Security classification – minimum of IN-CONFIDENCE required

This is an instructional Cabinet paper template prepared by the Cabinet Office. 

Office of the Minister for X
Chair, Cabinet 

Proposed Overseas Travel: Hon Jenny Jones – June 2025
I seek Cabinet approval to travel to [cities and countries to be visited] from [leaving New Zealand date] to [date arriving back in New Zealand] to [brief purpose of the visit].
The Prime Minister has approved the travel in-principle, and (if the House is sitting) House leave has been sought/approved from the Party Whip. 
Note: travel must be approved in-principle before the paper is put to Cabinet.
Purpose of Travel 
Explain where the Minister will visit, the main reasons for the travel, and the value to New Zealand.
If the Minister is travelling to multiple destinations, explain the purpose and reason for each destination separately.
Explain any specific conferences to be attended, or people with whom discussion will be held, and for what reason.
Ministerial Party
Advise of any staff or other people who will accompany the Minister as part of the Ministerial Party.
If agency officials or a delegation are travelling with the Minister, brief details should be given on their agency/business, and how their travel costs will be met.
Travel Costs
List the estimated costs of the travel:
Airfares: 			$
Accommodation:		$
Contingency (5%)		$
Total: $ (rounded up to nearest $)


Acting Ministers
List which Minister(s) will be acting in each of the travelling Minister’s portfolios for the duration of the travel, in portfolio order.
Where Ministers are acting for only part of the travel period, list the dates they will be acting.
Proactive release
This section should include a statement on whether the Minister proposes to release the paper proactively in whole or in part, or to delay the release beyond 30 business days. Proactive release is subject to redaction as appropriate under the Official Information Act 1982. Refer to the CabGuide page on proactive release for more information. Note that there is no need to include a recommendation noting or seeking agreement to release a paper.  
Recommendations 
I recommend that Cabinet (add/delete recommendations below as applicable/appropriate):
authorise my absence from New Zealand, subject to leave from Parliament being secured (if the House is sitting), from [leaving date] to [returning date] to travel to [city],[country] to [purpose of visit]; 
agree that I be accompanied by [number] members of staff [and any other people travelling as part of the Ministerial party]; 
approve the estimated expenditure of up to [$total] for the travel expenses of the Ministerial party as a charge to Vote Internal Affairs (Members of the Executive – Travel); 
note that I will be accompanied by officials from [name of department/agency], whose travel costs will be a charge to Vote [name of vote];  
note that I will be accompanied by a delegation of X, whose costs will be met by [department/agency/business/them personally]; 
agree that in my absence: 
List Ministers acting in each of the travelling Minister’s portfolios; 
If Ministers are acting for only part of the travel period, include the dates they are acting; 
(Associate Minister portfolios do not need acting Ministers) 


note that leave from Parliament has been sought from/approved by the Party Whip. OR
note that the House is not sitting during my absence.


Authorised for lodgement
Hon Jenny Jones
Minister for X
3
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