Director of Finance and Corporate Services reviews the cash balance on a regular ba-
sis. An estimate is made of the current liabilities of MLKDC, including trade creditors and
accrued expenditure. This estimate of current liabilities is then taken away from the cash
balance of MLKDC and a draw-down request is prepared for the shortfall.

The CEO reviews all requests for draw-downs and signs the request as authorisation; a copy
is taken along with the supporting documentation and retained on file. The originals are e-
mailed to TEO.

The Finance Manager is responsible for ensuring adequate funds are kept in the bank to
meet liabilities as they arise and that MLKDC complies with the British Standard for Achiev-
ing Good Payment Performance in Commercial Transactions (BS 7890), and with the Late
Payment of Commercial Debts (Interest Act) 1998 as amended and supplemented by the
Late Payment of Commercial Debt regulations 2002.

4.2 Other Income

Although the majority of MLKDC’s income comes in the form of Grantin Aid, a small propor-
tion arises from other sources, including:

e Payments due under licence and development agreements with tenants on site;
¢ Recharging of certain activities on the site; and
e Recharging of staff, where seconded to other organisations on other duties.

Any income that is to be charged, is emailed to (copied to the Director of Finance & Corpo-
rate Services of the charge) to the Finance Officer who raises the sales invoice to the rele-
vant body, posts to the sales ledger, and posts / emails to the relevant body for payment.

4.3 Receipts

It can take approximately two weeks after the request for draw-down has been submitted to
TEO for the monies to be transferred into MLKDC’s bank account. A remittance advice slip
is received from TEO which is entered onto Sage by the Finance Officer.

Receipts from sales invoices can be received either by cheque or paid direct into MLKDC'’s
bank account. Where a remittance advice is received from the relevant body, this will be
entered onto the sales ledger by the Finance Officer.
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MLKDC’s bank account is reviewed by the Finance Manager on a monthly basis. Receipts
consist of Grant-in-aid from TEO and other sales invoices. Any lodgements greater than two
weeks old are investigated. A monthly review is carried out to identify any debtors.

A reconciliation of the debtors report to the debtors control account is completed, an investi-
gation of debts greater than one month old is performed and reminders are issued if re-

quired.

4.4 Post

MLKDC'’s post is opened daily by the Finance Officer, and distributed to the appropriate per-
son. All receipts are recorded in a receipts ledger.
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5 EXPENDITURE

5.1 Scope

All expenditure (outside of salaries, security and normal day to day accommodation costs)
should be supported by an approved business case, in line with the delegated limits outlined
at Appendix 3, before procurement decisions are taken.

Following business case approval, all procurement shall comply with NI Public Procurement
Policy. The Central Procurement Directorate (CPD) acts as the Centre of Procurement Ex-
pertise (CoPE) for MLKDC and all procurement will be undertaken under the terms of
MLKDC'’s Service Level Agreement (SLA) with CPD.

This section is therefore structured into two sections, to cover:
e Business Case preparation and approval; and

e Procurement of goods or services.

Business Case Preparation and Approval

5.2 Procedures prior to Business Case Preparation

Before a Business Case is prepared a High Level Project Proposal pro forma should be
completed and submitted to the Senior Management Team for review and approval. Only
after approval is granted should a Business Case be prepared. The approved Pro Forma
will be sent to the Finance Officer for onward transmission to TEO.

The template for the pro forma can be found at HPRM Ref: FI1/16/324066.

5.3 Preparation of Business Cases

All expenditure (outside of salaries, security and normal day to day accommodation costs)
must be subject to a business case (as per para 1.2.1 of the NI Guidance to Expenditure
Appraisal and Evaluation). The principles of appraisal apply to all decisions and proposals
involving expenditure or resources, applying equally to policies, programmes and projects.

DoF requires the principles of economic appraisal to be applied, with appropriate and pro-
portionate effort, to all decisions and proposals for spending or saving public money, includ-
ing EU funds, and any other decisions or proposals that involve changes in the use of public
resources.

The NI Guidance to Expenditure Appraisal and Evaluation (NIGEAE) (see www.finance-
ni.gov.uk/topics/finance/northern-ireland-guide-expenditure-appraisal-and-evaluation-nigeae)
provides detailed guidance to assist in the drafting of business cases, economic appraisals
and evaluations, and should be referred to, as required.
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There are essentially ten key stepsin the production of a business case/economic appraisal,
which are explained in detail in the NIGEAE guidance, on the DoF website, as referenced
above. These are:

» Stepl Explain the Strategic Context;

» Step2  Establish the Need;

» Step3 Define the Objectives and Constraints;

» Step4 Identify and describe Options;

» Step5 Identify and Quantify the Monetary costs and benefits of Options;

» Step6  Appraise risks and adjust for Optimum bias;

» Step7 Weigh up non monetary cost and benefits;

» Step8  Calculate Net Present Values (NPVs);

» Step9  Assess arrangements for financing, management, procurement, market-

ing, monitoring and ex post evaluation; and

» Step10 Assess balance between options and present conclusions and recom-
mendations.

Templates are available to assist in the completion of the consultancy business cases and
other business cases with proposed expenditure of less than £1m. Theses templates should
be used for all expenditure to this value with proportionate effort applied where appropriate.
These templates can be found as detailed belowand links to guidance on proportionate ef-
fort can be found at DF1/13/524005. DF1/15/564989 (Spend < £1m)

DF1/12/199244 (Consultancy, Internal and External)

Completed business cases/economic appraisals must be submitted to the Director with the
appropriate delegated authority for reviewand approval. The Director approving or recom-
mending the case must ensure that the funding is available within their resource or capital
budget and advise finance of the business case and the likely timing of the spend. The di-
rector approving the case must also advise the finance team of all of the relevant details of
the business case for logging of same on the business case register and formal approval
letters are to be issued through the Finance Officer.

Where a business case falls outside of the Directors delegated authority the Director must
submit the business case to the Director of Finance and Corporate Services who will review
the case and will make a recommendation to the CEO who will provide the approval or alter-
natively recommend to the MLKDC Board for their approval and onward transmission to
TEO, Ministers and DoF where appropriate.

All business cases which require TEO, Ministers and DoF approval must follow the same
process and be approved by the CEO and approved by the MLKDC Board before they are
sent to TEO / Ministers / DoF for approval.
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MLK Finance and Corporate Services will forward the MLKDC approved business case to
the Department and will co-ordinate all queries in relation to same.

The sponsor branchin TEO will prepare Ministerial submissions liaise with TEO Finance and
Economists who in turn will liaise with DoF.

The process of procuring / tendering for any type of work cannot commence until the appro-
priate Business Case approval has been secured.

Appendix 3 to this document summarises the approval process that applies to the MLKDC.

5.4 Procedures following Approval

Once the Business Case has been approved, a formal letter will be issued and each budget
holder must adhere to the terms of approval and the procurement guidance outlined below.
All procurement should be managed through CPD where possible in line with the guidance
below.

Advice relating to applicable legislation, inviting tenders, agreeing contracts, briefing etc, can
be obtained from CPD. MLKDC procurement manager within CPD will provide advice on the
tendering and procurement process.

Staff should be aware that CPD estimate that the procurement process will take on average
6 to 8 weeks from first contact with CPD to the award of contract. When contacting CPD
MLKDC will be expected to supply clear terms of reference for the job and should factor into
their planning adequate time for tender responses and evaluation. Initial guidance on the

evaluation procedures will be supplied by CPD along with the relevant paperwork.

CPD will not take a procurement exercise forward in the absence of evidence of an ap-

proved Business Case.

In cases where actual costs or other assumptions vary by more than 10% by comparison to
the estimates given in the original business case, or if implementation is delayed by more
than 24 months, fresh approval for the spend must be sought.

The MLKDC Finance & Corporate Services team should be notified of any substantial
changes to the project and to actual outturn (variance of 10%) which occur after approval is
granted. Following receipt of this information, the MLKDC Finance & Corporate Services
Team will decide what follow up action is required ie a letter, an addendum - a more sub-
stantial change may require a revision to the business case.

Post Project Evaluations (PPEs) should be completed usually 6-12 months after a project is
completed and should be approved by the CEO and forwarded to the MLKDC Finance &

10
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Corporate Services Team for logging and onward transmission to TEO as appropriate. . If
there are significant issues arising (good or bad), these may be forwarded for consideration
at higher level or disseminated throughout the organisation where this would be beneficial.
Within MLKDC there are templates to aid the completion of PPEs. (See Appendix 4) PPE
Non-consultancy template (DF1/11/128271) PPE Consultancy template (DF1/11/128272).

Failure to complete PPEs or long delays in their completion is indicative of weak internal
control and will provoke investigation by TEO and possibly DoF and NIAO.

GUIDANCE NOTE ON THE APPLICATION OF NORTHERN IRELAND PUBLIC
PROCUREMENT POLICY

Following business case approval, all procurement shall comply with MLKDC’s Procurement
Procedures and CPD procurement controls in line with NI Public Procurement Policy. Where
appropriate, Central Procurement Directorate (CPD) will act as the Centre of Procurement
Expertise (CoPE) for MLKDC and all procurement will be undertaken under the terms of
MLKDC'’s Service Level Agreement (SLA) with CPD. Details of NI Public Procurement Policy
and Guidance Notes (PGN's) are available on CPD’s website www.finance-ni.gov.uk/cpd
further helpful links and guidance can be found at Appendix 5 with current EU Procurement
Thresholds available at Appendix 17.

55 Procurement Control Limits

The following procurement procedures are used by MLKDC according to the estimated value
of contracts at pre-tender stage. A decision to procure goods or services must demonstrate
best value and records must be kept to support the decision made. Further information is
available in the MSFM.

11
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PURCHASING ALL GOODS AND SERVICES - (All costs exclude VAT)

Delegated Authority for the Purchase of Goods, Services and Works
- Tendering Process

THRESHOLDS NUMBER/TYPE OF TENDER REQUIRED

Up to £5,000 MLKDC must demonstrate that value for money has been secured.
In meeting this requirement MLKDC must ensure that:
e the purchase is not covered by an existing framework, call-
off arrangement, standing lists or e-catalogue;
e the purchase is a one-off requirement;
¢ the total spend, which must be less than £5,000 must cover
the combined costs of all purchases associated with the ini-
tial requirement;
¢ the requirement s clearly specified; and
e MLKDC should obtain quotes from at least 2 suppliers to
ensure value for money has been achieved.

Between £5,000 | A minimum of two tenders invited by the person authorised to pro-
and £30,000 cure for their organisations in accordance with a Service Level
Agreement (SLA) with a Centre of Procurement Expertise (CoPE);
or

e atender process undertaken by a CoPE.

More than £30,000 | Advertise on eSourcingNI.

and less than EU | Tender process must be conducted in line with PGN 05/12 — Pro-
Thresholds curement of Goods, Works and Services Over £30,000 and Be-
low EU Thresholds.

In certain circumstances, these procedures may be waived and Direct Award of Contract
(DAC) permitted. However, such instances will be rare and always require prior approval by
the CEO, MLKDC Audit & Risk Assurance Committee, MLKDC Board and the TEO Account-
ing Officer depending on delegations applicable. The circumstances where DAC may be ap-

propriate are:
e The proposed supplier is the only one known to possess unique or specialised
capacity, or the articles are unobtainable from any other source and there are no

satisfactory alternatives;

12
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e When, for technical or artistic reason, or for reasons connected with the protec-
tion of exclusive rights, the public contract may be awarded to a particular eco-

nomic operator;

o Forwork of exceptional urgency caused by unforeseeable circumstances where

competitive tendering would cause unacceptable delay;
e For reasons of commercial confidentiality.

In all cases where DAC is undertaken the reason for such action should always be docu-
mented on the file. A note of all DACs undertaken will be forwarded to TEO as part of the
guarterly reporting by MLKDC. All proposals to use DAC procedures must be supported by
a business case and submitted for approval by the MLKDC Board. DACs will also be notified
to the Audit & Risk Assurance Committee at each committee meeting. The budget holder
must also notify CPD of the intention to use DAC procedures and document their response
in the submitted business case. A helpful checklist is available at Appendix 16 to ensure all
of the relevant steps are followed in the DAC approval process.

MLKDC may enter into lease and/or rental agreement for the provision of goods and ser-
vices. These should be open to competitive tendering in the same way as purchases unless
there are convincing reasons to the contrary.

The delegations above will also apply to lease and rental agreements with the cash value
relating to the annual cost of the arrangement.

In order to obtain the required number of selected tenders, purchasing officers should al-

ways aim to invite more than the stipulated number.

If the estimated value of the purchase is close to the upper limit then it would be advisable to
invite the number of quotations/tenders required in the next level. Orders should not be split

so as to avoid the need for competitive tendering.

For any purchase or contract where the minimum number of quotationsftenders was not ob-
tained, MLKDC may permit the purchase to proceed if satisfied that every attempt has been
made to obtain competitive offers and that the value for money will be achieved. In these

cases a report should be submitted to the CEO.

Evidence of quotations received or a tendering process having been performed must be re-
tained on the internal MLKDC records management system (TRIM) and be made available

13
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for audit purposes. Copy evidence may also be held by a third party agent/facilitator (e.g.
CPD).

5.6 EU Tendering Process — Guidelines

The purchasing of goods and service is subject to the relevant EU legislation. Advice on the
application of particular legislation/regulations can be obtained from CPD. When MLKDC is
procuring goods and services likely to be valued in excess of EU thresholds there is a re-
quirement to advertise in the Official Journal of the European Union (OJEU). In such in-
stances, the services of the CPD — or another specialist advisor — should be retained. CPD
will maintain the records of the procurement and will normally manage the process.

5.7 Frameworks and Call-Off Arrangements

Frameworks are lists of suppliers who have been pre-qualified to tender for a particular type
or types of work. When MLKDC wishes to invite tenders for work covered by the framework
then all suppliers on the list must be offered the opportunity to bid. There must be no sub-

stantial amendments to the terms laid down in the framework agreement.

The advantages of using a framework in preference to other routes to procurement are:
e Speed: a competition run off a framework can be completed within three weeks;
e Compliance: the process is approved by the EU and entirely defensible;

e Partnership: the process encourages the development of strategic partnerships
with suppliers.

Call-off arrangements are a particular type of framework agreement where the list contains
only a single supplier who has agreed a set of rates for particular types of work. Where a
call-off arrangement is used, no competitive tendering is required. However, a business
case must be approved and authorised before any contract is let.

Frameworks and call-off arrangements must be established by CPD or a CoPE. They take
at least five months to establish.

5.8 Roll-Over Contracts

The use of rolling contracts is not regarded as best practice. Approval of the CEO must be

obtained before an extension is granted to an existing contract.
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5.9 Letters of Appointment/Contracts

When entering into an arrangement with a third party for the provision of goods and services
(including consultancy work) a formal agreement will be entered into. This may take the form
of a letter of appointment /engagement or a formal contract between MLKDC and the rele-
vant party(ies). In all cases the budget holder is obliged to exercise a duty of care in ensur-
ing that MLKDC resources and reputation are safeguarded. He/she may exercise discretion
as to whether legal advice is required. CPD will normally issue the Letter of Appointment as
part of the CoPE role. CPD have been instructed not to issue any letters of appointment
without obtaining prior approval from the MLKDC CEO who will ensure approval has been
given before the letter is issued. Under no circumstances should a letter of appointment be
issued without the CEQO’s approval.

The following details should be included in the document:
a) All parties to the agreement;
b) The title of the project;
c) Timescales — e.g. milestones, contract term and completion dates;

d) The methods of payment and the daily rates of charge, what they cover (includ-
ing a definition of the working day) and whether inclusive of VAT,;

e) The agreed basis for defraying hotel and travel costs. (Actual costs up to the lim-
its of the appropriate current Civil Service rates though it may be possible to
avoid payment of travel and hotel expenses for GB based consultancy staff if the

consultancy charge includes accommodation and travel);

f) Which office, secretarial and other facilities will be provided by the consultant and
which by MLKDC. (It should be made clear whether any secretarial facilities in-
clude typing and duplication of the report);

g) Payment Schedules including arrangements for the provision of accrual data—
where appropriate;

h) Essential requirements for the conduct of the study for example, who leads it, the
reporting arrangements, the participation of any MLKDC staff in the work, and

the day to day liaison arrangements;

i) Any requirements for follow up action including debriefing and further consulta-
tion, and whether there will be a related charge;

j) Conditions under which the arrangement can be terminated;
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k) Confidentiality — where appropriate;
[) Appropriate clauses on insurance — where appropriate;
m) Conditions under which the agreement can be amended or varied and

n) Record keeping arrangements.

All budget holders should also give due consideration to the following before engaging third
parties to provide consultancy/other services. Depending on the nature of the services to be
provided the documentation may require entries covering the following items:

e Ceilings (Caps) on expenditure — where consultants/suppliers are retained to
provide services in increments or units a cap or ceiling should be placed on their
fees/charges and noted in the file/paperwork/business case;

e Where intellectual property rights may be generated by the work unless a pre-
agreed arrangement has been made, ownership or copyright should default to
MLKDC;

e If the work is likely to include significant events e.g. launch, road show, confer-
ences, newspapers, articles etc the communications adviser must be advised

well in advance of the date of the event.

The formal contract with the consultant should contain a specific clause(s) outlining the pen-
alties to be incurred should the objectives from the assignment not be met satisfactorily.

5.10 Documentation

The following documents should be consistently utilised and filed in adherence to the
MLKDC'’s records management system in addition to being retained by CPD. This documen-
tation must be available for ad hoc inspection by appropriate personnel and for audit pur-

poses, copies of items b, ¢ and e must be retained on the relevant MLKDC TRIM file:
a) Copy of Terms of Reference for the study/consultancy;
b) Proposal or tender from the consultant;

¢) Business Case/Justification sheet detailing the reason/basis for undertaking the
study/consultancy should be completed, the SLA and terms of reference as
agreed with the client department.
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d) File notes supporting the decision to appoint and the agreed terms and condi-

tions;
e) Letter(s) of appointment/engagement, including their terms;

f) Reports of any meetings held with the consultant/supplier during the course of
the assignment together with copies of any interim/final reports provided by the
consultants/suppliers;

g) File notes in support of the evaluation/assessment of the report including the
payment of the final fee; and

h) In the event that the total cost of providing the services exceeds the original es-
timate and/or contract cost, an explanation note is prepared by the budget holder
and signed off by the CEO in advance of the previously agreed budget being

exceeded.

511 Evaluation

It is a DoF requirement that all government consultancy assignments should be evaluated, at
their conclusion. The Consultancy Evaluation form at Appendix 4 must be completed at the

conclusion of all consultancy assignments. This should, either be completed:
e By the budget holder who managed the assignment; or

e By the appropriate departmental/customer manager if the budget holder did not

supervise the work.

A copy of the completed Consultancy Evaluation form should be filed in adherence with the
MLKDC records management system protocol. This documentation must be available for ad
hoc inspection by appropriate personnel and for audit purposes.
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5.12

Summary of Key Points

» MLKDC approval is required for all expenditure proposals (outside of salaries, security

and normal day to day accommodation costs) both below and above our delegated
limits. All proposals must be supported by a business case;

All business cases which require TEO approval must be signed off by MLKDC before
they are sent to TEO for approval;

You are encouraged to familiarise yourself with the following documents notably DAO
(DFP) 06/12 Departmental Delegations /Requirements for DoF Approval, FD (DFP)
07/12 (20 April 2012) Guidance on the Use of Professional Services and FD (DFP)
07/12 Attachment (Revised 10 January 2013) DFP Guidance — Use of Professional
Services Including Consultants;

All procurement should be managed through CPD where necessary;

Any proposal to procure through DAC must be supported by a case to the CEO, the
MLKDC Audit & Risk Assurance Committee, and MLKDC Board. Where the case is
in excess of £150k or an external consultancy assignment, departmental Accounting
Officer (AO) approval. All DAC proposals must include DSO or CPD advice, setting
out the rationale and justification for the DAC. Both approvals are required before

awarding any contract through a DAC;

Post project evaluations (PPES) should be completed usually 6-12 months after a pro-

ject is completed;

> Ifin doubt ask.
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5.13 Delegated Limits for Business Cases

All business cases must be approved internally regardless of whether they will subsequently
require approval by TEO or DoF. MLKDC'’s delegated limits are set out in the tables below.
These delegations apply to all capital or resource regeneration projects and are inclusive of
VAT.

TEO Delegated Limit for Authorisations within MLKDC

RRI Capital Non RRI Resource External Direct Award
Capital Consultancy Contracts
£1,000,000 £1,000 Annual Budget | Up to 5,000 Up to £150,0001

MLKDC Internal Business Case Delegated Limits

Value of Business Case Approval Required
1. Up to £100,000 Chief Executive
2. Over £100,000 MLKDC Board

All consultancy projects will require the approval of the CEO irrespective of value. Consul-
tancy projects greater than £5,000 require TEO approval and those greater than £10,000
require both TEO and DoF approval.

5.14 Delegated Limits for Purchase Orders & Supplier Invoices

Invoice approvers must fall within the delegated limits detailed below.

MLKDC Purchase / Invoices Approval Limits

Total Cost Approval By

Less than £1,000 Staff Officer or Above
£1,000 to £25,000 DP or Above
£25,000 to £75,000 Director or Above
Over £75,000 Chief Executive

! There is no delegated authority for External Consultancy DACs. All require Departmental Account-

ing Officer Approval.
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5.15 Receipt of Goods/Services

On receipt of goods/services, the person receiving the goods/services must check them
thoroughly to ensure everything is present, undamaged and fit for use. Goods/services de-
livered should be agreed to the delivery note. Any shortages or damages should be clearly

marked on the delivery note.
5.16 Payment

MLKDC is committed to the prompt payment of bills for goods and services received in ac-
cordance with DAO 04/13 “Prompt Payment of Invoices ”which introduced a prompt payment
target of ten days, with effect from December 2008. Unless otherwise stated in the contracts
payment is due within ten days of the receipt of the good or services, or on the presentation
of a valid invoice or similar demand, whichever is later.

Once an invoice is received:

a) Finance Officer will date stamp invoice and record invoice with unique reference

number;
b) Match up any orders, delivery dockets if appropriate;
c) Stamp ‘Approve’ on invoice;

d) Finance Officer will record invoice with business case number (if applicable)
nominal account code, cost centre and directorate;

e) Pass to relevant officer for approval and signature;

f) Inputto Sage financials to the supplier account, nominal ledger and project ac-

counting where appropriate.
Electronic Payments
a) Invoices are processed through Danske Bank;
b) Once all invoices are keyed on, print suggested payments report;

c) Pass to Finance Manager with original invoices to be paid, to check the in-

voice/supplier details and appropriate approvals;

d) The Bank transfer of payments file is then prepared and uploaded to the bank.
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e) Finance Manager will then pass to Finance Director/Directors/CEO for final
checking and authorisation of payment file;

f) The payments are then authorised on the bank by both the Finance Director and
CEO in accordance with the Sage reports and bank reports.

g) Once all payments are authorised the Finance Director passes all paperwork
back to Finance Officer to stamp paid on invoices and for filing.

h) Invoices are then filed in uniqgue number order in the invoice file;
i) Bank reports are filed in bank file.

Cheque

If a supplier hasn’t provided MLKDC with their bank details, MLKDC will follow up with the
supplier for bank details in an effort to make an electronic bank payment. However in the
event that these are not forthcoming, MLKDC have the facility to pay creditor by cheque as
follows;

a) Process cheque with correct payee and amount information;
b) Record all cheque details on SAGE;
c) Pass to Finance Director for final checking and authorised signatures;

d) Once all payments are authorised the Finance Director passes all paperwork

back to Finance Officer to stamp ‘Paid’ on invoices.
e) Invoices are then filed in unique number order in invoice file.
5.17 Supplier Statements

All supplier statements received are reconciled to the financial accounting system by the Fi-
nance Officer, with any variances investigated.

5.18 Fraud Preventionin Supplier Payments

Following the publication of FD (DFP) 19/11, MLKDC finance staff must followthe guidelines

below with respect to verifying supplier bank details and requests for changes:

e Closely scrutinise all requests for changes in payment details, no matter how mi-
nor.
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e As part of standard procedures suppliers should be independently contacted to

verify that any change of bank details or contact details is genuine.

e Verification should not be made using the document/letter which has been re-
ceived requesting the change (which may contain false contact information) but
should be done using existing contact details held on file or information obtained
from directory enquiries. It may also be useful to check details provided via an In-
ternet search of the company name. It may also be necessary, and prudent, to
follow up this initial verbal contact by obtaining further written confirmation from a
known contact in the supplier’s firm before making changes.

¢ Finance staff and others dealing with any changes to suppliers’ details should be
made aware of this fraud risk. Staff should also be advised that they must be
careful about the information they give out to callers regarding the organisation’s
payment processes and any unique supplier identifiers, etc. which may be held.
Such callers may not be genuine and may help the fraudsters by making their
subsequent requests more authentic looking.
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6 CASH

6.1 Banking Arrangements

MLKDC’s bank accounts are currently held at the Danske Bank, 8/9 Donegall Square North,
Belfast BT1 5GJ.

MLKDC download and print monthly bank statements. The Finance Officer posts all lodge-
ments from the remittances received and posts all payments as a direct result of the weekly
payment run. The Finance Officer reconciles the bank accounts through the SAGE 200 Ac-

counts package. Monthly reconciliations are produced and maintained in the management
accounts file.

MLKDC can also reprint statements and review cash balances on the

www.danskebank.co.uk website via authorised usernames and passwords.

Processing of Electronic Payments

MLKDC processes payments through Danske Bank Business E'Banking.

The Board has approved the use of the Business E’'Banking and the following details the au-
thorised users and access rights for the MLKDC bank account.

Authorised Users and Access Rights to Danske Bank E’Banking

User Responsibilities Approver Authority
Chief Executive Create & Approve Two persons jointly
Director of Finance & Corpo- | Create & Approve Two persons jointly

rate Services

Director of Development Create & Approve (up to Two persons jointly
£100k)

Finance Manager Create & Approve (up to Two persons jointly
£100K)

Finance Officer Create =

The joint authorisers of payments over £100k must be the CEO and the Director of Finance
and Corporate Services, The CEO can delegate his authorisation to another officer in his
absence. Such a delegation must be documented and filed appropriately.
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Processing of Cheque Payments
All cheques issued by MLKDC should have two signatories. CEO, or officer delegated by the

CEO are the mandatory signatories on all cheques presented to the bank by MLKDC.

Along with the mandatory signature of the CEO, the other authorised signatories proposed

are the:
e Director of Finance and Corporate Services;
¢ Director of Development.

The mandatory signatories for any cheque written for a value greater than £100k are the

CEO and the Director of Finance and Corporate Services.
6.2 Petty Cash

MLKDC holds petty cash. The petty cash is the responsibility of the Finance Officer.

Cash s stored in cash box, key of which is held in the secure key cabinet and kept separate
fromthe cash box. (Spare key held in by the Director of Finance and Corporate Services)
The cash boxmust be kept locked and stored in secure cabinet at all times when not in use

and the key stored in the secure key cabinet.

Petty Cash Voucher must be completed for each payment, authorised by Line Manager and
signed by officer receiving payment.

Receipts must be produced for all petty cash expenses and attached to Petty Cash Voucher
for audit/checking purposes. If receipts are unavailable this should be clearly marked on the

voucher.

Delegated officer is responsible for recoupment of petty cash expenses. Schedule of Re-
ceipts must be completed with relevant Cash Vouchers and receipts. Requests must be re-
tained on file.

If the delegated officer is taking leave and responsibility is passed to another officer, the pet-
ty cash must be reconciled before responsibility is handed over.

If, a member of staff has to be reimbursed for an amount greater than the petty cash current-
ly held, the delegated officer should inform them when sufficient funds are available to reim-

burse them. At no times should receipts be held prior to re-imbursement.

IMPORTANT - AT NO TIME SHOULD MONIES BE LEFT UNATTENDED
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Reconciliation

Petty cash should be reconciled on a monthly basis. Details should be entered in the Petty
Cash Reconciliation Book, signed and dated by the delegated officer then checked and
countersigned by the line manager. Line manager should Initial receipts to show that they

have seen them and agreed the dates and amounts.
Recoupment of Petty Cash
Petty Cash should be recouped when the balance has fallen to £50.00.

A Schedule of Receipts should be prepared by the delegated officer and checked by the
Line Manager. Cheque should be made payable to ‘Cash’ and taken to the Danske Bank by

the delegated officer along with the Letter of Authorisation.
6.3 Government Procurement Card

The Government Procurement Card (GPC) has been introduced as an alternative method of
procuring and paying for relatively low value goods and services. The GPC (Barclay Card)
looks, and is used, much like any other credit card with two exceptions. It cannot be used to
withdraw cash and the GPC is a charge card, not a credit card. Card balances are paid by
direct debit on the seventh of the following month. Only the Board Secretary and the Fi-
nance Officer have government procurement cards. If another member of staff needs to
make a purchase using a company card, they may do so through the finance and corporate

services team.
Guidance can be found in FD11/16 “Issues and Use of Payment Cards”.
Use of Cards

Procurement cards should only be used to acquire goods and services for MLKDC business.
The GPC does not alter normal tendering requirements and procurement policy must be ad-
hered to.

Receipts or invoices must be obtained to support every item of expenditure and if the pur-
chase contains any charges for VAT; a proper VAT receipt or invoice should be obtained.
Signed delivery dockets should also be retained.

Finance and Corporate Services must maintain a transaction log of each purchase as it is
made. This log will be used in the verification of the statement when it is received.
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All procurement card statements will be checked monthly by the Finance & Corporate Ser-
vices Teamwho will certify the statement to confirmthat it has been checked. The Finance &
Corporate Services Team will reconcile the statements with the transaction logs and sup-
porting documents to ensure adequate records are being maintained. Transactions and
supporting documents must be kept for a period of six years plus the current financial year
so that they can be produced if an audit is carried out.

The deliberate misuse of a card for personal gain will be treated as fraud in accordance with
the disciplinary rules and procedures set out in MLKDC'’s staff handbook.

Restrictions

Procurement cards cannot be used to obtain cash from a cash dispenser or to guarantee
any cheque or obtain cheque encashment.

Procurement cards must not be used for any non MLKDC business or personal expenses.

Whilst cards must not be used for any unofficial business or personal expenses, there may
be occasions when using the card for accommodation or official hospitality charges that un-
avoidably include elements relating to personal incidentals, newspapers, bar charges etc.
The cardholder will be expected to reimburse MLKDC for these items and must obtain a

MLKDC receipt as confirmation.

Only secure sites should be used to make purchases via the internet (for example the site
shows the padlock symbol, Verisign, Bobby or another secure pay site). If staff is in any
doubt whether it is a secure site they should not make a purchase.

Security

Every effort must be made to keep the card secure at all times and either held personally or
stored in a drawer or filing cabinet. These must be kept secured.

Barclay Card recommend for security reasons that wherever possible transactions are pro-
cessed in front of the user, rather than out of sight.

PIN numbers must be kept secure and not disclosed to anyone else.

Barclay Card must be notified immediately if the card is lost, stolen or fraudulent use is sus-
pected. The number to phone is 0844 822 2140. If the card is subsequently found, it must be
destroyed and the bank informed.

The cardholder will surrender the card to the Finance Manager when the cardholder leaves
the employment of MLKDC or if circumstances change so that a card is no longer required.
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Payment
GPC payments are made via direct debit to ensure that MLKDC avails of the interest free
period. A reconciliation is performed by the Finance & Corporate Services Team each month

to ensure proper approval is documented on file for all transactions.
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7 FIXED ASSETS

MLKDC is responsible for the management and maintenance of accounting procedures for
all Non-Current Assets owned by MLKDC. This section details the applicable accounting pol-
icies and specific procedures that must be followed regarding Non-Current Assets.

The purpose of the ‘Non-Current Assets’ procedures is to ensure that MLKDC assets such
as land, buildings and other property, including stores and equipment are properly and well

managed.

In applying best practice MLKDC follows the standards detailed in Managing Public Money
Northern Ireland (MPMNI) 2008, Annex 4.8.

FReM

The Government Financial Reporting Manual (FReM) is the technical accounting guide to
the preparation of financial statements. It complements guidance on the handling of public
funds published separately by the relevant authorities in England and Wales, Scotland and
Northern Ireland. The manual is prepared following consultation with the Financial Reporting

Advisory Board (FRAB) and is issued by the relevant authorities.

The following accounting standards and UITF Abstracts deal with accounting for tangible

non - current assets:

a) IAS 16  Property, Plant and Equipment;

b) IAS 17 Leases;

c) IAS 20  Accounting for Government Grants and Disclosure of Government
Assistance;

d) IAS 23  Borrowing Costs;

e) IAS 38 Intangible Assets

f) IAS 40 Investment Properties;

g) IAS 41 Agriculture

h) IFRS 5 Non-current Assets Held for Sale and Discontinued Operations.
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7.1 Background and Definitions

The objective of IAS 16 Property, Plant and Equipment is to prescribe the accounting treat-
ment for property, plant and equipment so that users of the financial statements can discern
information about an entity’s investment in its property, plant and equipment and the chang-
esin such investment. The principal issues in accounting for property, plant and equipment
are the recognition of assets, the determination of their carrying amounts, depreciation
charges and impairment losses to be recognised in relation to them, (FREM, chapter 6).

Similarly, the objective of IAS 38 Intangible Assets is to prescribe the accounting treatment
for intangible assets that are not dealt with specifically in another standard. This standard
requires an entity to recognise an intangible asset if, and only if, specific criteriaare met. The
standard also specifies how to measure the carrying amount of intangible assets and re-
quires specified disclosures aboutintangible assets. When capitalising internally ge nerated
intangible assets, such as software, only directly attributable costs, including staff costs and
staff-related costs, should be capitalised (FREM, Chapter 7).

In applying IAS 16 and IAS 38 each government department must identify in its resource ac-
counts all of the assets and take responsibility for properly managing their Non-Current As-
sets. This includes full asset recording and maintenance of a fixed asset register.

7.2 Definition of Assets
An asset is a resource controlled by the entity as a result of past events and from which fu-
ture economic benefits are expected to flow to the entity. (IASB)

Tangible Non-Current Assets are assets held for use on a continuous basis. The asset has
a physical identity and an expected economic life of more than one year.

Intangible Non-Current Assets do not have a physical entity but are identifiable and are con-

trolled by the entity through custody or legal rights.

The Finance Manager has responsibility for managing and maintaining MLKDC assets.
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7.3 Non Current Asset— Criteriafor Capitalisation

Non-Current Assets that are owned by MLKDC should be capitalised, when they meet all of
the following criteria —

e Purchased for at least £1,000.
e Purchased with the intention of using it for at least one year.
¢ Is not intended for sale in the ordinary course of the business.

e Is used in the production or supply of goods and services or for administrative
purposes and may include items held for the maintenance or repair of such

items.

The use of pooling or grouping of assets within MLKDC is to ensure that the value of the as-
sets held is fairly stated; MLKDC may own a significant number of items whose individual
value fall below the capitalisation thresholds mentioned earlier, but collectively have a mate-

rial value.

The establishment of asset pools within the corporation will predominately relate to Furniture
& Fittings, and Floor Coverings, where these are entered as a group onto the Fixed Asset
Register, rather than as individual desks, chairs, etc. Anewpoolis generated each year, as
all furniture purchased during the year is grouped together and capitalised as one asset.

There is currently no capitalisation threshold for assets entering the pool.
7.4 Asset Additions

Where the Finance Officer has determined that a purchase meets the definition of a fixed
asset they should code it to the Fixed Asset Clearing Account code (80020) using the normal
procurement procedures.

7.5 Monthly Monitoring of Asset Additions
As part of the monthly management accounts process, the Finance Officer will run a SAGE
report and check for capital expenditure wrongly coded on the General Ledger and adjust as

appropriate.

If capital has been incorrectly coded Budget Holders should inform the Finance Manager for
correction of coding.
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7.6 Interface with Account NI

The MLKDC fixed asset register is maintained and managed by Account NI. Periodically
throughout the yearthe MLKDC Finance team notify Account NI of updates and additions to
the Fixed Asset Register via the completion of bespoke templates for uploading the addi-
tions, disposals, transfers, reclassifications and re-lifing of assets. This is reconciled to the

nominal ledger as and when required.
7.7 Standard Life of Fixed Assets

Standard Useful Economic Lives (UEL) are set for categories of Non-Current Assets. This
determines the amount of years over which the asset will be depreciated/amortised and the
amount to be charged annually in the accounts. These lives should be reviewed and if it be-
comes clear that an asset will continue in use after its standard life, an adjustment will be

required on the Fixed Asset Register (see section on Re-lifing).
7.8 Depreciation and Amortisation

Depreciation/amortisation is the amount of expense charged to write off the cost of a Non-
Current Asset over its useful economic live, giving consideration to wear and tear, obsoles-

cence, and residual value.

As a general rule, MLKDC’s assets are depreciated evenly over the asset’s life by the
straight line method. Where there is a change in depreciation policy for a particular asset
the Finance Officer must inform the Finance Manager who will review and ensure that the

appropriate changes are made and Account NI are informed accordingly.
7.9 De Minimus Capitalisation Levels and Depreciation Methodology

The threshold for capitalisation as a fixed asset is £1,000 (ex VAT) where the asset does not

form part of a pool.
7.10 Revaluation of Assets

Professional revaluations of land and buildings are undertaken every year, undertaken by
Land and Property Services (LPS). Between professional valuations, land and buildings are
revalued using indices provided by LPS and the Office for National Statistics (ONS). Proper-
ties are valued on the basis of open market value existing use, unless they are specialised,
in which case they are valued on the basis of depreciated replacement cost.
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With the exception of land & buildings and items under construction, fair value is estimated
by restating the value annually through indexation, by reference to indices compiled by the
ONS.

These revaluations are recorded on the Fixed Asset Register by the Finance Manager at the

end of the financial year.
7.11 Re-lifing of Assets

No asset should still be in use at the end of its useful economic life. The implication of this
policy is that assets, particularly significant assets, should be periodically reviewed and given
extended lives where appropriate. Similarly, assets that have been damaged or overtaken by
new technology, should be written off over a shorter timescale.

The Finance Manager, with assistance from the Finance Officer will conduct re-lifing exer-

cises on an annual basis.

Standard category lives should be kept under review and where assets of a particular cate-

gory are regularly being re-lifed it may be necessary to change the standard life for the cate-
gory.

7.12 Assets Under Construction (AUC)

An Asset Under Construction (AUC) is an asset constructed over a period of time, rather
than purchasing a finished asset. As an AUC asset is not in use, it is not depreciated. “De-

preciation should commence from the time at which the asset is brought into use”.

An AUC must be recorded in the system as soon as work on the construction commences.

The normal procedure regarding asset additions will apply.

When an asset under construction is completed, the asset will then be capitalised and nor-

mal depreciation rules will apply.
7.13 Disposal of Fixed Assets

When a disposal occurs, the asset and all balances associated with it are removed from the
Fixed Asset Register and from the General Ledger. This includes asset cost, accumulated
depreciation and revaluation reserve. The difference between the net current cost and the
cash received is the profit/loss on disposal, which will be reported in the Statement of Con-
solidated Net Expenditure. Disposals are not depreciated in the period of disposal.
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There are a number of events that could give rise to a disposal of an asset, such as:
a) Selling the asset;
b) Permanent decommission;
c) Theft;
d) Replacement.

Once the Budget Holder becomes aware of any disposals or retirements they need to inform

Finance who will then ensure that appropriate disposal procedures are followed.
7.14 Permanent Diminution and Impairment

An impairment occurs where the recoverable amount of an asset is lower than its carrying
amount. If on revaluation or valuation there is found to be a permanent diminution in the
amount recoverable from a fixed asset to below its carrying amount, then the amount of dim-
inution should be charged to the Statement of Net Comprehensive Expenditure in the period

in which the diminution occurs or is first perceived.

7.15  Asset Verification

MLKDC will carry out and document an Asset Verification every six months.
7.16 Losses

As soon as assets cannot be located they should be brought to the attention of the appropri-

ate finance officials immediately for the purpose of reporting a loss.

All losses should be entered onto the losses register and the TEO should be notified.
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8 EMPLOYMENT

8.1 Salaries

When a person has been appointed to a post within MLKDC, they are sent the following

which must be returned to the Finance and Corporate Services Team:

e Standard appointment letter (as agreed with DoF pensions). (The Director of Fi-
nance and Corporate Services scans this and provides a copy for the individual’s

own record).
e Security questionnaire.
e Pension information sheet.

e Payroll - New employee data capture form.

The payroll starter form includes the following information; this is signed by the Director of

Finance and Corporate Services and CEO as correct and passed to the Finance Manager:
a) Name:
b) Date of Birth:
c) Gender:
d) Marital Status:
€) Address & contact detalils:
f) National Insurance Number:
g) Bank details:
h) Emergency Contact Details:

The individual signs the hard copy and returns to the Finance Manager. The Finance Man-
ager reviews the form, signs the hard copy and passes to the Finance Officer who enters the
details onto the payroll module on SAGE. The Finance Officer, checks the information in-

putted and signs the form in agreement.

In time for payment on the third last working day of the month (with the exception of Decem-

ber) the Finance Officer will process the monthly payroll using Sage Payroll. Any changes
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relevant to that month such as maternity pay, sick pay, acting up allowances, overtime etc
will be added/deducted. This sheetis signed by the Finance Manager as proof of prepara-
tion and checked by the Director of Finance and Corporate Services. The CEO signs the

sheet as approval of the proposed pay.

The Finance Officer inputs the information onto SAGE and then runs the following reports:
e This period summary;
e Year to date summary:
e Payslips.

The Finance Officer reconciles the current month pay to the previous month, detailing all var-
iances. This reconciliationis passed to the Director of Finance and Corporate Services, rec-
ommending payment of salaries. The Director of Finance and Corporate Services and the
CEO sign the above summary reports and payslips as approval.

The Finance Officer runs:
¢ the “Update Records” feature on sage payroll;
e the “Full Payment Submission Report” to HMRC;
o the “Nominal Link” to transfer all payroll information directly to Sage 200; and
e uploads the e-banking file to Danske Bank for approval.
Overtime

No overtime will be paid unless authorised by the CEO in advance. Any employee who car-
ries out overtime and expects payment must complete the “Overtime Sheet” and obtain au-
thorisation fromthe CEO. Once authorised the sheet is passed to the Finance Officer who
adds this to the proposed pay spreadsheet before obtaining the approvals above.

8.2 Change to Personal Details

If an employee changes their home address, bank details or any other personnel details,
they must notify the change in writing. This is passed to the Finance Officer who updates
SAGE. The Finance Manager checks SAGE and signs the form as approval.
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8.3 Notification of Change of Pay/Award of Bonus

Any changes in pay or award of bonus must be notified by the Director of Finance and Cor-
porate Services on the “Notification of change of pay/award of bonus” form, signed as ap-
proved by the CEO and given to the Finance Officer. This is added to the proposed pay
spreadsheet for that month before obtaining the approvals above.

8.4 Leavers

All leavers are notified by the Director of Finance and Corporate Services to the Finance Of-
ficer. This confirms the employee’s last working day along with the number of any holiday
days accrued. Any other benefits to be paid upon leaving must also be stated or any re-
imbursements required from the employee.

The Finance Officer updates SAGE with this detail and this is checked by the Finance Man-
ager who signs the form as evidence of review.

8.5 Pension

MLKDC is a member of the Civil Service Pension (NI) Scheme. The Finance Officer pre-
pares the monthly pension contribution files and uploads them to CSP’s secure server. For
information purposes a remittance advice is sentto Account NI on a monthly basis, detailing
monthly employee and employer contributions. The Director of Finance and Corporate Ser-
vices reviews employee and employer pension contributions, and signs it as reviewed and
approved. Once approved this is paid to the pension provider via Electronic Payment. If an
employee wants to make any additional employee pension contributions they must write to
CSP directly outlining the amount and timing of these contributions.

NICS Pensions issue Employer Pension Notices (EPNs) on a regular basis. The EPNs are
reviewed regularly with the Finance Director, Finance Officer and HR representative to as-
sess for the impact on staff and MLKDC. Actions arising from the EPNs are noted and fol-
low up initiated. The Finance Director approves the action outlined and evidences the

review of same.
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9 TRAVEL AND SUBSISTENCE

All MLKDC staff members and Board Members (this includes both full and part time employ-
ees of MLKDC along with any seconded and contracted staff) who incur travel, subsistence
or other expenditure in the course of carrying out MLKDC business will be reimbursed for

this expenditure within the rates and regulations outlined below.
9.1 Contracted Staff Exclusions

Inclusive Rates

It is desirable that contractors’ and consultants’ fees should be inclusive of all personal ex-
penses. In the absence of any explicit agreement to charge personal expenses separately,
MLKDC will assume that these are included in fees.

Non-Inclusive Rates

Where fees do not include personal expenses, and the contract explicitly states that these
may be recharged, the following rules and limits, (with the exception of subsistence) will ap-

ply at all times.

9.2 Travel and Subsistence Claim Form

Each month, a staff member, both employed staff and contracted staff should complete a
travel and subsistence claim form for expenses incurred. This must be given to the Finance
and Corporate Services Team for processing and payment. Payment of travel and subsist-
ence expenses will be made by electronic payment into your designated bank account.
Travel and subsistence claims must be submitted to the Finance and Corporate Services

Team within three months of the month where the expense was incurred.

All flights and accommodation must be made by the designated travel bookers within
MLKDC. These cannot be booked direct by a staff member and reclaimed on their travel
and subsistence claim form. The travel bookers have been instructed to seek prior approval

from the CEO before making any of the following bookings:
e Flights/accommodation for any member of the team;
e Any flights/accommodation outside UK/ROI;

e Any first class travel / business class;
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e Any accommodation in excess of £95 NI, €120 euros ROI, £180 London and
£125 rest of UK.

Where accommodation costs exceed these rates additional prior approval from the CEO is
required.

9.3 Travel

Before travel, staff should always consider whether the journey is actually necessary;
or whetherthereis amore efficient or cost effective way of meeting that specific ob-
jective. Having decided that the travel is necessary, staff should always aim for best value
for money.

Airfares

The Finance and Corporate Services Team is responsible for the booking of all airfares. If
any MLKDC member needs to book any flight they should contact the travel bookers and

give him/her the following information on the travel booking form attached at Appendix 15:
a) Name:
b) Date of flight required:
c) Preferred time of flight:
d) Departing Airport:
e) Destination:
f) Date of return flight if relevant:
g) Preferred time of return flight:

The travel booker will be used to source the cheapest flight available. The travel booker will
e-mail the individual details of the flight booked in their name. The use of business class or

first class flights is prohibited without the prior approval of the CEO.

If for any reason, the individual's schedule changes, the travel booker must be contacted
immediately so that other arrangements/cancellation can be made. It is the responsibility of
the individual to inform the travel booker if a booked flight needs changed/cancelled.
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Public Transport

MLKDC recommends that all staff avail of public transport when travelling on business. A
receipt should be obtained for each journey and reclaimed on their monthly travel and sub-
sistence claim form.

Staff should take advantage of the most economic ticket options, such as day returns,
monthly or season tickets.

The most economic fares should be obtained for train travel. The use of first class tickets is
not permitted without the approval of the CEO.

Taxis

MLKDC staff may only use taxis when there is no other suitable method of public transport
available, saving of official time is important or when heavy luggage has to be transported to
or fromthe place of departure or arrival. Staff members should ensure all public transport
options are considered before ordering a taxi. Taxis should not be used for travel between
home and airports, unless this can be demonstrated to be the most economical mode of
transport. Where taxis have been used and there is a personal use element, the cost of the
personal use must be reimbursed to MLKDC by the completion and submission of Appendix

6 to the Finance Officer.
Use Of Own Vehicle for Official Travel

Every staff member can claim a standard rate of motor mileage for any journey that they
make in their own private motor vehicle in the carrying out of MLKDC duties. Generally this

excludes any home to work journeys.
“Part time appointments: payments of expenses for travel and subsistence”

This states that any mileage expenses paid to the Chairman and board members for travel
between home and the MLKDC site will be subject to PAYE and NIC.

Further guidance and clarification on what constitutes a staff member’s home can be ob-

tained from the Finance Manager.

Each staff member is also able to claim a standard mileage rate for any passengers that

they take on official travel.
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Example

In the morning, A travels by private car from home in Bangor to MLKDC site (26 miles),
then in the afternoon A travels to Belfast City for a meeting (13 miles), after the meeting A
travels home (13 miles).

The only amount that A may claim is:
MLKDC site to Belfast i.e. 13 miles @ £0.45 per mile

Work to home travel generally is not allowed.

Guidance on this can be found at the HMRC website “EIM32356 - Travel expenses: travel in

the performance of the duties: home to work travel”.t

Please see Appendix 7 for mileage rates.

In Appendix8 standard miles between MLKDC site and regular journey destinations are set
out. While on official travel, each staff member can also re-claim any toll or ferry charges

that they incur.
Home to office travel
Journeys on official business that, for whatever reason, originate or end at the staff mem-

ber's home raise particular issues because, under current HMRC rules, they are treated
without exception as a benefit in kind that must be declared on an individual's tax return.

Staff may travel to and from home on official business in the following circumstances:

¢ When this is the most economical journey to a temporary place of business (e.g. an-
other office, an airport, a conference etc); or

¢ When attending hospitality events solely for business purposes in the evenings or

weekends; or

¢ When an individual attends an official evening function, and is then taken home after-
wards; and then on the following morning transport is required to return that individ ual
to the office to collect his/her own car.

It is assumed that individuals declare these journeys as benefits in kind in line with HMRC
guidance.

1 http://www.hmrc.gov.uk/manuals/eimanual/EIM32356.htm
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Staffin MLKDC who use ataxi or other transport provided by MLKDC for journeys strictly on
official business that begin or end at home will not be billed personally for such journeys, and

MLKDC will meet the cost.

Such journeys are, however, treated as a taxable benefit and MLKDC reports them to

HMRC, who make appropriate amendments to the individual's tax code.

The tax payments for such official business travel (both those where the cost is reclaimed
through an expenses claim and where a bill is settled directly by MLKDC) made by MLKDC
to HMRC will be paid back to the individual, grossed up so that he or she is not out of pocket
as a result of having attended the business engagement or meeting.

Staff who use their own transport for such journeys may reclaim the cost at the prevailing
Public Service rates.

Unofficial Drivers

There may be times when staff are dropped off at or picked up from airports; railway stations
etc by a non-official driver e.g. a family member. Provided that the driver meets all of the in-
surance requirements and provided it is a value for money decision, you can claim the mile-
age for the full return journey.

Example
A’s spouse or partner takes A to the airport in the morning, drives home and then picks A
up in the evening and drives them home. Provided that all the insurance requirements are

met and it would not have been cheaper to say, leave the car at the airport and pay for
parking, A can claim the mileage for both return journeys made by their spouse or partner.

Official Drivers

In exceptional circumstances the CEO may use a car with driver where it is clearly demon-
strated in advance that this mode of transport offers the best value for money. A value for
money assessment to support the use of a car with driver should contain comparative cost-
ings for alternative modes of transport as well as detailed narrative explaining the rationale
for making the decision. The incidence of using a car with driver should be monitored by the

Audit & Risk Assurance Committee on a regular basis.
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Self-Drive Hired Vehicles

Where itis necessary for a staff member to be provided with a short term hire car for a par-
ticular journey or journeys, MLKDC may, at its discretion, meet all hiring and running costs
incurred by the staff member on using the vehicle on that journey.

Car Parking Fees

Staff members using their own vehicles on official business are entitled to re-claim the cost
of any car parking fees that they incur. Contractors and staff members parking at airports
must ensure they use the most economical parking rate available, (i.e. using long stay park-
ing where this is cheaper).

9.4 Subsistence

If staff incur extra living expenses because they are working away from their normal office,
MLKDC will either pay the lower of a subsistence allowance or reimburse them for actual
expenditure in accordance with the policy set out below. Subsistence allowances will only

be paid based on receipted actuals.
Hotels or Similar Accommodation

The Finance and Corporate Services Team or travel booker is responsible for booking all
hotel accommodation for MLKDC both at home and abroad. If any MLKDC staff member
needs to book a hotel they will have to contact the Finance and Corporate Services Team

and give them the following information:
e Date of arrival:
e Location:
e Date of departure:

The Finance & Corporate Services Team will pass this information onto the designated trav-
el booker who will source the best value for money room available or make the booking

themselves.

No staff member, either employee or contracted should make a booking direct with a hotel
without the approval of the CEO. All bookings must be made via the Finance and Corporate
Services Team. Only in exceptional circumstances will MLKDC reimburse any staff mem-
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ber, either employed or contracted, for hotel accommodation on the monthly travel and sub-
sistence claim forms.

Day Subsistence — Employed Staff Only

A daily subsistence allowance is payable to any employed staff member who is required to
work away from home or the office for more than five hours. The place visited must be over
five miles away.

Included in Appendix 9 is a list of buildings that do not give rise to a claim for subsistence
allowance, this is taken from the NICS staff handbook.

The daily subsistence allowance that can be claimed while in NI or the UK is as follows:

e Working away from the office for more than 5 hrs (with the exce ption of those

buildings listed in Appendix 9): up to £4.25 per day based on receipted actuals.

e Working away from the office for more than 10 hrs (with the exception of those
buildings listed in Appendix 9): up to £9.30 per day based on receipted actuals.

While in the Republic of Ireland (ROI) or abroad actual meal costs will be reimbursed on the
production of valid receipts up to the limit agreed by the CEO for that location. There is no
set allowance that can be claimed.

Night Subsistence — Employed Staff Only

A nightly subsistence allowance is payable to any employed staff member who is required to
stay overnight away from their home on official duty as above.

The nightly subsistence allowance that can be claimed while in NI or the UK is up to £21.20
for each 24 hours based on receipted actuals. This is to cover lunch, dinner and any person-
al expenses. If lunch or dinner is provided while on official business, then the nightly subsist-

ence allowance is reduced to up to £12.20 based on receipted actuals.

While in the ROI or abroad, actual meal costs will be reimbursed on the production of valid
receipts up to the limit agreed by the CEO for that location. There is no set allowance that
can be claimed.
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Example

A leaves MLKDC at 10am on Tuesday 1 February to go to a meeting in Leeds. A stays in a
hotel overnight on the 1 and 2 of February and returns to MLKDC at 1pm on the 3 Febru-

ary.

A can claim overnight subsistence for two nights at up to £21.20 per night when substanti-
ated by receipts.

In the above example, if A had returned to MLKDC at 4pm on the second day, they would
also be able to claim one daily subsistence allowance of up to £4.25 if accompanied by re-

ceipts, as this is more than 5 hours.
Subsistence — Contracted Staff

MLKDC will refund, on presentation of proper receipts, the cost of an evening meal up to a
limit where a consultant is obliged to stay away from home overnight. No refunds will be

provided for alcoholic drinks. MLKDC will not refund for any other meals/refreshments.

MLKDC will consider refunding other personal expenses which have been incurred solely
and exclusively as a result of a contractor’s employment by MLKDC. Such expenses should
normally be approved in advance by the CEO.

9.5 Other Travel and Subsistence
Training Courses/Conferences

Any staff member who wishes to attend any training course or conference must obtain prior
approval from the CEO. The approval forms are attached in Appendix 10. Once training
courses are booked, staff must ensure that they are able to attend.

Training courses and conferences (both internal and external); should be treated in the same
way as official business. Travel to the course and the returnjourney at the end of the course
is official travel and the rules above regarding travel and subsistence apply.
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9.6 Professional Subscriptions

MLKDC is committed to attracting, developing and retaining quality staff and supports con-

tinuous professional development.

As such MLKDC may reimburse the cost of any professional subscription paid to any full or
part time employee of MLKDC who occupies a post where:

e Membership of a professional body or society was defined as an essential criteria in
the job specification for the post at the time of appointment.

Staff cannot claim reimbursement for the cost of additional journals, publications, etc, that
they may wish to purchase or donations they may wish to make to the professional organisa-

tion’s benevolent fund.

Within two months following the renewal date of a professional subscription, an invoice or a
receipt (if already paid) must be given to the Director of Finance and Corporate Services
who will obtain the CEQ’s approval. A cheque / payment will then be raised for the author-
ised amount.

Please note that if staff receive reimbursement for their professional fees they cannot apply
for a tax deduction from HMRC.
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10 HOSPITALITY PROVIDED TO MLKDC STAFF
10.1 Aide-Memoire

Staff must:

e Apply in advance, using the appropriate form, for permission to accept all hospi-

tality (except light refreshments and working lunches on the contact’s premises);

e Only accept hospitality where there is a clear, justifiable and documented benefit
to MLKDC:;

e Complete the Hospitality Register for every invitation they receive (including

those you decline).
Staff must not:

e Accept hospitality from consultants, bidders or contractors who are involved with
a contract in which you play an oversight or advisory role.

10.2  Acceptance of Gifts and Hospitality

MLKDC recognises that contractors and other customers of our services may extend from
time to time offers of gifts and hospitality to staff. MLKDC also recognises that its employees
have a responsibility, in the interests of public confidence, to exhibit high standards of pro-
priety, and carry out their role with dedication and a commitment to the organisation and its

core values: integrity, honesty, objectivity and impatrtiality.

The MLKDC staff handbook indicates that staff members should conduct themselves with
honesty and impartiality in the exercise of their duties. As a consequence, they should never
receive benefits of any kind from a third party which might reasonably be thought to com-
promise their personal judgement or integrity. In this field, perceptionis as important as reali-

ty.

The fundamental principle is that no member of staff should do anything which might give
rise to the impression that he or she has been or might be influenced by a gift or hospitality
or other consideration to show bias for or against any person or organisation while carrying

out official duties.

External people acting on behalf of the MLKDC (for example, consultants, contracted staff
etc.) must also abide by the policy. If it is believed that an external person may have
breached the policy, the matter should be reported to the CEO, who will take the matter for-
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ward with the individual or his/her company. This requirement should be notified to external
staff before they start work within MLKDC.

This guidance should also be seen as applying to spouses, partners and other family mem-
bers if it can be argued or perceived that the gift or hospitality is in fact for the benefit of the
official.

Guidance can be found in DAO (DFP) 10/06 “Guidance on the Acceptance of Gifts and Hos-
pitality”

Any breach of the rules of conduct can lead to disciplinary action including dismissal and in
some circumstances can be a criminal offence. This Guidance focuses on the key issues
and the specific rules applicable to MLKDC staff

10.3 Legal Obligations and Fundamental Principles

There are offences under the Bribery Act 2010 (“the Act”) thatemployees should be aware

of. In summary, it is an offence to:

e Request, agree to receive or accept a financial or other advantage, the purpose
being that a relevant function or activity should be performed improperly;

I. Request, agree to receive or accept a financial or other advantage,
and

ii. The request, agreement or acceptance itself constitutes the improper

performance by you of a relevant function or activity

e Receive or accept a financial or other advantage as a reward for the improper
activity;

¢ In anticipation of or as a result of you requesting, agreeing to receive or accept-
ing a financial or other advantage, a relevant function or activity is performedim-
properly by you, or someone else at your request or with your agreement.

Under the Prevention of Corruption Act 19063 and the Prevention of Corruption Act 19164 it

is an offence for a public servant in his/her official capacity:

% http://www.legislation.gov. uk/ukpga/Edw7/6/34
4 http://www.legislation.gov.uk/ukpga/Geo5/6-7/64/contents
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e To corruptly accept any gift or consideration as an inducement or reward for do-

ing, or refraining from doing, anything in that capacity; or
e To show favour or disfavour to any person; or

e To receive money, gifts or consideration from a person or organisation holding or
seeking to obtain a Government contract.

All of these are deemed by the Courts to have been received corruptly unless it is proven
otherwise.

10.4 Record of Gifts, Hospitality, Invitations, Etc.

MLKDC will maintain a Register of Gifts and Hospitality which will from time to time be re-
viewed by the MLKDC Board. The purpose of the register will be to counter any possible ac-
cusations or suspicions of breach of the rules of conduct by staff. The registers are subject
to Freedom of Information (FOI) queries and staff should bear this in mind when deciding on

the acceptance of any gift or hospitality.

The template attached at Appendix 14 (Acceptance of Hospitality Claim Form) will be used

to register gifts, hospitality, invitations etc.

It will be the responsibility of the CEO to ensure all staff are made aware of this guidance

and that registers are in place and properly maintained and updated.

10.5 Acceptance of Gifts

The general principleis that all gifts offered should be refused. However seasonal,
promotional or trivial gifts (such as calendars, diaries, pens etc), which bear Company
names and/or logos of the provider of the gift and have a value of less than £50, may be
accepted by individuals without the need for these to be reported or approved in advance,
Acceptance of any other gift must have been approved by the CEO in advance and must
be declared by the member of staff in the register

More expensive or substantial items, valued at £50 or more and gifts of lottery tickets, cash,
gift vouchers or gift cheques, cannot on any account be accepted. All gifts offered (apart
from those which are trivial or inexpensive); even if they are declined/returned need to be
recorded in the register.
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10.6  Trade, Loyalty or Discount Cards

Trade, loyalty or discount cards by which a staff member might personally benefit from the
purchase of goods or services at a reduced price are classified as gifts and should be re-

fused or returned to sender.

Frequent flyer cards used by airlines can be used by staff to avail of special departure
lounges and priority booking and check-in. They must not make private use of any flights/air
miles, which derive from flights paid for from the public purse.

10.7 Staff Involved In the Procurement or Monitoring of a Contract

Apart from trivial / inexpensive seasonal gifts, such as diaries, no gifts or hospitality of any
kind from any source directly or indirectly associated with a contract should be accepted by
anyone involved in the procurement or monitoring of that contract. This will ensure that no

criticism can be made regarding bias to a particular company or supplier.

10.8  Gifts Received In Recognition Of Work Done

On no account should a gift or gratuity be solicited or requested. Where gifts by way of gra-
tuities, vouchers or book tokens etc for lectures, broadcasts or similar occurrences are of-
fered, then acceptance should be based on how much of the preparatory work for the
event was done in the officer’s own time, how much in official time and the extent to which
MLKDC resources, other than, for example, use of an officially issued laptop at home,

were used in the preparation.

The following guidelines should be applied:

a) If the preparation was carried out entirely in the individual's own time and the
event took place outside normal working hours at no expense to MLKDC, it
would be acceptable for the individual officer to retain the whole fee, token or

other gift;

b) If, however, the preparation was done wholly in MLKDC time with use of MLKDC
resources, no gifts or fee should be accepted unless the eventis carried out out-
side of normal working hours when a gift or token to the value of up to £50 is ac-

ceptable; and

c) If the preparation was carried out and the lecture etc, delivered in a staff mem-

bers own time but MLKDC facilities were used for typing, preparation of Power-
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Point / overheads etc, then a gift or token to the value of not more than £75 is

acceptable.

In the case of either b) or c) above, MLKDC can, if they so choose charge the organisation
or body a fee based on the salary costs of the individual and/or the use of resources. If a
series of gifts from the same source exceed the monetary limits set out above the same

rules apply.

10.9 Reporting Gifts and Approval Process

If gifts (apart fromthose trivial or inexpensive gifts, or with a value deemed less than £50, for
which approval is not required) are received, the approval of the CEO should be sought us-
ing the form that is attached at Appendix 14.

In each case submitted to him, the CEO will decide in writing or email, whether to:
¢ Allow the recipient to keep the gift;

e Return the gift to the donor with a suitably worded letter explaining why the gift

cannot be accepted>;
e Use or dispose of it, if possible, in or by MLKDC; or
e Donate the gift to a nominated charity.

The CEO will ensure that the details of the case and his decision are recorded in the Gifts

and Hospitality Register.

® Below is some example text for use in a letter to decline a gift or offer of hospitality. (The content of
this text should be tailored to suit each circumstance):

The Maze Long Kesh Development Corporation operates a Gift and Hospitality Policy to ensure the
highest standards of propriety in the conduct of its business.

To maintain public confidence, perception is as important as reality and because of this | am obliged
to decline your offer of [ ... ].

This is not in any way meant to offend or to imply that your [ ... ] was offered in anything but the ut-
most good faith, but is designed to protect both individual members of staff and the Maze Long Kesh
Development Corporation. | hope you will accept our response in that spirit and that we can look for-

ward to continued effective working relationships.
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10.10 Offersof Hospitality

The handling of offers of hospitality is recognised as being much more difficult to regulate
but it is an area in which staff must exercise careful judgement. In exercising this judge-
ment it is acknowledged that there can be difficulty in distinguishing between a “gift” and
“hospitality”. Itis also recognised that it can be as embarrassingto refuse hospitality, as it

can be to refuse a gift

The acceptance of what would be accepted as conventional hospitality, for example working
lunches, should, in the main, cause no problem especially if there is some official means of
reciprocity and provided that it is limited to isolated occasions and its acceptance is in the
interests of MLKDC. Hospitality, which would not be acceptable, would include invitations to
frequent or more expensive social functions where there is no direct link to official business
(sporting events, the theatre, opera or ballet etc), particularly where these come from the
same source, and those which involve travel, hotel or other subsistence expenses.

It can be argued that if staff members are to achieve the best value for money in dealings
with suppliers or consultants then they need to build up contacts and thatit is quite legitimate
for them to have a close working relationship with organisations or individuals, which may
involve a degree of hospitality. There may also be instances where staff receive invitations to
events run by voluntary organisations such as annual conferences or dinners.

Attendance at such events is considered an integral element in building and maintaining re-
lationships with these sectors and any hospitality received is likely to be reasonable and
proportionate, and therefore acceptable. Additionally, very occasional acceptance of meals
or tickets to public sporting, cultural or social events may be accepted if attendance is justi-
fied as being in MLKDC business interest. But it will be for the staff member to demonstrate

clearly that acceptance was in MLKDC interest.

The main point is that in accepting hospitality staff need to be aware of and guard against,

the dangers of misrepresentation or perception of favouritism by a competitor of the host.
To sum up, in deciding whether hospitality can be accepted, staff should consider if it:

a) Is likely to help business effectiveness;

b) Places no obligation or perceived obligation on the recipient;

¢) Is not frequent, lavish or prolonged;
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d) Is unconnected with any decision affecting the organisation or the individual of-
fering it;

e) Can be justified; and

f) Provides benefits to MLKDC, which outweigh the risk of possible misrepresenta-

tion of the hospitality.
10.11 Reporting Hospitality and Approval Process to be Followed

When in doubt about accepting hospitality or an invitation the CEO should be consulted. In
all instances where other than conventional hospitality (infrequent working lunches) is of-
fered, the approval of the CEO should be sought using the form which is attached at Appen-
dix 14. It is particularly important to ensure that MLKDC is not over-represented at an event
or function and care should be taken to ensure that this does not happen, for example, by
enquiring from the host as to other staff who have received similar invitations. To guard

against the multiple acceptances of invitations to the same event, MLKDC should make ar-
rangements to ensure that corporate consideration is given to all invitations.

10.12 Awards or Prizes

Staff should consult with the CEO if they are offered an award or prize in connection with
their official duties. They will normally be allowed to keep it provided:

e There is no risk of public criticism;
e [t is offered strictly in accordance with personal achievement;

e l|tis notin the nature of a gift nor can be construed as a gift, inducement or pay-

ment for a publication or invention to which other rules apply.

The process outlined in Section 10.9 “Reporting Gifts and Approval Process” on page 57
should be followed.
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10.13 Monitoring Arrangements — Hospitality Register

The MLKDC Hospitality Register Appendix 11 will be subject to the following monitoring ar-

rangements.
e The CEO will be responsible for monitoring the register on a quarterly basis.

e The Chair of the Audit and Risk Assurance Committee will be responsible for

monitoring the register on a quarterly basis.

e The MLKDC Board will review the register on an annual basis.
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11 PROVISION OF GIFTS AND HOSPITALITY BY MLKDC
11.1 Aide-Memoire

Staff must:
e Apply in advance, using the correct form, for permission to offer hospitality;
Events / Functions — Appendix 12
Working Lunches — Appendix 13

¢ Only offer hospitality where there is a clear, justifiable and documented benefit to
MLKDC,;

Staff must not:

Spend more than £30 per person;
e Spend more than 30% of the bill on alcoholic drinks;

e Offer hospitality to public servants unless these comprise 50% (or fewer) of the
total number of attendees.

o Offer hospitality to consultants or contractors working for MLKDC (except light
refreshments such as tea or coffee).

In exceptional circumstances where spend is expected to exceed £30 per personthe author-
isation of the CEO must be obtained in advance.

11.2 Guidelines

The purpose of these guidelines is to outline for staff the principles and requirements gov-
erning the provision of hospitality, official gifts and entertainment and to provide advice and
guidance on the proceduresto be followed by all staff in MLKDC where such expenditure is

likely to be incurred.

As the expenditure of taxpayers’ money on official hospitality is a sensitive matter which can
lead to public criticism, care must be taken to avoid exposing the individual or MLKDC to al-
legations of extravagance or impropriety. Staff must not use public resources for personal

benefit.

Expenditure on official hospitality should only be incurred where it can be shown to be in di-

rect support of MLKDC’s business. To this end, and bearing in mind the varied nature of
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MLKDC’s activities and working patterns, it is recognised that such expenditure may arise
more frequently in some areas of MLKDC than in others. The scale of hospitality should be
appropriate to the needs of the occasion and the status of the guests.

Staff should always consider the justification for (and the form and extent of) any hospitality
to be offered and should exercise economy in incurring expenditure for this purpose. It is im-
portant to note that approval must be obtained at the appropriate level prior to hospitality be-

ing offered or provided. Final decisions will lie with the CEO.

Hospitality should be in the form of food and refreshments appropriate to the occasion.
There should normally only be a charge on public funds where two or more persons present
are not Civil Servants. However, where the provision of tea/coffee/bottled water and bis-
cuits/scones enables the business of large meetings to continue, there may be a charge on
public funds where the alternative would be an interruption of business.

Full details specifying the purpose of each function, the number of guests and MLKDC offi-
cials attending, together with the itemised costs of food, refreshments, room hire, etc should
be shown on the hospitality approval form at Appendix 12. Approval must normally be ob-
tained on this form prior to the event taking place and the names of all attendees must be
listed on the form or an attached sheet. This information must be held with the original in-

voice in the Finance & Corporate Services Team.
Official hospitality should be limited within approved budgets.

The following guidelines cover the range of circumstances in which expenditure on hospitali-

ty might be expected to arise within MLKDC.
11.3 Hospitality Offered to Visitors from Outside MLKDC

MLKDC will normally meet expenditure for the provision of lunch/dinner to visitors (including
those from other NI and GB Departments) or for a working lunch where a benefit will accrue
to MLKDC or where such an occasion allows for the conduct of urgent business. In such cir-
cumstances approval must be granted in advance and:

a) Approval should not normally be granted when only NI Civil Servants are in at-
tendance. In cases where those NI Civil Servants attending outnumber external
(i.e., non-NI Civil Service) guests, the approval of the CEO should be obtained.

b) The number of people invited should be kept to a minimum;
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c) Any hotels or restaurants used should be appropriate to the purpose. Govern-
ment establishments should be used wherever possible;

d) Any meal should be on a modest scale, with the total cost per head not exceed-
ing £30 and the element for refreshments must not exceed 30% of the total bill;
prior approval should be obtained for any parties of five or more.

e) Where no service charge is included, a tip of 10% is considered reasonable;

f) No spouses or guests of MLKDC staff are eligible to receive official hospitality

other than in exceptional circumstances and with the specific agreement of the
CEO; and

g) Except where such hospitality constitutes MLKDC business, MLKDC funds are

not available for visits to theatres or to other forms of public entertainment.

11.4  Working Lunches and Refreshments for Official Committees and Other Ad
Hoc Meetings

The provision of a working lunch at public expense (hospitality approval form at Appendix
13) will be acceptable only where it is impossible to accommodate urgent meetings other
than at lunch time and:

e There is a need to make provision for non NI Civil Service guests;
e It is necessary for participants to remain together during lunch; or

e Pressure of work is likely to be such as to make it impractical to allow a break
long enough to give participants reasonable time to obtain lunch elsewhere (alt-
hough such cases are likely to be rare).

The nature of the lunch should be appropriate to the purpose, with costs kept to a minimum.

If morning or afternoon breaks are warranted, light refreshments tea/coffee/bottled wa-
ter/biscuits/scones) may be provided, at public expense, at the discretion of CEO.

115 Hospitality Offered During Training Courses, Conferences, Workshops, Etc.

A measure of hospitality at public expense may be offered to those participating in training
courses, both residential and non-residential. This facility may also be extended to cover
conferences, seminars, approved team building sessions, workshops, etc. The following
guidelines apply:
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Residential Events

Residential means that at least one night's accommodation is being provided and paid for as

an integral part of the course, etc.

e Whilst it is normal practice to meet the cost of meals and light refreshments, i.e.
bottled water/biscuits/scones, this facility should not be extended to include

payments for alcoholic refreshments:.
e Expensive hotels should be avoided:

e The total cost of food and refreshment per person should be appropriate to the

purpose and costs should be kept to a minimum.
Non Residential Events

Depending on the duration of the course/event, hospitality should be restricted to the provi-
sion of morning and afternoon tea/coffee (or bottled water) with biscuits/scones. The provi-
sion of snacks or a buffet-type meal at lunch time will be at the discretion of the CEO who
should take into account factors such as the background and number of attendees, the
availability of alternative facilities and the benefits (if any) which such provision might offer in
terms of the running of the course/event. Where lunch and light refreshments are provided,
subsistence expenses will not be payable.

Government establishments should be considered as a first choice of venue and expensive
hotels should be avoided.

11.6 Drinking and Driving

Staff will recognise the need to set an example in terms of preventing drinking and driving.
To this end, and bearing in mind the possibility that MLKDC might be perceived as being at
fault if an attendee at an event was found to be driving with an alcohol level in excess of the

legal limit, the following guidelines should be followed at relevant functions/events:

e Consideration should be given to providing low alcohol alternatives to alcoholic

drinks; and

e An adequate selection and supply of soft drinks should always be made availa-
ble.

Official funds are not available for expenditure on casual alcoholic drinks outside depart-

mental premises.
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11.7  Expenditure on Official Gifts

The regulations governing expenditure on official gifts are contained in Annex4.12 “Gifts”¢ of
Managing Public Money Northern Ireland (MPMNI).” Official gifts should not be regarded as
part of the normal conduct of MLKDC business and should involve only modest expense.

MLKDC has a delegated limit from TEO of £100 (inclusive of VAT) in all but exceptional cir-
cumstances where the expenditure could be deemed to be novel or contentious. The CEO
may therefore approve the purchase of corporate gifts up to the value of £100. For gifts over
£100, a case should be made, to TEO who will consider the proposal and pursue clearance

with DoF Supply.

6 See https://www.finance-ni.qov. uk/sites/default/files/publications/dfp/a.4.12-gifts. pdf

"Managing Public Money Northern Ireland (MPMNI) has now replaced Government Accounting
Northern Ireland (GANI) as the authoritative guide to the principles for dealing with resources used by
public sector organisations in NI. See https://www.finance-ni.gov.uk/articles/managing-public-money-

n-mpmni

58


https://www.finance-ni.gov.uk/sites/default/files/publications/dfp/a.4.12-gifts.pdf
http://www.finance-ni.gov.uk/articles/managing-public-money-ni-mpmni
http://www.finance-ni.gov.uk/articles/managing-public-money-ni-mpmni

-

4 ¢
MazelLongKesh

from peace to prosperity Appendix 1

APPENDIX 1 KEY REQUIREMENTS FOR FINANCIAL POLICIES, AS DEFINED IN THE

MLKDC MANAGEMENT STATEMENT

MANAGEMENT

STATEMENT DESCRIPTION

REFERENCE

MS 3.3.3 Reportto RST on performance, budgets, control and risk management, in-
cluding early sight of the Governance Statement.

MS 3.5.2 Board to establish strategic Direction of MLKDC, appoint a CEO, review fi-
nancial information etc.

MS 3.5.3 Members to comply with MLKDC rules on acceptance of gifts and hospitality .

MS 3.6.3 Prepare Corporate and Business Plans.

MS 3.6.3 Report timely financial info to TEO.

MS 3.6.3 Report to Board on performance and financial results.

MS 3.6.3 Maintain a system of risk management.

MS 3.6.3 Ensure public funds correctly expended.

MS 3.6.3 Regularly review compliance with delegated authorities.

MS 3.6.3 CEO to sign accounts, statement of Accounting Officer's responsibilities, and
Governance Statement.

MS 3.7.1 CEO to be responsible as Consolidation Officer.

MS 3.7.2 CEO to prepare consolidation information.

MS 4.1.1 Submit draft Corporate Plan to TEO covering 3 years.

MS 4.1.3 Corporate & Business Plan to be consistent with TEO PfG outcomes and
indicators.

MS 4.3.1 Publish Corporate and Business plans on internet.

MS 4.6.1 Set up an Internal Audit function.

MS 4.6.2 Audit strategy, periodic audit plans, annual audit reportto TEO.

MS 4.6.2 Periodic quality reviews of Internal Audit.

MS 4.7.1 Set up an Audit Committee i.t.0. Cabinet Office Guidance.

MS 4.8.1 Report frauds to TEO immediately.

MS5.1.1 Publish annual report together with audited annual accounts.

MS5.1.1 Draft report to be submitted to TEO.

MS5.1.4 Annual report to be laid before Nl Assembly.
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MANAGEMENT
STATEMENT DESCRIPTION
REFERENCE
MS 5.2.3 Auditors to send copies of RTTGWG and MLKDC responses to TEO.
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APPENDIX 2 KEY REQUIREMENTS FOR FINANCIAL POLICIES ARISING FROM THE
FINANCIAL MEMORANDUM

FINANCIAL

M EMORANDUM DESCRIPTION

REFERENCE

FM5 Prior written approval from TEO for expenditure not in budget.

FM9 Obtain advice from CPD for Direct Award Contracts.

FM 9 Quarterly reports on all Direct Award Contracts to TEO.

FM11 Timeliness in paying bills guidance to be followed.

FM 12 Obtain approval of TEO and DoF prior to entering into novel, contentious
or repercussive proposals.

FM 13 Develop a Risk Management Strategy.

FM 14 Appraise financial standing of firms MLKDC does business with.

FM 15 Adopt and implement policies and practices to safeguard against fraud
and theft.

FM 19 Grant-in-Aid application to be done quarterly.

FM 33 Borrowing to be pre approved by TEO.

FM 43 Changes to pension arrangements, redundancy etc to be approved by
TEO and DoF.

FM 51 Capital projects over £1,000,000 to be approved by TEO.

FM 57 MLKDC shall not lend without prior approval of TEO and DoF.

FM 61 Gifts outside delegated limits require prior TEO and DoF approval.

FM 64 Property and finance leasesrequire prior TEO approval.

FM 68 Establishment of subsidiaries require prior approval of TEO and DoF.

FM 70 Investments in traded financial instruments require prior TEO approval.

FM 71 Unconventional financing arrangements require prior TEO and DoF ap-
proval.

FM 72 Insurance policies other than 3rd party require prior approval of TEO and
DoF.
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M EMORANDUM DESCRIPTION
REFERENCE
FM 82 Fixed asset register to be maintained.
FM 85 All receipts from sale of assets must be declared to TEO.
FM 92 Provide info as reasonably required by TEO.
FM 95 Financial reporting to TEO each quarter.
FM 97 Review banking arrangements every 2 years.
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Business Cases
Prepared By MLKDC
All Expenditure within Expenditure outside Expenditure outside Single Tender Action

MLKDC Delegated
Limits
£Full Resource
£1m Capital (RRI Cap)
£5k Consultancy
£1k Capital
(Non RRI)

MLKDC Delegated
Limits but within
DAO 06/12

MLKDC and DAO 06/12
Delegated

MLKDC Board
Approval

MLKDC Chief Executive
& MLKDC Board
Approval

> £150k or Consul-
tancy (with CPD &
DSO advice)

!

MLKDC Approval
< £100k
Chief Executive
Over £100k
Chief Executive &
MLKDC Board

TEO /Sponsor
Branch / Finance

Approval

MLKDC, AO, Audit
Committee & Board
Approval

TEO /Sponsor Branch /

Finance Approval

l

TEO Economists and
FSC Approval

TEO /Sponsor
Branch / Finance

Approval

}

Ministers

|

DoF

v

Departmental
Accounting Officer
and ALB

Accounting Officer
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APPENDIX 4 POST PROJECT EVALUATION FORM

For all projects (where a business case will have been completed —) a Post Project Evalua-
tion Form must be completed by the relevant budget holder.

The templates below have been approved by the CEO and must be used on all occasions.
These templates can be found at the following TRIM locations:

DF1/11/128271 (Non - Consultancy)

DF1/11/128272 (Consultancy Projects)
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POST PROJECT EVALUATION

(Consultancy)

Title of Consultancy Assignment:

Name of Consultant Appointed:

Cost of Consultancy:

Prepared By: Approved By:
Signed: Signed:
Date: Date:

Section 1: Background

Provide a brief description of the assignment including:
¢ What was the purpose of the assignment?
¢ What was the need for the assignment?

o Who was the appointed consultant and when were they appointed?

Section 2: Assessment of Costs

This section should provide a comparison of the actual costs of the external consultancy with the

agreed contract value.

Where the variation between contract value and actual costs is greater than 10%, an explanation for
the variation must be provided. [Note where actual costs exceed the cost approved by DoF by more
than 10%, then DoF must be informed].
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Expected Cost

Total Cost

Percentage variation between expected cost and total cost:

Explanation of variation in costs:

Section 3: Assessment of Deliverables

This section should provide detail on what was delivered by the consultants. The extent to which pro-
jected deliverables, as outlined in the Terms of Reference, were met by the consultants, and the

quality should be assessed.

Section 4: Assessment of Benefits

This section should provide detail on the benefits provided by the consultancy assignment. For ex-
ample:

e Were the deliverables achieved within the timescale specified in the contract?

e Reasons for any delays and the impact on expected benefits should be explained.
e Was the consultancy assignment used for the purpose originally intended?

e How were the outputs delivered by the assignment used?

Section 5: Division of Work

This section should provide details of the division of work between in-house staff and the consultants.
Evidence should be provided of whether the in-house assistance provided matched what was in the
business case.

Section 6: Skills Transfer
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e What mechanisms were put in place to allow the transfer of skills and knowledge to happen?
e Assess the extent to which transfer of skill and knowledge to in-house staff has taken place and
what impact has this had on in-house capability?

¢ Has the need for future consultancy support diminished as a result of skills transfer?

Section 7: Assessment of Project Management Arrangements

This section should provide an assessment of the project management arrangements. For example:
e Were the monitoring arrangements put in place to manage the consultant’s satisfactory?

e Was there an opportunity to influence performance interim stages?

e Was the project managed effectively?

Section 8: Conclusions and Recommendations

Conclusions

Provide a summary of what value was added by this assignment and assess whether, on balance,
value for money was achieved.

Recommendations

Provide a summary of the lessons learnt and provide details on how these will be disseminated within
the Department/Agency.
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Title of Assignment:

Name of Supplier Appointed:

Cost of Assignment to Date:

Retention to Follow:

Total Cost of Assignment:

POST PROJECT EVALUATION
(NON CONSULTANCY)

Prepared By:

Approved By:

Signed:

Signed:

Date:

Date:

Section 1: Background

Provide a brief description of the assignment including:

o What was the purpose of the assignment?

¢ What was the need for the assignment?

o Who was the appointed supplier and when were they appointed?
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Section 2: Assessment of Costs

This section should provide a comparison of the actual costs of the assignment with the agreed con-

tract value.

Where the variation between contract value and actual costs is greater than 10%, an explanation for
the variation must be provided. [Note where actual costs exceed the cost approved by DoF by more
than 10%, then DoF must be informed].

Expected Cost:

Total Cost:

Cost Per Head (where applicable):

Percentage variation between expected cost and total cost:

Note: Alcohol was: I:I %of the total cost (where applicable)

Explanation of variation in costs:

Section 3: Assessment of Deliverables

This section should provide detail on what was delivered by the project provider. The extent to which
projected deliverables, as outlined in the Terms of Reference, were met by the supplier, and the quali-
ty should be assessed.
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Section 4: Assessment of Benefits

This section should provide detail on the benefits provided by the assignment. For example:

e Were the deliverables achieved within the timescale specified in the contract?
e Reasons for any delays and the impact on expected benefits should be explained.
e Was the assignment used for the purpose originally intended?

e How were the outputs delivered by the assignment used?

Section 5: Assessment of Project Management Arrangements

This section should provide an assessment of the project management arrangements. For example:
¢ Were the monitoring arrangements put in place to manage the project provider satisfactory?

e Was there an opportunity to influence performance interim stages?

e Was the project managed effectively?

Section 6: Conclusions and Recommendations

Conclusions

Provide a summary of what value was added by this assignment and assess whether, on balance,
value for money was achieved.

Recommendations

Provide a summary of the lessons learnt and provide details on how these will be disseminated within
the Department/Agency.
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APPENDIX 5 ADDITIONAL PROCUREMENT GUIDANCE

e Current EU Thresholds — http://www.cpdni.gov.uk/eu-thresholds guidance-for-

purchasers.pdf .

¢ Northern Ireland Public Procurement Policy — http://www.cpdni.gov.uk/pdf-

public procurement policy.pdf.

e Guidance on integrating social, economic and environmental issues into the procurement
process — http://www.cpdni.gov.uk/social-integration-03.pdf.

e Setting Standards Improving Performance... Best Practice in Finance and Governance in

the Voluntary & Community Sector —

e Evidencing Best Value for Money — http://mw.cpdni.gov.uk/evidencing-vim-02.pdf.

e Achieving Excellence — http://www.cpdni.gov.uk/index/quidance-for-

purchasers/index/quidance-for-suppliers/achieving-excellence.htm.

e The OGC Gateway Review Process — http://www.cpdni.gov.uk/index/guidance-for-

purchasers/gateway review_process.htm.

e The use of Grant for Procurement — http:/www.cpdni.gov.uk/01-

07 the use of grant.doc.

72


http://www.cpdni.gov.uk/eu-thresholds_guidance-for-purchasers.pdf
http://www.cpdni.gov.uk/eu-thresholds_guidance-for-purchasers.pdf
http://www.cpdni.gov.uk/pdf-public_procurement_policy.pdf
http://www.cpdni.gov.uk/pdf-public_procurement_policy.pdf
http://www.cpdni.gov.uk/social-integration-03.pdf
http://www.cpdni.gov.uk/evidencing-vfm-02.pdf
http://www.cpdni.gov.uk/index/guidance-for-purchasers/index/guidance-for-suppliers/achieving-excellence.htm
http://www.cpdni.gov.uk/index/guidance-for-purchasers/index/guidance-for-suppliers/achieving-excellence.htm
http://www.cpdni.gov.uk/index/guidance-for-purchasers/gateway_review_process.htm
http://www.cpdni.gov.uk/index/guidance-for-purchasers/gateway_review_process.htm
http://www.cpdni.gov.uk/01-07_the_use_of_grant.doc
http://www.cpdni.gov.uk/01-07_the_use_of_grant.doc

-

4 ¢
MazelLongKesh

from peace to prosperity Appendix 6

APPENDIX 6 MOBILE PHONE/TAXIS — DECLARATION FOR PRIVATE USE

Re-payment of Personal Calls or Personal Taxi Journeys

[1F= 10 01T Mobile NO. ..o,
PeErsonAL CALL /
INVOICE NUMBER DATE INVOICE TOTAL

JOURNEY TOTAL
TOTAL: | s
VAT:
Payment cOVErs Period UP 10 it e et e e e e e eananns
SIgNATUIE Of USEI: e e e e e eeaaaas
AULNOTISEA DY

(Print Authoriser's Name)

OR

Email confirmation to the Corporate Services/Finance Assistant stating:

Please accept this email as confirmation that | have checked the attached spread-

sheet and highlighted any personal calls and agree to the subsequentamount being

deducted from my next salary payment*/being a cash reimbursementto MLKDC*

* Delete as appropriate [Template DF1/13/46959 MLKDC Mobile Phone or Taxis — Declaration for

Private Use]
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APPENDIX 7 USE OF OWN VEHICLE FOR OFFICIAL TRAVEL

Mileage Allowances

Standard rate of mileage allowance payable for use of private motor cars:
All Engine capacities

UP 10 10,000 MUIES....uieeieieiiiiie ettt e et e e e e e e e e e e eetaaaeeeeeeennes 45p
OVEN 10,000 MIIES . oeieeee e e 25p
Standard rate of mileage allowance payable for use of private motor-cycles:
All engine capacities

Unlimited MIlEAGE.......ccove i 24p

Standard rate of mileage allowance payable for use of pedal cycle: ....20p

Passenger Mileage Allowances

5p per mile for passengers.
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APPENDIX 8

STANDARD MILEAGE LISTS

Official Standard Mileage List (Return Journeys)

OFFICIAL STANDARD MILEAGE LIST (Return Journeys) FROM MLKDC SITE

Return Return
DESTINATION Mileage DESTINATION Mileage
Antrim 38 Dungiven 119
Armagh 58 Dunmurry 15
Ballycastle 126 Enniskillen 143
Ballyclare 50 Glengormley 40
Ballygalley 74 Hillsborough Castle 4
Ballygowan 33 Holywood 37
Ballykelly 141 Kesh 166
Ballymena 69 Kilkeel 77
Ballymoney 109 Larne 68
Ballynahinch 23 Limavady 137
Banbridge 30 Lisburn 7
Bangor (Rathgael) 51 Londonderry 158
Belfast - Castle Buildings 35 Lurgan 22
Belfast - Parliament Buildings 36 Maghera 94
Belfast City Hall 26 Magherafelt 84
Carrickfergus 46 Magilligan Prison 154
Carryduff 22 Mallusk 36
Coleraine 126 Moira 13
Comber 35 Newcastle 53
Cookstown 75 Newry 55
Craigavon 35 Newtonabbey 36
Crawfordsburn 45 Newtownards 48
Downpatrick 42 Omagh 115
Dromara 19 Portadown 39
Dromore (Down) 16 Portaferry 64
Dublin 188 Strabane 153
Dungannon 61 UU Jordanstown 38

The miles listed abowe are the return distances from each destination to the MLK site. They are to be

used only as a guide, since the mileage actually claimed may vary according to the route taken.
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APPENDIX 9 LIST OF EXEMPT BUILDINGS

Locations which are deemed not to give rise to a claim for subsistence allowance:

Ann Street

Arches Centre
Armagh House
Atlantic Buildings
Bradford Square
Brookmount Buildings
Bulloch House
Calvert House
Canada House
Castle Court
Castleview Terrace
Cawood House

Chamber of Commerce House

Chichester House
Churchill House

City Hall

Clarence Court
Clarendon House
Cleaver House
College Street
Commonwealth House
Computer House
Connsbrook Avenue
Corporation Street
Design Centre
Donegall Street
‘Duniris’ Galway Park
Elizabeth House
Ferguson House
Fermanagh House
Franklin House

Frances House

Gas Works

Great Northern Tower
Hampden House
Hill Street
Holywood Road
Hurst House
InvestNI Head Office
Ladas Drive
Lagan House
Lancashire House
Law Courts
Lincoln Buildings
Lindsay House
Linenhall Street
Londonderry House
Longbridge House
Magnet House
Mark Royal House
Maryfield
Netherleigh
Northern House
Oxford House
Park House
Permanent House
Plaza Buildings
Progressive House
Queens Court
RAC House

River House
Rosepark House
Royston House

Scottish Amicable Building

State Building

Temple Court

Victoria Hall

Works Unit, Stoney Road
Yorkshire House
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APPENDIX 10 APPLICATION FOR APPROVAL TO ATTEND A TRAINING COURSE OR

CONFERENCE

Approval to be sought from Chief Executive prior to booking training course/conference

Name

Details of Training/Conference to be
attended

Date of Training/Conference

Cost of Training/Conference (Inc VAT)

Reason for attending Train-
ing/Conference

(Briefly explain how this course con-
tributesto your role)

Chief Executive Approval

Line Manager Approval

Finance Approval

Date

[Template DF1/12/578686 MLKDC - Application for Approval to Attend a Training Course or Confer-

ence]
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APPENDIX 11 MLKDC HOSPITALITY REGISTER
Maze Long Kesh Dev elopment Corporation Gifts & Hospitality Register
FY2017/18
Please Note: A giftwith the value of £50 or more must be declined, however, thisdoesnot apply to offersof hos-
pitality.
. . . Action Taken:
Date of Hospi- Gift or Offered Ultimate re- Offered Description Reason for Details of Con- Less Greater Accept- Entered | Entered Noriee
tality/Ev ent/Gift o cipient tracts - Current Than . and Ref
Hospitality To e s From of Offer Offer . Than £50 | ed/Declined/R by Date .
Offered (if different) or Potential £50 SHurnee (if any)
01/01/2016 Gift A N Other Company A Gift 1 Netw orking None Y Accepted ABC 31/01/16
01/01/2016 Hospitality | A N Other Company B E&lrfgtlirc])% Netw orking None Y Accepted ABC 31/01/16

[Template DF1/12/617393 — MLKDC Hospitality Register]
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APPENDIX 12 AUTHORISATION OF OFFICIAL HOSPITALITY EXPENDITURE

Maze Long Kesh Development Corporation
Part 1 - Request for Prior Authorisation of Event

Name:

Date of Event: Venue:

Business Purpose of
Y7 | T

Names of Attendees:

Planned Number of At-
tendees: | e,

| certify that:

e The hospitality is required to further the government or taxpayer’s interests.
e The hospitality expenditure will deliver value for money.

¢ No more than half of the attendees will be Public Sector employees.

e | understand that only expenditure of less than £30 per head, of which no

more than 30% may be for alcoholic drinks, will be reimbursed.

Applicants Signature:

Chief Executive Officer / Authorised Person (Delete as ap-

propriate and print name below)

Authorised by:

Authorising Signature:

Date Authorised:
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Part 2 - Authorisation of Reimbursement / Expenditure from Hospitality Budget

Type of Refreshments at Business Meeting
hospitality: Breakfast / Lunch / Dinner

(delete as

applicable)

(O 1 1= R Y T=o11 37 T
Expenditure Claimed £

Food & Non-alcoholic Drinks:

(As a Propor-

Alcoholic Drinks: | | % ton of A)
Sub-Total A:
Number of Attendees — B
Cost per Head (A/B): £
Room Hire:
Other (SPECIfY): cooeeeieiiiiiiiieeeeeie e
VAT:
Sub-Total C:
Grand Total (A+C):
| certify that:

e This expenditure was authorised in advance.
¢ No more than half of the attendees were public sector employees.
e The expenditure on food and drink was less than £30 per head.

e Expenditure on alcoholic drink was less than 30% of the total bill.

Applicants Signature:

Date of Claim:

Reimbursement Authorised Chief Executive Officer or Authorised Person (print
by: name)
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Authorising Signature:

Date:

Both Parts 1 and 2 of this form must be submitted before expenditure can be reimbursed.

[Template DF1/13/743400]
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APPENDIX 13 APPROVAL FOR EXPENDITURE ON HOSPITALITY

Please indicate the type of hospitality:-

o Hospitality offered to visitors from outside the Department
e Working lunches and refreshments for official committees and other ad hoc meetings

e Hospitality offered during training courses, conferences, workshops etc.

Details of event:-
e Date of Event
e \Venue:
e Purpose of Event

e Names of attendees (attach separate sheet if necessary):
% of MLKDC Staff in attendance

Costs:
e Food:
e Refreshments
e Roomhire
e Other (please specify)
e Vat
e Total Cost

Applicants Signature:

Authorised by:

Authorising Signature:

Date Authorised

Template: DF1/13/743365 MLKDC Approval for Expenditure on Hospitality
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APPENDIX 14 ACCEPTANCE OF HOSPITALITY CLAIM FORM

(Part 1 to be completed by recipient — part 2 to be completed by the Chief Executive Officer)

GIFT/HOSPITALITY FORM (PART 1)

AUTHORISATION () -

OFFER: ACCEPTED: DECLINED:

Name of recipient:

Name of ultimate recipient if
not as above (i.e. if gift or
hospitality is passed on to

someone else):

Date of offer:

Who made the offer:

Description of offer:

Why was the offer made:

Estimated / actual value of
offer:

Was the offer accepted or declined? ()

ACCEPTED: DECLINED:

83




-

-
1‘ ‘J
MazelLongKesh
from peace to prosperity Appendix 14
Is there a current/ D =2 PPN
potential contract with the I:l
donor? () | [ s
If yes provide details. T
SIGNEA . e Date:....ccooeveviiiieeeennnn,

(Signature of recipient)
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GIFT/HOSPITALITY FORM (PART 2)

AUTHORISATION (M) - OFFER: ACCEPTED:

DECLINED:

ReasonNsS Why @approval | oo s

has/has not been granted:

IS gift beiNg returNed? If SO, @ | .oovveiiiiiii e e e e eeaee

letter should be issued.

Has the gift been USEd OF | .o e

disposed of? If so give details.

Has the giftbeen donated to @ | .......oieeiiieiie e

nominated charity?

Has the Gifts and Hospitality

register been updated? | oo

1 [0 1 L= o PP
(Signature of Chief Executive Officer)

[Template: FI1/17/1046323 MLKDC - Acceptance of Hospitality Claim Form].)
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APPENDIX 15 MLKDC TRAVEL REQUEST BOOKING FORM

In accordance with the MLKDC Travel and Subsistence Policy, all travel and accommoda-

tion arrangements on official business must be made by the most efficient and economic

method. Only where there isan approved business need will alternative arrangements be

made to book business class travel or accommodation at a higher cost.

Please complete thisform with your travel details. This form once completed should be

forwarded to your travel authoriser.

Journey Details — (you must complete all white boxes if applicable or your form will be returned)

1.Traveller Details (as shown on Travel ID)

Title

Forename(s)

Surname

Grade

Directorate

Branch

Cost Centre

Telephone Extension

E-mail Address

Car Registration

Contact Number

(in event of flight changes)

2. Travel Details

Departure Address (work/home town)

Destination Address (event)

Post Code: |

Post Code:

Event Date:

Start Time:

Finish Time:
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Sustainability — (you must complete the detail requested in each box below or the form will be re-

turned)

Reason for travel:

Was teleconferencing considered? Why were these facilities not used?

3. Air Travel

Date of Departure Departing From Arriving At Departure Time

Special requirements (i.e. luggage requirements):

In accordance with the MLKDC Travel and Subsistence Policy, all air travel must be booked by

the most efficient and economical flight option available (economy).

Only where there is a clear business need can Business Class/ Flexible Economy air travel be

approved.
Please record below details of the business need for flight option other than economy.

Is car parking required at the Departure airport?

Yes[ ] No [ ]

4. Rail/Tube Tickets
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Departure Date Departing From Arriving At Departure Time

Airport Rail — (indicate ‘X if required)

Heathrow Ex-
Gatwick Express
Stansted Express

In accordance with the MLKDC Trawvel and Subsistence Policy, rail travel must be booked by the

most efficient and economical method possible (economy).

Only where there is a clear business need can First Class rail travel be approved. Please record

below, details of the business need for first class rail travel.

5. FEerry Tickets

Date of Departure Departing From Arriving At Departure Time

Car Details

Make
Model
Registration No.

Is overnight cabin required? — (indicate with ‘X)

Yes[ | No [ ]

6. Car Hire — (The named driver will be required to produce their full driving license when picking

up the car.)

Named Driver:
Number of Passengers

Pick Up Point Date Drop Off Point Date
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7. Do you require hotel accommodation to be booked? Please indicate

Yes[ |

Please specify any special requirements:

the address below.

Address when staying with friends or relatives:

If you are planning on staying with friends/family please inform your line manager and provide

, the authorising officer, confirm that the above journey on official business is necessary. | confirm that

where an overnight stay is involved it is more cost effective than returning on the same day and the total

hours away from the office have been taken into consideration.

Authorised by*:

Grade:

Date:

*Authorisation for this journey must be obtained from the Chief Executive Officer and in accordance with your

MLKDC approvals.

Please note that if submitting by e-mail - This form must be forwarded by the authorising officer.

For MLKDC Travel Section use only:

Booked by (MLKDC): |

Booked by (SIB): |

Booking Date: |

Booking Reference: |

Flights Confirmation received:
Rail Confirmation received:

Hotel Confirmation received:

Departmental Records updated:

ERERERE
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[Template DF1/13/367016]
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APPENDIX 16 CHECKLIST FOR PROPOSED EXPENDITURE AND FOR DIRECT

AWARD CONTRACT

Please ensure that your Business Case addresses the following.

1 Have you prepared a Business Case for all expenditure or single tender?

M

1.1 Have you used the appropriate Business Case template? I:l

1.2 Do all figures included in the Business Case state that they are inclusive of I:l
VAT

1.3 Have you included that one of the options is “Do Nothing”? I:l

1.4 Business Cases can only be prepared for a single consultant. If more than I:l
one consultant is to be procured have you a separate business case for
each?

1.5 Have you clearly identified who will manage the proposed expenditure? D

1.6 Have you clearly identified how the proposed expenditure will be funded? I:I

1.7 Have you obtained Central Procurement Division guidance / advice and clear- D
ly stated its response in the business case? (Your Business Case will be re-
jected if this is not clearly stated).

1.8 If a single tender option is proposed, have you stated convincing reasons why I:l
this is the preferred method and considered what your response will be if
challenged by other suppliers?

1.9 Even if single tender is the preferred option, points 1.5,1.6 and 1.7 are still I:l
relevant — have you included these in the Business Case?

1.10 Have you signed and dated the Business Case? D

1.11 Have you passed the Business Case to the appropriate Director/Chief Execu-

tive for approval and onward submission to TEO / DOF for approval.

L]
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2

Once the Business Case is approved, have you done the following?

2.1

2.2

Received the appropriate business case back from the approver?

Have you passed the approved Business Case to the MLKDC Finance Team
for filing and obtained a Business Case reference number so that you can
state this on all invoices relating to the Business Case?

1 [

If MLKDC is managing the procurement process, have you considered the

following?

3.1

3.2

Requested Central Procurement Division to manage the process instead?

If the procurement process is managed by MLKDC have you adhered to all

the criteria in Chapter 5?

1 O

No matter who is managing the procurement process, have you given to
the MLKDC Finance Team for filing the signed Letter of Appoint-

ment/Engagement and the Contract?

If MLKDC is managing the contract, have you done the following?

51

5.2

Has the contract been extended and, if so, was a Business Case prepared

and approved for the contract extension?

If one or more contracts were extended, do any of them now include unrelat-
ed work and, if so, has this been approved by the appropriate Director/Chief

Executive?

At the end of the contract, have you completed a Consultancy Evaluation
Formusing the approved template, DF1/11/234176 “Consultancy Evalua-
tion Form Template” (DN - Cannot trace thison TRIM.) and given this to
the MLKDC Finance Officer for filing and onward submission to TEO.
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EU PROCUREMENT THRESHOLDS

Appendix 17

Thresholds applicable from 1 January 2016 are given below.

Thresholds are net of VAT.

Council Regulation 2015/2170 (L307/5 25/11/15).

PUBLIC CONTRACTS REGULATIONS 2012 - FROM 1 JANUARY 2016

Entities listed in Schedule 11

Other public sector contracting au-

thorities

Indicative Notices

Small lots

£106,047
(€135,000)

£164,176
(€209,000)

£589,148
(€750,000)

£62,842
(€80,000)

£106,0472
(€135,000)

£164,176
(€209,000)

£652,253
(€750,000)

£62,842
(€80,000)

£4,104,3943
(€5,225,000)

£4,104,394°
(€5,225,000)

£4,104,394
(€5,225,000)

£785,530
(€1,000,000)

1 Schedule 1 of the Public Contracts Regulations 2006 lists central government bodies

subject to the World Trade Organisation’s (WTQO) Government Procurement Agreement
(GPA). These thresholds will also apply to any successor bodies.
2 With the exception of the following services which have a threshold of £164,176

(€209,000):

3Including subsidised works contracts under regulation 3

Part B (residual) services

e Research & Development Services (Category 8)

e The following Telecommunications services in Category 5

e PC 7524 - Television and Radio Broadcast services

e CPC 7525 - Interconnection services

e CPC 7526 - Integrated telecommunications services

e Subsidised services contracts under regulation 34.
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