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	# 1
	Human Resources Management - Expenses
	
	
	
	

	
	
	
	
	
	

	
	From the sample, we noted that none of the expense claims showed any evidence of having been arithmetically checked. Also eight forms were completed in a manner that could facilitate insertion of expense details after claims have been initially approved.
	Provide evidence of arithmetic checks, and ensure that forms are completed in a manner that would prevent any subsequent amendment of expense details.


	Adult Literacy Development Officer
	
	

	
	
	
	
	
	

	# 2
	Financial Management
	
	
	
	

	
	
	
	
	
	

	
	Although the receipt of goods / services is checked and delivery notes retained the receipt of goods / services is not evidenced on the relevant section on the second and third copy orders.
	Ensure the appropriate section of the copy order is completed on each occasion.
	Adult Literacy Development Officer
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