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DRAFT

PANEL COMMUNICATION

PURPOSE

Materials related to the work of the panel are highly sensitive and confidential and need
to be protected. Also, there is a need to ensure that communication among the panel is
as efficient as possible.

Project Manager

The project manager will be responsible for

Setting up meetings — in person or teleconference

Setting the agenda with the Chair and coordinating any briefings required by the
panel

Sending reminders to the panel members on agreed upon deliverables
Coordinate panel information requests

Coordinate responses to panel questions

Respond to information requests and questions daily at 3:30PM, as needed, to
all panel members.

Advisory Panel

For efficient handling of communication and limit the number of emails panel members
receive:

Information requests and questions submitted to project manager for
consolidation and responses.

Documents should be password protected using “Panel2017” when sending via
email. Also, if using outlook, please chose “Confidential” prior to sending.
Include “URGENT” in any urgent requests in the subject title.

Advise the project manager to coordinate teleconference for short panel
discussions to limit the number of emails.

Panel Meetings

Agenda and associated materials will be sent electronically by the Project Manager.
Hard copies will be printed when requested.
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3.3 Ethical Framework

Government appointees are required to fulfill the duties of their appointment in a professional,
ethical and competent manner and avoid any real or perceived conflict of interest. In particular,
and without limiting the generality of the foregoing obligations, a government appointee shall:

1. not use or attempt to use his or her appointment to benefit himself or
herself or any person or entity;

2. not participate in or attempt to influence decision making as an appointee if
he or she could benefit from the decision;

3. not accept a gift that could influence, or that could be seen to influence, the
appointee in carrying out the duties of the appointment;

4. not use or disclose any confidential information, either during or after the
appointment, obtained as a result of his or her appointment for any purpose
unrelated to the duties of the appointment, except if required to do so by law or
authorized to do so by the responsible Minister;

5. not use government premises, equipment or supplies for purposes unrelated
to his or her appointment; and

6. comply with such additional requirements, if any, established by the entity to
which the person is appointed, and/or the responsible Minister.

For the purposes of the above “confidential information” means information that is not
available to the public.

A government appointee must declare a personal or pecuniary interest that could raise a
conflict of interest concern at the earliest opportunity to the Chair or to the responsible
minister or the minister’s designate in the case of a Chair.

An appointee who is a public servant by virtue of being appointed to a “public body”
that is prescribed under the Public Service of Ontario Act (PSOA) is subject to the
conflict of interest rules set out in the PSOA and its applicable regulations.
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Name
Billing Address

# of
Date Activitiy (Brief Description) Hours
HiHHHHEHAHH#HH# Expert Panel Meeting at TBS Office 8.50

Total 8.50
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l/r>0ntari0 Expense (General/Travel) Claim for Non-OPS Employees

)Py_
Note
Personal information on this form is collected under the authority of the Ministry of Treasury and Economics Act, R.S.0. 1890, ¢.M.37, s. 11

and will be used to assess, verify and monitor eligibility for payment. For information regarding the collection of this information, please contact
the financial services unit in your organization where you submit this form.

Only one cost centre per form. Where a tip/gratuity is included in the expense item being claimed, the gratuity/tip must be itemized separately.
Example : Receipt #1 for Lunch: $8.85 plus tax (13%) $1.15 = $10.00 plus tip $1.00. Total receipt #1 = $11.00

Expense item line 1: Lunch. Total Amount = 10.00, Tax Rate = 13%. Tax Amount = 1.15 (calculated), Net Amount = 8.85 (calculated)

Expense item line 2; Tip.  Total Amount = 1.00, Tax Rate =0,  Tax Amount = 0.00 (calculated), Net Amount = 1.00 (calculated)

1. Claimant Information

Name of Claimant (Last Name) * (First Name) * Middle Initial
Ministry/Agency * Telephone Number

ext.
Address (Street Number and Name, Unit/Apt. Number) * City/Town * Province * Postal Code *

Purpose of Trip and Nature of Expenses *

2. Transaction Details

Date Particulars Account Code Kilometres Receipt Details
(dd/mmmlyyyy)| Explain General Expense Nen- T4A T4A T4 South | North Total Tax Tax Net Rec.
Items (Destination, time of | reportable |Reportable| Reportable |Reportable| Ontario | Ontario | Amount |Rate %| Amount [ Amount | No.
departure, return and mode | ltems $ ltems $§ |Remuneration| PTPDA S | Km's | Km's (HST/
of travel) (533910) | (533915) | (547920) | (533950) GS8T)
Total »
Total Claim Amount P

3. IFIS Account Code = Claim Amount Summary

Claim No. Claim Date (dd/mmm/yyyy)
Line| Ministry | Program |Business Unit| Cost Centre | Account |Initiative |[Future Use|Future Use Total [Tax Rate %) Tax Net
No. |(3 digits)| (6 digits) |(4 characters)|(6 characters)| (6 digits) |(4 digits)| (4 digits) | (4 digits) Amount (HST/GST) Amount Amount
1 0000 0000
Total Claim Amount »

4. Claimant Certification

This is to certify that the above expenses were incurred by me while on Government Business. Please visit www.ontario.ca/directpayment
Signature of Claimant (Mandatory) Date (dd/mmm/yyyy) to download the application form to enrol

for electronic payment.

5. Approval and Authorization

Name of Approving Official (Last, First Name) (Mandatory) Title
Telephone Number Total Claim Amount | Signature (Mandatory) Date Approved/Authorized
Approved (dd/mmm/yyyy)
ext.
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