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FOREWORD BY THE CHANCELLOR OF THE DUCHY OF LANCASTER

This publication formally replaces the original COI

Framework Document, dated April 1990. It incorporates

changes since that date to the arrangements under which

COI conducts its affairs – including transfer of Ministerial

responsibility for COI from Treasury Ministers to the

Chancellor of the Duchy of Lancaster.

Following a fundamental review of its rôle and

functions, COI has undergone significant streamlining as it

has withdrawn from certain activities (primarily specialist

work carried out solely for the Foreign and

Commonwealth Office). It has moved to concentrate on

the procurement – rather than the direct provision – of

publicity activities;  and it has carried out a restructuring

to improve efficiency.

Although, in all areas of its operations customers are

untied and free to use whichever supplier offers best value

for money and quality, COI is well placed, I believe, to

provide the taxpayer with better value, whilst still meeting

the needs of its government customers for impartial

advice and support in the area of publicity procurement.

The supply of information from government to the

people, in an open and transparent manner, is a vital

component of the Government’s drive to satisfy

aspirations for more accessible and accountable public

services. COI has a significant rôle to play in working with

other departments and agencies to ensure that this

fundamental task is carried out in an effective and

efficient manner.

COI has in the past shown itself to be more than

capable of meeting the challenging targets set for it. I am

confident that it will continue to do so – operating in a

commercial manner within government, so as to combine

public sector values with private sector skills.

It is an important rôle, which I am sure COI will

continue to perform with the professionalism it has

displayed over many years.

DAVID CLARK

Chancellor of the Duchy of Lancaster

Minister for Public Service
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1 STATUS

1.1 The Central Office of Information (COI) is a

Department reporting to the Chancellor of the Duchy of

Lancaster. It was also established as an Executive Agency

on 5 April 1990 and then as a Trading Fund on 1 April

1991, in accordance with the Government Trading Funds

Act 1973, as amended.

1.2 The Minister referred to throughout this document

is the Chancellor of the Duchy of Lancaster, who became

the responsible Minister on 22 June 1992.

1.3 The Department referred to throughout is the

Cabinet Office, Office of Public Service (OPS).

1.4 At the time of this Framework Document, the

Agency is based in London, has eight regional offices, and

employs just over 300 permanent staff.
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2 PURPOSE OF THE AGENCY

Aim

2.1 The aim of the Agency is to enable central

Government to secure its policy objectives through

achieving maximum communication effectiveness and

best value for money.

Objectives

2.2 COI’s objectives are to improve the effectiveness of

and add value to its clients’ publicity programmes through

its consultancy, procurement and project management

services across all communication channels and through its

direct representation service to the news media in

the regions.

In line with the principles of the Citizen’s Charter,

COI is committed to providing a measurable quality of

service to its customers, with specific targets for

improvements in its customer satisfaction levels, as well as

meeting financial and efficiency targets set by its Minister

(see also paragraphs 3.6, 3.7 and 3.8).

Targets

2.3 At Annex A are the principal measures used in

assessing the Agency’s financial performance, its efficiency

and its quality of service. These form the basis of the key

targets that the Minister sets and publishes each year.

Customers

2.4 COI’s customers are Government Departments,

agencies, and other publicly-funded bodies.

Activities

2.5 COI seeks to achieve its objectives by working with

clients and:

• achieving keen prices through aggregated and

specialist buying power;

• using its expertise to make the best choices of private

sector suppliers;

• bringing specialist publicity and financial expertise 

to the management of complex contracts;

• focusing on applying procurement and management

expertise, and impartial advice, across a range of

marketing and publicity services;

• applying its specialist knowledge of public

procurement rules and requirements;

• understanding clients’ particular needs and the

environment in which they operate by fostering 

long-term relationships with them; and

• exploiting developments in relevant markets and

pursuing an innovative approach to all its work.

2.6 COI’s activities also include a Network of English

Regional Offices providing press services, emergency

planning support, and the arrangement of visits to the

Regions by members of the Royal Household and other

VIPs;  and the general provision of objective publicity

advice (which, on occasions, might not necessarily 

be in COI’s own commercial interests).

Advisory Committee on Advertising

2.7 The Chief Executive has the benefit of advice

from an independent group of senior media and

marketing professionals appointed by the Chancellor

of the Duchy of Lancaster. The Advisory Committee

on Advertising provides advice to government on the

nomination of suitable advertising agencies for publicity

work, on cost-effective working methods, and on media

buying arrangements.
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3 ACCOUNTABILITY

The Minister

3.1 The Minister is responsible for the Agency, and

determines the policy and financial framework of the

Agency. He does not normally become involved in 

day-to-day management.

3.2 Each year the Minister approves the Agency’s

Corporate and Business Plans, and he sets the key

performance targets the Agency is to achieve.

3.3 The Minister remains accountable to Parliament and its

Select Committees for all COI’s activities. However, where

the interest of a Committee is confined to operational

matters he will normally regard the Chief Executive as being

the person best placed to answer on his behalf.

The Department (The Office of Public

Service)

3.4 The Department’s rôle is to support the Minister in

exercising his responsibilities. The Department’s main

responsibilities will be to discuss with COI and to provide

advice to the Minister on the Agency’s:

• Corporate and Business Plans;

• key performance targets to be set;

• performance against these targets;

• trading fund accounts, and the application of

annual and accumulated surpluses; and on

• any amendments required to this Framework

Document.

The Chief Executive

3.5 Management and direction of the Agency’s affairs

within the framework of plans approved by the Minister

are the responsibility of the Chief Executive. The Chief

Executive is appointed by the Minister normally through

open competition for a fixed term. The Chief Executive

is directly accountable to the Minister for the Agency’s

performance and operations, and specifically for:

• achieving the Agency’s agreed performance targets;

• managing the Agency’s resources efficiently

and effectively;

• preparing the Agency’s Corporate and Business

Plans, and presenting them for approval to

the Minister; and

• reporting on, and presenting accounts of,

the Agency’s performance.

3.6 Where Members of Parliament wish to raise a

matter bearing on the Agency’s operations, they are

encouraged to write to the Chief Executive. The Minister

usually asks the Chief Executive to write in reply to written

Parliamentary Questions and to individual letters on

operational matters for which he is responsible. The Chief

Executive’s letters in reply to Parliamentary Questions are

published in the Official Report.

3.7 COI is subject to the jurisdiction of the Parliamentary

Commissioner for Administration.

3.8 The Chief Executive is responsible for ensuring that

effective procedures for handling complaints about the

Agency are established and publicised. This includes

replying to complaints personally if they cannot be

resolved satisfactorily at a local or operational level.

Rôle of the Accounting Officer

3.9 The Chief Executive is appointed by HM Treasury

as Departmental Accounting Officer for COI and as

Accounting Officer for the Trading Fund. The Accounting

Officer must ensure that the requirements of Government

Accounting are met, and that COI takes account of all

general guidance issued by HM Treasury and the

Department, including recommendations by the

Committee on Public Accounts, other Parliamentary Select

Committees, or other Parliamentary authority which the

Government has accepted.

3.10 The Accounting Officer is liable to be summoned

to appear before the Committee of Public Accounts at

hearings related to COI. The full duties and responsibilities

of the Accounting Officer are as set out in his letter of

appointment for that position.
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4 PERFORMANCE MEASUREMENT AND PLANNING

4.1 The Chief Executive submits each year, for approval

by the Minister, a Corporate Plan and annual Business

Plan. These plans are commercially sensitive and are

not published.

Five-Year Corporate Plan

4.2 The five-year Corporate Plan is rolled forward and

updated each year. It will set out:

• COI’s main strategic objectives and the means

of progressing towards them, with particular

reference to COI’s financial objectives and other

performance targets;

• the assumptions which have been made about

external factors which influence COI’s trading

activities;

• forecast turnover, together with the proposed

pricing basis and details of any new marketing

initiatives;

• proposed manpower and accommodation

requirements;

• proposed capital investment programmes;

• forecast consolidated operating statements,

balance sheets and cash flow statements;

• key financial and other performance targets;

• COI’s strategies on information technology, training

and marketing;

• such additional information as the Minister may

from time to time require. 

Annual Business Plan

4.3 The annual Business Plan gives details of COI’s plans

for the financial year immediately ahead, including the

financial return to be achieved and the budget for the

year. It sets out the key financial and other performance

targets for the coming financial year and the underlying

planning assumptions. It is a key document against which

the Chief Executive’s performance is judged.

Measurement and Monitoring

4.4 Each year, the Minister sets a range of performance

targets which are notified to Parliament. The principal

performance measures are at Annex A.

4.5 COI will operate financial control and management

accounting systems to enable management to review

performance against agreed budgets. COI will submit

a report on performance to the Minister on a quarterly

basis, or as otherwise requested.
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5 FINANCIAL MANAGEMENT

Finance

5.1 COI operates as a Government Trading Fund 

in accordance with the requirements of the Government

Trading Funds Act 1973 and the Central Office of

Information Trading Fund Order 1991 (Annex B). 

The Trading Fund is subject to an External Financing Limit.

5.2 In addition, it operates on vote-funded

arrangements for the provision of goods and services 

to the Royal Household and the Central Advisory Service

for which COI produces Estimate and Appropriation

Accounts. These services are subject to a cash limit.

Annual Report and Accounts

5.3 COI publishes each year an Annual Report and

Accounts prepared in accordance with the provisions

of the Government Trading Funds Act 1973 and the

Accounts Direction issued by HM Treasury (Annex C). 

The Accounts are drawn up in accordance with current

best practice to meet the accounting and disclosure

requirements of the Companies Acts and accounting

standards issued or adopted by the Financial Reporting

Standards Board, insofar as these are appropriate to COI. 

5.4 HM Treasury formally approves the form of the

accounts and may require additional data to be provided

for the information of Parliament.

5.5 The Agency’s accounts are audited and certified 

by the Comptroller and Auditor General, and are laid

before Parliament before the summer recess. The

accounts are published, along with the Chief 

Executive’s Annual Report summarising the Agency’s

activities and performance during the financial year, 

and are placed in the Libraries of both Houses 

of Parliament.

Financial Delegations

5.6 COI is free to conduct its affairs within the

Corporate and Business Plans as approved by Ministers

and such other general guidance as Central Departments

may from time to time publish.

5.7 The specific delegated authorities are listed at 

Annex D.

Investments and Disposals

5.8 Major investment decisions are discussed and

approved as far as possible in the context of discussions

on the Corporate and Business Plans. COI provides the

detailed analyses of any investment or disposal in excess

of £1,000,000. Any such investment or disposal not

provided for in the Plans, but which COI wishes to

execute, is the subject of separate approval by the

Minister. All investments and disposals in excess of

£1,000,000 require the agreement of HM Treasury.

5.9 COI carries out an appropriate investment

appraisal of all major projects. COI also undertakes 

post-implementation reviews designed to establish

whether selected projects have achieved their objectives.

Internal Audit

5.10 The Chief Executive is responsible for making

suitable arrangements for the provision of an effective

internal audit service in a manner which best represents

value for money. Internal audit is to be conducted in

accordance with the objectives and standards of the

Government Internal Audit Manual.

External Audit

5.11 COI is subject to external audit by the Comptroller

and Auditor General.
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6 PERSONNEL

Status and Conditions of Service

6.1 COI staff are civil servants on permanent, fixed term

or casual appointments. The Chief Executive has

delegated authority for setting the terms and conditions

of service of staff below the Senior Civil Service. In

exercising his responsibilities, the Chief Executive will have

regard to guidance and regulations issued by Central

Departments and the Civil Service Commissioners.

6.2 The terms of the Principal Civil Service Pension

Scheme will continue to apply.

Senior Civil Service

6.3 Members of the Senior Civil Service within COI have

the status, pay arrangements and other conditions of

service which are common to the Senior Civil Service.

Pay and Grading

6.4 The Chief Executive is responsible for the pay and

grading arrangements of Agency staff, except for those

in the Senior Civil Service. Any change to the pay

arrangements or grading are subject to agreement by

the Treasury, and approval by the Minister.

Equal Opportunities

6.5 The Chief Executive is responsible for ensuring that

the Agency practices a policy of equal opportunities and

equal treatment for all staff and applicants for employment.

Health and Safety

6.6 The Chief Executive is responsible for ensuring that

the Agency complies with statutory requirements for

health and safety standards.

Industrial Relations

6.7 COI management consults with staff as appropriate

and follows good employment practices. 

Citizen’s Charter

6.8 Although COI does not provide services direct to

the public, it applies the Charter’s principles by publishing

performance targets and results, and by its commitment

to continuous improvements in the quality of its services.

Investors in People

6.9 COI is committed to achieving recognition as an

Investor in People.



ANNEX A

COI Targets

Specific annual business targets are set by the Chancellor,

covering performance improvements to be achieved

within the April-to-March financial year. In general terms

they will cover the areas shown below:

Financial

To break even in modified historic cost terms after

recovering all costs, including interest on borrowings.

Efficiency

To achieve a reduction, in real terms, agreed each year,

in the unit cost of output at comparable levels of quality.

Customer Satisfaction

To meet all product or service standards of clients

(measured through a customer satisfaction index).
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7 FRAMEWORK DOCUMENT

Review

7.1 This Framework Document will be reviewed by, and

changes announced no later than, March 2002. 

7.2 This Framework Document may be amended by the

Minister in consultation with the Central Departments. 

Publication

7.3 Copies of this Framework Document, and any

subsequent amendments or supplements, will be placed

in the Libraries of both Houses of Parliament. Copies are

available from:

Mr Viv Rowlands

Management Secretariat

COI

Hercules Road

London SE1 7DU
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ANNEX B
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ANNEX C

Accounts Direction

The Central Office of Information Trading

Fund (the COI)

Accounts Direction given by the Treasury

The Treasury, in pursuance of section 4(6) of the

Government Trading Funds Act 1973, hereby gives the

following Direction:

1. The statement of accounts which it is the duty of

the COI to prepare in respect of the financial year ended

31 March 1992 and in respect of any subsequent financial

year shall comprise:

(a) a Foreword;

(b) an Income and Expenditure Account; 

(c) a Balance Sheet; and 

(d) a Cash Flow Statement

including in each case such notes as may be necessary

for the purposes referred to in the following paragraphs.

2. The COI shall observe all relevant accounting and

disclosure requirements given in Government Accounting

and in the Treasury booklet Trading Accounts: A Guide for

Government Departments and Non-Departmental Public

Bodies (the ‘Trading Accounts booklet’) as amended or

augmented from time to time.

3. The statement of accounts referred to above shall give

a true and fair view of the income and expenditure, state of

affairs and cash flow of the COI. Subject to the foregoing

requirement, the statement of accounts shall also, without

limiting the information given and as described in Schedule

1 of this Direction, meet:

(a) the accounting and disclosure requirements of the

Companies Act; 

(b) best commercial accounting practices including

accounting standards issued or adopted by the

Accounting Standards Board; and 

(c) any disclosure and accounting requirements which the

Treasury may issue from time to time in respect of

accounts which are required to give a true and fair view,

insofar as these are appropriate to the COI and are in force

for the financial period for which the statement of accounts

is to be prepared.

4. The opening balance sheet shall be prepared so as to

include assets and liabilities appropriated to the fund by the

Central Office of Information Trading Fund Order 1991

establishing the fund and the subsequent Central Office

of Information Trading Fund (Variation) Order 1992.

5. Additional disclosure requirements are set out in

Schedule 2 of this Direction.

6. The Income and Expenditure Account and Balance

Sheet shall be prepared under the historical cost convention

modified by the inclusion of fixed assets at their value to

the business by reference to current costs.

Dated: 10 March 1992 

Signed: J S Beastall 

Treasury Officer of Accounts

Schedule 1

Application of the Companies Acts’

Requirements

1. The disclosure exemptions permitted by the

Companies Act in force for the financial period for which

the statement of accounts is to be prepared shall not apply

to the COI unless specifically approved by the Treasury.

2. The Foreword shall contain the information required

by the Companies Act to be disclosed in the Directors’

Report, to the extent that such requirements are

appropriate to the COI.

3. In preparing its Income and Expenditure Account and

Balance Sheet, the COI shall adopt respectively format 2

and format 1 prescribed in Schedule 4 to the Companies

Act 1985 to the extent that such requirements are

appropriate to the COI. Regard should be had to the

examples in Annex C of the Trading Accounts booklet,

in particular the need to strike the Balance Sheet totals

at ‘Total Assets less Current Liabilities’.

4. The Foreword and Balance Sheet shall be signed

and dated.

Schedule 2

Additional Disclosure Requirements

1. The Foreword shall state that the accounts have been

prepared in accordance with a direction given by the

Treasury in pursuance of section 4(6) of the Government

Trading Funds Act 1973.

2. The Foreword shall include a brief history of the COI

and its statutory background. Regard should be had to

Annexes B and C of the Trading Accounts booklet.

3. The COI shall have regard to any accounting and

disclosure requirements which the Treasury may issue from

time to time in respect of accounts which are required to

give a true and fair view.
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ANNEX D

Financial Delegations

The Chief Executive has authority (which he may sub-

delegate at his discretion), within the performance targets

set for COI, to commit expenditure as required for the

business, subject to consulting Treasury about capital

expenditure projects and disposals exceeding the amounts

shown below:

Capital expenditure projects £1,000,000

Disposals £1,000,000
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