Freedom of Information Publication Coversheet

The following information is provided pursuant to section 28 of the Freedom of Information
Act 2016.

FOI Reference: CMTEDDFOI 2019-0133

Information to be published Status
1. Access application Published
2. Decision notice Published
3. Documents and schedule Published
4. Additional information identified No
5. Fees Waived
6. Processing time (in working days) 31
7. Decision made by Ombudsman N/A
8. Additional information identified by Ombudsman N/A
9. Decision made by ACAT N/A
10. Additional information identified by ACAT N/A




To: CMTEDD FOI

Cc:

Subject: FOI Request - ACT Government presence in Singapore
Date: Tuesday, 18 June 2019 6:17:56 PM

Good afternoon

| write to request under the Freedom of Information Act 2016 documents since 1 July 2018
relating to the decision to include an ACT Government presence in Singapore.

These documents may include but are not limited to position descriptions, cost,
communication with Commonwealth agencies, selection criteria, ongoing reporting,
accountability framewaorks or indicators, outcomes, Ministerial briefs, Ministerial
correspondence or other correspondence within Ministerial offices, internal correspondence,

internal documents, any other types of documents.

Should iou reﬁuire any further information or clarification about my request, ||| | [GTGNG

Kind regards,




ACT

Government

Chief Minister, Treasury and
Economic Development

Our ref: CMTEDDFOI2019-133

FREEDOM OF INFORMATION REQUEST

| refer to your application under section 30 of the Freedom of information Act 2016 (the
Act), received by the Chief Minister, Treasury and Economic Development Directorate
(CMTEDD) on 18 June 2019, in which you sought access to documents relating to the ACT
Governments presence in Singapore.

Specifically, you are seeking: “...documents since 1 july 2018 reloting to the decision to
include on ACT Government presence in Singapore. These documents may include but are
not limited ta position descriptions, cost, communication with Commonweaith ogencies,
selection criterio, ongoing reporting, accauntability fromeworks or indicatars, autcomes,
Ministerial briefs, Ministerial correspondence or other correspondence within Ministerial
offices, internol correspondence, internal documents, any other types of dacuments”.

On 5 July 2019 you confirmed that you agreed to exclude job applications and other
similar material of a personal nature.

On 23 July 2019 your office confirmed via phone with a confirmation email that you are
not seeking administrative style emails and are happy with the revised scope listed below:

« Ministerial Briefs;

« Selection Criteria;

» Service Level Agreement;

+ Co-Operative Administration Agreement between Tourism Australia and the ACT
Government; _

s  Weekly DDG Reports (excludes out of scope information);

s Final contract of employment {excluding personal information};

= Travel docurnents; and

« Legal advice

Authority

[ am an Information Officer appointed by the Director-General under section 18 of the Act
to deal with access applications made under Part 5 of the Act.

Chief Minister, Treasury and Economic Development
GPO Box 158 Canberra ACT 2601 | phone: 6207 7754 | www.act.gov.au



Timeframes

In accordance with section 40 of the Act, CMTEDD is required to provide a decision on
your access appiication by 6 August 2018.

Third party consultation

In determining this access request, | identified that some of the information may
reasonably be expected to be of concern to Austrade and Tourism Australia, In
accordance with section 38 of the Act, | have undertaken third party consultation. The
views of the identified third parties were considered in making this decision.

Decision on access

Searches were completed for relevant documents and 95 documents were identified that
fall within the scope of your request.

| have decided to grant access in full to 44 documents and partizal access to 47 documents
relevant to your request, { have also decided to refuse access to four documents as |
consider them to be contrary to the public interest information under Schedule 1.

| have included as Attachment A to this decision the schedule of relevant documents. This
provides a description of each document that fafls within the scope of your request and
the access decision for each of those documents,

My access decisions are detailed further in the following statement of reasons and the
documents released to you are provided as Attachment B to this |etter,

In accordance with section 54{2} of the Act a statement of reasons outlining my decisions
is below.

Statement of Reasons

In reaching my access decisions, | have taken the following into account:
s  the Act;
* the content of the documents that fall within the scope of your request;
+ the views of the relevant third parties; and
s the Human Rights Act 2004,

Exemptions claimed

Documents at references 20 and 36-38 of the identified documents are entirely
composed of, or contain, information that is considered to be contrary to the public
interest under schedule 1 of the Act.

Section 1.2 Information subject to Lepal Professional Privilege

The above documents contain requests for legal advice and legal advice provided by the
ACT Government Solicitor Office.  consider the advice is subject to legal professional
privilege as it was brought into existence for the dominant purpose of providing a legal
opinion. | am satisfied that the communications were made in circumstances of
confidentiality and were provided by an independent legal adviser satisfying the



requirements to attract legal professional privilege. Accordingiy, | am satisfied this
information is contrary to the public interest pursuant to schedule 1 1.2 of the Act,

Public Interest Test {Schedule 2 of the Act)

The Act has a presumption in favour of disclosure. As a decision maker | am required to
decide where, on balance, public interest lies, As part of this process | must consider
factors favouring disclosure and factors favouring non-disclosure.

In Hogan v Hinch {2011} 243 CLR 506, [31] French C) stated that when ‘used in a statute,
the term [public Interest] derives its content from “the subject matter and the scope and
purpose” of the enactment in which it appears’. Section 17{1} of the Act sets out the test,
to be applied to determine whether disclosure of information would be contrary to the
public interest, These factors are found in subsection 17{2} and Schedule 2 of the Act.

Factors favouring disclosure {Schedule 2 section 2.1}

Taking into consideration the information contained in the documents found to be within
the scope of your request, | have identified that the following public interest factors in
favour of disclosure are relevant to determine if release of the information contained
within these documents is within the ‘public interest”:

fa) disclosure of the informotion could reasonably be expected to do any of the following:
{viii] reveal the reason for a government decision and ony background or contextual
informotion thot informed the decision.
Having considered the factors identified as relevant in this matter, | consider that release
of the information contained in the documents will provide you with the background and
cantextual infarmation relating to the decision to include an ACT Government presence in
Singapore.

Factors favouring nan-disclosure {Schedule 2 section 2.2)

As required in the public interest test set out in section 17 of the Act, | have also
identified the following public interest factor in favour of non-disclosure that [ believe is
relevant to determine if release of the information contained within these documents is
within the ‘public interest”:

fa) disclosure of the informaotion could reasonably be expected to do any of the following:
{ii}  prejudice the protection of an individual’s right to privacy or any other right
under the Human Rights Act 2004, and
(xi) prejudice trade secrets, business affairs or research of an agency or person;

When considering the documents and the factor in favour of non-disclosure, | have
considered the personal information contained in the documents, including names and
contact information, | am satisfied that the names and contact information of ACT
Government amployees (with the exclusion of Jacqueline Lee’s private residential
address) should be released as these individuals were acting in their official capacity and
the personal information being released is done so in relation to these individuals



exercising their delegations in a work-related capacity. | do not consider the release of
this informaticn is unreasonable or could prejudice their right to privacy.

However, | consider that it is unreasonable to release the names and contact information
of individuals that are not ACT Government employees being the names of
Commonwealth Government employees employed with Austrade and Tourism Australia
as this is personal information that is not publicly available. | am of the opinion that the
release of this information may prejudice the protection of the individual’s right to
privacy or any other right these people may have under the Human Rights Act 2004. | am
satisfied that this factor favouring non-disclosure should be afforded significant weight as
it reiates to individual privacy.

| have also considered the impact of disclosing information which relates to business
affairs. In the case of Re Mangan and The Treasury [2005] AATA 898 the term ‘business
affairs’ was interpreted as meaning ‘the totality of the money-making affairs of an
organisation or undertaking as distinct from its private or internal affairs’. Schedule 2
section 2.2(a}{xi) allows for government information to be withheld from release if
disclosure of the information could reasonably be expected to prejudice the trade
secrets, business affairs or research of an agency or person. The information withheld
from release could reasonably be expected to unfairly prejudice the business affairs of
the ACT Government by disclosing the details of partnership agreements with
international partners.

Noting the pro-disclosure intent of the Act, | am satisfied that redacting only the
information that is not in the public interest to release, while releasing the rest of the
information to you will ensure that the intent of the Act is met and will provide you with
access to the majority of the information held by CMTEDD within the scope of your
reguest.

Charges

Pursuant to Freedom of Infarmotion {Fees) Determination 2017 (No 2) processing charges
have been waived in accordance with section 107{2}{e} of the Act,

Online publishing — Disclosure Log

Under section 28 of the Act, CMTED D maintains an online record of access applications
called a disclosure log. Your original access application, my decision in response to your
access application together with the documents that are being released to you will be
published in the CMTEDD disclosure log 3 days after the date of my decision. Your
personal contact details will not be published. You may view the CMTEDD disclosure (og
at: https:/fwww.cmtedd.act.gov.auffunctions/foifdisclosure-log,

Ombudsman Review

My decision on your access request is a reviewable decision as identified in Schedule 3 of
the Act. You have the right to seek Ombudsman review of this outcome under section 73
of the Act within 20 working days from the day that my decision is published in CMTEDD

disclosure log, or a longer period allowed by the Ombudsman,



If you wish to request a review of my decision you may write to the Ombudsman at:
The ACT Ombudsman

GPO Box 442

CANBERRA ACT 2601

Via emall: actfoi@ombudsman.gov.au

ACT Civil and Administrative Tribunal {ACAT) Review

Under section 84 of the Act, if a decision is made under section 82(1) on an Ombudsman
review, you may apply to the ACAT for review of the Ombudsman decision. Further
information may be obtained from the ACAT at:

ACT Civil and Administrative Tribunal
Level 4, 1 Moore 5t

GPO Box 370

Canberra City ACT 2601

Telephone: (02} 6207 1740
http://www.acat.act.gov.au/

Should you have any queries in relation te your request please contact me by telephone
on 6207 7754 or email CMTEDDFOI@act.gov.au.

Yours sincerely,

/6 P
Daniei Riley /%
Information Officer

Information Access Team
Chief Minister, Treasury and Economic Development Directorate

31 July 2019



ACT

Government

Chief Minister, Treasury and
Economic Development

WHAT ARE THE PARAMETERS OF THE REQUEST

FREEDOM OF INFORMATION

REQUEST SCHEDULE

Reference NO.

Documents since 1July 2018 relating to the decision to include an ACT Government presence in

CMTEDDFOI2019-133

Singapore
Ref No Page number | Description Date Status Reason for Exemption Online Release Status
Part 1 - ACT Gov - Austrade
1 1-3 Email — State Specialist Model - for (Service Level Agreement — see 17 Sep 2018 Partial release Sch 2 52.2 (a)(ii) Yes
pages 45-60)
2 4-7 Email — SLA Information for ACT Singapore enquiry 5 Mar 2019 Partial release Sch 252.2 (a)(ii) Yes
3 8-10 Email — SLA Information for ACT Singapore enquiry for (Service Level 7 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
Agreement — see pages 45-60)
4 11-14 Email — SLA Information for ACT Singapore enquiry 13 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
5 15-20 Email — SLA Information for ACT Singapore enquiry 15 Mar 2019 Partial release Sch 252.2 (a)(ii) Yes
6 21-27 Email — SLA Information for ACT Singapore enquiry 17 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
7 28 Email — BDM Singapore — Email to stakeholders 21 Mar 2019 Full release N/A Yes
8 29 Email — Discussion on Embedded officer in Singapore 27 Mar 2019 Full release N/A Yes
9 30-31 Email — BDM Singapore — Email to stakeholders 27 Mar 2019 Full release N/A Yes
10 32-39 Email — SLA Information for ACT Singapore enquiry 28 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
11 40-60 Email — Brief to CM on Embedded Officer/Attachments 28 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
12 61-69 Email — SLA Information for ACT Singapore enquiry 1 Apr 2019 Partial release Sch 252.2 (a)(ii) Yes
13 70-74 Email — Meeting re embedded officer in Austrade, Singapore/DRAFT 3 Apr 2019 Full release N/A Yes
Attachment
14 75-83 Email — SLA Information for ACT Singapore enquiry 2 Apr 2019 Partial release Sch 252.2 (a)(ii) Yes




15 84 Email — Meeting with Petr Adamek 4 Apr 2019 Full release N/A Yes

16 85-89 Email — Embedded Officer Brief/DRAFT Attachment 8 Apr 2019 Full release N/A Yes

17 90-92 Email — Embedded ACT Business Development Manager 12 Apr 2019 Full release N/A Yes

18 93-96 Email — CM19-151638 Chief Minister Brief (Attachment A can be 12 Apr 2019 Full release N/A Yes
found at pages 45-60)

19 97 Email — SLA for State Specialist in Singapore/Attachment - for 18 Apr 2019 Partial release Sch 2 52.2 (a)(ii) Yes
(Service Level Agreement — see pages 45-60)

20 98-102 Request for Legal Advice 29 Apr 2019 Exempt Schedule 1-1.2 Information subject to No

legal professional privilege

21 103-104 Email — SLA for State Specialist in Singapore/Attachment - for Service 6 May 2019 Partial release Sch 2 52.2 (a)(ii) Yes
Level Agreement — see pages 45-60

22 105-106 Email — SLA for State Specialist in Singapore 6 May 2019 Partial release Sch 2 52.2 (a)(ii) Yes

23 107-111 Email - Signed: CMTEDD2019/1481/Attachment 15 May 2019 Full release N/A Yes

24 112 Email — Position Description/see pages 120-123 for 28 May 2019 Full release N/A Yes
attachment/position description

25 113 Email — Position Description State Specialist Singapore 29 May 2019 Full release N/A Yes

26 114-115 Email — Position Description State Specialist Singapore 4 Jun 2019 Full release N/A Yes

27 116-117 Email — ACT State Specialist Singapore/Attachment (Service Level 6Jun 2019 Partial release Sch 2 52.2 (a)(ii) Yes
Agreement — see pages 45-60)

28 118 Email — ACT recruitment timing 14 Jun 2019 Partial release Sch 2 52.2 (a)(ii) Yes

29 119-123 Email — Singapore BDM 14 Jun 2019 Partial release Sch 2 52.2 (a)(ii) Yes

30 124 Email — Singapore BDM see pages 120-123 for attachment/position 19 Jun 2019 Partial release Sch 2 52.2 (a)(ii) Yes
description)

31 125-126 Email — Singapore BDM 20Jun 2019 Partial release Sch 2 52.2 (a)(ii) Yes

Part 2 ACT Gov - TA
32 1-4 Minute 2018/2767 13 Jun 2018 Partial release Sch 2 52.2 (a)(xi) Yes
33 5-8 Ministerial Brief 2018/2767 25 Jun 2018 Partial release Sch 252.2 (a)(xi) Yes




34 9-10 Email — Draft Costing Sheet/Attachment 9Jul 2018 Partial release Sch 2 52.2 (a)(ii) Yes
35 11 Email — TA/STO shared resource contract for Singapore 25 Jul 2018 Partial release Sch 2 52.2 (a)(ii) Yes
36 12-14 Request for legal advice 7 Aug 2018 Exempt Schedule 1-1.2 Information subject to No
legal professional privilege
37 15 Email — GSO request for review (attachment removed from pack to 7 Aug 2018 Exempt Schedule 1-1.2 Information subject to No
reduce page count) legal professional privilege
38 16-18 Email — Request for legal review/attachments 20 Aug 2018 Exempt Schedule 1-1.2 Information subject to No
legal professional privilege
39 19-20 Email — Singapore Resource 31 Aug 2018 Full release N/A Yes
40 21-23 Australian Government —Tourism Australia — Job Description 01 Oct 2018 Full release N/A Yes
41 24-29 SG Rep update 4 Oct 2018 Partial release Sch 2 52.2 (a)(ii) Yes
42 30-33 Email — VisitCanberra Sin Rep 14 Oct 2018 Partial release Sch 2 52.2 (a)(ii) Yes
43 34-35 Email — Free for a quick chat? 22 Oct 2018 Partial release Sch 2 52.2 (a)(ii) Yes
44 36-50 TA-VC SIN Co-operative administration agreement 21 Nov 2018 Partial release Sch 252.2 (a)(ii) Yes
45 51-52 Email — Singapore resource 29 Nov 2018 Full release N/A Yes
46 53-57 Email — Calendar of work 3 Dec 2018 Partial release Sch 2 52.2 (a)(ii) Yes
47 58-72 Employment contract 5 Dec 2018 Partial release Sch 2 52.2 (a)(ii) Yes
48 73 DDG Weekly Report 11 Dec 2018 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
49 74 Email - Events 18 Dec 2018 Partial release Sch 2 52.2 (a)(ii) Yes
50 75 DDG Weekly Report 8Jan 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
51 76-80 Email/attachment - Travel documents 7 Jan 2019 Partial release Sch 2 52.2 (a)(ii) Yes
52 81-82 Email — SINHKGSIN 8Jan 2019 Partial release Sch 2 52.2 (a)(ii) Yes




53 83-89 Ministerial Brief— CMTEDD2019/85 8Jan 2019 Partial release Sch 252.2 (a)(ii) Yes
(see pages 77-80 for attachments) Sch 252.2 (a)(xi)
54 90-92 DDG Weekly Report 15 Jan 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
55 93-94 Travel documents 14 Jan 2019 Full release N/A Yes
56 95-110 Email — Travel Insurance/Hotel bookings 15 Jan 2019 Full release N/A Yes
57 111-112 DDG Weekly Report 23 Jan 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
58 113-130 Travel documents Various 2019 Partial release Sch 252.2 (a)(ii) Yes
59 131 DDG Weekly Report 29 Jan 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
60 132 DDG Weekly Report 12 Feb 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
61 133-143 Ministerial Brief CMTEDD2019/691 7 Feb 2019 Partial release Sch 2 52.2 (a)(ii) Yes
Sch 252.2 (a)(xi)
62 144-150 Email — FY1819 Malaysia’s Team Australia Trade Events 7 Feb 2019 Partial release Sch 2 52.2 (a)(ii) Yes
63 151-158 Ministerial Brief— CMTEDD2019/1922 15 Apr 2019 Partial release Sch 2 52.2 (a)(ii)
Sch 252.2 (a)(xi)
64 159 DDG Weekly Report 19 Feb 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
65 160 DDG Weekly Report 26 Feb 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
66 161-165 DDG Weekly Report/VC Team structure 5 Mar 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
67 166-167 Email — Draft run sheet CBR & Region on Show 4 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
68 168-169 Email — Plans for this week 4 Mar 2019 Full release N/A Yes
69 170-171 Email — Accounts payable 12 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
70 172-174 DDG Weekly Report 12 Mar 2019 Full release N/A Yes

(Out of scope pages removed)

(Out of scope
information removed)




71 175-184 Email — Accounts payable 12 Mar 2019 Partial release Sch 2 52.2 (a)(ii) Yes
72 185 Weekly Issues Brief 13 Mar 2019 Full release N/A Yes
73 186-187 DDG Weekly Report 19 Mar 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
74 188-188 DDG Weekly Report 26 Mar 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
75 189-190 DDG Weekly Report 2 Apr 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
76 191-194 Email — Trade Strategy APR-JUN19 1 Apr 2019 Full release N/A Yes
77 195 DDG Weekly Report 16 Apr 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
78 196-205 Hospitality forms 17 Apr 2019 Full Release N/A Yes
79 206-207 DDG Weekly Report 30 Apr 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
80 208-216 Travel forms 30 Apr 2019 Full release N/A Yes
81 217 DDG Weekly Report 7 May 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
82 218-224 Travel documents 3 May 2019 Partial release Sch 2 52.2 (a)(ii) Yes
83 225-226 DDG Weekly Report 14 May 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
84 227-229 Email — Invoicing for Jac Lee 10 May 2019 Partial release Sch 2 52.2 (a)(ii) Yes
85 230 Travel document 14 May 2019 Full release N/A Yes
86 231-232 DDG Weekly Report 21 May 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
87 233-234 DDG Weekly Report 28 May 2019 Full release N/A Yes

(Out of scope pages removed)

(Out of scope
information removed)




88 235-237 Email — P&C Staff Hosting Invoice (Jan-June 2019) 28 May 2019 Partial release Sch 252.2 (a)(ii) Yes
89 238-239 DDG Weekly Report 4Jun 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
90 240-245 Ministerial Brief CMTEDD2019/2671 30 May 2019 Partial release Sch 2 52.2 (a)(ii) Yes
Sch 252.2 (a)(xi)
91 246 DDG Weekly Report 11 Jun 2019 Full release N/A Yes
(Out of scope pages removed) (Out of scope
information removed)
92 247-248 Travel form 12 Jun 2019 Full release N/A Yes
93 249-267 Ministerial Brief CMTEDD2019/3346 17 Jun 2019 Partial release Sch 2 52.2 (a)(ii) Yes
Sch 2 52.2 (a)(xi)
94 268-275 Email — events you have attended 18 Jun 2019 Full release N/A Yes
95 276-279 Accounts Payable 18 Jun 2019 Partial release Sch 252.2 (a)(ii) Yes
Total No
of Docs

95



























































































































































































































































































UNCLASSIFIED

attraction.

Innovation, Industry and Investment {ll1} has beenworking with Austradetc progress
this initiative viathe Austrade State Specialist Model. Under the model, state or
territory governments provide funding for the employment of a locally engaged
state fterritory specialistundera service level agreement. A temmplate agreementis
provided at Attachment A,

The agreementestablishes clear procedures and protocols for Austrade and the ACT
Governmentto work togetherin Singapore to promote trade and education, and
attract foreigninvestmentoutcomes for the ACT,

The specialist Business Development Manager (BDM) is expectedto provideservicesto
ACT companies, individualsand agenciesin order to generate economicoutcomes
through trade, investmentand education activities. There is also potential forthe ACT
BDM to support ACT Government international engagementintoconnected South East
Asia markets including Malaysia, Indonesia, Thailandand Vietnam subject to
negotiation of the work plan and sufficientrescurces available.

In support of ACT Government business and economic objectives, and within the
general ambit of an Austrade BDM standard activities, Austrade will assistthe

ACT Government in market business planning from which the BDM’s roles and tasks
willemerge.

As an Austrade employee, the BDM will be expectedto work collaboratively as part of
the Austrade Singapore team and report daily {and directly) to the Austrade Post
Manager and dailyto the Senior Trade Commissioner. The BDM will also have an
indirectreporting line to the Executive Branch Manager, (ll.

The Austrade Post Manager will work with the BDM to establish work plans and review
progress, includingmanagingrelationships with existing and potential investors and
progressing potentialinvestment projects.

Issues

&,

10.

11,

Austrade has advisedthat approval has been granted to create a position withinthe
Austrade Singapore office for an ACT Governmentsupported BDM,

Il is working with Austrade to finalise anagreement by 30 June 2019 to ensure the
embedded BDM role is in place early in the 2019/20 financial year. Your agreementis
sought to progress the contract with Austrade.

Following consultation with, and approval from the ACT Government, Austrade will
engage the specialist BDM, The ACT Government will be involvedinboth the
recruitmentand performance management process and is responsible forall costs
associated with the position.

The full recruitment process from advertisement to commencement takes an average
of 100 days, withthe recruitment process for astate specialist BDM in Singapore
typicallyreceiving 70 applications. Depending onthe specifics of the ACT role, it can be
expectedto receive between 25and 80 applications.

UNCLASSIFIED

Tracking No.: CMTEDD2019/1481

2



UNCLASSIFIED

Financial Implications
12. Ongoing costs are revised each financial year. Austrade charge monthlyin arrears,

however lll isinvestigating other payment optionsand terms.

Item Description Yearl Comments
AUD
A Persannel Budget $125,000 | Standard remuneration costs
B Promotional Budget TBC Travel, Publicity, PR
C Property Costs §22,248 | Property cost based on 16 5QM per person
D IT Equipment & Support §13,000 | Fixed cost for complete IT package
E Administrative Support Fee | 512,120 | Includes corporate and post support
F Marketing Support Fee 533,000 | 10 hours per month @52 75 per hour

Consultation
Internal

13,

14.

The Office of International Engagement (OIE), Tertiary Education, Training and
Research willbe consultedin the developmentofthe BDM's business planand key
performance indicators for the position.

Strategic Finance, Chief Minister, Treasury and Economic Development Diractorate.

Cross Directorate

15.  Nil.
External
16. A number of external stakeholdersincludingthe Universities, CBRIN, and CSIRO will be

consulted regarding how the embedded officer will collaborate with their organisation.
Il will also consult with key stakeholders about potential in-marketcandidates for the
role.

Work Health and Safety

17

18.

15.

In accordance with Commonwealth Health and Safety legislation, Austrade andthe
BDM are mutually responsible and accountable for safeguardingthe health and safety
of the BDM including complying with Austrade policies and local laws relatingto
safety, rehabilitation and compensation.

Austrade isyet to advise whetherthe Singapore Office will need 1o be reconfiguredto
accommodate a new workstation for the ACT BDM. Currently there aren’t enough
desks to accommodate the ACTBDM, however Austrade may be able to reconfigure
the deskssimilarto ‘activity based workplaces’.

Any costs associated with an office reconfiguration may require financial contribution

from the ACT. If required, Austrade will work with the ACT to determine the design of

the fit out and provide estimated costs before any property work commences.
UNCLASSIFIED
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BenefitsfSensitivities

20. The BDM will enable the ACT to have enhanced market knowledge and customer
access which increases opportunities for companies, exporters and education
institutions and expands a pipeline ofinvestors beyond whatcould be achieved by a
stand-alone presence.

21. The agreementdoes not permit Austrade or the ACT to work togetherat the expense
of any other state or territory. Austrade isrequired to conduct its business withall
states and territoriesin a fair and equitable mannerat all times.

Communications, media and engagement implications
22. A mediarelease will be prepared followingasuccessful appointment to the position.

Signatory Name; Craig Harrison Phone: x 74607
Action Officer: David Saunderson Phone: x70112
Attachments
Attachment Title
Attachment A State and Territory Specialist Service Level Agreement Template - Global
UNCLASSIFIED
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MINISTERIAL BRIEF

ACT

Government

Chief Minister, Treasury and Economic
Development Directorate

UNCLASSIFIED

To: Minister for Trade, Industry and fnvestment Tracing No. CMTEDD2019/1461

Date: & May 2019

CC: Deputy Director-General Economic Development

From: Executive Branch Manager Innovation, Industry & Inuestmentm-“h.

Subject: Embedded ACT Business Developmeant Manager (BDM} with A;;t;ade in
Singapore

Critical Date: | 14-“h;!1-ay 2019

Critical Reason: To enable the recruitment process to commence in a timely manner

Recommendations
That you:

1. Note the contents of this brief; and

Nﬁi/ Please Discuss

A@ed/r\lot Agreed / Please Discuss

Andrew Barr MLA ’55;5; Cﬁ»—' ’5/ 5/"1

2. Agree to progress the contract with Austrade.

......................................................................

Mini“;c;:;l’"s Office Feedback

UNCLASSIFIED
Tracking No.: CMTEDD2013/1481
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Background

1,

As part of the 2018-19 Growing services for our growing city Budget Review, the

ACT Government provided $833,000 over three years to ‘create more jobs for our
growing city — attracting more trade and investment’. The expansion of trade
development programs and investment attraction opportunities included the
appointment of in-market representation for the ACT in Singapore to support
Canberra’s international engagement priorities in trade development and investment
attraction.

Innovation, Industry and Investment (Ill) bas been working with Austrade to progress
this initiative via the Austrade State Specialist Model. Under the model, state or
territory governments provide funding for the employment of a locally engaged
state/territory specialist under a service level agreement, A template agreement is
provided at Attachment A.

The agreement establishes procedures and protocols for Austrade and the
ACT Government to work together in Singapore to promote trade and education, and
attract foreign investment cutcomes for the ACT.

The specialist Business Development Manager {BDM} is expected to provide services to
ACT companies, individuals and agencies in order to generate economic outcomes
through trade, investment and education activities. There is also potential for the

ACT BDM to support ACT Gevernment international engagement into connected

South East Asia markets including Malaysia, Indonesia, Thailand and Vietnam subject
to negotiation of the work plan and sufficient resources available.

In support of ACT Government business and economic objectives, and within the
general ambit of an Austrade BDM standard activities, Austrade will assist the

ACT Gavernment in market husiness planning from which the BDM's roles and tasks
will emerge,

As an Austrade employee, the BDOM will he expected to work collaboratively as part of
the Austrade Singapore team and report daily {and directly) tg the Austrade Post
Manager and daily to the Senior Trade Commissioner. The BDM will also have an
fndirect reporting line to the Executive Branch Manager, Il

The Austrade Post Manager wiil work with the BDM to establish work plans and review
progress, including managing relationships with existing and potential investors and
pragressing potential investment projects.

Issues

8,

10,

Austrade has advised that approval has been granted to create a position within the
Austrade Singapore office for an ACT Government supported BDM,

111 is working with Austrade to finalise an agreement by 30 June 2019 to ensure the
embedded BDM rale is in place early in the 2019-20 financial year. Your agreement Is
sought to progress the contract with Austrade.

Following consultation with, and approval from the ACT Government, Austrade will
engage the specialist BDM. The ACT Government will be involved in both the
recruitment and performance management process and is responsible for all costs
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associated with the position.

11. The full recruitment process from advertisement to commencement takes an average
of 100 days, with the recruitment process for a state specialist BDM in Singapore
typically receiving 70 applications. Depending on the specifics of the ACT role, it can be
expected to receive between 25 and 80 applications.

Financial Implications
12, Onpgoing costs are revised each financial year. Austrade charge monthly in arrears,
however ill is investigating other payment options and terms.

Item Description Year 1 Coﬁ'\ments
AUD

A Personnel Budget $125,000 { Standard remuneration costs

B “Promotional Eudget TBC Travel, Publicity, PR )

C Property Costs $22,248 | Property cost based on 16 SQM per person

B D ITEquipment B Sdpport 513,000 Fixed cost for complete T package
E Administrative Support Fee | 512,130 | Includes corperate and post support
F Marketing Support Fee $33,000 | 10 hours per month ®@$275 per hour

Consultation

Internal

13. The Office of International Engagement (OIE}, Tertiary Education, Training and
Research will be consulted in the development of the BDM’s business plan and key
performance indicaters for the position,

14. Strategic Finance, Chief Minister, Treasury and Economic Development Directorate.

Cross Directorate
15. Nil.

External
16. A number of external stakeholders including the Universities, CBRIN, and CSIRO will be

consulted regarding how the embedded officer wiil collaborate with their organisation.
f will also consult with key stakeholders about potential in-market candidates for the
role.

Work Health and Safety

17. In accordance with Commanwealth Health and Safety legislation, Austrade and the
BDM are mutually responsible and accountable for safeguarding the health and safety
of the BDM including complying with Austrade policies and local laws relating to
safety, rehabilitation and compensation,

18. Austrade is yet to advise whether the 5ingapore Office will need to be reconfigured to
accommeodate a hew workstation for the ACT BDM. Currently there aren’t enough
desks to accommodate the ACT BDM, however Austrade may be able to reconfigure
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the desks simllar to "activity based worknplaces’.

19. Any costs associated with an office reconfiguration may require financial ¢contribution
from the ACT. If required, Austrade will work with the ACT to determine the design of
the fit out and provide estimated costs before any property work commences.

Benefits/Sensitivities

20. The BDM will enable the ACT to have enhanced market knowledge and customer
access which increases opportunities for companies, exporters and education
institutions and expands a pipeline of invesiors beyond what could be achieved by a
stand-alone presence.

21. The agreement does not permit Austrade or the ACT to work together at the expense
of any other state or territory. Austrade is required to conduct its business with all
states and territories in a fair and equitable manner at all times.

Communications, media and engagement implications
22. A media release will be prepared following a successful appointment to the position.

Signatory Name; Craig Harrisan Phone: x74607
Action Officer: David Saundersan Phone: x70112
Attachments
Attachment Title
Attachment A State and Territory Specialist Service Level Agreement Template - Global
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Frem:"Saunderson, David" <David.5aunderson@act.gov.au>

Sent:29/05/2019 9:03 AM

Ta:"Hassett, Glen” <Glen.Hassett@act.gov.aux>

Cc:"Harrisan, Craig" <Craig.Harrison@act gov.au>

Subject:RE: Pasition Description State Specialist Singapore [SEC=UNCLASSIFIED]

Glen Tam pretty certain there isa point inthere about grosving export and freight epportunitics in the ACT. Howvever the reality is
that this role won't be able to do a great deal of export development | rather it will he the Trade Start Advisor who will need to
identify the export oppartunities and then work with the embedded ofticer to bring those export opportunitics into fraition.

From: Hassett, Glen

Sent: Wednesday 29 May 2019 07:28

T Saunderson, David

e Harrisan, Craig

Subjeet: Re: Position Treseriptiom State Specialist Singapore | SREC-UNCT.ASSIFIED|

Thanks David- the words look fine but there i1s no mention of key respensibilitics of growing cxpoerts and development of freight
opporunity- is there a reason this had been left off?

Glen
Sent trom my iPhone

On 28 May 2019 at 313 pm. Saunderson. David =David. Saundersondd@act.gov.au-mailio: David Saunderson@act aov. aus =
wrote:

(Jents,

Please have look at the attached PL) for the embedded officer in Singapore. Because it's an Austrade role we are limited by what
changes we can make to the PD and requested to use their existing PLY template.

The next steps are once you are happy. we then forward on the PL» 1o their HE. department for clearance. Once clearance has been
approved. it"s then up to vou both to work our who will be on the interview panel and then provide that recommendation 1o the
HE.

Austrade will then proceed with adverising the role,
heers

David 3aunderson
Director Innevation Programs I Innovation, Industry & Investment

T 6l 26207 01IZT M 10 61 (438 418 316

Chiet Minister, Treasury and Beonomic Develapment Directorate | ACT Government

Fara Centre, | Constitution Avenue, Canberra City GPO Box 138 Canberra ACT 2001 Australial
L david saundersondiact pov.ausmailta:david saundersonc@act pov au:

“Infarmation Pack - ACT State Specialist Austrade Singapore dacx:
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MINISTERIAL BRIEF
ACT

Government

Chief Minister, Treasury and
Economic Development Directorate

UNCLASSIFIED

To: Chief Minister Tracking No.: CMTEDD2018/2767
From: Acting Director, VisitCanberra H

Date 25 lune 2018

Subject: VisitCanberra and Tourism Australia shared resource in Singapore
Critical Date: 29 lune 2018

Critical Reason: To enable VisitCanberra to proceed with finalisation of contractual
arrangements for one {1} full-time staff member, under a shared resource
model with Tourism Australia based in Singapore.

. DoDG wided

Purpose

To seek appraval to enter into a shared resources madel with Tourism Australia and recruit
for one {1) full-time staff member to he basedin Singapcre for three {3) years. The objective
of this role is to increase leisure visitation and spend from these key markets into the ACT,

Recommendations
That you:

1. Agreetothe ACT Government, through VisitCanberra, investing fn ane {1} full time staff
member to be based in Singapore for three {3) years under the shared resources model
with Tourism Australia.

A@eﬂ / Not Agreed /Noted/Please Discuss

Andrew Barr MLA ..., 00 228l (e L /AR

Minister's Office Feedback

UNCLASSIFIED
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Background

2. During the Chief Minister's visit to the Australian Tourism Exchange in Adelaide, April
2018, the importance of investment in a resource toa represent the interests of the ACT
in Singapore was discussed with Tourism Australia.

3. Following these discussions, VisitCanberra and Tourism Australia investigated a shared
resource model. This model involves leveraging Tourism Australia’s in market presence
to give the ACT Government greater marketing impact as well as providing cost
efficiencies and streamlining of processes and procedures.

4. The primary objective of the market representative is to develop and implement
VisitCanberra’s international distribution and partnership strategy and grow lelsure
visitation and expenditure to Canberra from Singapore, Malaysia and India.

5. The market representative will also work directly with Singapore Airlines staff in
Singapore, Malaysia and India to leverage their relationships with distribution partners
to grow destination awareness under the Singapore Airlines and ACT Government joint
tourism marketing partnership.

6. The recruitment and selection of this position will be jointly managed by Tourism
Australia and VisitCanberra. The ongoing roles and responsibilities of each party will be
documented and agreed under a ‘Secondment Agreement’ by both parties,

7. This arrangement is consistent with Tourism Australia’s support of other States including
Western Australia and South Australia.

8. Atvyear-ending December 2017, there were 242,575 international visitors to Canberra
spending $558.4million {IVS). Of those totals, 10 per cent of visitation and spend is
coming from the markets of Singapore, India, and Malaysia.

9. Nationally, visitors to Australia from Singapore, Malaysia and India total more than one
million, with an expenditure of $4.1 billion for the year-ending December 2017 {IVS). The
national Tourism 2020 Strategy estimates that expenditure from these markets
combined could be worth up to $7.6 billion by 2020.

10. In a recent review undertaken by VisitCanberra, growing expenditure from Malaysia,
Singapore and India will play a key role in achieving the ACT’s Tourism 2020 target of
$2.5 billion,

11. Confidential data provided by Canberra airport shows that visitors from Singapore,
Malaysia and India currently make up 45% of passengers using the inbound Singapore-
Canberra service. To continue to grow these markets in partnership with Singapore
Airlines, will also assist with the sustainability of the service.

Issues
Structure of shared services model

12. Under the shared resources model, Tourism Australia employs one full time staff
member who is located in Tourism Australia’s Singapore office. The employee is then
seconded to VisitCanberra and reports to VisitCanberra’s Senior Manager, International
Partnerships, based in Canberra.

13. The employee is paid by Tourism Australia, and VisitCanberra reimburses Tourism
Australia annually for salary costs, office space and overheads {see financial table
below). This is detailed in a Secondment Agreement, signed and agreed by both parties.

UNCLASSIFIED
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15.
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This arrangement provides a large benefit to the market representative, including ability
to build a strong relationship with the Tourism Australia teams based in South East Asia,
and leverage their expertise and networks.

The commitment needs to be a three year period, commencing financial year 2018/19,

Importance of in market representation

16. Under the ACT's Tourism 2020 Strategy — Growing the Visitor Economy 2014-2020, the
ACT has a goal of increasing the value of overnight tourism expenditure to $2.5 billion by
the year 2020. Thirty percent of this expenditure will come from Inbound international
markets.

The main chailenges for VisitCanberra to grow visitation from Asian markets without
representation include:

17.

Lack of awareness of Canberra amongst travel trade — Tourism Australia’s Consumer
Demand Research found that awareness of Canberra experiences was low from
Singapore, Malaysia and India.

Anecdotal feedback from B2B trade events attended by VisitCanberra in the last 2
years also mirrors this sentiment, however the appetite to learn more about
Canberra and sell Canberra as a destination exists.

VisitCanberra is regularly told that we need to be seen in the market with regular
face-to-face meetings with travel trade, conduct staff training, participate in Tourism
Australia’s onshore trade activities/events, assist with itinerary development and
develop partnership campaigns.

Access to key decision makers and influencers — these are all relationship-based
markets and the most successful partnerships with the travel trade are formed with
‘known and trusted’ representatives based in market and require a lot of ‘face time’,

Market insights and local market knowledge — while VisitCanberra relies on insights
from Tourism Australia, our appreach has not been tailored in these markets to

ensure we are making the most of the potential they represent.

Financial

18, Costs for the Market Representative are listed below. Cost are estimates with final salary
and on costs to be agreed with Tourism Australia as part of contract finalisation.

Item Cost 18/19 Cost 19/20 Cost 20/21
Salary | $100,000 $100,000 $100,000
On costs (pension fund, Insurance etc.) | $19,000 $19,000 518,000
Office space $22,000 §22,000 $22,000
Overheads $2,000 52,000 52,000
Total 5$143,000 $143,000 $143,000

19. VisitCanberra will fund the pesition in 2018/19 from existing resources.

UNCLASSIFIED
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Consultation

Internal
20. Nil

Cross Directorate

21. The ACT Government Solicitor will be involved in reviewing the Secondment Agreement
issued by Tourism Australia.

External

22. Tourism Australia has been widely consulted and will assist with the recruitment and
duty statement for the Market Representative.

23. Consideration was given to a China in-market representative however, further work
needs to be undertaken on the development of a China strategy prior to a resource
being recruited.

Benefits/Sensitivities
24. An announcement of this resource could be made as part of the trade mission to
Singapore on 5 and 6 July 2018 if agreement can be reached with Tourism Australia prior

to the mission commencing.
25, 2.2(a)(xi)

26. Canberra Airport Group has expressed an interest in co-investing in the position. Further
negotiation is required to ensure the terms of employment and the duties the resource
needs to undertake to align with Canberra Airport’s objectives.

Media Implications
27. Potential announcement of partnership between the ACT Government and Tourism
Australia as part of the Singapore trade mission in July 2018.

Signatory Name: Jonathan Kobus Phone: 53185
Action Officer: Sarah Staruszkiewicz Phone: 50506
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o TOURISM
Australian Government AUSTRALIA

CO-OPERATIVE ADMINISTRATION AGREEMENT
Co-location and Employee Secondment

(Singapore)

between

TOURISM AUSTRALIA
ABN 99 657 548 712

Level 29, 420 George Street
Sydney NSW 2000 Australia
(TA})

and

CHIEF MINISTER TREASURY AND ECONOMIC DEVELOPMENT DIRECTORATE
(VISITCANBERRA)

ABN 65 473 927 828

1 Constitution Ave, Canberra ACT 2601

(STO}
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THE PARTIES AGREE AS FOLLOWS:

1. PURPOSE OF THIS AGREEMENT

a) The purpose of this Agreement is to provide STO with a cost-effective opportunity
to establish and maintain representation, and te administer its promotion function,
in the relevant market noted in ltem 1 of Schedule 1 to this Agreement.

h) Through this Agreement the parties recegnise and demonstrate their support for
the co-operative marketing of Australia and Australian products overseas by
Australian federal and stateferritory government agencies.

c) This Agreement sets the conditions for:-

(i) the secondment of staff member(s) by TA from time to time to STQ
{Employee(s));
(i) the co-location of the Employee(s) in the local office of TA.

d) All office accommeodation, services and facilities provided to the STQ under this
Agreement are to be used solely for the purpose of administering the marketing
and promotion of the STO's heme state or territory.

2. INTENTION OF THIS AGREEMENT

a) This Agreement is binding on the parties and incorporates these terms as well as
the terms set out in the agreed Schedules to this Agreement. All capitalised terms
that are not defined within these terms have the meaning assigned to those terms
in the Schedules to this Agreement.

b} This Agreement is to be administered in good faith, with the agreed rights and
obligations being met by each party.

c} Nothing in this Agreement constitutes a partnership, agency relationship or
relationship of tenancy, for any purposes whatscever. Neither parly will have
authority or power to bind the cther, 10 act as agent of ithe other, or to centract in
the name of or create liability against the other in any way or for any purposes save
as expressly authorised in writing by the other from time to time.

3. DURATION OF AGREEMENT

a) This Agreement is for the Term set out in ltem 2 of Schedule 1, unless
terminated earlier in accordance with this Agreement,

B) Within the Term of the Agreement, the paries may agree ic a shorter pericd
of secondment in respect of an Employee(s). Such pericd of secondment will
be the term as agreed from time to time by the parlies, and will be specified
in a corresponding employment agreement between TA and the Employse.

4. TERMS OF SECONDMENT

a) TA may engage Employee{s) whom it shall second t¢ STO as and when agreed,
to perform the agreed role(s) set out in Schedule 2.

b) Recruitment: STC shail underlake the recruitment process in conjunction with TA,
including {(without fimitalicn) advertising the role, shonrlisting candidates,

Page 2 of 12
Part 2



d)

g)

interviewing and final selection of the candidate, as well as the offer of appointment

for the position. At all times TA shall have the right to make reascnable

amendments to the advertisement, and a right to require review of the shortlist and
final selection of the Employee(s).

Role: The parties shall jointly define the role statement/job description set out in

Schedule 2. All relevant KPls will be jointly agreed by the parties. Any variation

to Scheduie 2 must be made in writing by the pariies.

Management: STO is responsible for the daily management of the Empioyee(s)

during the secondment. The seconded Employee shall report directly fo STO's

Regional Director {or equivalent) of the relevant local office, with an additional

reporting Iine to TA's Country Manager. The parties shall jointly monitor the

achievement of KPis. If any performance issues are identified by the STO

Regional Directer, these are to be raised with TA’s RGM. In addition, any matters

that may materially affect the employment relationship must be explicitly identified

to the other party in writing. The parties shall determine any performance
management plans joinly,

Communication and work plans: The parties acknowledge that regular

consultation and information-sharing is fundamental to the performance of this

Agreement.  Accordingly, regular face-to-face meetings between the STO

Regional Director {or equivalent) and TA's Country Manager or other delegate

specified by TA will be held to ensure alignment and KPI progression,

Leave: The Employee is entitled to leave in accordance with any applicable

tegisiation. In accordance with STO feave management procedures, requests for

leave are to be approved in consuitation with the local STO Regional Director and

TA Country Manager.

Employment contract and conditions:

() Prior to any employment offer being made, the STO and TA shall jointly
identify the employment conditions (including remuneration} for the proposed
seconded Employee that suitably aligns with the role detailed in Schedule 2
and is consistent with the employment conditions and including remuneration
of other employees employed by TA in the relevant location.

(i) TA shail consult the STO on subsequent proposed amendments fo
employment conditions.

(i) The employment contract between TA and the Empioyee will at a minimum
include the following terms imposed on the Employee:

{iy To perform the role described in Schedule 2;

{i) To actwith due diligence and with professional and personal conduct in
accerdance with TA's Code of Conduct and governance;

{iiy That whilst seconded to the STO, Employee must identify as acting in an
official capacity on behalf of STO and not, by either act or omission, that
they are acting in any official capacity on behalf of TA {unless required to
do so by TA);

{iv) Toexercise all reasonable precautions to ensure that confidential, private
and/or commercially sensitive information of each party is respected and
not disclosed to the other or any third party without proper authority;

(v} Toreport to both TA and STO, as soon as reasonably practicable, any

Page 3 of 12
Part 2



h)

i)

k)

safety or health related incidents and/or injuries;

(viy To adhere to TA's policies and procedures, unless specifically identified
otherwise;

(viiy To adbere to STO's expenditure and travel policies.

(iv) TA's employment contracts shall not prevent or penalise either STO and/or
the seconded Empiloyee from STO employing the seconded Employee directly
at some future point if this Agreement ceases or is otherwise terminated,

Office co-location:

(il The Employee(s) will work from the TA loca!l office specified in ltem 1 of
Schedule 1.

(iy TA will provide the Employee(s) use of dedicate office space at the Premises
as specified in the Schedule, and other shared services and facilities (e.g.
basic occupation entitlements of the Premises, including the use of common
toilet facilities, access and egress areas, stairs, landings, lifis, lobby etc., and
coniribution towards normal outgoings like building services, rates, faxes,
levies, security, caretaking, cleaning, building management etc.).

(i) The fees payable in relation to the colocation of the Employee are set out in
clauses 6 and 7 of this Agreement.

(iv) TA reserves the right to relocate the Employee to ancther area within the
Premises with prior written notice. Where such relocation is sought by the
STO, written application must be made to the Executive General Manager,
Corporate Services of TA at ieast fwo calendar months in advance cof the
requested date cf change, and will be considered subject to availability and
suitability,

(v} All reasonable costs of such relocation will be borne by the parties by
agreement,

Travel: Employee shall book travel in accordance with STO’s Travel Policy and

Procedures and any other associated costs must adhere to the STO's Expenditure

Policy. The Employee shall seek approval for domestic trave! frem the STO

Regional Director. Once approved, the seconded Employee wili be responsible

for arranging their own travel. The Employee shall submit all applications for

international travel to STO's Regional Director who will ensure all necessary STO
approvals are sought. Once approved, the seconded Employee will be responsible
for arranging their own travel.

IT: The STO is respensible for providing all IT hardware, soflware and equipment

(e.g. Employee’s laptop, phene, tablet, mobile phone) and all associated costs with

using the same.

Work Health and Safety:

(I The parties will consuit each other as to how they will discharge their
respective duties under applicable work health and safety legislation.

(i} TA will hold workers’ compensation insurance for compensable illness or injury
sustained by the Employee during the secondment term. However, any cosis
incurred by TA owing to a claim made by the Employee will at all times be on-
charged to the STO as an employment on-cost, under this Agreement.

Conflicts of interest: The parties will actively consider whether any actual or

perceived conflict of interest exists in respect of the secondment relationship. The
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parties will take all reasonable steps to avoid conflicts of interest to the mutual

satisfaction of each other, If the parlies suspect that a conflict of interest has arisen

or may arise during or after the completion of the secondment, the party must notify

the other party and the conflict must be appropriately managed by both parties,

Confidentiality: To the extent required to underiake the role, TA will grant the

Employee access to its network and systems for the purposes of this Agreement.

The parties acknowledge that through such access, and through the overall

performance of the secondment, the Employee will obtain and have access to both

TA and STO's confidential information and:

(i) Such information is confidential to each panly separately,

(il All documents, plans, software, files and other written work produced by the
Employee for a party will belong to that party; and

(i) TA and STO must at all times comply with all applicable data proiection and
privacy laws and policies.

intellectual property: Ownership and control of any data or information

{'"Material’) created by the Employee in respect of activities for the STO will vest in

TA. Upon expiry or termination of this Agreement, any future use of the Material

by the STO requires the proper written consent of TA.

Communications: All emails and business cards will include TA and STC’s logos.

Additional obligations of parties:

(i) TAis responsible for;

(i) Taking all reasonahbie steps to provide a safe work environment for the
Employee;

(i} Working with STO to implement suitable induction and training for
Employee;

(iiiy Providing and maintain a working environment that is safe and without
risk to the health and safety of the Employee,;

(iv) Preserving the confidentiality of all confidential infarmation of STOC of
which it may become aware, by virtue of the secondment arrangement.

{il STO is responsible for:

() Taking all reasonable steps to provide a safe work environment for the
Employee;

(ify Jointly managing and implementing suitable induction and training for
the Employeeis);

(iy Managing and leading the Employee to deliver the STC's business
objectives, in close collaboration with TA;

(iv) Exercising a duty of care to the seconded Employee as a consequence
of the control over the functions and activities of the seconded
Employee;

{v) Ensuring that ihe seconded Employee is aware of the relevant
workplace and safety practices within their workplace;

{vi) Possessing and mainiaining appropriate work permits or residency to
enable the Employee io take-up and periorm the role; and

(vii) Maintaining regular face-to-face meetings with the seconded Employee
for updating on activities and work pricrities, as well as regular
Skype/conference calls;
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(viii) Preserving the confidentiafity of all confidential information of TA of
which it may become aware, by virtue of ihe secondment arrangement;

(ix) Meeting ali day-to-day operational expenses of the Employee;

{x) Reimbursing TA for any costs arising out of ar in connection with the
employment of the Employee including {without iimitation) salary and
benefits, redundancy, termination of the employment contract of the
seconded Employee,

5. REMUNERATION OF EMPLOYEE AND REIMBURSEMENT

a} Al remuneration of the Empioyee(s) salary, leave eniiflements, employer
superannuation contributions (or local equivalents) and cther payments cwing at
faw (such as withholding of tax) wiil be paid by TA directly tc the Empioyee or third
parties as reguired by law. STO will reimburse the Employee direcily in all other
instances.,

TA is responsible for invoicing STO for the employment related costs which shall
include:

(i) Salary: as agreed by the parties in writing from time to time including salary

b)

(ii)

market adjustments — base salary payable to the Employee(s) is set out in
Schedule 1;

Employment on-costs: including ali costs associated with statutory
requirements {e.g. social security, retirement, taxes, levies, insurance
premiums), optional retirement plan and empioyee insurance coverage where
agreed between TA and STQ, all costs associated with currencyforeign
exchange adjustments, payroll processing charges, infernatiocnal landline
phone charges, international postage, additional office furniture where
required (e.g. stand-up desks), employee insurance {refer to Clause 9 below),
printing/copying on an as-incurred basis where use is deemed in excess of
reasonable usage, staff recruiiment, training and development costs incurred
in consultation with STO

Estimates: The parties acknowledge that the Employment On-Costs specified in
subciause (i) above will be invoiced by TA based on a forecasted estimate in
advance of the actuat determination of these expenses. Adjustments wili be made
in the succeeding invoice, with a debit or credit {(as applicable) to STO in respect
of the difference between the eslimated and actual amounts incurred.

6. CO-LOCATION AT PREMISES

a}

b)

In consideration of the co-locaticn of the Employee(s) at the Premises, STO
shall pay TA an Accommodatiop Fee which includes payment in respect of
the charges payable by TA to the registered proprietor of the land under its
lease or to other third parties where applicable. Such charges include
{without limitation) a proporticn of the rent, outgoings, utilities, building
maintenancefservice fees, cleaning fees, kitchen supplies including coffee,
tea and water, elc.

Actual_costs: The Accommodation Fee wili be a proportion of the actual
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amounts charged by the landlord and may include other charges not explicitly
referenced above. The charges the STO shall pay to TA will be based on a
proporticnate amount calculated on the number of Employee(s) co-locating
at the Premises as a proportion of the total number of staff in the Premises,
or as otherwise agreed between the parties. In addition, STO acknowiedges
that TA is subjecl to periodic contractual reviews and cost of living
adjusiments which will render the Accommodation Fee variable over the term.,
TA will pass on all such centractual reviews to STO in the same proportionate
manner.

c) Repairs, redecoration, improvements and similar obligations: If during or at the
expiry of the lease term, TA is required to make any repairs or undertake
improvements, redeccration, cleaning, alteraticn, make-good or other furnishing
to the Premises (including any fixtures, fittings, equipment or other structure or
facility therein), the STO will be liable to pay a proportion of the cost of such works,
calculated on a proportionate basis.

d) This Agreement is not purported or represented to be an assignment, sub-lease,
sub-tenancy or licence to the STO. However, the terms and conditions of this
Agreement are subject to any obligaticn, covenant or condition imposed in the
Lease executed between TA and the registered proprietor of the Premises (the
Landlord), which is hereafter referred to as the Head Lease. The STO agrees
to comply with the terms of the Head [ease and must ensure that it and its
employees, agents and contractors comply with all obligations on a tenant under
the Head Lease and refrain from any prohibited acts set out in the Head Lease.

7. ADMINISTRATION FEE

STO will be liable to pay TA an amount equal to ten percent (10%) of the combined
Salary, Employment On-costs, and Accommodation Fee, in consideration of costs
incurred by TA such as the administration of the Premises Head Lease {including
associated costs such as security deposit, legal costs etc,), as well as general office
expenses as such as reascnable printing, photocopying, local phone tariffs, local
postage, IT infrastruciure including software and internet, Corporate Services staff
costs {IT, HR, Legal, Finance) and regional staff costs (TA Country
Manager/BSM/RGM).

8. INVOICING AND PAYMENT

a) Invoices for the Salary, Employment On-Costs, Administralion Fee and
Accommodation Fee will be issued by TA on an annual basis (In advance) in
Singapore Dollars in July of each year.

b} Payment of invoices is to be made in SGD directly to the Sydney oftice of TA
within 30 days of date of invoice.

¢) Value-added/goods and services tax: All amounts set out in this Agreement are
expressed as exclusive of consumption tax. Should any consumption tax be
payable in accordance with local legislation, it will be charged at the local rate and
will be payable by STQ in addition to the Agreement Fee.

d) Variation to number of Employees: The fees under this Agreement are calculated
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based on the number of Empioyees as at the Commencement Date. The parties
agree that the number of Employees may be amended from time to time, by the
parties’ in writing. Accordingly, the parties will amond the fees under this
Agreement, o reflect the added space occupied, management of and/or services
utilised, by the additional staff.

9. INSURANCE

a) STO must provide evidence of current public liability insurances {or other insurance
as required from time to time by TA), within 10 business days of a request by TA.
b} The Employment On-Costs include provision for the payment by STO of a proportion
of insurance premiums payable by TA in respect of insurances held by TA relating
to employees. Such proportion will be calculated based on the number of
Employee(s} as a proportion of the total humber of TA employees relevant to the
insurances. Should an insurance claim arise in connection with the seconded
Employee(s), STO will be liable for payment of the difference between the price of

insurance prior to the claim and the increase owing to the claim.

10. LIABILITY AND INDEMNITY

a)

b)

STO will be responsible for the Employee’s work throughout the secondment. TA
will not be liable to STO for, and STO may not make any claim against TA In
relation to any act or omission of the Employee.

Indemnity: STC will indemnify TA against any liability or loss arising from, and

costs incurred (whether before or after termination or expiry of this Agreement) in

connection with:

{iy The secondment;

(il Damage, loss, injury or death to the extent it is caused or contributed to by the
act, negligence or defauit of the Employee, or any of STOs employees, agents
or contractors; or

(iiiy the STQO's breach of this Agreement;

except where such liahility or loss is caused by the gross negligent act or omission,
or wilful misconduct of TA.

11. TERMINATION OF AGREEMENT

a)

b)

The parties may terminate this Agreement by three months’ prior written notice
served 1o the other parly, subject to subclause 11(b).
Obligations en termination:  On termination of this Agreement, however
arising:
(i) STC will reimburse TA for all costs associated with the termination and
assume all employer rights and obligations for the Employee(s) for the
remainder of the period of secondment in the relevant employment contract.
(1iy Should the STO elect to terminate this Agreement prior to the Expiry Date, the
STO will be liable to pay TA liquidated damages at a daily rate equal to the
Accommodation Fee and a proportion of the Administration Fee, from the day
the STO terminates the Agreement unti! and including the Expiry Date.
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TA reserves the right to terminate this Agreement as cccasioned by the closure
or relocation of the TA office by serving three months’ written notice upon the
STO.

The STO must vacate the Fremises on the earlier of the Expiry Date (including

the expiry date of any agreed extension pericd to the Term, if any) and the date

this Agreement is terminated and leave it in a condition satisfactory to TA and
in accordance with any make good provisions required per the Head Lease.

If the STO continues to occupy the Premises after the Expiry Date with TA's

approval, it does so:

(i) on a monthly ‘holding over’ term on the same terms as this Agreement
except that the monthly holding over term can he terminated by TA with one
month's written notice ending on any day; and

(i} at the Agreement Fee that was immediately payable before the monthly
term(s) commenced, increased by an amount of 10%.

12. GOVERNING LAW AND DISPUTE RESCLUTICN

a)

b)

The application and interpretation of this Agreement shall be governed by the local
lfaws that apply to the jurisdiction in which the Fremises are focated.
In the event of any dispute arising out of this Agreement:
(i} both parties will endeavour by all means possible to come to a mutually
agreeable soiution on the relevant issues;
(i) inthe event that a mutually agreeable solution cannot be reached, the issue
will escalate to the following for resolution:
(i) STO’s Regional Director and TA's RGM; then
(iIHSTO's Senior Manager, Global Markets and TA's Executive General
Manager international, then finally,
{iii) STO’'s Chief Executive Cfficer and TA's Managing Director.

13. SUB-ASSIGNMENT

Under this Agreement, the STO has no power to transfer, assign, sublet or
sublicense use of the Premises, services or facilities, to any other party.

14. GENERAL PROVISIONS

a)

b)

Any capitalised defined terms that are used throughout this Agreement have the

meaning given to those terms in Schedule 1 or as otherwise defined throughout

this Agreement in brackets.

Headings are for convenience only and do not affect interpretation.

Unless the contrary intention appears,

(i} a reference to a documenti {including this Agreement) includes any writlen,
signed variation to if;

(i) areference to a clause or schedule is a reference to a clause or schedule to
this Agreement;

(i} the singular includes the plural and vice versa;

(W} areference to this Agreement includes an agreed renewal or extension of it or
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SCHEDULE 2 — ROLE DESCRIPTION

Attached
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i TOURISM
Australian Government AUSTRALIA

JOB CLASSIFICATION: Project/Program Manager
POSITION TITLE: Business Development Manager - Singapore, Malaysia and India
BUSINESS UNIT: VisitCanberra
BAND: TO BE CLASSIFED
{ PURPOSE

The Business Development Manager (BDM) Is respensible for establishing and maintaining key travel Industry
partnerships and supporting with non-travel Industry relationships to drive VistCanberra's activities in Singapore,
tMalaysia and Indla.

The position is a key contact point for all trade and partners in-market, with timely and accurate dellvery of updated
market trends and insights, A key cormponent of the role is creating and supporting epportunities to develop the
range of ACT and Canberra region travel experiences promoted through our partnerships in markets,

Working closely with Singapore, Malaysia and India in-market Tourism Australia teams, and VisitCanberra team

members based In Canberra, the BDM s accountahle for management of guality partnerships for consumer and
trade marketing programs that lead to converston opportunities for travel to ACT and Canberra.

The key focus of all partnerships is upon VisitCanberra's target leisure consumer and developing future Business
Events opportunities. Business Events comprlsing meetings, incentives, conventions and exhibitions play a key role
in driving increased inbound economic benefit for ACT and Canberra from tourism.

As VisitCanberra is a multinational organisation, this role may require the incumbent to be flexible in the hours
worked and travel.

INTERALCTIONS
Role Relationship
Reports to Senior Manager, International o .
Partnerships, VisitCanberra * ‘Woaorks under general direction and supervision
Works with Partnership & Distribution s [mplement Singapore, Malaysla and India trade and
Team distribution strategy
+  Align the distribution channels to airline, third-party
ang PR programs
Marketing Team * Support airline and third-party campaigns & marketing
with the execuiion of these within Singapore, Malaysia
and lndia
Public Relations Team » Actively seek to link Public Relations coverage with a
conversion partner
»  Develop PR opportunities through pariners
| KEY ACCOUNTABILITIES

1. Develop in-market awareness of Canberra and surrounding region, and the products & experiences
available

1D BUM SINGAPURE, MALAYSIA, INDIA ~ VISITCANBERRA OCT 2018 Page 1 of 3
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Z. Implement the trade and distribution engagement plan in collaboration with the Canberra based team
3, Develop relationships with, and leverage, Tourism Australia and State Tourism Organisations based in
markets of Singapore, Malaysia and India
4, Build strong relationships and support dellvery of marketing programs with key trade and non-trade
partners In Singapore, Malaysia and India
5, Support with activities across trade and non-trade partners to ensure maximum possible reach and
benefits are achieved
6. in-market representation of VisitCanberra for management of Airline partnerships and Third-Party
relationships
7. Plan, implement and evaluate trade evants, famils and missions
8, Monitor and report developments in market that impact on travel trends with more focus on the
targeted consumer market
9. Provide market updates & Intelligence and competltor insights on an on-going basis to the Canberra
hased team for effective market and product development
10. Support with developmenit of quality tourism products to Singapore, Malaysia and India markets for
delivery through identified distribution channels
11. Develop, manage and maintain VishCanbearra's database, accurately recording hisfher activity with all
partners and targeted individuais for local and International events
12. Support VisitCanberra marketing & PR teams as directed
13. Develop relationship with major corporates & business events agents for business events market for
future development
14, Manage budget spend within given budget and comply with corporate reguirements
15, Perform general industry servicing duties
16, Perform other tasks as directed
ATTRIBUTES
¢ In-depth knowledge and understanding of local and Australian travel industry is preferred but
KNOWLEDGE not essential - - . o
s Proficlency in written and spoken English and capable to make high quality presentation in
English
»  Commerclal acumen — the ability to support development of strategies and implement
activitles 1o achieve desired commercial gutcomes for VisitCanberra and our partners
» Excellent negotiation skills to align co-operative partners with VisitCanberra marketing
direction
» Sound leadership skills and initiatives to be result-oriented
* Ready and prepare for travel overseas whenever business requires
SKILLS Frequent updates with trade development and consumer marketing in tourism industry

Possess competency in dealing with senior management

Be service-minded to both internal and external parties

Maeticulous, multi-tasking and strong abllity to perform duties in a professional manner
Ability to work independently with minimum supervision

Project Management — able to manage multiple projects in a planned and efficient manner
allowing multiple projects to achigve launch in a timely and efficient manner

Budget Management — managing allocated budgets,

B & B % &

+  Minimum three years sclid experience in tourism industry in a business development
capacity

EXPERIENCE | * Canabliity to identlfy key issues, travel trends, to timely share within the team in Canberra

*  Local tourism industry knowledge
* Financial managemeni/Budget Management
*+ Stakeholder Management

(NTEGRITY s Demaonstrate a high level of Integrity and confidentiality when managing partners, ensurlng

confidential information is stored and shared in the maost appropriate manner
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Singapore, Malaysia, India and Australla markets.

+ Build trust amongst diverse partners and establish VisitCanberra as a partner of choice in the

DELEGATIONS
Activity Conditions
Execute Contracts Up to 15,000 AUD
Receipt and application of VisitCanberra money Up to 15,000 ALID

INDICATORS OF ROLE SUCCESS

Measure

Area

Effectively deliver role activities and manage performance against agreed KPjs

Finance and Governance

Effectlvely manage all applicable budgets

Finance and Governance

Ensure that VisitCanberra and Tourism Australia are not at risk by actively and
professionally following the legal, statutory and corporate governance policies,
process and procedures

Finance and Governance

Create an environment of innovation and continuous improvement of products and People
services
Assist in implermentation of strategies and trade engagement plan that are in line Trade

with VisitCanberra's strategies for the future and Annual Business Plan

Provide timely and relevant information based on local market insight covering
market and consumer trends to the business for use by management, and Industry
in decision making

Stakeholder Internal

Develop, maintain and manage relationships with key travel agents/ tour operators Stakeholder
External

Maintain and manage working relationship and activities, including getting support Stakehelder

at trade activities in market with Tourism Australia and other STO's/CvB's External

Support with and expand Aussie Specialist distribution network Trade

Identify Business Events oppartunities and develop relationship with MICE travel Trade

agencies and corporate buyers
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Private and Confidential

This Agreement is made on 5 December 2018 between:

(1)  Tourism Australia, a body corporate created under The Tourism Australia Act 2004 (Cth) of
Australia, and with a representative office at 101 Thomson Road, United Square, Singapore
307591 (the “Employer”); and

(2) Lee, Hiang Khim, Jacqueline , (the “Employee”).

This Agreement records the terms under which the Employee will serve the Employer.

1. COMMENCEMENT OF EMPLOYMENT

1.1. The Employee’s employment by the Employer (“Employment”) shall commence on 7
January 2019 or as agreed (“Commencement Date”) and is for a Three (3) year Fixed Term
period.

1.2. The Employment of the Employee shall be subject to the following conditions:

1.2.1. the Employee obtains and continues to hold throughout the duration of Employment,
any requisite work pass and/or immigration approval in accordance with applicable
laws in Singapore from time to time; and

1.2.2. the Employee shall undergo a pre-employment medical examination by a registered
medical practitioner appointed by the Employer at the Employer’s expense, and all
such medical reports of the Employee from such examination thereto must be
satisfactory to the Employer.

1.3. The Employee shall serve a probationary period of a six (6) months commencing on the
Commencement Date. The Employer may at its discretion extend the duration of the
probationary period as the Employer considers appropriate. During the probationary
period either party may terminate the Employment by giving the other party two (2)
weeks' notice in writing, or in the case of termination by the Employer, by paying the
Employee salary in lieu of notice.

2. DUTIES OF THE EMPLOYEE

2.1. The Employee will serve in the capacity described in the Appendix or in any other capacity
as the Employer may reasonably require. For the avoidance of doubt, the re-assigning of
the Employee to work in any other capacity other than that set out in the Appendix shall
not be construed as a redundancy under clause 13.3.

2.2. The Employee will report to Senior Manager, International Partnerships, VisitCanberra,
with a dotted line to Tourism Australia Regional General Manager, South East Asia

(“Manager”).

2.3. The Employee will:
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3.

2.3.1. devote the whole of his/her working time, attention and skill to his/her Employment;
2.3.2. properly perform his/her duties;

2.3.3. comply with all rules and regulations issued by the Employer;

2.3.4. obey the directions of the Employer; and

2.3.5. use his/her best endeavours to promote the interests and reputation of the Employer.
WORK HOURS AND OVERTIME

3.1. The Employee shall work five (5) days a week from Monday to Friday (excluding gazetted
public holidays in Singapore) from 9.00 a.m. to 5:30 p.m. (with a paid lunch break of one
hour).

3.2. The Employee may from time to time be required to work any additional hours the
Employer considers necessary to meet its business needs but will not receive any further
remuneration for any hours worked in addition to the normal working hours, save where
the Employee is entitled under law.

LOCATION

4.1. The Employee will work at the principal office of the Employer located at United Square or
at any other location as may be reasonably required by the Employer. The Employee agrees
that the Employer's principal office and the Employee's location of work may change from
time to time. The Employee may also be required to travel and work outside of Singapore
from time to time.

SALARY

5.1. The Employer will pay the Employee PRIBM per month, payable on 13 months basis.
Salaries will be paid in arrears by electronic funds transfer on or about the 26th day of each
month in Singapore into a bank account nominated by the Employee.

5.2. Your salary will be reviewed annually in line with Tourism Australia’s performance
management system. Salary reviews take into account all relevant circumstances including
external economic factors, financial performance of Tourism Australia and your
performance generally.

5.3. The Employee shall keep all matters in connection with his/her salary under this
Agreement confidential and shall not disclose, directly or indirectly, to any third party, save
that he/she may discuss such matters with his/her Manager or the Corporate Services
Manager.
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6. CENTRAL PROVIDENT FUND CONTRIBUTION

6.1. If you are a citizen or permanent resident of Singapore, the Employer will make such
contributions in respect of the Employee as may be prescribed from time to time by the
Central Provident Fund Act (Cap. 36).

7. EMPLOYMENT BENEFITS

7.1. Medical Coverage - The cost of your medical consultations and prescribed medicines will
be met by Tourism Australia, subject to the Mercer Elite Plus program (via Underwriter,
Aviva) that consists of Group Personal Accident Insurance; Group Basic Medical Insurance;
Group Outpatient Clinical Benefit (Reimbursement Basis); and Group Dental Benefit
(Reimbursement Basis). Details of these schemes are available from the Corporate Services
Manager, South/South East Asia & Gulf. Please note that as policy holder, Tourism Australia
reserves the right to negotiate/change staff benefits including insurance programs and
appoint/change insurance underwriter from administration and management perspectives
and we will endeavour to notify staff with advance notice.

7.2. Annual Leave - Upon confirmation of Employment, the Employee is entitled to 15 days’
paid annual leave per annum (and pro-rated for any incomplete year). The Employee shall
be entitled to one additional day of paid annual leave for every additional year served after
the third anniversary of the Commencement Date, subject a maximum of 25 days’ paid
annual leave per annum. All annual leave shall be taken at the Employer’s convenience
and at such time as the Employer may permit or require. Any accrued annual leave must
be consumed not later than 12 months after the end of every 12 months of continuous
service and if such leave remains unconsumed at the end of such period, the Employee
shall thereupon cease to be entitled thereto. Without prejudice to clause 7.2, if the total
number of days of annual leave accrued in favour of the employee exceeds 30 days, the
Employer may require the Employee to take appropriate steps to reduce the outstanding
annual leave to under 30 days.

7.3. Sick Leave - Upon confirmation of Employment, the Employee is entitled to 15 days of paid
sick leave each year. If the Employee is absent from work due to sickness or injury, he/she
must inform his/her Manager no later than by 8:00 a.m. on the first day of absence, or in
any event the Employee is unable to give such notice due to extraneous circumstances,
he/she must inform his/her Manager at the soonest possible opportunity. If the Employee
is absent from work for more than two (2) consecutive days he/she must provide a valid
medical certificate issued by a registered medical practitioner. The Employer reserves the
right, at any time, to require the Employee to undergo a medical examination by a
registered medical practitioner appointed by the Employer at the Employer’s expense. The
Employee consents to disclosure to the Employer by such registered medical practitioner
of the results of such examination.

7.4. Maternity Leave - This clause 7.4 shall only apply to a female employee. The Employee
may be entitled up to a maximum of 16 weeks paid maternity leave provided that she
fulfils the eligibility criteria prescribed under prevailing law. If the Employee does not fulfil
the eligibility criteria prescribed by prevailing law, but has served the Employer for not less
than [six (6)] consecutive months, the Employer may grant the Employee 8 weeks paid
maternity leave.
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10.

11.

7.5. Other Leave - The Employee may be granted up to two (2) days’ of compassionate leave
per annum at the discretion of the Employer. Compassionate leave may not be carried
forward.

PERFORMANCE APPRAISAL

8.1. The Employee shall participate in the Employer’s performance appraisal system, as may be
implemented and varied by the Employer from time to time.

POLICIES, RULES, AND PROCEDURES

9.1. The Employee shall comply with all employment or employment-related policies, safety
and security rules and procedures as may be prescribed or varied by the Employer from
time to time. Copies of such policies, rules and procedures are available electronically via
Employer’s computer network.

9.2. The Employee shall also comply with any code of conduct prescribed by the Employer (the
“Code”).

9.3. The Employee undertakes to familiarise himself/herself with the Discrimination,
Harassment and Bullying Policy of the Employer.

9.4. The Employee is required to notify the Employee’s Manager if he/she becomes aware of
any safety risks and/or hazards that he becomes aware of at his/her place of work.

OTHER EMPLOYMENT

10.1. During the Employment the Employee shall not enter into any other employment with any
other person unless prior written consent has been obtained from the Employer.

CONFIDENTIALITY

11.1. For the purposes of this Agreement:

“Caonfidential Information” means any information concerning the organisation, business,
finances, marketing, sales, strategic plans, products, pricing, technical data (including
inventions, knowhow, designs and source codes), suppliers, employees, transactions and
affairs of the Employer which may come to the Employee’s knowledge during the
Employment and which is confidential to the Employer but does not include any
information that:

11.1.1. is in or enters the public domain through no fault of the Employee;

11.1.2.  is disclosed to the Employee by a third party without an obligation of
confidentiality; and

11.1.3. person(s) include any company, partnership, business entity or other
organisations.

11.2. The Employee:
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11.2.1. may use Confidential Information solely for the purpose of performing his/her
duties under this Agreement;

11.2.2, must keep Confidential Information confidential, both during and after
termination of the Employment;

11.2.3. may only disclose Confidential Information:

11.2.3.1. with the Employer’s prior written consent, to a person(s} who is (are)
aware and agree(s) that the Confidential Information must be kept
confidential;

11.2.3.2. to person(s}) who have signed any confidentiality agreement required by
the Employer;

11.2.3.3. if the information is within the public domain other than by way of
unauthorised disclosure; and

11.2.3.4. as required by law.

11.2.4.  must deliver to the Employer or as it may direct all (or any) Confidential
Information that is capable of physical delivery:

11.2.4.1. immediately at the end of the Employment; and
11.2.4.2. at any time at the request of the Employer.

11.2.5. must agree to be bound by any contractual undertakings or obligations which the
Employer or any Group Employer have agreed to impose on its employees in
circumstances where the Employer or any Group Employer may from time to
time be entrusted with Confidential Information of any other person{s}). The
Employee further agrees to enter into any confidentiality undertaking that the
Employer or any Group Employer may require him/her to enter into in respect to
any third party.

11.3. Instead of delivering Confidential Information, the Employer may require the Employee to
destroy Confidential Information and certify in writing that the Confidential Information
has been destroyed.

11.4. The Employer may direct that computer software or data be destroyed by erasing the
information contained in it from the magnetic media on which it is stored, so that the
information cannot be recovered or reconstructed.

11.5. If there is uncertainty about whether information is Confidential Information, or lawfully
within the public domain, the information is taken to be Confidential information unless

the Employee is advised by the Employer in writing that the information is not Confidential
Information.
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12. NOTES, MEMORANDA AND NON-CONFIDENTIAL INFORMATION OF THE EMPLOYER

12.1. The Employee agrees that he/she will not during the continuance of his/her Employment
make (other than for the benefit of the Employer) any notes or memoranda relating to any
matter within the scope of the business of the Employer or concerning any of its dealings or
affairs.

12.2. The Employee agrees that he/she will not, either during the continuance of the
Employment or afterwards, use or permit to be used any notes or memoranda
contemplated by clause 12.1, otherwise than for the benefit of the Employer.

12.3. The Employee acknowledges that it is the intention of the parties, and he/she agrees, that
all notes and memoranda contemplated by clause 12.1 and made by him/her, are the
property of the Employer. The Employee agrees that immediately upon termination of
Employment, he/she will deliver to the Employer:

12.3.1. all original or copied correspondence, papers, formulae, records or other
documents, whether written, electronic, or otherwise; and

12.3.2, all other property,

that belongs to the Employer or any Group Employer and is in his/her possession, custody,
or under his/her control.

13. TERMINATION AND SUSPENSION

13.1. Termination

13.1.1. Either party may terminate this Agreement by giving to the other party at least
one months’ written notice or, in the case of the Employer terminating this
Agreement, paying one months’ salary in lieu of such notice.

13.1.2. Where either party terminates the Employment in accordance with clause 13.1.1,
the Employment will continue for the duration of the relevant notice period. The
Employer may elect, by providing written confirmation to the Employee, that
during this notice period, the Employee:

13.1.2.1. will remain ready, willing and able to perform their duties;

13.1.2.2. will attend the office(s) of the Employer only as requested. If requested,
the Employee must co-operate fully with the Employer and provide
information and assistance as the Employer may reasonably seek in respect
of the conduct of the operations and affairs of the Employer for which the
Employee was responsible during the Employment Period;

13.1.2.3. will contact employees and/or clients of the Employer only as requested by
the Employer; and

13.1.2.4. must continue to comply with all of the terms of this Agreement. For the
avoidance of any doubt and without limitation, the Employee agrees and
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acknowledges that he/she will not engage or be interested in any business
other than the business of the Employer or any Group Employer during the
relevant notice period, or otherwise do anything that is inconsistent with
the duties of good faith and fidelity that he/she owes to the Employer.

13.1.3. Nothing in this Agreement shall mean or be deemed to mean that the Employer
is obliged to provide work to the Employee or that the Employee shall have the
right to perform services for the Employer.

13.1.4. Notwithstanding clause 13.1.1, the Employer may terminate this Agreement
without notice in instances where the Employee does any of the following:

13.1.4.1. commits any wilful or serious or persistent breach of any of the terms and
conditions of his/her Employment;

13.1.4.2. behaves in a way that is fundamentally inconsistent with their
Employment, including, but not limited to, misconduct in the course of
performing his/her duties under this Agreement;

13.1.4.3. inaction that is fundamentally inconsistent with his/her Employment,
including, but not limited to, inaction in the course of performing his/her
duties under this Agreement;

13.1.4.4. if the Employee becomes unable to pay his/her debts as they become due;
13.1.4.5. if the Employee is convicted of a criminal offence; or
13.1.4.6. engages in any other act of serious or wilful misconduct.

13.2.  Suspension

13.2.1. The Employer may suspend the Employee from the Employment on full salary at
any time for a period not exceeding one week to, if the Employer in its sole
discretion deems necessary, investigate any matter in which the Employer
reasonably believes the Employee is implicated or involved (whether directly or
indirectly) which may or could lead to a termination of the Employment under
clause 13.2.1.

13.3. Redundancy

13.3.1. In the event your position of employment with the Employer becomes
redundant, you will be entitled to redundancy payment in accordance with the
Employer’s Redundancy Policy.

14. RETURN OF EMPLOYER’S PROPERTY

14.1. At any time during the Employment (at the request of the Employer} or when the
Employer or Employee terminates the Employment the Employee will immediately return
to the Employer:
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14.1.1.  all documents and other materials (whether originals or copies) made or
compiled by or delivered to the Employee during the Employment and
concerning the Employer. The Employee will not retain any copies of any
materials or other information; and

14.1.2.  all other property belonging or relating to the Employer which is in the
possession, custody, or under the control of the Employee.

15. GENERAL PROVISIONS

15.1. Entire Agreement

15.1.1. This Agreement supersedes any previous written or oral agreement between the
parties in relation to the matters dealt with herein. This Agreement contains the
whole agreement between the Employer and the Employee relating to the
Employment at the Commencement Date. The Employee acknowledges that
he/she has not been induced to enter into this Agreement by any representation,
warranty or undertaking not expressly incorporated into it.

15.2. Variations and Amendments

15.2.1. Notwithstanding anything in this Agreement, the Employer may vary or amend
the terms of this Agreement in consultation with the Employee, and the provision
of appropriate notice.

15.2.2.  Such variations of amendments will be communicated to the Employee in writing.
15.3. Rights and Waiver
15.3.1. Neither party’s rights or powers under this Agreement will be affected if:
15.3.1.1. one party delays in enforcing any provision of this Agreement; or
15.3.1.2. one party grants time to the other party.
15.3.2, If either party agrees to waive his/her rights under a provision of this Agreement,
that waiver will only be effective if it is in writing and it is signed by the party. A
party’s agreement to waive any breach of any term or condition of this

Agreement will not be regarded as a waiver of any subsequent breach of any
other term or condition in this Agreement.

15.4. Governing Law and Jurisdiction
15.4.1, This Agreement shall be governed by and construed in accordance with the laws
of the Republic of Singapore. Each the Employer and the Employee submits to

the exclusive jurisdiction of the Singapore courts.

15.5. Third Party Rights
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Private and Coqﬁgfen[‘faf

Witness’s signature
Mame:

Address:
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o TOURISM
Australian Government AUSTRALIA
JOB CLASSIFICATION: Project/Program Manager
POSITION TITLE: Business Development Manager — Singapore, Malaysia and India
BUSINESS UNIT: VisitCanberra
BAND: TO BE CLASSIFED

PURPOSE

The Business Development Manager {BDM) is responsible for establishing and maintaining key travel industry
partnerships and supporting with non-travel industry relationships to drive VisitCanberra’s activities in Singapore,
Malaysia and India.

The position is a key contact peint for all trade and partners in-market, with timely and accurate delivery of updated
market trends and insights. A key component of the role is creating and supporting opportunities to develop the
range of ACT and Canberra region trave| experiences promoted through our partnerships in markets.

Working closely with Singapore, Malaysia and India in-market Tourism Australia teams, and VisitCanberra team
members based in Canberra, the BDM is accountable for management of quality partnerships for consumer and
trade marketing programs that lead to conversion oppertunities for travel to ACT and Canberra.

The key focus of all partnerships fs upon VisitCanberra’s target leistre consumer and developing future Business
Events opportunities. Business Events comprising meetings, incentives, conventions and exhibitions play a key role
in driving increased inbound economic benefit for ACT and Canberra from tourism.

As VisitCanberra is a multinationa! erganisation, this role may require the incumbent ta be flexible in the hours
worked and travel.

INTERACTIONS

Role Relationship
Reports to Senior Manager, International ks und | directi q .
Partnerships, VisitCanberra * Works under general direction and supervision
Works with Partnership & Distribution + Implement Singapore, Malaysia and India trade and
Team distributicn strategy
» Align the distribution channels to airline, third-party
i and PR prograrms
Marketing Teamn * Support airline and third-party campaigns & marketing
with the execution of these within Singapore, Malaysia
_ and India
Public Relations Team * Actively seek to link Public Relations coverage with a
conversion partner
. s Develop PR opportunities through partners

KEY ACCOUNTABILITIES

1. Develop in-market awareness of Canberra and surrounding region, and the products & experiences
available

JD BDM SINGAPORE, MALAYSIA, INDIA - VISITCANEERRA OCT 2018 Page 10of 3
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2. Implement the trade and distribution engagement plan in collaboration with the Canberra based team

3. Develop relationships with, and leverage, Tourism Australia and 5tate Tourism Organisations based in
markets of Singapore, Malaysia and India

4. Build strong relationships and support delivery of marketing programs with key trade and non-trade
partners in Singapore, Malaysia and India

5. Support with activities across trade and non-trade partners to ensure maximum possibie reach and
benefits are achieved

6. In-rmarket representation of VisitCanberra for management of Airline partnerships and Third-Party
relationships

7. Plan, implement and evaluste trade events, famils and missions

3. Monitor and report developments in market that impact on trave! trends with more focus on the
targeted consumer market

9. Provide market updates & intefligence and competitor insights on an on-going basis to the Canberra
based team for effective market and product development

10. Support with development of quality tourism products to Singapore, Malaysia and India markets for
delivery through identified distribution channels

11. Develop, manage and maintain VisitCanberra’s database, accurately recording his/her activity with all
partners and targeted individuals for local and international events

12. Support VisitCanberra marketing & PR teams as directed

13. Develop relationship with major corporates & business events agents for business events market for
future development

14, Manage budget spend within given budget and comply with corparate requirements

15, Perform general industry servicing duties

16. Perform other tasks as directed

ATTRIBUTES

¢ In-depth knowledge and understanding of local and Austrafian travel industry is preferred but
KNOWLEDGE not essential

» Proficiency in written and spoken English and capable to make high quality presentation in
English

s Commercial acumen —the ability to support development of strategies and implement
activities to achieve desired commercial outcomes for VisitCanberra and our partners

s Excellent negotiation skills to align co-operative parthers with VisitCanberra marketing
direction

*  Sound leadership skills and initiatives to be result-oriented

+ Ready and prepare for travel overseas whenever business reguires

SKILLS s  Freguent updates with trade development and consumer marketing in tourism industry

s Possess competency in dealing with senior management

» Beservice-minded to hoth internal and external parties

»  Meticulous, multi-tasking and strong ability to perform duties in a professional manner

*  Ability to work independently with minimum supervision

» Project Management — able to manage muitiple projects in a planned and efficient manner
allowing multiple projects te achieve launch in a timely and efficient manner

» Budget Management — managing allocated budgets,

*  Minimum three yvears solid experience in tourism industry in a business development
Capacity

EXPERIENCE | * Capability to identify key issues, travel trends, to timely share within the team in Canberra

* Local tourism industry knowledge

s Financial management/Budget Management

* Stakeheolder Management L .

INTEGRITY *  Demonstrate a high level of integrity and confidentiality when managing partners, ensuring
confidential information is stored and shared In the most appropriate manner ]
JD BDM SINGAPCRE, MALAYSIA, INDIA — VISITCANBERRA OCT 2018 Page 20f2
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’ Te Build trust e;;%ongst diverse partners and establish VisitCanberra as a partner of choice in the

Singapore, Malaysia, India and Australia markets.

i __ ____ DELEGATIONS
Activity Conditions
Execute Contracts Up to 15,000 AUD
Receipt and appiication of VisitCanberra money Up to 15,000 AUD
| o . INDICATORS OF ROLE S_EJCCESS
Measure Area

Effectively deliver role activities and manage performance against agreed KPls

Finance and Governance

| Effectively manage all applicable budgets

Finance and Governance

Ensure that VisitCanberra and Tourism Australia are not at risk by actively and
professionally following the legal, statutery and corporate governance policies,
process and procedures

Finance and Governance

with VisitCanberra’s strategies for the future and Annual Business Plan

Create an environment of innovation and continuous improvement of products and People
Services
Assist in implementation of strategies and trade engagement plan that arein line Trade

Provide timely and relevant information based on local market insight covering
market and censumer trends to the business for use by management, and industry
in decision making

Stakeholder Internal

Develop, maintain and manage refationships with key travel agents/ tour gperators

Stakeholder

External
Maintain and manage working relationship and activities, including getting support Stakeholder
at trade activities in market with Tourism Australia and other STO's/CVB's External
Support with and expand Aussie Specialist distribution network Trade
ldentify Business Events opportunities and develop relationship with MICE travel Trade
agencies and corporate huyers
ID BDM SINGAPORE, MALAYSIA, INDIA - VISITCANBERRA CCT 2018 Fage 3 of 3
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Domestit International
Chief Executives | 4.5 star* | Economy Class under 4 hours, | 4.5 star* Business Class
Executives 4 star* over 4 hours Business Class 4 star*
Non Executives 3 star* Economy Class 3.5 star* Economy Class

if you intend to seek approval to vary from accommodation standayds, please give reasons:

East Hotel is requested as the events on the morning of 18"January are at the meeting space within the hotel.
The hotel is also a short distance from the event venue for dinner on the 18" January — thus reducing costs
required to travel between locations. '

Accommadation detalls (to be completed after approval to travel is given). Include any private accommadation
details.

Date in Date out | Hotel/Motel/Apartment | *Accom Address Phone
rating
17 19
January | January
2019 2019
[/ [/

Details of any leave or non-official travel which you intend taking directly before or after your official travel
From: / / NA Froz // Contact details:

Payment of out of pocket expenses:
Actual reasonable costs will be reimbursed upon the provision of receipts. All advances must be acquitted.

Advance: $ BSB No: Account No:
%L Datef/ | /2019

Signature of traveller

Supported - funds are available and travel'is recommended

Signature of supervisor M- A j(r 0 » [ ) Date}, /| /2019

Approval of travel

Signature of delegate J {/ T8 ~ Pos Nal—} «{~Classification " A-of | Datel/ 1/ 201G

Hrnny”

Y
Signature of Director-General/Minister ffor overseas travel only) Date /4/ { / / 2

BOOKING REFERENCE: Advance and cab charges acquitted (finance officer)

TRAVEL COSTS: (approximate)
Flights - $400

Transport: $200 taxis / trains
Accommodation: $700

COST CODES: 14205 / 54870 Signature of finance officer
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Domestit International
Chief Executives | 4.5 star* | Economy Class under 4 hours, | 4.5 star* Business Class
Executives 4 star* over 4 hours Business Class 4 star*
Non Executives 3 star* Economy Class 3.5 star* Economy Class

if you intend to seek approval to vary from accommodation standayds, please give reasons:

East Hotel is requested as the events on the morning of 18"January are at the meeting space within the hotel.
The hotel is also a short distance from the event venue for dinner on the 18" January — thus reducing costs
required to travel between locations. '

Accommadation detalls (to be completed after approval to travel is given). Include any private accommadation
details.

Date in Date out | Hotel/Motel/Apartment | *Accom Address Phone
rating
17 19
January | January
2019 2019
[/ [/

Details of any leave or non-official travel which you intend taking directly before or after your official travel
From: / / NA Froz // Contact details:

Payment of out of pocket expenses:
Actual reasonable costs will be reimbursed upon the provision of receipts. All advances must be acquitted.

Advance: $ BSB No: Account No:
%L Datef/ | /2019

Signature of traveller

Supported - funds are available and travel'is recommended

Signature of supervisor M- A j(r 0 » [ ) Date}, /| /2019

Approval of travel

Signature of delegate J {/ T8 ~ Pos Nal—} «{~Classification " A-of | Datel/ 1/ 201G

Hrnny”

Y
Signature of Director-General/Minister ffor overseas travel only) Date /4/ { / / 2

BOOKING REFERENCE: Advance and cab charges acquitted (finance officer)

TRAVEL COSTS: (approximate)
Flights - $400

Transport: $200 taxis / trains
Accommodation: $700

COST CODES: 14205 / 54870 Signature of finance officer
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(RAVELERTS BETAILS

Dornestic International
Chief Executives | 4.5star* [ Economy Class under 4 hours, | 4.5 star* Business Class
Executives 4 star* over 4 hours Business Class 4 star*
Non Executives: 3 star* Economy Class 3.5 star* Economy Class

If you intend to seek approval to vary from accommodation standards, please give reasons:
Tourism Australia has negotiated a discounted rate at the Grand Hyatt Kuala Lumpur for roadshow delegates.

Accommodation details (io be completed after approval to travel is given). Include any private accommodation
details.

Date in Date out | Hotel/Motel/Apartment | *Accom Address Phone
rating

22/01/19 | 25/01/19 | Grant Hyatt Kuala 12 Jalan Pinang, 50450 Kuala Lumpur, | +60 3-2182 1234
Lumour Malaysia

Details of any leave or non-official travel which you intend taking directly before or after your official travel
From: / / NA l To: // Contact details:

Payment of cut of packet expenses:;
Actual reasonable costs will be reimbursed upon the provision of receipts. All advances must be acquitted,

Advance: § BSB No: Account No:

Date® / | /2019
COnL.
Signature of traveller

Supported - funds are available and travel is recommended

Signature of supervisor M. M \J')‘(K‘Q | Dateq /§ /2019
Approval of travel
Signature of delegate T Kol Pos No. |-(-F4f-Classification <3¢+ > [+t |Datel/ | / 1o
(] o VN
\
Signature of Director-General/Minister {for overseas travel only) Date/%#/ / / /7
=
BOOKING REFERENCE: Advance and cab charges acquitted (finance officer)

TRAVEL COSTS: (approximate)
Flights - $400

Transport: $100 taxis / trains
Accommodation: $660

COST CODES: 14205 / 54870 Signature of finance officer
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Domestit International
Chief Executives | 4.5 star* | Economy Class under 4 hours, | 4.5 star* Business Class
Executives 4 star* over 4 hours Business Class 4 star*
Non Executives 3 star* Economy Class 3.5 star* Economy Class

if you intend to seek approval to vary from accommodation standayds, please give reasons:

East Hotel is requested as the events on the morning of 18"January are at the meeting space within the hotel.
The hotel is also a short distance from the event venue for dinner on the 18" January — thus reducing costs
required to travel between locations. '

Accommadation detalls (to be completed after approval to travel is given). Include any private accommadation
details.

Date in Date out | Hotel/Motel/Apartment | *Accom Address Phone
rating
17 19
January | January
2019 2019
[/ [/

Details of any leave or non-official travel which you intend taking directly before or after your official travel
From: / / NA Froz // Contact details:

Payment of out of pocket expenses:
Actual reasonable costs will be reimbursed upon the provision of receipts. All advances must be acquitted.

Advance: $ BSB No: Account No:
%L Datef/ | /2019

Signature of traveller

Supported - funds are available and travel'is recommended

Signature of supervisor M- A j(r 0 » [ ) Date}, /| /2019

Approval of travel

Signature of delegate J {/ T8 ~ Pos Nal—} «{~Classification " A-of | Datel/ 1/ 201G

Hrnny”

Y
Signature of Director-General/Minister ffor overseas travel only) Date /4/ { / / 2

BOOKING REFERENCE: Advance and cab charges acquitted (finance officer)

TRAVEL COSTS: (approximate)
Flights - $400

Transport: $200 taxis / trains
Accommodation: $700

COST CODES: 14205 / 54870 Signature of finance officer
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MINISTERIAL BRIEF
ACT . .

Government

Chief Minister, Treasury and Econormic
Development Directorate

UMNCLASSIHED

To: ChlEf Minister JiTraCking No.; CMTEDD2015/6591
Date: 7 February 2019

From: Director, VisitCanberra _
Subject: -International travel approval for VisitCanb_erra’s Siﬁgapore based in-market

resource, Ms Jacqueline Lee

Critical Date: 18 February 2019

Critical Reason:  To seek your approval for the Singapore in-market resource, Jacqueline Lee,
to travel to events in Canberra and Perth during March and April 2019.

. DDG wid ke

Recommendations

That you:
1. MNotethe information contained in this brief; and
Agl?ed / Not Agreed / Please Discuss

2. Sign the two travel forms at Attachment A and Attachment B.

Sigﬁ’ed / Not Signed / Please Discuss

ANArew Barr MLA ... st et e ee s eeee e st e eeens eanens Er2rn,

Minister’s Office Feedhack

UNCLASSIFIED

Tracking No.:
CMIEDD2019/691

1



UNCLASSIFIED

Background

1. VisitCanberra’s in-market resource based in Singapore, Jacqueline Lee, was
appointed on 7 January 2019.

2. Whilst Ms Lee is seconded to VisitCanberra from Tourism Australia, she is bound by
the ACT government travel policy.

3. ltis planned that Ms Lee will attend an Indian Inbound Tour Operator famil in
Canberra from 9-13 March 2019 and the Australian Tourism Exchange (ATE19) in
Perth from 8-12 April 2019.

4. The primary objective of the in-market representative is to develop and implement
VisitCanberra’s distribution and partnership strategy, and grow leisure visitation and
expenditure to Canberra from the following key markets Singapore, Malaysia and
India.

5. Ms Lee is responsible for trade partners out of India and will be integral to the Indian
Inbound Tour Operator famil to be held in Canberra in March.

6. ATE19is Australia’s largest annual travel and tourism business-to-business event,
which brings together Australian tourism businesses and tourism wholesalers and
retailers from around the world through a combination of scheduled business
appointments and networking events.

7. ATEL9, in Perth, is expected to have over 10 per cent of all buyers from Singapore,
Malaysia and India markets. Additionally, there is almost a 20 per cent contingent of
buyers from China — a key focus market that requires further support.

Issues
8. Nil.

Financial Implications

9.

All expenses will be met from within the existing VisitCanberra 2018-19 budget
resources.

10. Proposed travel costs for Indian Inbound Tour Operator famil in Canberra will be

11. Proposed travel costs for ATE19 will be approximately $1375.
2.2(a)(xi)

approximately $2000.

Consultation
Internal
14. Nil

Cross Directorate

15. Nil

External
16. Nil

UNCLASSIFIED

Tracking No.:
CMTEDD2019/691

2



UNCLASSIFIED

Work Health and Safety
17. Nil

Benefits/Sensitivities
18. Nil

Communications, media and engagement implications

11. Wil
Signatory Name: Jonathan Kgbus Phone: 51385
Action Officer: Manasi Ahuja . Phone; 70215
Attachments
Attachment Title |
Attachment A Travel Approval Form —Jacqueline Lee — SIN-CBR-SIN 6 —13 March
Attachment B Travel Approval Form — Jacqueline Lee — SIN-PER-SIN 8 — 17 April |
UNCLASSIFIED
Tracking No.:
CMTEDD201%/681

3




ACT

Govemment Travel Form

Please note:

All domestic and trans-Tasman flights must be booked using the QBT Online Booking Tool.

For international bookings, please complete the ACT Government Booking form on the

http://sharedservices/ACTGovt/Procurement/Buving/Existing—Contracts/Flight-Bookings.htm

For all other travel related information please see Buying Goods and Services intranet site,

Travel Requisition No:

QBT & 1300 797 357

Form to he completed by the travelier and approved by the delegate before any travel or accommodation is
booked.

_TRAVELLER'S DETAILS

Name: LEE HIANG KHIM JACQUELINE Classification:

Group: Unit:
Work phone: +65 6351 | Fax: Mobile: +65 9748 Home Phone: +65 9857 0095
6342 8300

Corporate Frequent Flyer Number:

Note: Frequent Flyer points are no longer
accumulated. However, a flight will count
towards your airline club status progression

Home address: ZEOI0]

TRAVEL DETAILS

Reason: Support with Inbound Tour Operator Famil from India and meet with VisitCanberra colleagues as part of
on-bhoarding process.

As an outcome of the Tourism Australia’s India Travel Mission in August last year, we have identified a number of
Inbound Tour Operators (ITOs) in India who form an important link in the creation and distribution of Canberra
ground packages in this market. ’

Jacqueline and VisitCanberra are hosting a famil from Saturday 9 to Wednesday 13 March for approximately five
of these key ITOs. The objective is to provide them with new awareness of Canberra and its product offering,
enabling them to create ground packages to promote and sell through their wholesale/retail clients. Jacqueline
will also be using this famil as the opportunity to build her product knowledge of Canberra and region.

Jacqueline will be meeting with VisitCanberra colleagues on 7 — 8 of March and immersing herself in the office.

Departure and Arrival Details (complete times and flight details after travel is approved)

Depart Date Time Arrive Date Time | Travel class Airline, flight no.
location location Economy or
Business
Class

SINGAPORE [ 6/3/2019 | 0935 CANBERRA |6/3/2019 | 2235 Economy SQ 288

CANBERRA 13/3/2019 2355 SINGAPQR“E 14/3/2019 | 0500 | Economy

If travelling by private vehicle please attach copies of your current driver’s licence and comprehensive insurance.
ghy p

Make, model and engine capacity of vehicle:

ACCOMMODATION AND TRAVEL STANDARDS (Note: All accommodation bookfngs must he made through Lido
(02) 8585-0806 / 1800 000 469 — option #1 for Government.
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TRAVELLER'S DETAILS

Domestic _ International
Directar-General 4.5 Economy Class under 4 hours, | 4.5 star® Business Class
star* |
Executives 4 star* aver 4 hours Business Class 4 stay”
Nen Executives 3 star* Econamy Class 3.5 star* Economy Class

If you intend to seelk approval to vary from accommodation standards, please give 1easons:
lacqueline will be staying at hotels in and around Canberra to experience Canberra product to assist her in
building awareness of the destination with her key international markets.

Accommodation details {to be completed after approval to travel is givenl. Include any private accommodation—’
details

Datea In Date out Hotel/Motel/Apariment | *Accom Addrass Fhone
rating _
06/03/2 | 13/03/2 | TBC 4 TBC '
019 01%
Details of any leave or non-official travel which you intend taking directly before or after your official travel
From; [/ 1T-:J: ff Contact details: o o

Payment of out of pocket expenses: Corporate credit card or reimbursement are the preferred methods of payment for
meals and incidental expenses.
Actual reasonable costs will be reimbursed upon the provisian of receipts. All advances must be acquitied.

Advance: S BSE No: Account No;

Date 11/ 07 /2019

i

Supported - funds are available and travel is recommended

Signature of supervisor @

Approval of trave!

Signature of traveller

!-D

airfare: 5300

Transport: $100 (Taxis to and from alrport)
Accommodation: $1200 {6 nights at 5150 per
night)

Total: $2000

verslon 2.0 Issued: 19/05/2015 Page 20f 3

Signature of delegate Pos No. Classification pate || o 2./ Q*'Dfal
T. Kobo g 10uw*‘rw-v\/\ €63y SES 144
\ |
Signature of D'lrectc:-r—Genlera!fMinister (for overseas travel only) Date{,} fl / f ?
l_ ~
BOOKING REFERENCE: (Aduam;e and cabcharges acquitted (finance officer)
TRAVEL COSTS: Advance and cahcharges reconciled




’M GA(},;Jm Travel Form

Please note:

All domestic and trans-Tasman flights must be booked using the QBT Online Booking Tool.

For international bookings, please complete the ACT Government Booking form on the

http://sharedservices/ACTGovt/Procurement/Buying/Existing-Contracts/Flight-Bookings.htm

For all other travel related information please see Buying Goods and Services intranet site.

Travel Requisition No;

QBTH@ 1300 797 357

Form to be completed by the traveller and approved by the delegate before any travel or accommodation is
booked,

TRAVELLER'S DETAILS

Name: LEE HIANG KHIM JACQUELINE Classification:

Group: Unit:

Work phone: +65 6351 | Fax: Mobile: +65 9748 Home Phone: +65 9857 0095

6342 8300

Home address: Zacill Corporate Frequent Flyer Number:

220)) ] Note: Frequent Flyer points are no longer
accumulated. However, a flight will count
towards your airline club status progression

TRAVEL DETAILS

Reason: To represent VisitCanberra at the Australia Tourism Exchange 8 — 12 April 2019

The Australian Tourism Exchange (ATE) is the largest international tourism trade event in Australia, It is hosted by Tourism
Australia and brings Australian tourism businesses together with trade distribution partners such as wholesalers, inbound
tour operators and retailers from around the world.

ATE provides VisitCanberra with a cost effective opportunity to showcase the destination and meet with targeted travel trade
from key markets including Singapore, New Zealand, Malaysia, India, the UK, China and HK, with the aim of influencing
overnight visitation and expenditure to the ACT through increasing the share of the inbound travel market.

Departure and Arrival Details (complete times and flight details after travel is approved)

Depart Date Time Arrive Date Time | Travelclass:| Airline, flight no.
location location Economy or
Business
Class
SINGAPORE 7/4/2019 | 07:40 PERTH 7/4/2019 |12:50 Economy $Q213
PERTH 17/4/2019 14 05 SINGAPORE 17/4/2019 19:35 _Economy SQ 226

Iftravellmg by private vehicle please attach coples of your current drlver s licence and comprehensive lnsurance

Make, model and engine capacity of vehicle:

ACCOMMODATION AND TRAVEL STANDARDS (Note: All accommodation baokings must be made through Lido
(02) 8585 0806 / 1800.000 469 — option #1 for Government.
Domestic International
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TRAVELLER'S DETAILS

Director-General 4.5 Economy Class under 4 hours, | 4.5 star* Business Class
star*

Executives 4 start* over 4 hours Business Class 4 star®

Non Executives 3 star* Economy Class 3.5 star® Economy Class

if you intend to seek approval to vary from accommodation standards, please give reasons;
Four Points at Sheraton is one of the official hotei partners for ATE, affering special rates for ATE delegates. The rate includes
breakfast and the hotel is located within walking distance to the Convention Centre which will save on travel costs each day.

Accommodation details (to be completed after approval to travel is given). Include any private accommodation
detaiis

Dalkein Date out | HMotel/Motel/Apartment | *Accomn Address Phone
rating
0774719 | 1374719 | Four Points at 4 707 Wellingtan St, Perth WA 6000 08 9327 7000
' Sheratan

Details of any leave or non-official travel which you intend taking divectly hefore or after your official travel

From: 13/4/19 | To: 17/4/19 Contact detalls: +65 9748 8300

Payment of out of pocket expenses: Corporate credit card or reimbursement are the preferred methods of payment for
meals and incidental expenses. '

Actual reasanable costs will be reimbursed upan the provision of receipts. All advances must he acquitted.

Advance: 5 BSE No: Account No:
(am | Date 21 /02 /2018
Signature of traveller
Supported - funds are available and travel is recommended
. . s
Signature of supervisor @’/0._.-"{-_,»\# } Date I b 2_/?){3 ﬂ

Approval of travel
Signature of delegat&\aL kaU‘fb Pos NoiECﬂ.?"-{‘(‘.lassiﬂcation S5 [ H- | patelt fals2o19

£) osa (un/

Signature of Director—GencraI/Il/lEnister {for overseas travel only) Dateis/ 2/ ,{7

BOOKING REFERENCE: Advance and cabcharges acquitted {finance officer)

TRAVEL COSTS: ' Advance and ¢abcharges reconciled
Airfare; $300
Transport: $100 {Taxis)

Accommodation$925 ($185 inc. brealkfast for 5
nights

Total: $1375

COST CODES: 14205/54214 Signature of finance officer

Version 2.0 [ssued: 1870572015 Pape 2of2



details

COST CODES: 14205/ 714409/54870

Signature of finance officer

Accommodation detalls {Lo be completed after approval to travel is given). Include any private accommadation

Version 2.0 Issued: 19/05/201%
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ACT

Government Tra VEI Form

Please note:

All domestic and trans-Tasman flights must be booked using the QBT Online Booking Tool.

For international bookings, please complete the ACT Government Booking form on the

http://sharedservices/ACTGovt/Procurement/Buying/Existing-Contracts/Flight-Bookings.htm

For all other travel related information please see Buying Goods and Services intranet site.

Travel Requisition No:

QBT>@& 1300 797 357

Form to be completed by the traveller and approved by the delegate before any travel or accommodation is
hooled.

TRAVELLER'S DETAILS

Name: LEE HIANG KHIM JACQUELINE Classification:

Group: Unit:

Work phone: +65 6351 Fax: Mobile: +65 9748 Home Phone: %I

6342 8300

Home address: PEIEN) Corporate Frequent Flyer Number:

Singapore PRIE()] Note: Frequent Flyer points are no longer
accumulated. However, a flight will count
towards your airline club status progression

TRAVEL DETAILS

Reason: To represent VisitCanberra at the Australia Tourism Exchange 8 — 12 April 2019

The Australian Tourism Exchange (ATE) is the largest international tourism trade event in Australia, It is hosted by Tourism
Australia and brings Australian tourism businesses together with trade distribution partners such as wholesalers, inbound
tour operators and retailers from around the world.

ATE provides VisitCanberra with a cost effective opportunity to showcase the destination and meet with targeted travel trade
from key markets including Singapore, New Zealand, Malaysia, India, the UK, China and HK, with the aim of influencing
overnight visitation and expenditure to the ACT through increasing the share of the inbound travel market.

Departure and Arrival Details {complete times and flight details after travel is approved)

Depart Date Time Arrive Date Time | Travelclass| Airline, flight no.
location location Economy or
Business
Class
SINGAPORE 7/4/201% |07:40 PERTH 7/4/2019 | 12:50 Economy SQ213
PERTH 17/4/2019 | 14:05 SINGAPORE | 17/4/2019 | 19:35 Economy SQ 226

If travelling by private vehicle please attach copies of your current driver’s licence and comprehensive insurance.

Make, model and engine capacity of vehicle:

ACCOMMODATION AND TRAVEL STANDARDS (Note: All accommodation bookings must be made through Lido
(02) 8585 0806 / 1800.000 469 — option #1 for Government.

( Domestic ] International

Version 2.0 Issued: 19/05/2015 Page 1 0f 2
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TRAVELLER'S DETAILS

Director-General 4.5 Economy Class under 4 hours, | 4.5 star* Business Class
start

Executives q star* over & hours Business Class 4 star*

MNon Executives 3 star¥ Economy Class 3.5 star® Ecanomy Class

if you intend to seek approval to vary from accommaodation standards, please give reasons:
Four Points at Sheraton is one of the official hotel partners for ATE, offering special rates for ATE delegates. The rate includes
breakfast and the hotel is located within walking distance to the Convention Centre which will save on travel costs each day.

Accommodation details (to be completed after approval to travel is glven}. Include any private accommodation
details

Dafe in Date out | Hotel/Motelfapartment | *Accom Address Phone
rating
07/4/19 | 13/4/19 | Four Points at 4 707 Wellington S5t, Perth WA 6000 08 9327 7000
' Sheraton

Detalls of any leave or non-gfficial travel which you intend taking directly before or after your official travel

From: 13/4/19 | To: 17/4/19 Contact details: +65 9748 8300

o

- o
Payment of out of pocket expenses: Corparate credit card or relmbursement are the preferred methods of payment for
meals and incidental expenses. '
Actual reasanable costs will be reimbursed upon the provision of receipts. All advances must he acquitted.
Advapce! 5 BSB No: Account Na: o
» _| Date 21 /02 72019
Signature of traveller %
Supported - funds are availzble and travel is recommended
Signature of supervisor @J, d_‘F ) Date” ((32. ,fz?}:; {7

Approval of travel
Signature of delegate\]- kd?u% Pos NO.E{"—;T_L{_OESSiﬁCF]ﬂDH SESH- | patel) 2/ 2oig

AN (ku/

Signaturc of Director—GencraIfI{/Iinister {far overseas travel only) Datels/ 2/ f 7

BOOKING REFERENCE: Advance and calicharges acquitted (finance officér)

TRAVEL COSTS: . Advance and cahcharges reconciled
Airfare; 5300
Transport: 5100 {Taxis)

Accommodation$925 ($185 inc. breakfast for 5
nights

Taotal; $1375
COST CODES: 14205/54214 Signature of finance officer

version 2.8 [ssued: 19/05/2015 Pape 2 of 2
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Accommodation details {1o be completed alter approval to travel is given), Include any private accommodation
details

COST CODES: 14205/ 714409/54870 | Signature of finance officer

Yerslan 2.0 Issued: 19/05/2015 Page 3 of 3
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MINISTERIAL BRIEF

ACT

Gavernment

Chief Minister, Treasury and Economic
Development Directorate

UNCLASSIFIED

Tracking Na,; CMTEDD2019/1922

To: Chief Minister

Date: _15_Apr_|i 2019

From: Director, VisitCanberra i

Subject: Jnternatio;';-;;--travel approval for VisitCanberra's Singapore based in-market

resource, Ms Jacqueline Lee

Critical Date: 18 April 2019

Critical Reason:  To seek your approval for the Singapore in-market rescurce, Ms Jacqueline
Lee, to travel to Ipah and Kuala Lumpur, Malaysia for meetings and Tourism
Australia event from 6—9 May 2018

. DOG S

Recommendations

That you:
1. Note the information contained in this brief: and

Ag@d / Not Agreed / Please Discuss

2. Sign the travel form at Attachment A.

Sigréd / Not Signed / Please Discuss

Minister’s Office Feedback

UNCLASSIFIED
Tracking No,; CMTEDDZ013/1922

1



UNCLASSIFIED

Background

1.

2.

Issues
8.

VisitCanberra’s in-market resource based in Singapore, Ms Jacqueline Lee, was
appointed on 7 January 2019.

Whilst Ms Lee is seconded to VisitCanberra from Tourism Australia, she is bound by
the ACT Government travel policy.

Tourism Australia is hosting their annual training event on Destination Australia in
Ipoh, Malaysia on 6 May 2019. There are 30 travel agents expected to attend the
training.

Ipoh is a tier 2 city with access to Canberra and Australia via Kuala Lumpur.
Presenting to these agents provides a great opportunity to grow awareness of
Canberra as a destination, and the Singapore Airlines flight access into Canberra.
In addition to attending the event in Ipoh, Ms Lee will undertake a market visit to
Kuala Lumpur, to meet with Tourism Australia key distribution partners and to
explore partnership opportunities for Canberra. These agents did not attend the
Australian Tourism Exchange 2019 (ATE19) in Perth.

The key objective is to establish new relationships with the key travel partners to
build Canberra and region awareness, and to develop VisitCanberra’s distribution
strategy to grow leisure visitation and expenditure to Canberra from Kuala Lumpur,
Malaysia.

During this visit there will also be appointments scheduled with Singapore Airlines
and Tourism Australia based in Kuala Lumpur to follow up from ATE19 and discuss
potential for upcoming collaboration with industry partners.

Nil.

Financial Implications

9.

10.

12.

All expenses will be met from within the existing VisitCanberra 2018-19 budget
resources.
Estimated travel costs to Ipoh and Kuala Lumpur from 6 to 9 May will be

i 00

Consultation
Internal

13.

Nil

Cross Directorate

14.

Nil

External

15.

Nil

UNCLASSIFIED

Tracking No.: CMTEDD2019/1922
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UNCLASSIFIED

Work Health and Safety
16. Ni!

Benefits/Sensitivities
17. Nil

Communications, media and engagement implications

15, Nil
Signatory Name: Jonathan Kobus Phone: 51385
Action Officer: Manasi Ahuja Phone: 70215
Attachments
Attachment Title B
Attachment A Travel Approval Form - Jacqueline Lee — SIN-IPH-KUL-SIN 6 ~8 May
2019

UNCLASSIFIED
Tracking Ne.. CMTEDD2013/1922

3



ATTACHMENT A

ACT

Government Travel Form

Please note:

All domestic and trans-Tasman flights must be booked using the QBT Online Booking Tool.

For international bookings, please complete the ACT Government Booking form on the

http://sharedservices/ACTGovt/Procurement/Buying/Existing-Contracts/Flight-Bookings.htm

For all other travel related information please see Buying Goods and Services intranet site.

Travel Requisition No:

QBT & 1300 797 357

Form to be completed by the traveller and approved by the delegate hefore any travel or accommodation is
booked.

TRAVELLER’S DETAILS

Name: LEE HIANG KHIM JACQUELINE Classification:

Group: Economic Development Unit: VisitCanberra

Work phone: +65 6351 | Fax: Mobile: +65 9748 Home Phone: +65 9857 0095
6342 8300

Home address: _ Corporate Frequent Flyer Number:
2-2(a)(i) Note: Frequent Flyer points are no longer

accumulated. However, a flight will count

towards your airline club status progression

Reason: To undertake a business visit to Kuala Lumpur to build relationships with key travel agents and partners,
including up to 8 agents; Tourism Australia and Singapore Airlines. The focus of the meetings is to increase
awareness of Canberra as a destination and the ease of access to the destination through Singapore Airlines
flight SQ 288. Along with maintaining and establishing new relationships with the key travel partners, the focus is
to develop VisitCanberra’s distribution strategy to grow leisure visitation and expenditure to Canberra from
Kuala Lumpur, Malaysia.

Departure and Arrival Details (complete times and flight details after travel is approved)

Depart Date Time Arrive Date Time | Travelclass | Airling, flight no.
lecation location Economy or
Business
) Class
SINGAPORE 6/5/2019 | 0745 |[POH 6/5/2019 | 0900 Economy TR 484
KUALA 9/5/2019 | 2145 SINGAPORE | 9/5/2019 | 2250 Economy SQ 5341
LUMPUR

If travelling by private vehicle please attach copies of your current driver’s licence and comprehensive insurance.

Make, model and engine capacity of vehicle:
ACCOMMODATION AND TRAVEL ST. ANDARDS (Note: All accommodation bookings must be made through Lido
(02) 8585 0806 / 1800 000 469 — option #1 for Government.

Domestic International

Version 2.0 [ssued: 19/05/2015 Page 1 of 2



ATTACHMENT A

TRAVELLER'S DETAILS
Directer-General 4.5 Economy Class under 4 hours, | 4.5 star* Buslness Class
star*

Executives 4 star* over 4 hours Business Class 4 star*
Non Executives 3 star* Ecopomy Ciass 3.5 star* Ecanomy Class
If you intend to seek approval to vary from accommodation standards, please give reasans;
NIL
Accommodation details (to be completed after approval to travel is given). Include any private accommadation
details

Date in Date out Hotel/Matel/apartmont | *Accom Address Phone

raking

6/5/19 9/5/19 | the
Details of any leave or non-official travel which you intend taking directly before or after your official travel
From: f f To: // Contact detaiis:

Payment of out of pocket expenses; Corporate credit card or reimbursement are the preferred methods of payment for
meals and incidental expenses.
Actual reasonable costs will be reimbursed upon the provision of receipts, All advances must be acquitted.

Advance: §

BSB No: Account

Mo:

Approval of travel

Signature of travelier a !

Supported - funds are available and trave! is recommended

(00 (vt
]

Signature of supervisor — M.Ahuja

Date 12/4/2019

,r"
Sipnature of delegate —J.Kg};us Pos No. E674 Classification SES 1.4 Date{i /4/2019
/]
Lt
Signature of Director-Gengral/Minister {for overseas travel only) Date /‘j”/ ¢ /’/?

BOOKING REFERENCE:

Advance and cabcharges acquitted (finance offices)

TRAVEL COSTS:
Airfara: 5200 [taxes)
Transport: $340
Accommadation: 5360
Meals allowance: $300
Total: 51, 200

CO5T CODES:

Sighature of finance officer

Yersion 2.0 Issued: 1970572015
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From:"Ahuja, Manasi" <manasi.ahuja@act.gov.au>
Sent:12/03/2019 3:31 PM

To:"Ahuja, Manasi" <Manasi.Ahuja@act.gov.au>
Subject:Your scan (Scan to My Email)
Attachments:scan_manasi ahuja_2019-03-12-15-30-38.pdf
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From:"Ahuja, Manasi" <manasi.ahuja@act.gov.au>
Sent:12/03/2019 3:32 PM

To:"Ahuja, Manasi" <Manasi.Ahuja@act.gov.au>
Subject:Your scan (Scan to My Email)
Attachments:scan_manasi ahuja_2019-03-12-15-31-47.pdf
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From:"Ahuja, Manasi" <manasi.ahuja@act.gov.au>
Sent:12/03/2019 3:32 PM

To:"Ahuja, Manasi" <Manasi.Ahuja@act.gov.au>
Subject:Your scan (Scan to My Email)
Attachments:scan_manasi ahuja_2019-03-12-15-32-03.pdf
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MINISTERIAL BRIEF

ACT

Government

Chief Minister, Treasury and Economic

Development Directorate

UNCLASSIFIED

To: Chief Minister Tracking No.; CMTEDDZ019/2671
Date: 30 May 2019
From: Executive Branch Manager, VisitCanberra
Subject: International travel approval for VisitCanberra’s Singapore based in-market
resource, Ms lactueline Lee
Critical Date: 11 lune 2019
Critical Reason: To seek your approval for Singapore in-market resource, Ms lacqueline Lee,
to travel to Penang, Malaysia, to attend the Malaysia International Travel
Mart (MITM) consumer travel fair with Tourism Australia,
» DDG eof ke
Recommendations
That you:

1. Notethe information contained in this brief; and
h&d}"éd { Please Discuss

2. Sign the travel form at Attachment A.

ﬁ;ied [/ Not Signed / Please Discuss

........................................................

Minister's Office Feedback

UNCLASSIFIED

Tracking Ne.: CMTEDD2019/2671

1

Part 2



UNCLASSIFIED

Background
1. The Malaysia International Travel Mart (MITM) is taking place in Penang from 5-7
July 2019.

2. Malaysia has two main travel agents’ associations: the Malaysian Association of
Tours and Travel agents (MATTA) and the Malaysian Chinese Tourism Association
(MCTA). Both associations organise major consumer fairs held annually in main
international gateway cities of Kuala Lumpur, Ipoh, Penang, Johore, Kuching and
Sarawak.

3. The travel fairs provide a platform for the travel agents, National Tourism
Organisations (NTOs), accommodation providers, airlines and other tourism-related
businesses to promote their products and services in a concerted manner under one
roof.

4. The aim of the travel fairs is to introduce new travel packages and/or destinations to
the consumers, and Tourism Australia’s presence at this event ensures that Australia
is considered as a key destination of choice, supported by the State Tourism
Organisation (STO) partners in market.

5. Canberrais a new destination for travellers from Penang, and with its geographical
proximity to Singapore, it provides better connectivity than Kuala Lumpur. This
provides a great opportunity for Canberra to grow the Penang market on the SQ288
daily service.

6. VisitCanberra’s presence at this event supports the ACT Government’s focus of
brand and destination awareness and to launch a consumer campaign in partnership
with a key trade partner, such as Forever Travel.

7. Forever Travel is a key distribution partner of Tourism Australia and is considered to
be one of the top promoters to travellers from Malaysia into Australia.

8. Ms Lee will also be connecting with key trade and retail agents within the Penang
travel industry.

Issues
9. Nil.

Financial Implications
10. All expenses will be met from within the existing VisitCanberra 2019-20 budget
resources.

11. Estimated travel costs to Penang for this trip will be approximately $1,000.

13

Consultation
Internal
14. Nil

UNCLASSIFIED
Tracking No.: CMTEDD2019/2671
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UNCLASSIFIED

Cross Directorate
15. Nii

External
15. Nil

Work Health and Safety
17. Nil

_Benefits/Sensitivities
18. Nil

Communications, media and engagement implications
19. Nil

Signatory Name; lonathan Kobus Phone: 51385
Action Officer: Manasi Ahuja Phone: 70215
Attachments
Attachment | Title __— o o ) o
Attachment A Travel Approval Form — Jacgueline Lee — SIN-PEN-SIN 5§ -7 July 2019
UNCLASSIFIED
Tracking No.: CMTEDD2014/2671
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TRAVELLER'S DETAILS

Non Executives 3 star¥ Economy Class 3.5 star® Economy Class

If you intend to seek approval to vary from accommodation standards, please give reasons;
NIL

Accommodation details {to be completed after approval to travel is given). Include any private accommodation
details

Date in Date out Hotel/Motel/Apartmant | *Accom Address Phane
rating

57719 | 7/7/19 | Olive Hotel Pepang | 4

r {f

! /7
Details of any leave or non-official travel which you intend taking directly before or after your official travel
From: f / | To: [/ Cantact details;

Payment of out of pocket expenses: Corporate credit card or reimbursement are the preferred methods of payment for
meals and incidental expenses.
Actual reasonable costs will be reimbursed upon the provision of receipts. All advances must be acquitted.

Advance: % BSB Mo Account No:

Date 23 /5 /2019

L
Signature of traveller cah

Supported - funds are available and travel is recommended

Signature of supervisor

Approval of travel

Signature of delegate J.Kobus Pos No. EG74 Classification SES1.4 Date 30/5/19
f.'t o .r.l'i Al U. a
Signature of Director-General/Minister (for overseas travel only) Date 4 ,’g ,’[ g
M |
BOOKING REFERENCE: Advance and cabcharges acquitted (finance officer)

TRAVEL COSTS:
Airfarae: 5300 {taxes)
Transport; $200
Accommaodation: 5250
ieals allowance: 250
Total: $1, 000

Version 2.0 issued: 190572015 Pape 2 af 3
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Accommodation details {to be completed after approval to travel is given). Include any private accommodation
details

COST CODES: Signature of finance officer

Version 2.0 Issued: 19/05/7015 Fage 3of 3
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Mar-19

Apr-19

5G SQ agents appreciation dinner

MY TA ASP weekend gateaway
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