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Probity log 
Template
[bookmark: _Hlk20839838]
When to use this template
Use this template to create and maintain a single register of probity related matters that occur during a procurement process.
Use of this template is optional – remember to check your agency’s policies and procedures to see if your agency has a standard template available that you are required to use.
[bookmark: _Hlk169695230]Notes:
1. This is a template only and should be modified depending on the nature of the procurement activity.
2. All items in grey are to be updated as appropriate.
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[bookmark: _Hlk169695373]ITO NO - [Insert reference number and short title] – [Supplier Name]
	Date
	Description of the probity matter
	Responsible officer
	Probity advisor notified (if applicable)
	Action taken/further comments

	[Insert date]
	[Insert description]
	[Insert responsible officer]
	[Insert whether the probity advisor has been advised]
	[Insert details about any action taken, including any advice from the probity advisor]

	[Insert date]
	[Insert description]
	[Insert responsible officer]
	[Insert whether the probity advisor has been advised]
	[Insert details about any action taken, including any advice from the probity advisor]

	[Insert date]
	[Insert description]
	[Insert responsible officer]
	[Insert whether the probity advisor has been advised]
	[Insert details about any action taken, including any advice from the probity advisor]

	[Insert date]
	[Insert description]
	[Insert responsible officer]
	[Insert whether the probity advisor has been advised]
	[Insert details about any action taken, including any advice from the probity advisor]

	[Insert date]
	[Insert description]
	[Insert responsible officer]
	[Insert whether the probity advisor has been advised]
	[Insert details about any action taken, including any advice from the probity advisor]
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	[bookmark: _Hlk170226698]Version
	Date
	Comments

	V1
	27 Mar 2019
	Template created and published

	V2
	16 Aug 2019
	Minor update to template

	V3
	23 Dec 2019
	Template updated to new DEPW corporate branding, formatting updates

	V4
	26 Sep 2024
	Updated to new DEC corporate branding, formatting updates, added ‘Version control table’, ‘Copyright’ and ‘Administration’ sections








[image: ]The State of Queensland (Department of Energy and Climate) 2024
http://creativecommons.org/licenses/by/4.0/deed.en
This work is licensed under a Creative Commons Attribution 4.0 Australia Licence. You are free to copy, communicate and adapt this work, as long as you attribute by citing ‘Probity log v4, State of Queensland (Department of Energy and Climate) 2024’.
Contact us
Queensland Government Procurement, Department of Energy and Climate is committed to continuous improvement. If you have any suggestions about how we can improve this template, or if you have any questions, contact us at betterprocurement@epw.qld.gov.au.
Disclaimer
This document is intended as a guide only for the internal use and benefit of government agencies. It may not be relied on by any other party. It should be read in conjunction with the Queensland Procurement Policy, your agency’s procurement policies and procedures, and any other relevant documents.
The Department of Energy and Climate disclaims all liability that may arise from the use of this document. This template should not be used as a substitute for obtaining appropriate probity and legal advice as may be required. In preparing this template, reasonable efforts have been made to use accurate and current information. It should be noted that information may have changed since the publication of this document. Where errors or inaccuracies are brought to attention of the Department of Energy and Climate, a reasonable effort will be made to correct them.
Administration
Version 4 of the template replaces all previous versions of the ‘Probity log’ and takes effect immediately.
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