APPENDIX 1

SUMMARY OF FINDINGS

	SUMMARY OF FINDINGS

                  Control Objective                                     Findings / Risk                                                       Recommendations



	Control Objective
	Findings / Risk
	Recommendations

	
	
	

	1.
GENERAL
	
	

	
	
	

	1.1
Policies and procedures over the control and administration of key areas of operation have been established.
	None
	N/A

	
	
	

	1.2
System access controls are established which are consistent with job responsibilities and achieve appropriate segregation of duties.
	None
	N/A


	
	
	

	1.3
Access to end user systems are adequately restricted and critical system files are backed-up on a regular basis.
	None
	N/A

	
	
	

	1.4
The Application of value for money criteria is appropriately addressed.
	None
	N/A

	
	
	

	1.5    Screen savers are utilised in line with the Electronic Communications Policy.
	None
	N/A

	
	
	

	2.
HUMAN RESOURCE MANAGEMENT
	
	

	
	
	

	2.1
Staffing arrangements are appropriately determined and administered in accordance with national conditions and local policy.
	None
	N/A

	
	
	

	2.2  All salary information submitted for payroll input is appropriately completed and subject to prior review and approval.


	Forms are being completed in a manner that could facilitate insertion of expense details after claims have been initially approved.

Opportunity exists for misappropriation, and thereafter the payment of unauthorised expenses.
Audit Comment #1
	Ensure that expense claim forms are completed in a manner that would prevent any subsequent amendment of expense details.



	
	
	

	2.3   Staff  training  and  development  is carried out in accordance with requirements.


	Staff training is planned and organised to ensure requirements of the section and individual professionals are met.  Records of training are mostly held in appropriate forms.  One member of the RICS has not kept CPD records up to date in the appropriate format.  This occurred after a change of format was implemented

Verbal Comment
	Ensure CPD records are kept in format currently recommended by RICS.



	
	
	

	2.4
An up to date register of employees interests is maintained.
	None
	N/A

	
	
	

	3.     PROPERTY MANAGEMENT
	
	

	
	
	

	3.1  
Asset Management Plans are being established
	None
	N/A

	
	
	

	3.2  The  Acquisition, management and disposal of property and land is administered in accordance with Council policy and legislative requirements.
	None
	N/A

	
	
	

	3.3
Lease / rental agreements for properties owned by third parties are properly approved.
	None
	N/A

	
	
	

	
	
	

	
	
	

	3.4   
Lease / rental agreements of Council property to third parties are properly approved and only extended to those who fulfil qualification criteria.
	None
	N/A

	
	
	

	3.5   
Lease / rental conditions are properly approved, regularly reviewed and correctly applied or complied with.
	None
	N/A

	
	
	

	3.6    An  appropriately detailed register of all land and properties is accurately maintained with regular asset and insurance valuations performed.
	For a judgemental sample of twenty assets

1. Backup for insurance valuation was not held for one newly built property.

2. No record had been created on the TERARIUS register of property and land maintained by Asset & Properties for two recently completed properties.   Manual files are in place for all assets, which are used for reference rather than the computerised system.

1. Backup was not held for all insurance valuation, which could possibly lead to issues if insurance claims were made for these properties.

2. The TERARIUS register of land and assets held by Asset & Properties is not being kept up to date.   It is therefore necessary for Asset & Properties to use manual files for general property enquiries.

Audit Comment #3
	1. Backup should be kept for all insurance valuations carried out.

2. Plans should be put in place to ensure the TERARIUS system is brought up to date and utilised to improve efficiency and effectiveness of resources.



	
	
	

	3.7  Amendments  to  the register are properly approved and accurately recorded.
	None
	N/A

	
	
	

	3.8   Rental / lease data is accurately and timeously notified to Finance.
	None
	N/A

	
	
	

	3.9
Properties are maintained in accordance with legal and health and safety requirements, management directives and Council policy.
	We were advised that the one vacant property is inspected on a regular basis with the header tank having been emptied within the first 30 days of the property becoming vacant.  Although no records were kept to verify this.

Verbal Comment
	Records of inspections should be kept. 

	
	
	

	3.10 Regular  monitoring  reports  are produced for land and property transactions
	None
	N/A

	
	
	

	4.  MISCELLANEOUS
	
	

	
	
	

	4.1    Access audit requirements have been adequately identified, planned and are performed in accordance with legislation by suitably trained personnel.
	None
	N/A

	
	
	

	4.2  The  copper pipework replacement scheme has been developed and is being progressed in accordance with Council requirements.
	None
	N/A

	
	
	

	4.3 Third party service provision is appropriately recovered.
	None
	N/A

	
	
	

	4.4    Burra  and  Busta estate transactions are processed timeously.
	None
	N/A

	
	
	

	4.5    Surplus assets are recorded, securely stored and disposed of in accordance with Financial Regulations.
	None
	N/A

	
	
	

	
	
	

	5.  CAPITAL EXPENDITURE
	
	

	
	
	

	5.1   Capital    Programme   works   are correctly determined and represent either an enhancement of, or improvement to, Council facilities.
	None
	N/A

	
	
	

	5.2    Commitments and expenditures made have received prior Council approval and are accurately recorded as to account, amount and period.
	None
	N/A

	
	
	

	5.3  Adequate  monitoring  of works in progress and associated reporting to Council takes place.
	None
	N/A

	
	
	

	6.
FINANCIAL MANAGEMENT
	
	

	
	
	

	6.1 
Purchase orders and accounts are authorised and correctly processed in accordance with Financial Regulations. 
	Attempts to review authorised signatory forms, held by Accountancy, which related to payment authorisation revealed that no authorised signatory forms were in place for the current structure of Asset & Properties under Legal and Administration.
· Authorised signatory forms are not in place in line with the Council’s Financial Regulations.

Audit Comment #3
	Ensure authorised signatory forms are completed, appropriately authorised and passed to Accountancy – Finance.


	
	
	

	6.2  Budgets are monitored on a regular basis and significant variances investigated.
	None
	N/A

	
	
	

	6.3  Journal entries are authorised and correctly recorded as to account, amount and period.
	None
	N/A

	
	
	

	6.4
Virements are administered in accordance with Council policy and Financial Regulations.
	None
	N/A

	
	
	

	6.5    Sales      Invoices     are    accurately  prepared and approved, issued timeously and correctly posted.
	None
	N/A

	
	
	

	
	
	

	7.
CONTRACT MANAGEMENT
	
	

	
	
	

	7.1     Arrangements for service provision from third parties are contractually enforceable.
	None
	N/A

	
	
	

	7.2  Steps are taken to ensure contract conditions are being applied.
	None
	N/A
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