Ministerial briefing checklist – for officials to use when briefing a minister who is an approver of a grant
Under the Commonwealth Grants Rules and Principles (CGRPs), officials must provide written advice to ministers on a range of issues where the minister is the approver of a grant (see CGRPs paragraphs 3.3 and 4.6). The checklist below will assist you to prepare briefing that meets these obligations. Your advice to your minister will assist the minister to comply with their obligations under the Public Governance, Performance and Accountability Act 2013 (PGPA Act), the Public Governance, Performance and Accountability Rule 2014 (PGPA Rule) and the CGRPs.

The list below is not exhaustive, and officials can (and should) include additional relevant information in the briefing to assist your minister to discharge their obligations.

	Your written advice to the minister must include the following:
	

	1
	· An explicit statement identifying that the spending proposal is a ‘grant’.
	

	2
	· Information about the legal authority for the grant (see paragraph 3.9 CGRPs for more information).
	

	3
	· Information about the minister’s obligations under the PGPA Act, the PGPA Rule and the CGRPs, including that the minister: 
· must receive written advice from officials on the merits of the proposed grant or group of grants before approving a grant/s (paragraph 4.10 CGRPs).
· must not approve proposed expenditure of relevant money (ie a grant/s) unless satisfied, after reasonable inquiries, that the expenditure would be a ‘proper’ use of relevant money (s71 PGPA Act, paragraph 3.14 CGRPs).
· must record the following in writing (s71 PGPA Act and paragraphs 3.14 and 4.10 CGRPs): 
i) the terms of the approval of a proposed grant/s, as soon as practicable after the approval is given.
ii) the basis for approving a grant/s relative to the grant opportunity guidelines and the key principle of achieving value with relevant money.
iii) the basis for not approving any grant/s that officials have recommended be approved. 
iv) the basis for approving any grant/s that officials have recommended be rejected. 
v) any conflicts of interest relating to a decision to approve a grant, and declare these as appropriate (noting that this can be done in a manner consistent with Code of Conduct for Ministers | PM&C (pmc.gov.au)). 
· must report decisions to approve a grant/s in the minister’s electorate or to approve a grant/s that officials recommend be rejected to the Minister for Finance as soon as practicable after the approval has been given (paragraphs 4.11 and 4.12 CGRPs).
	

	4
	· An outline of the application and selection process followed, including the selection criteria that was used to select potential grantees (as outlined in the grant opportunity guidelines).
	

	5
	· Clear advice on the merits of the proposed grant/s relative to the grant opportunity guidelines and the key principle of achieving value with relevant money.
	

	6
	· An assessment of all applications against the following categories indicating:
· which applications fully meet the selection criteria
· which applications partially meet the selection criteria, and
· which applications do not meet any of the selection criteria.
(Note: It is not necessary to consider ineligible applications against assessment criteria or to brief on them individually. These applications must be recommended to be rejected, and this may be done as a group.) 
	

	7
	· A recommendation to reject any applications that do not meet any of the selection criteria.
	

	8
	· Information about which of the applications can be supported within the available funding.
	

	Your written advice to the minister may also include the following:
	

	9
	· A ranking of applications, if appropriate.
	

	10
	· Any other specific recommendations regarding the applications, which could include recommendations based on other factors that may be considered (as outlined in the grant opportunity guidelines).
	



