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Report Purpose 
 
The purpose of this report is to provide an overview summary of Council’s financial 
position, progress against the adopted Business Recovery Plan (formerly the 100 Day 
Recovery Action Plan), progress of the Forensic Audit, and details of progress against any 
strategies or performance improvement orders that are in place. 
 
While this report is not confidential, it does relate to a confidential matter.  Administrator 
and staff are reminded of their obligation under the Code of Conduct to appropriately 
manage confidential information.  It is noted that Administrator received legal advice 
regarding this issue.  Should Councillors wish to discuss this matter, including confidential 
information provided it is recommended that Council resolves as follows: 
 
That Council resolve that this matter be dealt with in closed session pursuant to s.10A(2)(g) of 
the Local Government Act 1993 for the following reason: 
 
 2(g) advice concerning litigation, or advice that would otherwise be privileged from 

production in legal proceedings on the ground of legal professional privilege, 
 
 And because consideration of the advice received in open Council would on balance be 

contrary to the public interest as it would affect Council’s ability to manage legal 
matters effectively and in the best interests of Central Coast community. 

 

 
Corporate Affairs Recommendation 
 
That Council receive the report “Business Recovery Plan – Status Report”. 
 
 
Context 
 
At its Ordinary meeting held 26 October 2020, the Council resolved as follows: 
 

1081/20 Each (fortnightly) Council meeting during the next 12 months will receive a 
report that details; 
i. the financial position of council at that time 
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ii. progress against the Business Recovery Plan 
iii. progress of the Forensic Audit, until completed 
iv. an outline of any other relevant strategy in response to the Financial 

Crisis and progress against those strategies 
v. progress against any Performance Improvement Order that is in 

place. 
 
Financial Position of Council 
 
Council is continuing to closely monitor, track and reconcile its cash position daily.  Progress 
has been made on identifying and mitigating the key causes for the situation that Council 
finds itself in. Senior management are focused on closing off the actions below. 
 
On 18 December 2020, Council received the final $100m tranche of the commercial credit 
facility necessary to support Council’s Business Recovery Plan. This loan was received from 
one of the four major Australian banks for a fixed 3 year loan amortizing over 15 years. 
 
Progress Against the Business Recovery Plan 
 
Stage 2 actions for the business recovery plan are grouped under the key categories of 
Governance, Finance, Operations and Assets. The following shows a breakdown of completed 
tasks in response to Council’s financial situation:  
 
Governance  97% complete – 33 of 34 tasks complete 
Finance 71% complete – 34 of 48 tasks complete 
Operations 50% complete – 14 of 28 tasks complete 
Assets 48% complete – 11 of 23 tasks complete 

 
Governance Closed Tasks Summary - The tasks pertaining to formalities and structure on 
project management, identification of key roles, appropriate flow of information, stakeholder 
engagement, and compliance are completed. The remaining outstanding task is record 
keeping which will be ongoing until the Business Recovery Plan is concluded. 
 
Financial Closed Tasks Summary – Definition and securing additional funds for working 
capital, development of a long-term financial plan that set targets to ensure sustainability of 
Council into the future, also used for Council to achieve a commercial loan, development of a 
restructure plan, improved cash reporting mechanisms, amendments to payment terms for 
creditors, internal cost reviews were all completed. Remaining tasks include the completion of 
the 2020-2021 financial year end process and audit, and the 2021-2022 financial year budget 
process. 
 
Operations Closed Tasks Summary - Completion of the high-level service level review to 
inform critical services and potential areas for efficiency, workforce review including voluntary 
redundancy criterion and revenue streams reviewed with opportunities identified to increase. 
Remaining tasks include the special rate variation process, redefinition of services, workforce 
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needs, and service levels post the outcome of the special rate variation and the restructure 
are known. 
 
Assets Close Tasks Summary - The establishment of the capital expenditure (capex) 
framework, endorsed and communicated to the business for the preparation of the 
2021/2022 budget, review of capital projects and identified opportunities to defer projects. 
Capex processes and framework for prioritisation of capital works reviewed, including 
approximately $40M reduction in capex and significant redirection of funds from general 
fund. Remaining tasks include the review of developer contributions plans, further reviews of 
underperforming assets and the consideration of a Project Management Office. 
 
Forensic Audit update – a first draft was received of the work-in-progress of the forensic 
audit. This draft provided a review of Council’s accounting procedures and apportionment 
model and delivered some draft findings from their sample review. Further work is necessary 
to quantify the findings, document the recommendations and finalise the report. 
 
During this process Council acknowledges the input from union representatives which has 
ensured there is a collaborative approach to Council’s business recovery actions, including 
the review of the expressions of interest for the completed Voluntary Redundancy Program, 
making sure that staff impacts are of the highest consideration.   
 
Refer to attachment 1 – Business Recovery Plan Tasks Update - 21012021 for detailed 
information regarding the completed tasks. 
 
Outline of any other relevant strategy in response to the Financial Crisis and progress 
against those strategies 
 
During the Council meeting dated 30 November 2020 is was resolved to sell a number of 
underperforming assets. One of the resolutions was: 
 
1262/20 That the Chief Executive Officer establish a Property Advisory Committee consisting 

of two or three appropriately skilled and experienced external people to provide 
advice to achieve the best result for Council and provide probity advice. 

 
In response to this item Council has developed the Property and Asset Sales Governance 
Framework, including Terms of Reference for the Project Control Group, Independent 
Advisory Group and Project Team which are attached for reference.   
 
Independent property development experts Michael Filo and Steve Rowe have been engaged 
to execute the functions of the Independent Advisory Group.  Michael Filo and Steve Rowe 
possess extensive experience in the public sector providing support and oversight for 
property, asset and development transactions with their most recent relevant engagement 
being members on the Major Projects Advisory Committee for City of Parramatta Council.   
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Link to Community Strategic Plan 
 
Theme 4: Responsible 
 
Goal G: Good governance and great partnerships 
R-G2: Communicate openly and honestly with the community to build a relationship based 
on transparency, understanding, trust and respect. 
 
 
 
Attachments 
 
1  Business Recovery Plan Tasks Update - 21012021  D14453047 
2  Property and Asset Sales Governance Framework  D14453040 
3  Property and Asset Sales Independent Advisory Group Terms of 

Reference 
 D14453048 

4  Property and Asset Sales Project Control Group Terms of Reference  D14453049 
5  Property and Asset Sales Project Team Terms of Reference  D14453052 
6  Michael Filo CV  D14453054 
7  Steve Rowe CV  D14453057 
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Purpose 
A governance framework provides a mechanism for Council to practice good governance to ensure 
that Council meets its legal compliance obligations, acts ethically and decisions are made in the 
interest of its stakeholders and the community as a whole. Good governance ensures that the 
Council is able to manage its many complex responsibilities effectively in the best interests of the 
Community. 
 
Disposal of assets for local government are governed by strict considerations of probity, transparency 
and accountability in the expenditure of public funds for public purposes. 
The purpose of the Property Assets Sales Governance Framework (Framework) is to facilitate and 
provide a structure that governs the sale of property assets of Central Coast Council (Council) to 
include: 

a. Effective planning; 
b. Allocation of roles and responsibilities; 
c. Accountable and transparent decision-making; 
d. Appropriate engagement with risk; and 
e. Compliance with relevant legislation and policies  

Objective 
The objective is to create framework which outlines each parties roles and responsibilities and the 
regular process of reporting and decision making to manage the outcomes of each project. 

Governance Structure  
Council have responsibility to their community for the prudent management of public assets and 
finances under their care, control and management. Local Government responsibilities generally go 
beyond those of a private sector partner or project proponent due to the management of the public 
“good” and “interest.” In particular, land owned and controlled by a Council is a public asset to be 
held, administered and used for the benefit of the public/local community and to assist the Council 
in providing the services and facilities it is charged to provide for the community.  
 
All projects have unique circumstances and challenges. Each project presents different challenges 
and requires different management and governance structures.  
 
Property and/or Asset Sales will be undertaken in accordance with the following governance 
structure:   



Attachment 2 Property and Asset Sales Governance Framework 
 

 

- 14 - 

 

Property and Asset Sales – Project Control Group 
Council has formed a Project Control Group (PCG) that will provide direction to the Project Manager 
and Project Team to ensure there is ongoing confidence that the procurement/transaction processes 
are conducted in a timely manner and within budget and agreed quality expectations.  
The key objectives of the PCG are as follows: 

• To operate independently from the Project Team to ensure segregation of roles and to achieve 
objectives as outlined; 

• Ensure that the appropriate risk management, internal compliance and control, code of conduct 
and regulatory compliance policies are adhered to including the applicable regulatory 
requirements for the planning proposal; 

• Consider candidates for appointment as advisers and to approve any such appointments 
(including fees), approve engagement terms and monitor the performance of such parties; 

• Undertake or coordinate internal and external due diligence; 

• Minimise ongoing financial risks and liabilities for Council; and 

Refer to Appendix A for the Terms of Reference for the PCG 
  

Property and Asset 
Sales
PCG

Property and Asset 
Sales

Advisory Group

Staff

Independent

Probity Advisor
Property and Asset 

Sales
Project Team

Chief Executive Officer
Director, Corporate Affairs / CFO

Manager, Economic Development (PM)

Manager, Economic Development (PM)
Property Development Officers

2 x relevant Industry experts
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Property and Asset Sales – Independent Advisory Group  
The Council has formed an Independent Advisory Group (IAG) to provide independent advice on 
matters relating to property and buildings held by Council including but not limited to property 
divestment, investment, acquisition, returns on investment, rationalisation of non-performing assets, 
the assessment of lease and licence agreements, and assessment and delivery of capital works, as a 
property owner and not as a statutory authority). 
The IAP will utilise the methodologies and reporting frameworks established by Council to 
supplement and independently assure Council, as required. 
Refer to Appendix B for the Terms of Reference for the IAG 

Property and Asset Sales – Project Team 
Council has formed a Project Team which will oversee and manage the sales process of property 
assets undertaken by Council. The Project Team has the following responsibilities: 

• Oversee the day-to-day management of the Project;  

• Undertake the functions of the evaluation panel in assessing the offers/proposals associated with 
transaction of property and/or assets; 

• Provide a report to the PCG with the results of each evaluation process and subsequent 
recommendation (following IAG endorsement); and    

• Escalate any issues to the PCG 

Refer to Appendix C for the Terms of Reference for the Project Team 
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1. Membership 

1.1. Composition  
 

The membership of the IAG will be made up of a composition of members with the following areas of 
expertise, as set out in Table 1 below: 

 

Table 1 – IAG Membership 

Individual Position  

Michael Filo Member, Property and/or Economic Development 
(Chair) 

Steve Rowe Member, Property and/or Economic Development 

1.2 Appointment 

The IAG Members will be appointed by Council following a review of relevant qualification/experience 
criteria, as established by the PCG.   
The IAG Members may be appointed for an initial period not exceeding 12 months after which time 
they will be eligible for extension or re-appointment, provided that at the IAG Members provide details 
of their qualifications and experience of so that those details can be considered by Council to ensure 
the qualifications and experience of each IAG Member remain relevant to Council's requirements. The 
IAG Members acknowledge that at any time they are being considered for re- appointment or 
extension Council may also be running an expression of interest process and the IAG Member must 
participate in an approved selection process. 
Council may terminate the appointment of an external IAG Member at any time at Council’s discretion.  
The Chair of the IAG will be one of the IAG Members.  

2. Terms of Reference 

2.1 Purpose 

The purpose of the Independent Advisory Group (IAG) is to advise Council on matters relating to 
property and assets held by Council including but not limited to divestment, investment, acquisition, 
returns on investment, rationalisation of non-performing assets, the assessment of lease and licence 
agreements, and assessment and delivery of capital works. 
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The IAG will utilise the methodologies and reporting frameworks established by Council to supplement 
and independently assure Council, as required. 

2.2 Roles and Responsibilities 

Independent Advisory Group 
The role of the IAG is to provide advice, independent assurance in relation to risk identification and 
mitigation, and to support the Property and Asset Sales Project Control Group (PCG) in its decision 
making in respect of matters that are within the objectives of the IAG, including but not limited to the 
following:  

• Assure that Council has followed prudent commercial risk management practices in relation to 
matters within the objectives of the Property and Asset Sales Project; 

• Assure that adequate legal compliance practices and procedures are followed in connection 
with matters that are within the objectives of the Property and Asset Sales Project; 

• Consider reports and recommendations provided by the Project Team and make assessments 
and recommendations as to the validity of any proposal based on relevant criteria being met 
and achieving the best commercial outcome for Council; 

• Understand the strategic implications and outcomes of the initiatives being overseen;  
• Be committed to and be actively involved in pursuing the most advantageous outcome for 

Council with respect to property and assets; 
• The responsibilities of the IAG may be revised or expanded in consultation with, or as requested 

by, either the Project Team or PCG.  

Convener/Chair 
The Chair shall convene the Panel meetings.  
If the designated Chair is not available, then an appointed representative shall act as Acting Chair. The 
Acting Chair will be responsible for convening and conducting that meeting.  

Secretariat 
The Project Manager will provide secretariat services to the IAG and provide Agendas and Minutes. 

Proxies to Meetings 
Members of the IAG shall not nominate a proxy to attend a meeting if the member is unable to attend.  

2.3 Meetings 

Schedule of meetings 
Meetings of the IAG will occur as required to meet the needs of the Property and Asset Sales project. 
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Meetings of the IAG: 
May be by way of the following: 

a) in person; 
b) via teleconference; 
c) combination of in person and teleconference dependent on availability of IAG members; 
d) by circular. 

Quorum 
A quorum of the IAG requires both members.   

In attendance 
The IAG may invite any person or persons to all or part of its meetings to assist the IAG in its work, 
including in relation to specialised project issues such as technical/design, financial, legal and 
economic feasibility matters. 

Decisions 
Decisions of the IAG are to be unanimous. Where a unanimous decision is unable to be made by the 
IAG, a dissenting view / report may be prepared for consideration by the PCG. 

2.4 Housekeeping 

Agenda Items 
An agenda for all IAG meetings shall be agreed and circulated as soon as practical before the meeting. 

Code of Conduct  
Members must abide by the Code of Conduct and relevant policies adopted by Council. Members 
must declare and manage any conflicts of interest (as per Schedules 1 and 2 below) in a manner 
consistent with the Code of Conduct adopted by Council. For completeness, declarations of interest 
will be an agenda item at each IAG Meeting.   

Confidentiality  
IAG Members must keep all discussions during meetings confidential. No Member can make public 
comments regarding the activities of the IAG.  

Termination of Membership 
IAG membership can be brought to an end in the following ways:  
 
a) The expiry of the period for which the relevant Member was appointed;  
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b) The resignation of a Member by written notice to the Chair (who must without delay inform the 
remaining members of the resignation). If the Chair resigns, written notice must be provided to 
Council’s Chief Executive Officer;  

c) A Member may be removed by the IAG if they have: 

(i) been absent from three (3) consecutive meetings without having given reasons 
acceptable to the PCG; or 

(ii) intent for the which the original engagement commenced is no longer considered 
relevant.   

Note: Council reserve absolute discretion in determination of the above. 

Minutes & Meeting Papers 
Each IAG meeting will be formally recorded by the way of minutes.  
 
Full copies of the Minutes, including attachments, shall be provided to all IAG members no later than 
2 working days following each meeting. The Minutes of each IAG meeting will be monitored and 
maintained by the Property and Asset Sales Project Manager as a complete record as required under 
provisions of the NSW State Records Act 1998. 
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Schedule 1 – Conflicts of Interest 
To be inserted 

Schedule 2 – Conflict of Interest Declaration 
To be inserted 
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1. Membership 
The current membership of the PCG will be as set out in Table 1: 
 

Table 1 – PCG Membership 

Individual Position  

Rik Hart Chief Executive Officer (Chair) 

Natalia Cowley Director, Corporate Affairs/ Chief Financial Officer 
(CFO) 

Jamie Barclay Manager, Economic Development (Project Manager) 

 

2. Terms of Reference 

2.1 Purpose 

The purpose of the Central Coast Council (Council) PGC is to provide direction to the Property and 
Asset Sales Project Team to ensure there is ongoing confidence that the procurement processes are 
conducted in accordance with the Property Asset Sales Governance Framework (Framework), in a 
timely manner, within budget and agreed quality expectations.  

2.2 Roles and Responsibilities 

Project Control Group 

The roles and responsibilities of the PCG will include the following: 

• operate independently from the Project Team to ensure segregation of roles and to achieve 
objectives as outlined 

• ensure that the appropriate risk management, internal compliance and control, code of conduct 
and regulatory compliance policies (e.g. probity plan) are adhered to including the applicable 
regulatory requirements for the planning proposal 

• consider candidates for appointment as advisers and to approve any such appointments (including 
fees), approve engagement terms and monitor the performance of such parties 

• undertake or coordinate internal and external due diligence  

• minimise risk, ongoing financial risks and liabilities for Council 
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Role of individual PCG Members  

The role of the individual member of the PCG includes: 

• Understanding the strategic implications and outcomes of the sale of property and/or assets in 
relation to Council’s approved plans and policy framework; 

• Appreciate the significance of the Project for some or all major stakeholders;  

• Provide guidance as appropriate; and 

• Participate in all PCG meetings and provide considered feedback / input into the decision-making 
process. 

Convener/Chair 
The PCG Chair shall convene the PCG meetings. If the designated Chair is not available, then an 
Acting Chair will be assigned the responsibility for convening and conducting that meeting. The 
Acting Chair is responsible for informing the Chair as to the salient points/decisions raised or agreed 
to at that meeting. 

Secretariat 
The Project Manager will provide secretariat services to the PCG and provide Agendas and Minutes. 

Proxies to Meetings 
Members of the PCG shall nominate a proxy to attend a meeting if the member is unable to attend. 
The Chair will be informed of the substitution as soon as practically possible prior to the scheduled 
nominated meeting. 
 
The nominated proxy shall have voting rights at the attended meeting. The nominated proxy shall 
provide relevant comments/feedback, of the PCG member they are representing, to the attended 
meeting. 

2.3 Meetings 

Schedule of meetings 
Meetings of the PCG will occur monthly. 

Additional ad hoc meetings 
May be called by the Chair (following a reasonable request from a Member or other party). 

Meetings of the PCG 
may be by way of the following: 

a) in person; 
b) via teleconference; 
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c) combination of in person and teleconference dependent on availability of IAG members; 
d) by circular. 

Quorum 
A quorum of the PCG will constitute two representatives. Any decisions made in a PCG where not all 
members of the PCG are present should be circulated to all PCG members.  

In attendance 
The PCG may invite any person or persons to all or part of its meetings to assist the PCG in its work, 
including in relation to specialised project issues such as technical, financial, legal and economic 
feasibility matters. 

Decisions 
Decisions of the PCG are to be unanimous. Where a unanimous decision is unable to be made by the 
PCG, a dissenting view / report may be prepared for consideration by Council. 

Considerations 
PCG will consider recommendations from the Property and Assets Sales Project Team following 
endorsement from the Independent Property and Assets Sales Advisory Group, confirming that 
relevant criteria have been met. 

2.4 Housekeeping 

Agenda Items 
An agenda for all PCG meetings shall be agreed and circulated as soon as practical before the 
meeting. 

Code of Conduct  
Members must abide by the Code of Conduct and relevant policies adopted by Council. Members 
must declare and manage any conflicts of interest (as per Schedules 1 and 2 below) in a manner 
consistent with the Code of Conduct adopted by Council. For completeness, declarations of interest 
will be an agenda item at each IAG Meeting.  

Confidentiality  
Members must keep all discussions during meetings confidential. No Member can make public 
comments regarding the activities of the PCG.  

Minutes & Meeting Papers 
Each IAG meeting will be formally recorded by the way of minutes.  
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Full copies of the Minutes, including attachments, shall be provided to all PCG members no later 
than 2 working days following each meeting. The Minutes of each PCG meeting will be monitored 
and maintained by the Property and Asset Sales Project Manager as a complete record as required 
under provisions of the NSW State Records Act 1998. 

Schedule 1 – Non Disclosure Agreement 

Schedule 2 – Conflict of Interest Declaration 
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1. Membership 
The current membership of the PCG will be as set out in Table 1: 
 

Table 1 – Project Team Membership 

Individual Position  

Jamie Barclay 

(Project Manager) 

Unit Manager, Economic Development and Property 
(Chair) 

Ben Brown Property Development Manager 

Joe O’Connor Property Development Manager 

Rochelle Kirk (TBC) Independent Probity Advisor 

Principal, O’Connor Marsden & Associates 

 

2. Terms of Reference 

2.1 Purpose 

The purpose of the Central Coast Council (Council) Property and Asset Sales Project Team is to ensure 
property and/or assets sales are undertaken in a manner which maximises value, both financially and 
strategically for Council.  The Project Team will engage with the IAG (Independent Advisory Group) to 
seek Counsel and Strategic advice with respect to proposed property and/or asset disposals and will 
undertake the role of the Evaluation Panel for submitted proposals, providing recommendations and 
relevant support material to the IAG (Independent Advisory Group) from review and endorsement 
prior to seeking ultimate review and approval from the PCG (Project Control Group).  

2.2 Roles and Responsibilities 

Project Team 

The roles and responsibilities of the Project Team will include the following: 

• Regular engagement with the IAG to discuss strategy and most appropriate marketing approach 
to maximise outcomes for Council; 

• Undertake each evaluation as per the approved evaluation plan and Council’s Procurement 
Framework; 
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• Seek advice and support services during the proposal evaluation process from specialist technical 
advisors as required;  

• Seek advice / direction from the IAG and / or PCG as required; and 

• Submit recommendations to the PCG via the IAG for approval 

Role of individual Project Team Members  

The role of the individual member of the Project Team members includes: 

• Understanding the strategic implications and outcomes of the sale of property and/or assets in 
relation to Council’s approved plans and policy framework; 

• Appreciate the significance of the Project for some or all major stakeholders;  

• Ensure compliance to the Property and Asset Sales governance framework 

• Seek guidance as appropriate; and 

• Participate in all Project Team meetings and provide considered feedback / input into the 
decision-making process. 

Convener/Chair 
The Project Team Chair shall convene the Project Team meetings. If the designated Chair is not 
available, then an Acting Chair will be assigned will be responsible for convening and conducting that 
meeting. The Acting Chair is responsible for informing the Chair as to the salient points/decisions 
raised or agreed to at that meeting. 

Secretariat 
The Chair will provide secretariat services to the Project Team and provide Agendas and Minutes. 

Project Manager 
The position Unit Manager, Economic Development and Property will undertake the functions of 
‘Project Manager’ for the Property and Asset Sales.  The Project Manager holds overall responsibility 
for ensuring regular communication occurs with both the IAC and PCG to ensure maximum benefit is 
delivered for Council. 

Proxies to Meetings 
Members of the PCG shall not nominate a proxy to attend a meeting if the member is unable to 
attend.  

Probity Advisor 
Council is committed to maintaining probity in all dealings to meet its responsibilities of public 
accountability and to achieving value for money outcomes for customers, the community, 
stakeholders and Government. 
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The Probity Advisor has been appointed to review and provide guidance on all aspects of the 
procurement processes and ensure compliance with Local Council Regulations Councils procurement 
framework. 
The Probity Advisor is O’Connor Marsden & Associates (OCM): 
Rochelle Kirk 
0428 603 666 
rkirk@ocm.net.au 
 

2.3 Meetings 

Schedule of meetings 
Meetings of the Project Team will occur as per the approved Evaluation Plan or as otherwise 
required. 

Meetings of the Project Team 
may be by way of the following: 

a) in person; 
b) via teleconference; 
c) combination of in person and teleconference dependent on availability of IAG members; 
d) by circular. 

Quorum 
A quorum of the Project Team will constitute all representatives. 

In attendance 
The Project Team may invite any person or persons to all or part of its meetings to assist the Project 
Team in its work, including in relation to specialised project issues such as technical/design, financial, 
legal and economic feasibility matters. 

Decisions 
Decisions of the Project Team are to be unanimous. Where a unanimous decision is unable to be made 
by the Project Team, a dissenting view / report may be prepared and submitted for the PCG for 
ultimate determination. 

2.4 Housekeeping 

Agenda Items 
An agenda for all Project Team meetings shall be agreed and circulated as soon as practical before 
the meeting if applicable. 

mailto:rkirk@ocm.net.au
mailto:rkirk@ocm.net.au
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Code of Conduct  
Members must abide by the Code of Conduct and relevant policies adopted by Council. Members 
must declare and manage any conflicts of interest (as per Schedules 1 and 2 below) in a manner 
consistent with the Code of Conduct adopted by Council. For completeness, declarations of interest 
will be an agenda item at each Project Meeting.  

Confidentiality  
Members must keep all discussions during meetings confidential. No Member can make public 
comments regarding the activities of the Project Team.  

Minutes & Meeting Papers 
Each IAG meeting will be formally recorded by the way of minutes.  
Full copies of the Minutes, including attachments, shall be provided to all Project Team members no 
later than 2 working days following each meeting. The Minutes of each Project Team meeting will be 
monitored and maintained by the Chair as a complete record as required under provisions of the 
NSW State Records Act 1998. 
 

Schedule 1 – Non Disclosure Agreement 
Schedule 2 – Conflict of Interest Declaration 
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