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	Recommendation
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	#1.
	Miscellaneous - Employee Review and Development
	
	
	
	

	
	
	
	
	
	

	
	Responsibility for review and development:

· Contract Compliance Manager – Head of Legal & Administration  

· Assistant Contract Compliance Officer – Contract Compliance Manager 

No reviews have been undertaken.

	The minimum requirements set out within the Employee Review and Development Policy should be adhered to.


	Head of Legal & Administration / Contract Compliance Manager
	Policy to be sourced and steps taken, to review same in order to establish what requires to be implemented to adhere to it.
	June – December 2008

	
	
	
	
	
	

	# 2.
	General – Service Plan
	
	
	
	

	
	
	
	
	
	

	
	No Service Plan has been submitted by Legal incorporating Contract Compliance.


	The minimum requirements set out within Council Policy should be adhered to with a Service Plan submitted by the 1st April each year.
	Acting Divisional Manager Legal / Contract Compliance Manager
	The Contract Compliance Manager will continue to submit service planning information to the Acting Divisional Manager Legal. 
	As required by Organisational Development.

	
	
	
	
	
	

	# 3.
	Tender Acceptance – Contract Documentation
	
	
	
	

	
	
	
	
	
	

	
	The Council’s Retention & Destruction Schedule states, inter alia, that ordinary contracts should be destroyed six years after the terms of contract have expired. Contract Compliance destroys the administrative record but do not maintain a systematic record of when this should occur. Administrative contract files are, however, destroyed annually as time allows. 

From the sample of ten contracts tested throughout the audit process, six were held by Legal and Administration and four by the client departments. Discussions were held with the Contract Compliance Manager who expressed cost concerns with regard to all contracts being consistently stored in one secure location. 


	1. The Retention and Destruction Schedule should be reviewed in relation to contracts so that guidance given is clear. This should involve Legal, Contract Compliance and Administrative Services and a service such as Capital Programme Services. 

2. A systematic process for the destruction of both paper and matching electronic files should be introduced to ensure that the Schedule is thereafter administered on a regular basis. This can be undertaken jointly between Legal and Contract Compliance and can now be streamlined as all parties are in the same building.

3. Internal Audit believes contract documentation should all be securely stored in the one location primarily to ensure consistency of storage and security as well as to facilitate ease of access. However, should it be decided not to store Contract Documentation in the one place it was agreed with the Contract Compliance Manager that at the conclusion of each contract it would be formally recorded where the documentation was held. The Letters of Acceptance spreadsheet record could be amended to state where successful tender documentation is held.


	Contract Compliance Manager
	Steps will be taken to review the Retention and Destruction Schedule, with advice from the Acting Divisional Manager  - Legal, the Committee Services Manager and a service department/unit. Should amendments be agreed these will be incorporated and communicated as required.

The review noted above will consider the procedures for destruction of files. In the meantime destruction and archiving of such records will continue as time allows.

The spreadsheet record maintained by Contract Compliance has already been amended to state where successful tender documentation is held when a contract acceptance is administered via this section. Service departments will continue to be advised that it is this units preference to have the original successful tender held by Legal and Administration. Legal services shall continue to maintain a computer record of all contract documentation passed to them for safekeeping.
	June – March 2008/09

June – March 2008/09

Ongoing
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